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Assessment Instructions 

Task overview 

This is assessment two (2) of three (3) assessments for FNSACC322 Administer subsidiary accounts and ledgers. It is 

an open-book written assessment. You can use your learning materials as a reference.   

This assessment requires you to complete five (5) tasks to test your understanding and the skill required for this unit. 

• Task 1: Review accounts receivable   

• Task 2: Resolve discrepancies and correct errors  

• Task 3: Identify bad and doubtful debts 

• Task 4: Contact clients and request payment 

• Task 5: Plan recovery action for bad debts 

 

This assessment uses a simulated business called Ace Finance. To complete the assessment tasks, you will need to 

access information, documents, and templates associated with one of Ace Finance's clients, Melissa Murray, from 

the company Mel’s Makeup Pty Ltd.  

The supporting documents you will need to complete the assessment can be downloaded from the learning platform 

under the Assessment 2 tab.  

For this assessment, you will role-play Patresia Florence, a trainee accountant with Ace Finance. Andrew Black is 

your manager.  To be assessed as competent, you must complete all tasks in the spaces provided in this assessment 

document word templates or the A2 Excel Workbook. 

Read each question carefully before typing your response in the space provided. 

Additional resources and supporting documents 

To complete this assessment, you will need the following: 

• Access to learning materials on the learning portal   
• Access to a computer, the internet and email 
• Mel's Makeup Finance Policies & Procedures 
• Bank Statement March 2021 

• A2 Excel Workbook 
• Invoices & Adjustments 
• Invoice D&K Jones 
• Invoice P&K Pty Ltd 
• Overdue Accounts Receivable Log 
• Invoice Fiona's Face Painting 
• Invoice Paint Your Face 
• Invoice Action Training College 
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    Please consider the environment before printing this assessment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessment Information 

Submission 

 

You are entitled to three (3) attempts to complete this assessment satisfactorily. Incomplete assessments will not be 

marked and will count as one of your three attempts.  

All questions must be responded to correctly to be assessed as satisfactory for this assessment. 

Answers must be typed into the space provided and submitted electronically via the LMS. Hand-written assessments 

will not be accepted unless previously arranged with your assessor. 

Reasonable adjustment  

Students may request a reasonable adjustment for assessment tasks.   

Reasonable adjustment usually involves varying:  

• the processes for conducting the assessment (e.g. allowing additional time)  

• the evidence gathering techniques (e.g. oral rather than written questioning, use of a scribe, modifications 

to equipment)  

However, the evidence collected must allow the student to demonstrate all requirements of the unit.  

Refer to the Student Handbook or contact your Trainer for further information. 
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Task 1: Review accounts receivable   

For this assessment task, you are required to review the accounts receivable for Mel’s Makeup Pty Ltd.  
  
Candidates Instructions   

    
To complete this task, read the email below from Andrew Black and take action on his request. 
 

 

 

To:  Patresia Florence (p.florence@acefinance.com.au)   

From:  Andrew Black (a.black@acefinance.com.au)   

Subject:  Mel’s Makeup Accounts Receivable  

Attachments: Mel's Makeup Finance Policies & Procedures 
Bank Statement March 2021 
A2 Excel Workbook 
Invoices & Adjustments 

 
Good morning Patresia,   
  
I hope you had a nice weekend and enjoyed the lovely weather. 
  
I need your assistance. One of our clients, Melissa Murray, has asked us to assist her in managing her outstanding 
accounts receivable and implementing a debt recovery plan.  

 

Background  

Melissa is the managing director of Mel’s Makeup Pty Ltd. Mel’s Makeup operates five (5) retail stores across 
Australia and plans to expand to all states within the next two (2) years. Mel is aware that several staff changes have 
recently occurred in the accounts department, resulting in longer-than-usual delays in chasing overdue accounts. So 
that she can focus on tasks that are core to her business, she has asked us to review her current account receivable 
processes, chase up any overdue accounts and recommend an effective management strategy moving forward. 

I have attached Mel's Makeup Finance Policies & Procedures. While undertaking your review, please check that her 
policies and procedures relating to reconciling and monitoring financial accounts and her credit policy are being 
followed internally.      

Melissa has provided copies of the following document: 

• Bank Statement March 2021 

• Cash Receipts Journal Mel’s Makeup March 2021 (Tab 1, A2 Excel Workbook) 

• Accounts Receivable Subsidiary Ledger (extract) Mel’s Makeup March 2021 (Tab 2, Excel Workbook) 
 



  

                                                                                                                                                                                                                                                                                                                                                                                

ASSESSOR GUIDE                                             FNSACC322 Administer subsidiary accounts and ledgers         

ASSESSOR GUIDE                                                                      Page 5 of 46 

 

I need you to: 

a. Check the attached invoices and adjustment notes to ensure they have been posted correctly to the accounts 
receivable subsidiary ledger.  

 
Use the snipping tool to capture a screenshot of any error you have identified and any adjustments you have 
made to correct the errors. Paste the screenshots in the table below.  
 

b. In line with Mel’s Makeups Bank Account policy, reconcile the transactions in the cash receipts journal to the 
transactions listed on the March 2021 bank statement.  

Using the attached memo template, draft a memo to Melissa notifying her of any errors you identify.  

Include: 

• a screenshot of each error 

• a short description of each error 

• a suggested source document that she could review to check the accuracy of the receipt and resolve 
the errors. 

(Approximately 200 words) 

 

c. Check payments to the accounts receivable subsidiary ledgers have been posted correctly. In the table below: 

• explain any posting errors you identify. 

• describe what action you would take to investigate these errors. 
 
(Approximately 40 - 60 words per error) 

 

Kind Regards,   
 
Andrew Black 
 

 

 

Andrew Black  
Director – ACE Finance   
PO Box 298 Geebung Qld, 4220   
Phone: 1800 111 222   

www.ace.finance.com.au    
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Bank Statement 

 



  

                                                                                                                                                                                                                                                                                                                                                                                

ASSESSOR GUIDE                                             FNSACC322 Administer subsidiary accounts and ledgers         

ASSESSOR GUIDE                                                                      Page 7 of 46 

 

 
 
Cash Receipts Journal 
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Accounts Receivable Subsidiary Ledger
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Assessor Instructions 

a. Posting Errors 

 

a. Posting Errors  

The candidate must identify the following two errors and correct them in the accounts receivable subsidiary 
ledger. The answer provided by the candidate must match the screenshots in the sample answers below. 

Invoice 1234500 for MT Paris Theatre Company – A sales discount has been posted to the subsidiary ledger in 
error. A 5% discount only applies if the invoice is paid within seven (7) days from the invoice's date. 

Incorrect Posting 

 
 

Correct Posting 

 

Adjustment Note CR12345 for Spencer & Clive Pty Ltd – No GST has been posted to the subsidiary ledger. The  

Incorrect Posting 

 
 

Correct Posting 

 
 

 

 

b. Cash Receipts Journal and Bank Statement discrepancies 

Candidates must write a memo to Melissa Murray using the template provided. They must include their name, date 

and subject. The wording in the body of the memo will vary. However, a competent answer must identify four (4) 

incorrect entries in the cash receipts journal. Candidates must specify the type of error and possible source 

documents they could use to check the accuracy of their response. A benchmark answer has been provided below.  
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Memo (Approximately 200 words) 

   

 
To: Melissa Murray 

From: Candidates Name 

Date: xx/xx/20xx 

Re: Review of Accounts Receivable – Mel’s Makeup 

Hi Melissa 

I have reconciled the transactions recorded in the cash receipts journal against the March 2021 bank statement 
and have identified the following four errors. My recommendation would be to check the source documents to 
ensure the errors have been made by a staff member and not a bank error. 

 

Error 1 - 04/03/2021 – Swinging Dance Studio 

Type of error – Direct Deposit {from acc 27889791} $8,776.00 incorrectly entered into Cash Receipts 
Journal $8.766.00. 

Source document to check – Remittance Advice / Cash Receipt 
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Error 2 - 18/03/2021 – Dishonoured cheque D & K Jones 

Source Document - Bank statement 

Type of error - Dishonoured cheque of $2,707.50 not recorded in the Cash Receipts Journal. 
 

 

 

 

 

Error 3 - 19/03/2021 – Pamper Party Pty Ltd 

Source Document – Deposit Book / Cash Receipt 

Type of error - Branch Deposit cash & cheques – Payment from Pamper Party Pty Ltd recorded in the 
Sales column of the Cash Receipts Journal instead of the Accounts Receivable Control column. 
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Error 4 - 31/03/2021 – P & K Pty Ltd 

Source Document – Bank Statement 

Type of error – Direct Deposit {from acc 13245} P&K P\L for $1369.50 not recorded in the Cash Receipts 
Journal. 

 

  

  
 
 
 

 

c. Posting payments to the accounts receivable subsidiary ledger errors 
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Candidates must identify the following five errors and possible source documents they could use to check the 

accuracy of their responses. A benchmark answer has been provided below. 

c. Posting payments to the accounts receivable subsidiary ledger errors 

Errors Actions taken to investigate and correct error  
 
(Approximately 40 - 60 words per error) 

4/03/2021 - 
A direct deposit of $8,776.00 
was incorrectly entered into 
the Cash Receipts Journal 
and posted to the ledger. 

Incorrect Posting Subsidiary Ledger 

 
Corrected Posting Subsidiary Ledger 

 
Checked the balance outstanding in the accounts receivable subsidiary ledger 
against the amount paid.  
Reviewed source documents – invoice, remittance advice. 
Corrected amount received in Cash Receipts Journal and amount posted to the: 

• Accounts Receivable Subsidiary Ledger 

• Accounts Receivable Control Account  

• Bank Ledger account. 
 

05/03/2021 - 
A cheque from Sydney 
Makeup has been applied to 
the account of Sydney 
Makeover in the subsidiary 
ledger. 
 

Incorrect Posting Subsidiary Ledger 

 
 
Correct Posting Subsidiary Ledger 

 
 
Checked the balance outstanding in the accounts receivable subsidiary ledger 
against the amount paid.  
Contacted the customer to confirm whether a payment was made in error. 
Reviewed source documents – invoice, remittance advice. 
05/03/2021 Reversed posting in the Sydney Makeover - MMROO4 Subsidiary 
ledger and post  payment to Sydney Makeup – MMR005 
 

18/03/2021 - 
A dishonoured cheque from 
D & K Jones was not entered 
in the Cash Receipts Journal. 

Incorrect Posting Subsidiary Ledger 
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Correct Posting Subsidiary Ledger 

 
 
Reversed the entry in the Cash Receipts Journal. 
Reversed the entry in the subsidiary ledger of D & K Jones. 
Adjusted the amount posted to the following: 

• Accounts Receivable Control Account  

• GST Payable Ledger 

• Discount Allowed Ledger 

• Cash at Bank Ledger 

Contacted customer to discuss dishonoured cheque. 
Highlighted the discrepancy on the statement of account sent to the customer. 

19/03/2021 – Pamper Party 
Pty Ltd. Incorrectly recorded 
in the Sales column of the 
Cash Receipts Journal 
 

Corrected Cash Receipts Journal by removing the amount paid from the Sales 
column and including it in the Accounts Receivable Control column. Post payment 
to Pamper Party Pty Ltd – MMR011 Subsidiary Ledger and amended amounts 
posted to the: 

• Sales Ledger. 

• Account Receivable Control Account 

Corrected Posting Subsidiary Ledger 

 
 

31/03/2021 - 
The transaction was not 
recorded in the Cash 
Receipts Journal, and the 
amount paid was the GST 
excluded amount. 

Posting Subsidiary Ledger 

 
Record the transaction in the Cash Receipts Journal. 
Checked the invoice to confirm the GST has been calculated correctly. 
Contacted the customer to discuss the discrepancy. 
Highlighted the discrepancy on the statement of account sent to the customer. 
Post to P & K Pty Ltd Subsidiary Ledger and amend amounts posted to 

• Account Receivable Control Account 

Cash at Bank Ledger 
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Task 2: Resolve discrepancies and correct errors  

For this assessment task, you are required to resolve the errors identified in Mel’s Makeup Pty Ltd.’s bank statement, 
cash receipts journal, and accounts receipts subsidiary ledger. Ensure you refer to and follow Mel's Makeup Finance 
Policies & Procedures. 
  
Resources and Equipment Required   

• Access to learning materials on the learning portal   
• Access to a computer, the internet and email 
• Mel's Makeup Finance Policies & Procedures 
• Bank Statement March 2021 
• A2 Excel Workbook (Tab 1 & 2) 

 
   

Candidates Instructions   
    

To complete this task, read the email below from Andrew Black and take action on his request.   
 

 

 

To:  Patresia Florence (p.florence@acefinance.com.au)   

From:  Andrew Black (a.black@acefinance.com.au)   

Subject: Mel’s Makeup Accounts Receivable  

Attachments:  

 
  

Hi Patresia,   
  
Melissa has asked if we can amend the identified discrepancies between the March 2021 bank statement, Cash 
Receipts Journal and Accounts Receivable Subsidiary Ledger (Tasks 1b, 1c).  
 
Please action her request and update the Cash Receipts Journal (A2 Excel Workbook Tab 1) and Accounts 
Receivable Subsidiary Ledger (A2 Excel Workbook Tab 2) 

Once you have completed each task, save the assessment workbook so that your work is saved. 

Kind Regards,   
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Andrew Black  
Director – ACE Finance   
PO Box 298 Geebung Qld, 4220   
Phone: 1800 111 222   

www.ace.finance.com.au    
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Assessor Instructions 

Candidates must correct the errors they identified in the Cash Receipts Journal and Accounts Receivable Subsidiary 
Ledger. The candidate's response must match the benchmark answer provided. 
Changes that must be made have been highlighted.  

Corrected Cash Receipts Journal

 

 

Corrected Accounts Receivable Subsidiary Ledger 
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Task 3: Identify bad and doubtful debts 

For this assessment task, you are required to review Mel’s Makeup Pty Ltd.’s debtor ledger, identify at-risk or in 
default accounts and action Mel’s Makeups policies and procedures for monies outstanding that constitute a breach 
of their credit policy.  
  
Resources and Equipment Required   

• Access to learning materials on the learning portal   
• Access to a computer, the internet and email 
• Mel's Makeup Finance Policies & Procedures 
• Bank Statement March 2021 
• A2 Excel Workbook (Tab 3,4 & 5) 

 
   

Candidates Instructions   
    

To complete this task, read the email below from Andrew Black and take action on his request.   
 

 

 

To:  Patresia Florence (p.florence@acefinance.com.au)   

From:  Andrew Black (a.black@acefinance.com.au)   

Subject: Identify bad and doubtful debts.  

Attachments:  

 

Hi Patresia, 

 

Great work in identifying the errors in the cash receipts journal. Now that all the transactions have been corrected 
and posted to the subsidiary ledgers, could you prepare the following: 

a. A Reconciliation Statement for 31 March 2021 that demonstrates the accounts receivable subsidiary 
ledger reconciles to the accounts receivable control account. (FNSACC322_02_Case Study_A2 Excel 
Workbook Tab 3) 

b. A Statement of Account for D & K Jones and P & K Pty Ltd as of the end of March 2021 that verifies 
outstanding amounts and adheres to Mel’s Makeup’s accounts receivable procedure. 
(FNSACC322_02_Case Study_A2 Excel Workbook Tab 4) 

c. An Aged Receivables Summary report to the end of March 2021. (FNSACC322_02_Case Study_A2 Excel 
Workbook Tab 5) 
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Melissa sent through the following Aged Receivables Summary report at the end of February and a screenshot of 
her balance sheet at the end of March 2021. She confirmed that the accounts receivable control account balance 
at the end of February was $49,226.42. 

 

 

 

Once you have completed each task, save the assessment workbook so that your work is saved. 
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Kind regards  

 

Andrew Black 

 

 

Andrew Black 
Director – ACE Finance  
PO Box 298 Geebung Qld, 4220  
Phone: 1800 111 222  

www.ace.finance.com.au 
 

 

  
Assessor Instructions 

 
a. Additional Information for the assessor 

Mel’s Makeup accounts receivable policy states: 
 
The Accounts Receivable Control Ledger is to equal the Accounts Receivable Subsidiary Ledgers for all 
customers. To ensure accuracy, monthly reconciliations are to be completed between the Accounts Receivable 
Subsidiary Ledgers for the customers and the Accounts Receivable Control Ledger. 
 
The candidate must produce an Accounts Receivable Reconciliation Statement that matches the benchmark 
responses provided below. 
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b. Additional Information for the assessor 
 
Mel’s Makeup accounts receivable policy states: 
 
Statements of Accounts 
 
Statements of accounts are to be sent monthly to all customers with an outstanding balance due. The 
statement should indicate the total balance owing and identify a payment due date.  
Statements of accounts for customers with an outstanding balance past the due date must include the following 
note. 
 
Note to Customer 
 
We understand that oversights happen, but we would appreciate prompt payment of this amount.  
Could you please let our accounts department accounts@melsmakeup.com know when we can expect payment? 
If payment has already been made, please disregard this email. If you believe an error has been made, don't 
hesitate to contact our accounts department to discuss the matter. 
Thanks in advance for your cooperation.  
 
If full payment is not received, the procedures outlined in the Debt Management Policy and Customer Credit 
Limit Policy are to be followed. 
 
The candidate must produce Statements of Account for P & K Pty Ltd and D & K Jones that match the 
benchmark responses provided below.  
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c. Additional Information for the assessor 
 
Mel’s Makeup accounts receivable policy states: 
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Reporting Accounts Receivables 
 
Monthly – The accounts department must generate an Accounts Receivable Aging Report at the month's end. A 
copy of the Accounts Receivable Aging Report will be submitted to the Finance Manager within five (5) working 
days of the month's end for review. 
 
 
The candidates must produce an Aged Receivables Summary report that matches the benchmark answer below. 
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Task 4: Contact clients and request payment 

For this assessment task, you are required to contact clients who are at risk or in default of their accounts and come 
to an agreement on arrangements for payment of outstanding monies. Ensure you refer to and follow Mel's Makeup 
Finance Policies & Procedures. 
  
Resources and Equipment Required   

• Access to learning materials on the learning portal   
• Access to a computer, the internet and email 
• Mel's Makeup Finance Policies & Procedures 
• Invoice P&K Pty Ltd 
• Invoice D&K Jones 

 
   

Candidates Instructions   
    

To complete this task, read the email below from Andrew Black and take action on his request.   
 

 

 

To:  Patresia Florence (p.florence@acefinance.com.au)   

From:  Andrew Black (a.black@acefinance.com.au)   

Subject: Identify bad and doubtful debts for Mel’s Makeup. 

Attachments:  

 
 Hi Patresia,   

I have spoken to Melissa this morning. She is currently recruiting a Finance Manager for Mel’s Makeup and has 
asked us to take on this role until a replacement is found. Mel has asked if we can contact the following customers 
and discuss payment of outstanding monies. 

• D & K Jones - Kerry Jones k.jones@gmail.com 

• P & K Pty Ltd - Philip Paul accounts@pandkpl.com.au 

Review the following invoices and the statement of accounts you created in task 3b: 

• Invoice P&K Pty Ltd 
• Invoice D&K Jones 

Draft and email to each customer using the templates below that: 

• explains why the payments they made in March have not cleared the balance owing on their account and  

• requests payment of outstanding amounts 

mailto:k.jones@gmail.com
mailto:accounts@pandkpl.com.au
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• include at least one payment option 

• includes a screenshot of any supporting documents in the body of the email. 

 

Kind Regards 

 

Andrew Black 

 

 

 

 

Andrew Black 
Director – ACE Finance  
PO Box 298 Geebung Qld, 4220  
Phone: 1800 111 222  

www.ace.finance.com.au 
 

 

 
Assessor Instructions 

Candidates must draft an email to Kerry Jones  (D & K Jones) at k.jones@gmail.com and Philip Paul (P & K Pty Ltd) at 

accounts@pandkpl.com.au explaining why the payments they made in March have not cleared the balance owing on 

their accounts and requests payment of outstanding amounts. The response provided must include at least one 

payment option and a screenshot of any supporting documents in the body of the email. 

The responses provided by the candidate must reflect the benchmark answers below. 
 

Email Template (Approximately  140 – 160 words) 

To: 
From: 
Subject: 

Kerry Jones k.jones@gmail.com 
Patresia Florence p.florence@acefinance.com.au  
Outstanding account 
 

Good afternoon Kerry, 

My name is Patresia Florence. Melissa Murray from Mel’s Makeup Pty Ltd has engaged me to assist in managing 

their accounts. 

I am contacting you to discuss the payment you made on 12 March 2021. Unfortunately, the cheque was 

dishonoured by the bank on 18 March 2021.  

I have included a copy of the invoice and your March statement, which identifies the cheque payment you made 

and the reversal of the payment.  

The records indicate the invoice is now overdue, with a balance of $2,850.00 currently owed. It would be greatly 

appreciated if you could organise payment of this invoice immediately.  Online payment is the preferred payment 

method. Mel’s Makeup account details are as follows: 

• Account Name: MEL'S MAKEUP PTY LTD 

• BSB:027-000  

mailto:k.jones@gmail.com
mailto:accounts@pandkpl.com.au
mailto:k.jones@gmail.com
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• Account No: 20-00001 

 

If you have any questions, please don't hesitate to reach out.  
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Kind regards 

 
Patricia Florence 
Trainee Accountant - ACE Finance  
PO Box 298 Geebung Qld, 4220  
Phone: 1800 111 222  

www.ace.finance.com.au 
 
   

 Email Template (Approximately  140 – 160 words) 

To: 
From: 
Subject: 

Philip Paul accounts@pandkpl.com.au  
Patresia Florence p.florence@acefinance.com.au  
Outstanding account 
 

mailto:accounts@pandkpl.com.au
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Good afternoon, Philip Paul 

My name is Patresia Florence. I have been engaged by Melissa Murray from Mel’s Makeup Pty Ltd to assist in 

managing their accounts. 

I am contacting you to discuss your payment made on 31 March 2021. On this date, the amount outstanding was 

$1,506.45. The amount paid was $1,369.50, A difference of $136.95, which appears to be the GST amount. 

I have included a copy of the invoice and the March statement, which identifies your payment and the amount 

outstanding.  

It would be greatly appreciated if you could organise payment of the outstanding amount.  Online payment is the 

preferred payment method. Mel’s Makeup’s bank account details are as follows: 

• Account Name: MEL'S MAKEUP PTY LTD 

• BSB:027-000  

• Account No: 20-00001 

 

If you have any questions, please don't hesitate to reach out.  
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Kind regards 

 
Patricia Florence 
Trainee Accountant - ACE Finance  
PO Box 298 Geebung Qld, 4220  
Phone: 1800 111 222  

www.ace.finance.com.au 
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Task 5: Plan recovery action for bad debts 

For this assessment task, you must review all previous activities and communication with customers to establish the 
adequacy of follow-up procedures and determine whether all usual organisational recovery avenues have been 
exhausted. You must then develop a plan to pursue debt recovery or initiate legal action. 
 
Ensure you refer to and follow Mel's Makeup Finance Policies & Procedures. 
  
Resources and Equipment Required   

• Access to learning materials on the learning portal   
• Access to a computer, the internet and email 
• Mel's Makeup Finance Policies & Procedures 
• Overdue Accounts Receivable Communications Log 
• Invoice Fiona's Face Painting 
• Invoice Paint your Face 
• Invoice Action Training College 

 
   

Candidates Instructions   
    

To complete this task, read the email below from Andrew Black and take action on his request.   
  

 

 

To: Patresia Florence (p.florence@acefinance.com.au)   

From: Andrew Black (a.black@acefinance.com.au)   

Subject: Plan Debt recovery 

Attachments: Overdue Accounts Receivable Log 
Invoice Fiona's Face Painting 
Invoice Paint Your Face 
Invoice Action Training College 

 

Hi Patresia, 

Melissa has asked if we can chase three outstanding invoices. I have attached a copy of the invoices and Mel’s 
Makeup’s Overdue Accounts Receivable Log, which contains a record of all previous contact with the customers.  

a. Please review each invoice and all previous activities and communication with each customer to determine 
the next step that needs to be taken to recover outstanding monies as per Mel’s Makeup’s Debt Collection 
Policy.  
 
In the Overdue Accounts Receivable Log, explain the next recovery action that needs to be undertaken. 
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(Approximate word count between 15 – 35 words) 

 

b. For each customer, develop a plan to pursue debt recovery and initiate legal action, with measures 
completed according to organisational policies and procedures and within the required timeframes.  
 
(Approximate word count between 25 – 90 words) 
 
Save a copy of the updated Overdue Accounts Receivable Log on your desktop using the naming convention 
in Mel’s Makeup Naming and Saving Financial Documents policy. Upload a copy of the updated Overdue 
Accounts Receivable Log with your assessment. 
 
 

c. Once you have completed the tasks above, report to Melissa on the state of her business’s debts using the 
attached email template. In the body of the email, include the following: 

• a brief overview of the current state of each outstanding account 

• proposed debt recovery plan for each outstanding account 

• a link to the updated Overdue Accounts Receivable Log saved on your desktop (see below) 
 
(Approximate word count between 200 – 225 words) 
 

How to create a link to a file you want to share 

1. Select the file you want to share. 

2. Click People you specify can edit . 
3. Choose Anyone with the link. 
4. Click Copy link. 
5. Paste the link in an email or any place you want to share it. 

 

 

Kind Regards 

 

Andrew Black 

 

 

 

Andrew Black 
Director – ACE Finance  
PO Box 298 Geebung Qld, 4220  
Phone: 1800 111 222  

www.ace.finance.com.au 
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Assessor Instructions 

Task 5a 

The candidate must review previous activities and communication with each customer and explain the next step 

they need to take to recover outstanding monies. They must demonstrate they have followed the steps outlined in 

Mel's Makeup Debt Collection Policy. They must also show they have treated customers fairly, respectfully, and 

courteously. They must not harass or coerce them, treat them unconscionably or mislead them about the nature of 

their debt, their legal obligations, or any possible outcomes if the debt is not paid.  

The responses provided by the candidate must reflect the benchmark answers in Mel's Makeup Overdue Accounts 

Receivable Communications and Follow-up Activities Log below. 

Task 5b 

The candidate must demonstrate they have followed the steps in Mel's Makeup Debt Collection Policy to develop a 

plan to pursue debt recovery and initiate legal action. They must demonstrate they have followed the steps outlined 

in Mel's Makeup Debt Collection Policy. They must also show they have treated customers fairly, respectfully, and 

courteously. They must not harass or coerce them, treat them unconscionably or mislead them about the nature of 

their debt, their legal obligations, or any possible outcomes if the debt is not paid.  

The responses provided by the candidate must reflect the benchmark answers in Mel's Makeup Overdue Accounts 

Receivable Communications and Follow-up Activities Log below. 
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Mel's Makeup Overdue Accounts Receivable Communications and Follow-up Activities  Log 

 
Fiona's Face Painting   

Invoice Number  1233999 

 Date of Invoice 05/01/2021 

 Recovery Action Procedure Date and Notes on Procedures 

 

Communication with Customer  
  

Date Statement sent  01/02/2021   

Task 5a 

Friendly reminder (1st contact) 12/02/2021 – Reminder sent to the customer   

Overdue reminder   17/02/2021 – No contact with the customer. Sent an overdue reminder 
email and left a message on the mobile asking Fiona to return the call.  

Final notice  08/03/2021 – No contact from the customer. Left a voice message on 
mobile. Final notice sent.  

Direct contact  17/03/2021 – Left voice messages on mobile and office phone asking 
Fiona to contact us regarding the outstanding invoice from January 
2021.    

Formal letter of demand  31/03/2021 – No response from the customer. A formal letter of 
demand was sent via registered mail VPPN:3984148108, which is the 
record number.  

   

Pursue Debt Recovery through a debt collection 
agency. 

  

Write off Debt 

Write off debt As per the Customer Debt Collection Policy, amounts under $800.00 that 
remain outstanding for three months can be written off. If  
The Accounts Receivable Procedure must be followed when writing off 
bad debts. 
 

Task 5b 
Debt Recovery Plan 
(Plan moving forward) 

A write-off request should be sent to the General Manager and include the following information: 

• A statement signed by the Finance Manager stating that the accounts are uncollectible in their opinion and 
should be written off. 

• A list showing each debtor's name, the dollar amounts due, and the basis for determining the account to be 
uncollectible. 

• The total dollar amount is to be written off. 
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• The total number of accounts to be written off. 

Once approval has been given from the General Manager, the debt can be written off. 
 

   

Mel's Makeup Overdue Accounts Receivable Communications and Follow-up Activities  Log 

 
Paint your Face  

Invoice Number  1233876 

Date of Invoice 23/12/2020 

 Recovery Action Procedure Date and Notes on Procedures 

Task 5a 

Communication with customer 

Date Statement sent   05/01/2021 – Statement forwarded to the customer  

Friendly reminder (1st contact 30/01/2021 – Reminder sent to the customer  

Overdue reminder   07/02/2021 – No contact from the customer. Sent overdue reminder 
notice.   

Final notice   25/02/2021 – No contact from the customer. Sent final notice.  

Direct contact   01/03/2021 – Phoned the office and left a message for Lewis asking him to 
ring us about the outstanding invoice.   
31/03/2021 – Phone call not returned. Left another message on mobile 
phone  

Formal letter of demand A formal letter of demand is sent to the customer via registered post. 
 

Pursue Debt Recovery through the debt collection 
agency.  
 

  

Write Off Debt   

Task 5b 
Debt Recovery Plan 
(Plan moving forward] 

If no payment is received, the following procedure will be followed: 

• Referred to Debt Collection agency. 

• Debt is written off if uncollectable. 
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Mel's Makeup Overdue Accounts Receivable Communications and Follow-up Activities  Log 

 
 

 

 

Action Training College 

Invoice Number 1233835 

Invoice Date 13/12/2020 

 Recovery Action Procedure Date and Notes on Procedures 

Task 5a Communication with customer  

Statement sent   05/01/2021 – Statement forwarded to the customer  

Friendly reminder   30/01/2021 – reminder sent to the customer  

Overdue reminder   07/02/2021 – no contact from the customer. Sent overdue reminder 

notice.  

Final notice   25/02/2021 – Spoke to Brad. Action Training College is experiencing a cash 

flow issue due to COVID-19. To try to preserve the business relationship 

negotiated a payment plan. Brad has agreed to pay $5,000 of the amount 

outstanding by 02/04/2021. The balance will be paid within 30 days. I 

advised Brad that I would check back in with him in early April to confirm 

that payment will be made in April.  

Direct contact Monitor – Promised payment received; therefore, repayment 

arrangement has been complied with 

Candidates must demonstrate they have treated the customer fairly and 

have not harassed them. 

Formal letter of demand  



  

                                                                                                                                                                                                                                                                                                                                                                                

ASSESSOR GUIDE                                             FNSACC322 Administer subsidiary accounts and ledgers         

ASSESSOR GUIDE                                                                      Page 43 of 46 

 

Pursue Debt Recovery through the debt collection 
agency. 
 

Add Agency Name  

Write Off Debt   

Task 5b 
Debt Recovery Plan  
(Plan moving forward] 

If the final payment is not received, the following procedure will be followed: 

• A formal letter of demand was sent. 

• Referred to Debt Collection agency. 

• Debt is written off if uncollectable. 
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Task 5c 

Candidates must draft an email to Melissa Murray updating her on Mel’s Makeup overdue accounts receivables and 

include a proposed debt recovery plan for each outstanding account. The email must also include a link to the 

updated Overdue Accounts Receivable Log. The responses provided by the candidate must reflect the benchmark 

answer below. 

 

Email Template 

To: 
From: 
Subject: 

Melissa Murray (melissa.murray@melsmakeup.com  
Patresia Florence (p.florence@acefinance.com.au)   
State of business debt 

 

Hi Melissa 

I have contacted each of the customers who are in breach of your trading terms. Below is a summary of the action I 
have taken for each debtor and proposed follow-up steps. 

Fiona’s Face Painting  

PROPOSED ACTION PLAN 

As per the Customer Debt Collection Policy, amounts under $800.00 that remain outstanding for three months can 
be written off if the customer credit limit policy has been followed and it is determined that the receivable is 
uncollectible. You will need to approve this write-off request. 

 

Paint your Face  

A formal letter of demand sent to the customer via registered post. 

PROPOSED ACTION PLAN 

If no payment is received, the following procedure will be followed: 

• Referred to a debt collection agency 

• Debt is written off if uncollectable. 

 

Action Training College 

The promised payment was received; therefore, the repayment arrangement has been complied with.  

PROPOSED ACTION PLAN 

Check in with the customer a week before the final payment is due to confirm they can meet the payment 
instalment. 

If the final payment is not received, the following procedure will be followed: 

• A formal letter of demand sent 

• Referred to the debt collection agency 
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• Debt is written off if uncollectable. 

I have updated the overdue accounts receivable log to reflect the steps I have taken to pursue the recovery of the 

amounts outstanding. A link is provided below. 

https://myacg-my.sharepoint.com/:b:/g/personal/gayelene_townsend_up_education/EaWrh4mAqgZImwD3bxJv-
hcBAm9cOQuSkcSzJozvgS5z7w?e=lhuWXS 

 

Please let me know if you have any questions. 

 

Kind regards 

 
Patricia Florence 

 
Trainee Accountant - ACE Finance  
PO Box 298 Geebung Qld, 4220  
Phone: 1800 111 222  

www.ace.finance.com.au 
 

 
Assessment Checklist 

Candidates must have completed all tasks within this assessment document, Overdue Accounts Receivable Log or in 
the A2 Excel Workbook before submitting. This includes: 
 
 

Task 1  a. Screenshot of errors  
b. Memo template  
c. Completed table in this assessment document 

 

Task 2   A2 Excel Workbook – Tab 1 
 A2 Excel Workbook – Tab 2 

 

Task 3  a. A2 Excel Workbook - Tab 3 
b. A2 Excel Workbook - Tab 4 (x2) 
c. A2 Excel Workbook - Tab 5 

 

Task 4  Email – Kerry Jones 
Email – Philip Paul 

 

Task 5 a. Overdue Accounts Receivable Log updated 
b. Overdue Accounts Receivable Log updated 
c. Email – Melissa Murray 

 

 

 

              Congratulations, you have reached the end of Assessment 2 
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