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Internal Assessment Resource

Accounting Level 1
	This resource supports assessment against:

Achievement Standard 90982 version 3
Demonstrate understanding of cash management for a small entity

	Resource title: Cash Management for a Small Entity

	4 credits

	This resource:

· Clarifies the requirements of the standard

· Supports good assessment practice

· Should be subjected to the school’s usual assessment quality assurance process

· Should be modified to make the context relevant to students in their school environment and ensure that submitted evidence is authentic


	Date version published by Ministry of Education
	February 2015 Version 3
To support internal assessment from 2015

	Quality assurance status
	These materials have been quality assured by NZQA.

NZQA Approved number A-A-02-2015-90982-02-4353

	Authenticity of evidence
	Teachers must manage authenticity for any assessment from a public source, because students may have access to the assessment schedule or student exemplar material.

Using this assessment resource without modification may mean that students’ work is not authentic. The teacher may need to change figures, measurements or data sources or set a different context or topic to be investigated or a different text to read or perform.


Internal Assessment Resource

Achievement Standard Accounting 90982: Demonstrate understanding of cash management for a small entity

Resource reference: Accounting 1.7B v3
Resource title: Cash Management for a Small Entity

Credits: 4
Teacher guidelines
The following guidelines are supplied to enable teachers to carry out valid and consistent assessment using this internal assessment resource. 

Teachers need to be very familiar with the outcome being assessed by Achievement Standard Accounting 90982. The achievement criteria and the explanatory notes contain information, definitions, and requirements that are crucial when interpreting the standard and assessing students against it.
Context/setting
In this activity students:

· use an investigative tool (a questionnaire or interview sheet) to gather primary data
· collect and analyse financial documents used by the entity 

· prepare a report on the entity’s cash management (for example, an oral or written report, a wall chart, or a computer-aided presentation).
The entity chosen by the student could be an individual, a household, a service or trading business, a farm, a community organisation, or a school.

Students need to collect four different types of financial documents from the small entity. If online documents are used (and not printed off), the student’s explanations of these are sufficient for moderation purposes, provided the document has been clearly identified, for example, an online telephone or electricity bill.

Ensure privacy issues are considered. Emphasise that when collecting primary data, including the collection of financial documents, no confidential information should be supplied. Financial documents containing confidential information should be photocopied and either confidential information removed or blacked out, or alternative financial documents selected.
Conditions

This assessment activity will require out-of-school time, although parts of the report may be prepared in class.

Students could be provided with a questionnaire or interview sheet to help them collect primary data about the entity’s cash management (see Resource B).

Students may work in groups to carry out the investigation, but the report must be completed individually. 

The student’s interview questions and notes should be handed in with their report to ensure authenticity.
Resource requirements

Access to computers will be required for students creating computer-assisted presentations.
Additional information

None.
Internal Assessment Resource

Achievement Standard Accounting 90982: Demonstrate understanding of cash management for a small entity

Resource reference: Accounting 1.7B v3
Resource title: Cash Management for a Small Entity

Credits: 4
	Achievement
	Achievement with Merit
	Achievement with Excellence

	Demonstrate understanding of cash management for a small entity.
	Demonstrate in-depth understanding of cash management for a small entity.
	Demonstrate comprehensive understanding of cash management for a small entity.


Student instructions 

Introduction

This assessment activity requires you to prepare a report on an entity’s cash management. This will involve conducting an interview, gathering and explaining key information on financial documents, and identifying the key cash control procedures within the entity. 

The report can be presented in any format agreed with your teacher, for example, a computer-aided presentation, an oral report, a wall chart, or a written report.
The report is to be completed individually. However, data collection and questionnaire preparation may be done in groups.

You will have <teacher to insert time period> of in- and out-of-class time to complete this assignment.

Task 

Select a small entity from one of the following: an individual, a household, a service business, a trading business, a farm, a community organisation, or a school. 
Find a person to interview about the entity’s cash management procedures. Before the start of the interview, clarify that no confidential information is required and ask the interviewee to sign a permission letter (see Resource A).
Collect four different types of financial documents used by the entity. The documents can be from any member of the entity. The types of documents that could be included are found on the next page. Take these with you to the interview.

Use a questionnaire or interview sheet to gather information about how the small entity manages and safeguards cash. See Resource B for sample questions. Keep your interview notes or tape (or other evidence of the interview) to hand in with your final report.

Documents could be selected from:

· tax invoices

· credit notes

· discount vouchers

· statements of account

· credit card vouchers and statements

· cheques

· EFTPOS vouchers

· receipts

· bank statements

· payslips. 

The documents need to be different. For example, avoid using an electricity bill if you have used a telephone bill. Check the suitability of the documents with your teacher. Online documents may be submitted electronically. 

If the documents contain confidential information, make sure that this is blacked out or removed.

Create a report that describes and explains:

· the key information shown on the four financial documents, including why the information has been provided or is useful

· the key cash management procedures used by the entity to manage and safeguard cash payments. Examples include: 

· systems for handling small cash/petty cash payments
· methods used to make and record larger payments, such as by use of EFTPOS, cheques, electronic banking (for example, automatic payments, direct debits, electronic bank transfers, online banking)
· financial documents related to cash paid and how these are filed
· how the entity ensures that all payments made (both small and large) are for legitimate purchases/expenses and that bills are paid on time.
Upon completion hand in your report, along with evidence from your interview.
Resource A: Letter to the interviewee
Teacher note: Edit this letter as required.
Dear ______________,
As part of an accounting assessment activity, ____________ is required to conduct an interview related to cash control (keeping cash safe). This includes collecting four different financial documents from an entity. Suitable financial documents include bills, EFTPOS vouchers, cash register tapes, tax invoices, credit notes, and receipts. 
This letter is to confirm whether you are willing to be interviewed and supply four financial documents.

Please note that no confidential information is required. Any sensitive information on documents should be blacked out and the documents copied. If you consider the answer to any interview question to be confidential, you are not required to answer it.
Please sign this letter to acknowledge your agreement to complete the interview and supply four financial documents. 
Thank you for your support,

<insert teacher name>
Teacher



I am willing to be interviewed by __________________________ (student name) and can provide four different financial documents. 

I understand that no confidential information is required.

Signed ____________________________

Interview completed:

Signed _________________________________________ Date __________

Resource B: Sample interview questions
Cash receipts

1. What methods are used by your entity for receiving cash or income? Give a brief description of each method. Include both physical and electronic methods of receiving cash.

2. Why do you use these methods for receiving cash or income? 

3. What documents do you keep for the cash you have received, and where do you store them?

Cash payments

4.
What methods of payment do you use? 
5.
Rank the following cash payment methods from most used (1) to least used (7 or 8). Please identify each of the different methods of payment you use, including what they are used for and why you choose to use them.
	Method of payment
	Yes/No
	Used for 
	Why? What are the benefits/costs of using this method from your point of view?

	Cash and coins
	
	
	

	EFTPOS/debit card
	
	
	

	Cheque
	
	
	

	BankLink
	
	
	

	Credit card
	
	
	

	Direct debit
	
	
	

	Automatic payment
	
	
	

	Telephone banking
	
	
	

	Online banking
	
	
	

	Other (please state)
	
	
	


4. a) How do you keep up to date with your entity’s bank account balance? 
b) Why is this important?

5. a) What documents do you keep for the cash you have paid out?

b) Where do you store them?

c) Why do you keep these documents?

Financial documents
8.
Circle the most important pieces of information from your point of view. Why are these pieces of information important?

9.
How do you use these pieces of information to manage your cash? Can you provide an example?
Assessment schedule: Accounting 90982 Cash Management for a Small Entity

	Evidence/Judgement for Achievement
	Evidence/Judgement for Achievement with Merit
	Evidence/Judgement for Achievement with Excellence

	The student has demonstrated understanding of cash management for a small entity.

The student has identified key information included in four different types of financial documents in context. 
For example, key information from a Farm Motors tractor repair notice for the entity includes:

· the business name (shows where the invoice is from)
· the date (shows when the tractor was repaired), the details of the repair (shows what was done)
· the total amount (shows how much it cost altogether)
· the GST amount (shows how much GST cost).

The student has identified the key cash control procedures the entity follows to safeguard cash. For example:
· “Income is direct credited to bank account from customers.

· “Cash is not left lying around; it is kept in a safe. 

· “Payments are made by direct debit for regular bills like telephone and electricity. Some supplier payments are made by not-transferable cheques and delivered through the mail or hand-delivered prior at collection.”

	The student has demonstrated in-depth understanding of cash management for a small entity.

The student has identified and described in context the key information included in four different types of financial documents. The evidence is in the context of the actual business, document, and transaction(s) shown on the document. The evidence is from the point of view of the entity studied. 
For example, key information from a Farm Motors tractor repair notice includes:

· the business details (shows the tractor was repaired at Farm Motors in Taranaki, and in case the club needs to ring them, the phone number is included)
· the date (shows the tractor was repaired on 17 February), the details of the repair (shows the parts cost $200 and the labour cost $150)
· the total amount (shows the total cost of the repair, including GST, was $402.50)
· the GST amount for the GST reconciliation ($52.50 GST).

The student has identified and described the key cash control procedures the entity follows to manage/safeguard cash (different methods of payment used, knowledge of bank balance, ways to store financial documents, other cash control procedures). The student explains how the procedures safeguard/manage cash. 
For example:

· “Income is direct credited to the bank account from customers so [the entity] knows it is safe and can check the amount on the online bank statement.
· “Cash is kept in the safe until it is banked. Banking is done either once a week or when the amount exceeds [$ amount]. A stamped deposit slip from the bank confirms the amount banked.

· “Payments for regular bills (for example, telephone and electricity) are made by direct debit so that the businesses are paid the right amount on time and the amount can be checked on the online bank statement.

· “Cheques to pay some suppliers are crossed ‘not transferable’ so the money has to go into the bank account of the business being paid.”
	The student has demonstrated comprehensive understanding of cash management for a small entity.

The student has described and explained in context the key information included in four different types of financial documents. The evidence is in the context of the actual business, document, and transaction(s) shown on the document, and the evidence is from the point of view of the entity studied. 
For example, key information from a Farm Motors tractor repair notice includes:

· the business details (shows the tractor was repaired at Farm Motors in Taranaki) and the phone number (so the club manager knows who to ring if he has a problem with the repair or needs other farm vehicles repaired)
· the date (shows the tractor was repaired on 17 February, and the club manager knows he needs to pay the invoice by 20 March), the details of the repair (shows the parts cost $200 and the labour cost $150, which helps the club manager to know approximately how much he will pay in labour for future repairs, and he can also check that these are reasonable/agree with the quote he was given)
· the total amount (shows the total cost of the repair including GST was $402.50, which is the amount the club manager needs to pay Farm Motors by 20 March) and the GST amount ($52.50 GST, which can be claimed on the next GST return). The club treasurer will also need to be informed and to countersign the cheque.

The student has described and explained how and why the key cash control procedures the entity follows manage/safeguard cash (cash on hand, cash received, different methods of payment, knowledge of bank balance, keeping financial documents, or other cash control procedures). 
For example:

· “Income is direct credited to [entity’s] bank account by customers as this direct transaction ensures the income is received (safely) and the amount can be checked on the online bank statement and the customer’s account updated.
· “Cash is kept in the safe until it is banked either once a week or when the amount exceeds [$ amount]. As most transactions are EFTPOS, often daily banking is not necessary, but regular banking (weekly) occurs to ensure cash on hand does not build up. A stamped deposit slip from the bank confirms the amount banked and is used in the bank reconciliation process.

· “Payments for regular bills (for example, telephone and electricity) are made by direct debit so the correct payments are made. This ensures that payments are on time, avoiding potential late fees, or allowing the company to benefit from any prompt payment discounts. It also means that the electricity/telephone remains connected and the amount can be checked on the online bank statement. Business expenses can be easily updated with the correct amount paid.

· “Cheques to pay some suppliers are crossed ‘not transferable’ so [entity] knows the money has to go into the bank account of the business being paid. These are countersigned by the manager and the club treasurer. When the cheque appears on the bank statement, [entity] has proof that the payment has been made, and the Treasurer can report these costs to the Board.”
The cash controls and financial documents should be linked to demonstrate a clear Excellence grade. 


Final grades will be decided using professional judgement based on a holistic examination of the evidence provided against the criteria in the Achievement Standard. 
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