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Trainer/assessor guide

FNSRTS309
Maintain main bank account

Welcome to this unit of study

This unit describes the skills and knowledge required to
analyse, verify and process credit and debit transactions,
and prepare reconciliation reports.

It applies to individuals who, within their limit of
responsibility, use numeracy skills to accurately perform
and check financial calculations and closely follow
organisational procedures. =

It may be undertaken as:

» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

» astand alone unit

»» part of a formal skill set

R

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



Contents

AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
Topic 1: Perform analysis Of TranSACLIONS ........coivuiieirininieieereniet ettt sttt st st b et be s b be s esesbesbeneen 5
RECONCIIE DANKING .ottt ettt et b bbbt b b et e st e bt b e b e st ebe s b e b e s enesbesbeseneenes 5

Action cheques, credit aNd AEDITS ...ttt st sbe st ebe b sas 9

ReCtify €rrors and diSCrePANCIES. .....ccviiririeieirerertet ettt ettt ettt sttt be st st et esesbestessesesbesbessensesessessansanens 13

Check YOUT UNAErSTANGING ....coovivieiiiriirieietsiesietet ettt sttt ettt ettt b st b et e st sbe st e b et ebesbebensesesbesbensensens 17

Topic 2: Analyse corporate cheques OUESTANAING ......cocveveirirenierinereneteee ettt st ettt be et ebesreseens 19
Generate eXCEPTIONS FEPOITS ....ivciircieeieeieerteertest et e st e stesttesttesatesatesatesateeabeebesseesseebeebeeseesseesseesseesseesssesasenaes 19

SEAIE CNEGUES .ottt sttt et b et et e b e b et e e e s e e b e b e st e seebe s b e b e st eseebesbeaeneeseebenbeneenene 22

Check YOUT UNAErSTANGING ....coovirieiiiririeieteesiete ettt sttt ettt st ettt sttt e st e be st et e st ebe st e bensenesbesbensensenes 23

Topic 3: COMPlete reCONCIHATIONS ..c.coiiieieereree ettt ettt b s b e et e be st e e e e besbeneenene 25
RECONCITATION .ttt ettt b st b e s et e st e bt s e et et e bt s b e s e e e bt s b e sbeneeneereseeseneenens 25

Liaison with customers and bank PEIrSONNE .......oviveiririnieieseeesesee et be s seneen 29

Check YOUT UNAErSTANGING ....coovirieiiiririeieteesiete ettt sttt ettt st ettt sttt e st e be st et e st ebe st e bensenesbesbensensenes 33
ASSESSMENT WOIKDOOK ...ttt bbb b e b sbssa s b esnssne b ssnssn s s snnenis 35
UNE INFOIMIGTION .ttt ettt b ettt st b e skttt b et b bt beb et e ke st st e b et b et bebe s ebenesbeneees 37
What is competency-Dased aSSESSIMENT?......icuiiiiiiieietrereet ettt sttt s b st te e sesbesbenaesesbesbensenens 38
How will My cOmMpPetenCy D @SSESSEA? ..ottt ettt sttt sttt st be bt 39
ASSESSMENT AGIEEIMENT ..c.uiiiiiiiiiiiiiiii ittt b e s bt e b e e a e s b e sbbesatesbsesbbesabesanesanesnneens 40
FOUNAtioN SKillS CRECKIIST...cc.eriiieieieeeee ettt sttt st et be e 41
SKIllS FECOGNILION.....eeeiieeeeceeecere ettt sttt ettt ee st s ae st s st s s e st e s s e e e s see st s ae st s aesstesaessnesnessnes 42
Topic 1: Perform analysis Of £ranNSACLIONS .......cceveiiiririeeeesesee sttt st se et st e st e et sbesseseesesbensenens 43
Topic 2: Analyse corporate Cheques OULSTANAING ......oecerieiririirenieirieeee ettt b et b e se s 44
Topic 3: ComMPplete reCONCIHATIONS ..c.coiiiieiereree ettt sttt b e sttt s be st et e be st e e e e sbesbenbenene 45
KNOWIEAZE QUESTIONS ....everereeiireeirrenteereeteceesteestsstesstesesstessesssessesssessssssessssssesssessesssessssnsesstessesssessesssessesssessaessesssessens 46
Topic 1: Perform analysis Of £ranSACLIONS ........cocevieiririnieireneeeeese ettt sttt s be sttt st e e b sbe e 47
Topic 2: Analyse corporate cheques OUESTANAING ......cocveveiririnierinereneteteeret ettt ettt sbe s e ebesbesaens 51
Topic 3: COMPlete reCONCIHATIONS ..c.coirieieer ettt sttt sttt be e ne 55
Topic 4: SPecific KNOWIEAEE @VIAENCE .....c.cceiiiiieeeeieerte ettt st a b 57
PerfOrmMAaNCe tASKS....ccciiiiiiiiieeet e a e b e b s e s b e st a et s b et et st et et st et et st et et et et et e e e e ent 60
Third party evidence cOllection agrEEMENT ......ccocviiiiririeieereeet ettt st sttt e besbesae e ebesbenseneens 61
Topic 1: Perform analysis Of franSACLIONS ........cocevieiririnieinenereeeese ettt sttt st sttt s st e sbe e 62
Topic 2: Analyse corporate cheques OUESTANAING ......cocvvevieiriririerinereneeeee ettt sttt be e e ebe st seens 65
Topic 3: COmMPIEte rECONCIHIATIONS ...ooiiiiriirietete ettt ettt sttt s b e st et e st e sbe et enbesbesssensessessaensenses 67
COMPIELION FECOIU. ...ttt ettt st s et s et s s ae et s s et s s e s se e se s ae st s ae st e aesneesnessnesnessnas 68
L0 T Ly g P T o 1 o =TRSO 69
Trainer/ assesSSOr USEr INSTIUCLIONS......ociviiiiiiiniiiiiiiiciiest sttt st sb st be st e sstsbes st ssbe st s be st esbtssbens 71

FNSRTS309: Maintain main bank account (Trainer/assessor guide)
© smallprint V5 Jul 2019



FNSRTS309: Maintain main bank account (Trainer/assessor guide)
© smallprint V5 Jul 2019 [



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»»  Perform analysis of transactions
»»  Analyse corporate cheques outstanding

»»  Complete reconciliations

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»»  information on competency-based assessment

»  instructions on how you will be assessed

»»  assessment tools to assess your competence

»  instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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