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Assessment instructions
Table 1 Assessment instructions
	Assessment details
	Instructions

	Instructions for the trainer and assessor
	This is a written assessment and will be assessing the student on their knowledge of the unit.
This assessment is in 2 parts, it also includes a section on assessment feedback:
1. Short answer questions
2. Extended response
Allow approximately 3 hours to complete this assessment.
Model answers, sample responses or a criteria for each question are provided below. Assessor must use their professional judgement to determine if a student response is in line with the model answers
Use these to support your judgement when determining a satisfactory result.
The student’s response to each question must contain the information indicated in this marking guide in order for their response to be correct. However, if a student provides information other than indicated below, and in the professional opinion of the assessor it is appropriate and meets the intent of the question, it may be considered correct.
The assessment feedback page must be signed by both the student and the assessor so the student displays that they have received, understood and accepted the feedback.
Complete the assessment feedback to the student and ensure you have taken a copy of the assessment prior to it being returned to the student.
Ensure the students name appears on the bottom of each page of the submitted assessment.

	About this marking guide
	The student’s response to each question must contain the information indicated in this marking guide in order for their response to be correct.
All questions must be answered correctly in order to satisfactorily complete this assessment event.
Assessors will need to make a judgement call as to whether each answer/response meets the criteria based upon the:
· Rules of Evidence:
· Validity – does the answer address the assessment question and does the evidence reflect the four dimensions of competency?
· Sufficiency – is the answer sufficient in terms of length and depth?
· Currency – has the work been done so recently as to be current?
· Authenticity – is this work the student’s own authentic work?
· Principles of Assessment:
· Fairness – individual student’s needs are considered in the assessment process
· Flexibility – assessment is flexible to the individual student 
· Validity – any assessment decision is justified, based on the evidence of performance of the student
· Reliability – evidence presented for assessment is consistently interpreted and assessment results are comparable irrespective of the assessor conducting the assessment
· Dimensions of competency
· Task skills
· Task Management Skills
· Contingency Planning Skills
· Job Role Environment Skills

	Student must provide
	Calculator, pens, USB & access to a computer with MS word and MYOB software loaded on it.

	Assessor must provide
	Copies of the assessment as well as the support documents:
FNSACC416_AE_Kn_1of3.docx
FNSACC416_AE_Kn_1of3_SR1.docx
FNSACC416_AE_Kn_1of3_SR2.myox

	Due date/time allowed
	Please refer to the Unit Assessment Guide for the due date.
Allow approximately 3 hours to complete this assessment

	Assessment location
	The assessment is to be completed out of class.

	Supervision
	This is an unsupervised, take-home assessment. The assessor may ask for additional evidence to verify the authenticity of the students assessment and confirm that the assessment task was completed by the student.

	Reasonable Adjustment Instructions
	If a student has a permanent or temporary condition that may prevent them from successfully completing the assessment event(s) in the way described, the student will approach you to request ‘reasonable adjustment’ for the assessment.  As this is an out of class assessment, you may grant an extension to the submission date or offer to combine this activity with verbal questioning depending on the condition of the student. Any reasonable adjustments offered, must be recorded in the feedback section of the assessment instrument.




Part 1: Short Answer 
The following table is an extract from the accounting policies and procedures for Bella’s Hair and Beauty. To answer some of the questions in part 1 you will need to refer to this policy and procedure.
	Bella’s Hair & Beauty — Policy and Procedure Computer Accounting System

	Policy

	All financial transactions are recorded in MYOB AccountRight

	End of Month Procedure Extract

	1. All transactions for the month, must be entered by close of business on the last day of the month or the next business day, where the end of the month falls on a weekend or public holiday.
2. On the 1st of every month, the bank statement is downloaded from Bella Hair & Beauty’s internet banking.
3. Prepare a Bank Reconciliation in MYOB, adding any bank interest received and bank fees paid as a “Bank Entry” during the reconciliation process.
4. All transactions for the month, must be finalised and reconciled by close of business on the 5th day of the following month or the next business day, where the end of the month falls on a weekend or public holiday.
5. The following monthly reports are printed for the business owner:
a. Bank Reconciliation
b. Trial Balance
c. Profit & Loss Statement
d. Balance Sheet
e. GST [Detail-Cash]
f. Payroll Activity [Summary]



To answer each question read the question carefully and write your answers in the spaces provided. See each individual question for the suggested length of your answer.


1. Read the policies and procedures for Bella’s, taking note of the deadlines that are required for the end of month reporting. Using the template below, prepare a schedule of tasks that would need to be carried out to meet the requirements of the policy and procedure for month end reporting. Assume the end of the month is May 31, which falls on a Sunday.  As a guide your answer should be between 40 and 50 words
Students can submit schedules that vary from the one below and can still be marked as correct, as long as their schedule meets the requirements of the policy and procedure and is reasonable.
	TASK NUMBER
	TASK DESCRIPTION
	DUE DATE

	1
	Enter all transactions for May
	1/6/XX

	2
	Download Bank Statement
	1/6/XX

	3
	Prepare entries from Bank Statement, prepare Bank Reconciliation, 
	2/6/XX

	4
	Prepare any closing or balance day adjustment entries as required such as wage accruals
	3/6/XX

	5
	Check entries and balances for mistakes and omissions
	4/6/XX

	6
	Print all required reports and distribute as required.
	4/6/XX

	7
	
	




2. Referring to the procedures for Bella’s Hair & Beauty above, when is your deadline for having the June 2019 finalised and reconciled by? (as a guide your answer should be between 5 and 10 words)
5th July, or 5th of the following month


3. At the end of June, the end of financial year requirements also need to be considered. What can you do if you have conflicting deadlines you are unable to meet? (as a guide your answer should be between 20 and 30 words)
Answers may include any of the following:
•	Discuss with manager
•	Reprioritise less urgent tasks
•	Ask for help


4. Customers and suppliers to a business often change, they may no longer be in business and will therefore not be a customer or supplier. MYOB will need to be adjusted to record these changes.
a. Open the MYOB file FNSACC416_AE_Kn_1of3_SR2.myox. 
b. One of the customers of Sam’s Automotive is Brittan’s Bakery, Brittan’s has gone out of business and will no longer be a customer of Sam’s Automotive. The customer card for Brittan’s will need to be made inactive. Assume you do not know how to do this. Go to the help centre in MYOB and do a search for how to make a customer card inactive. Take a screen shot of the instructions on how to make a card inactive and paste it in the space below.
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c. Make Brittan’s customer card inactive. Check MYOB to see inactive box is ticked.
[image: ]]
d. What factors will determine your decision to make a record inactive or delete the record?
Decision will be based on factors such as:
* Does the data contained in the record need to be retained due to legislative or policy requirements?
* Will the record need to be re-activated in the near future?
* Will staff need to refer to the information contained in the record in the future?
* Will the information held in other records be compromised if this record is deleted?
Other considerations can be considered correct as long as they are reasonable.

5. [bookmark: _GoBack]Obtain a copy of the source documents for Sam’s Automotive from your assessor. These source documents will contain a number of purchase orders and tax invoices from Sam’s suppliers. The file name is FNSACC416_AE_Kn_1of3_SR1.docx You will also need to open an MYOB file. Your assessor will show you where to find this file. Its name is FNSACC416_AE_Kn_1of3_SR2.myox.

a. Collate documentation ready for processing. Tax invoice at the front with the purchase order stapled to the back.
b. Open the MYOB file FNSACC416_AE_Kn_1of3_SR2.myox.
c. Access the Accounts List for Sam’s Automotive.
d. Determine which account number you would use for each tax invoice.
e. Code and classify each tax invoice, by writing the account number and GST code in the allocated space provided on each tax invoice.
f. Attach the documents to this assessment before you submit the assessment. If you are submitting this assessment electronically, scan the documents and submit them as a pdf file when you submit your assessment
		NOTE: You do NOT need to enter these tax invoices into the MYOB file.
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Part 2 Extended response
Task 1
a. Identify and describe the key features of a desktop computerised accounting system. In your response make sure you cover these points:
· A description of the key features.
· What problems may arise when these types of systems are used?
· How these problems might be addressed or overcome?
b. Identify and describe the key features of a cloud based computerised accounting system. In your response make sure you cover these points:
· A description of the key features.
· What problems may arise when these types of systems are used?
· How these problems might be addressed or overcome?
Your response in total should be between 250 and 300 words
	Desk top systems. Numerous response would be acceptable as long as they are reasonable and appropriate. Examples could include:

· Scalability, system can expand to cater for increase in volume of transactions
· Instant reporting, reports can be produced with a minimum of effort at almost any time.
· Reduction in paper work and increase in electronic reporting for things like BAS
· Improved accuracy, mathematical errors are reduced
· Increase uniformity in inputs and outputs
· Compatible with single touch payroll

Problems may include:

· Lack of access for dispersed users
· System can be more costly to set up and run
· Staff require training, staff need to be computer literate
· When the computer goers down so does the accounting system.

Overcome problems by:

· Staff training
· Have a back-up system
· Have one central input location, all information sent to that location for processing.


	Cloud based systems.
· Input into the system can occur where the transaction occurs, eg sales floor, warehouse, delivery site
· Can access anywhere any time
· Real time information
· Collaboration is much easier
· No installation of software required
· Tech support available

Problems
· More open to hacking, 
· Security and privacy issues
· When the internet is down you are unable to access data or process entries
· Lack of flexibility
· Cost

Solutions
· Use inbuilt security systems, levels of access change passwords frequently
· Access using fixed wire NBN and 3G, 4G networks




Task 2
List and describe the key features you would expect to find in an organisations policies and procedures document relating to the set up and operation of a computerised accounting system. Your response should be around 300 words long.
	Response will vary between students depending upon what sort of organisation or business they choose to investigate.

Some of the points covered may include:
· Access: who is able to access the system and what level of access they can have? A list of the various jobs in the accounting/administrative system and what tasks each job will be expected to do.
· Which job roles will have what sort of access to the system?
· Read only
· Input transactions
· Approvals
· Raise journals
· Authorise payments
· Produce reports
· Task and information flows through the system. Process maps of major transactions such as purchases, sales, payroll etc.
· How to have access requests dealt with 
· Who performs maintenance of the system, eg: allocating passwords, roll overs report generation
· How to secure & file records such as invoices, credit notes, delivery dockets, purchase orders etc. Location of files, naming conventions etc
· Back up policy, when, how often, where will the backups be stored.
· Timing on the processing of entries, timelines, deadlines etc
· Reporting, what sort of reports, how often are they produced, who is responsible for producing them, who receives them
· Legislative requirements, WHS, privacy, etc


Task 3
Organisations that hold individuals personal data and have a turnover of more than $3 million are subject to the Privacy Act 1988. Research the Privacy act and write responses to the following points:
a. Describe the main provisions of the privacy act that would be relevant to an organisation using a computerised accounting system.
b. How does the privacy act protect an organisation and its clients/suppliers/employees privacy?
Your response should be around 300 words long in total
	a) The privacy act 1988 governs how and when organisations can collect personal information and how they manage that information after it has been collected.

Personal information means information or an opinion about an identified individual, or an individual who is reasonably identifiable:
                     (a)  whether the information or opinion is true or not; and
                     (b)  whether the information or opinion is recorded in a material form or not.

Information can only be collected if it is relevant to the agencies' functions. Upon the collection of the information the law mandates that Australians have the right to know why information about them is being acquired and who will see the information. 

b) Those in charge of storing the information have obligations to ensure such information is neither lost nor exploited. An Australian will also have the right to access the information unless this is specifically prohibited by law.

If there is a breech of the organisations security system and personal information is thought to have been accessed by unauthorised persons, and that breech could lead to harm of the individual, then the organisation must notify the person concerned. The organisation must also notify the Office of the Australian Information Commissioner.

Most public organisation are subject to the act. Some private organisations are as well, including those with a turnover in excess of $3mil. Some are subject to the act even if they have a turnover of less then $3mil. These organisations are found in the health sector, child care centres, private schools, credit reporting agencies and a few other selected categories. 







Task 4 
Your response should be around 300 words in total for both a, b & c
a. Identify 6 source documents that would be used to identify that a financial transactions has occurred. Describe the characteristics of the information contained in the source document. A range of source documents can be considered correct as long as they are reasonable as a source document and there is an adequate description of them. Examples can include
 
	
	Source Document
	Description

	1
	
Invoice

	A purchase or sale of goods or services. It will contain information on what was bought/sold, how much was paid, terms of the sale/purchase, GST calculation, who was involved and the date the transaction took place on

	2
	
Credit Note

	A credit on a customer’s account. It will include the reason for the credit (eg a return of a purchase), amount, date, who is involved, GST implications if any, other parties involved.

	3
	
Purchase order

	A notification to a seller that you are willing to buy their product or service. It will include the product or service you want to buy, how much you want to buy, the date, the customer’s name, supplier’s name.

	4
	
Delivery docket

	A document that shows a particular product has been delivered. It will include a reference to a purchase order and invoice. Description of the goods, quantities delivered, date, signature that the goods were received.

	5
	
Receipt

	Notification that an amount of money has been received. They can include the amount, date, who has received the money. Depending upon the organisation involved and the size of the receipt it might also include who paid the money

	6
	
Memo

	Notification from someone that a transaction needs to be recorded. The types of transactions can vary greatly, they can be used for things like prepayments and accruals, writing off debts, raising provisions. They will include information such as amounts, dates, which accounts to be credited/debited and reasons for the transactions.



b. List the seven (7) pieces of information a tax invoice under $1,000 must include. (as a guide your answer should be between 90 and 110 words)
	
	Information required

	1
	that the document is intended to be a tax invoice

	2
	the seller's identity

	3
	the seller's Australian business number (ABN)

	4
	the date the invoice was issued

	5
	a brief description of the items sold, including the quantity (if applicable) and the price

	6
	the GST amount (if any) payable – this can be shown separately or, if the GST amount is exactly one-eleventh of the total price, as a statement such as 'Total price includes GST'

	7
	the extent to which each sale on the invoice is a taxable sale (that is, the extent to which each sale includes GST)



c. When an invoice has a value over $1,000, what additional information is required? (as a guide your answer should be between 5 and 15 words)
	
The buyers identity or buyers ABN 





image2.png
Insert

= Format Painter

Clipboard

Page 7 of 16

2031 words

Calibr Body) ~[12 -

(i3

Design

I U -axx, X

[ AE_Kn_1of3 (2) - Word

Lajout  References  Maiings View  ACROBAT  Q Tell mewhat youwanttodo

Body | TBodyfo.. Coversub.. TCovertitie Tfeature Footer-D.. Guidetext

Font & Paragraph r. Styles

RS R

adjusted to record these changes.
a. Open the MYOB file FNSACC416_AE_Kn_1of3_SR2.myox.
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gone out of business and will no longer be a customer of Sam’s Automotive.
The customer card for Brittan’s will need to be made inactive. Assume you do
not know how to do this. Go to the help centre in MYOB and do a search for
how to make a customer card inactive. Take a screen shot of the instructions

on how to make a card inactive and paste it in the space below.

Make Brittan’s customer card inactive
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3. Right-click the card and choose Delete Card.
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permission to delete. If you need to regularly change transactions, ask
your administrator to add this permission to your user role.

To make a card inactive
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2. Right-click the card to be made inactive and choose Mark Inactive.
3. Read the displayed information.
4. Click OK.

5. If you later need to activate the card:
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6. Obtain a copy of the source documents for Sam’s Automotive from your assessor.

These source documents will contain a number of purchase orders and tax invoices
from Sam’s suppliers. The file name is FNSACC416_AE_Kn_10f3_SR1.docx You will

also need to open an MYOB file. Your assessor will show you where to find this file.

Its name is FNSACC416_AE_Kn_10f3_SR2.myox.
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PARTS MANIA SAM’S AUTOMOTIVES

124 Best Street 854 Baylis Street Phone: 02 6922 0000
WAGGA WAGGA NSW 2650 WAGGA WAGGA NSW 2650 Fax: 02 6922 1000
ABN 72 689 986 133 Email: sam@email.com.au

Phone: 02 6922 5555
Fax: 02 6922 5556

TAX INVOICE 560 PURCHASE ORDER 205

ABN 56 134 921 685 14/04/2019
Sam’s Automotives —_—_— Parts Mania
854/Baylisistrest Order No: 205 TO: | 124 Best Street DATE: 11/4/201.9
WAGGA WAGGA NSW 2650 ” ) ) )
Quantity | Description Unit Price Total WAGGA WAGGA NSW 2650
10 ALA7S A!r F!lters 2100} 210,00 QUANTITY | DESCRIPTION UNIT PRICE TOTAL
10 A1358 Air Filters 21.00( 210.00
10 Air Filters — A1475 21.00 210.00
10 Air Filters — A1358 21.00 210.00
Total: | 420.00
The total price includes GST of: 38.18
Terms of Trade:
No claims accepted after 10 days
Terms of Trade
2.5%, 14, Net EOM 21 42000
Matches Order |Z Yes l:‘ No Authorised By: Signature:
Authorised By: Charlie Brady
g Sam Knowles & Hnoiss
Signed: Chartie Brady

Account Number:-
GST Code:!
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UPER AUTOS SAM’S AUTOMOTIVES

ABN 12 655 193 821
Phone: 02 6922 5544 195 Gurwood Street

854 Baylis Street
WAGGA WAGGA NSW 2650 Phone: 02 6922 0000

Fax: 02 6922 4455 WAGGA WAGGA NSW 2650 ABN 72 689 986 133 Fax: 02 6922 1000
Email: sam@email.com.au

PURCHASE ORDER 206

TAX INVOICE 872

19/4/2019
Sam’s Automotives Purch
854 Baylis Street e 206
WAGGA WAGGA NSW 2650 I8k 0
Quantity Description Unit Price Total L _____
4 Front Brake Pads — DB1108 48.00 192.00 QUANTITY | DESCRIPTION UNIT PRICE TOTAL
4 Rear Brake Pads — DB1109 48.00 192.00
4 Front brake pads — DB1108 48.00 192.00
4 Rear brake pads - DB1109 48.00 192.00
Invoice Total: 384.00
The total price includes GST of: 34.91
Terms of Trade
Net EOM 14
Matches Order & Yes I:‘ No 384.00
Authorised By: Charlie Brady
Signed: Charte Brady
Account Number:- | )
GST Code: -— Sam Knowles & Hnohs
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ABC ACCOUNTING CO

ABN 68 165 928 681

598 Macauley Street

ALBURY NSW 2640

Phone: 02 6041 1000

Fax: 02 6041 1100

TAX INVOICE 990

Sam’s Automotives

854 Baylis Street (F:J(r’cha':e. 207
WAGGA WAGGA NSW 2650 rder Mo
19/4/2019
Prepare and lodge March Quarter BAS $250.00
Preparation of 2020 Budget $700.00

Invoice Total

$950.00

Includes GST of: $86.36

Terms of Trade
Net EOM

Matches Order |z Yes |:| No

Authorised By: Charlie Brady

Signed: Charte Brady

Account Number:-

GST Code:

SAM’S AUTOMOTIVES

854 Baylis Street Phone: 02 6922 0000
WAGGA WAGGA NSW 2650 Fax: 02 6922 1000
ABN 72 689 986 133 Email: sam@email.com.au

PURCHASE ORDER 207

QUANTITY | DESCRIPTION UNIT PRICE TOTAL
March Quarter BAS 250.00
2020 Budget Preparation 700.00
aso.00
Sam Knowles & fowles
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