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Today’s programme
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Topic

Part 1: daily financial administration

Part 2: recording and accounting reports

Part 3: financial statements and recap



Learning outcomes
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•Follow daily financial processes and recognise their documents

•Understand organisations, obligations and accounting concepts

•Use double entry and distinguish cash from accrual accounting

•Compare management accounting with financial accounting

•Read a simple income statement and financial position

A complete audit trail links the event, the document and the record.



Part 1
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Part 1

Daily financial administration



The office as an information hub
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OFFICE
Receive, check, 

coordinate, record

Customers
Enquiries and 

orders

Suppliers
Quotes and 

invoices

Employees
Time and leave

Management
Decisions and 

reports



Everyday office administration

06

•Manage correspondence, calendars and deadlines

•Coordinate customers, suppliers and departments

•Process documents and maintain accessible records

•Support purchasing, payroll and financial administration

•Protect confidential information and follow up unfinished work

Assign an owner and a due date to every action.



Business organisations
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Office implicationsBasic structureOrganisation

Separate business and 
personal records

An individual operates a 
businessSole trader

Check authority and partner 
transactions

Partners operate under an 
agreementPartnership

Identify directors and 
approval powers

A separate legal entity with 
shareholders (max. 50)Limited company

Manage a separate 
Shareholders’ Office

A separate legal entity with 
infinite no. of shareholdersPublic company

Follow its rules and 
reporting arrangements

Members organise a shared 
enterpriseCooperative



The organisation behind each transaction
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•Use the correct legal name and business identifiers

•Know who can sign contracts and approve payments

•Identify ownership, directors or other responsible officers

•Separate owner transactions from business expenses

•Check the organisation’s reporting and record requirements

A trading name may differ from the legal entity that owes or receives money.



The accounting environment
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ADMINISTRATION
Evidence, approvals and 

deadlines

Operations
Sales and 

purchasing

Finance team
Records and 

reporting

External parties
Banks and 
suppliers

Oversight
Management and 

advisers



Financial obligations in daily work
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Administrator’s contributionObligation

Track due dates, approvals and payment evidenceSuppliers and contracts

Provide approved time, changes and expense claimsEmployees and payroll

Supply records and monitor assigned deadlinesTaxes and statutory 
reporting

Retain statements and track agreed repaymentsBanks and lenders

Prepare complete records and regular reportsOwners and management



The financial deadline process
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01
Identify 

obligation

02
Record due 

date

03
Assign 

responsibility

04
Prepare 
evidence

05
Check and 
approve

06
Submit or pay

07
Keep 

confirmation

08
Follow up 
exceptions

Use a deadline register for invoices, payroll and statutory submissions.



The office operation cycle
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01
Initiate

02
Authorise

03
Document

04
Process

05
Check

06
Record

07
Communicate

08
File

09
Reconcile

10
Report

11
Review

12
Improve

A common framework that adapts to the task



A short history of records and offices
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Merchant 
records

Handwritten 
evidence of 
trade

1494

Luca Pacioli 
publishes 
double-entry 
methods

Paper 
office

Ledgers, 
typewriters 
and telephones

Digital 
office

Computers, 
email and 
shared records

Connected 
office

Cloud systems 
and AI 
assistance



The office then and now
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Traditional office

•Paper files and handwritten ledgers

•Postal correspondence and manual diaries

•Cash, cheques and manual calculations

Modern office

•Shared digital records and accounting systems

•Email, electronic calendars and remote access

•Electronic payments and automated calculations



Technology and responsibility
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•Authorise transactions before committing funds

•Check documents even when a system captures them

•Restrict access to payments and confidential records

•Review automated classifications and exceptions

•Keep evidence of who approved, changed and checked the record

Automation supports work. People retain responsibility.



Bookkeeping and accounting
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Bookkeeping Accounting

•Record transactions

•Process source documents

•Maintain ledgers and balances

•Reconcile bank and supplier 
accounts

•Summarise and adjust records

•Prepare financial statements

•Analyse performance and position

•Explain results and support 
decisions



Why accounting records matter
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01
Reliable 
records

02
Useful reports

03
Informed 
decisions

04
Follow-up 

action

Who owes us? What do we owe? Can we pay? Are we profitable?



The language of accounting
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ExampleMeaningTerm

Bank balance or equipmentResource the business controlsAsset

Supplier balance or loanPresent obligation of the businessLiability

Owner’s residual interestAssets less liabilitiesEquity

Service feesIncome from ordinary business 
activityRevenue

Rent or electricityCost recognised in earning incomeExpense

Unpaid sales invoiceAmount a customer owesReceivable / debtor

Unpaid purchase invoiceAmount due to a supplierPayable / creditor



The business entity concept
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Business records Personal transactions

•Business bank account

•Sales and supplier invoices

•Approved business expense claims

•Capital introduced and drawings 
identified

•Household bills

•Personal holidays and shopping

•Private bank transactions

•Recorded separately from 
operating expenses



Accounting Principles
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Consistency Prudence

•Apply accounting policies 
consistently

•Support comparisons between 
periods

•Explain justified policy changes

•Keep treatment clear and 
documented

•Exercise caution under uncertainty

•Support neutral, evidence-based 
estimates

•Avoid overstating or understating 
figures

•Investigate doubtful customer 
balances

Relevance Reliability



Other accounting concepts
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Practical meaningConcept

Accounts usually assume continuing operationsGoing concern

Focus on information that could affect decisionsMateriality

One measurement basis, using transaction costHistorical cost

Recognise related income and costs appropriatelyMatching

Include all transactions that hit the periodAccruals

Record only transactions with a valueMoney Measurement

Complete, neutral information with no material errorFaithful 
representation

Record the economic effect of the transactionSubstance over form



Documents along the transaction
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01
Quotation

02
Purchase 

order

03
Delivery note

04
Invoice

05
Credit note if 

needed

06
Payment 
evidence

07
Accounting 

record

08
Reconciliation

Some documents authorise action. Others support an accounting entry.



Quotation
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QUOTATION Q-025

Harbour Office Supplies  •  To: Meridian Office Services
5 December 2025  •  Valid for 30 days

NetUnit 
priceQtyDescription

€2,000€2508Office chair

Net €2,000    VAT 18% €360    Total €2,360

Document checks

•Compare price and 
specification

•Check delivery time and 
conditions

•Review validity and payment 
terms

•Obtain approval before 
ordering



Purchase order
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PURCHASE ORDER PO-125

Buyer: Meridian Office Services
Supplier: Harbour Office Supplies  •  8 December 2025

NetUnit 
priceQtyDescription

€2,000€2508Office chair

Approved net commitment €2,000 + applicable 
VAT

Document checks

•The buyer issues the order

•Record the authorised 
quantity and price

•State the delivery address 
and reference

•Retain the approval with the 
order



Delivery note

25

DELIVERY NOTE DN-098
Harbour Office Supplies  •  Customer: Meridian Office 
Services
12 December 2025  •  Reference PO-125

ConditionDeliveredOrderedItem

Good88Office chair

Received by: office administrator    Date: 12 
December 2025

Document checks

•Count the goods received

•Inspect condition before 
acceptance

•Note shortages or damage

•Match the delivery reference 
to the order



Invoice
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INVOICE INV-458

Harbour Office Supplies  •  To: Meridian Office Services
12 December 2025  •  PO-125  •  Due: 11 January 2026

NetUnit 
priceQtyDescription

€2,000€2508Office chair

Net €2,000    VAT €360    Amount due €2,360

Document checks

•Check supplier, customer and 
references

•Check quantity, unit price 
and arithmetic

•Verify VAT treatment and 
payment terms

•Check for a previous entry or 
payment



A simple VAT calculation
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Net price

€1,200

VAT at 18%

€216

Gross amount

€1,416+ =

€1,200 × 18% = €216.  Gross = €1,200 + €216.



Credit note
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CREDIT NOTE CN-041

Harbour Office Supplies  •  Original invoice INV-458
15 December 2025  •  Reason: one chair returned

VATNetQtyDescription

€45€2501Office chair returned

Credit €295    Revised balance due €2,065

Document checks

•Link the credit to the original 
invoice

•Confirm the reason and 
amount

•Adjust the supplier balance 
and VAT

•Keep the return evidence



Receipt and payment confirmation
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PAYMENT CONFIRMATION PAY-072

Meridian Office Services  •  To: Harbour Office Supplies
9 January 2026  •  References INV-458 and CN-041

ReferenceAmountMethod

PAY-072€2,065Bank transfer

Supplier receipt confirms settlement of €2,065

Document checks

•Link the payment to the 
correct invoice

•Check payee, date and 
amount

•Keep bank evidence and 
remittance advice

•Distinguish an invoice from 
proof of payment



Bank statement
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BANK STATEMENT EXTRACT

Fictional business account  •  January 2026
Bank balance viewed from the customer’s perspective

BalanceMoney 
outDescriptionDate

€5,000—Opening balance1 Jan

€2,935€2,065Harbour Office 
Supplies9 Jan

€2,915€20Bank charge31 
Jan

Reconcile with the cash book

Document checks

•Find omitted charges and 
receipts

•Identify timing differences

•Investigate unfamiliar 
payments

•Reconcile to the ledger 
balance



Other documents bookkeepers handle
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Common checkWhat it supportsDocument

Receipt, purpose and approvalEmployee reimbursementExpense claim

Authorised time and employee 
data

Gross pay, deductions and net 
payPayroll record

Receipt and cash balanceSmall cash paymentPetty cash voucher

Reconcile with supplier ledgerList of invoices and creditsSupplier statement

Follow up disputed and 
overdue itemsOutstanding customer balanceCustomer statement

Calculation, explanation and 
approvalAccruals and other adjustmentsJournal support



The purchasing cycle
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01
Identify need

02
Approve 
purchase

03
Compare 

quotations

04
Issue order

05
Receive goods

06
Match invoice

07
Record payable

08
Approve 
payment

09
Pay supplier

10
Record 

settlement

11
File evidence

12
Reconcile

Each stage leaves evidence and a responsible person



Three-way matching
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PURCHASE ORDER
8 chairs at €250

DELIVERY NOTE
8 chairs received

INVOICE
8 chairs at €250

MATCH
Supplier, quantity, price and 

references

For services, use approved evidence of completion.



Exercise: the chair invoice
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The order is for 8 chairs at €250 each.
The delivery note records 8 chairs.
The invoice charges 10 chairs at €250.

•What discrepancy can you see?

•Would you approve the invoice?

•Which documents would you retain?

Pause approval and investigate the extra 2 chairs.



The chair discrepancy: resolution
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01
Place approval on 

hold

02
Contact the supplier

03
Confirm receipt of 8

04
Obtain corrected 

evidence

05
Record the correct 

liability

06
Approve and pay

A credit of €500 net + €90 VAT corrects the original overcharge.



The sales cycle
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01
Receive enquiry

02
Prepare 

quotation

03
Accept 

customer order

04
Supply goods or 

service

05
Issue invoice

06
Record 

receivable

07
Collect payment

08
Allocate receipt

09
Bank funds

10
Reconcile

Check completeness of billing and follow up overdue balances



Credit sale and collection
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01
Service 

delivered
€1,000

02
Invoice 

recorded
Receivable 

€1,000

03
Customer 

pays
Bank +€1,000

04
Balance 
cleared

Receivable €0

Revenue arises once. The later receipt settles the receivable.



The daily books of original entry
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Typical evidenceWhat enters itBook

Issued invoiceCredit sales invoicesSales day book

Supplier invoiceCredit purchase invoicesPurchases day book

Credit noteSales and purchase creditsReturns books

Receipt or bank recordMoney received and paidCash book

Voucher and receiptSmall cash paymentsPetty cash book

Approved journal supportAdjustments and other 
entriesGeneral journal



Documents, day books and ledgers
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01
Source evidence

02
Journal or day book

03
Ledger accounts

04
Trial balance

05
Adjustments

06
Financial statements

Software automates posting while preserving the underlying logic



Exercise: bank reconciliation
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Cash book balance: €3,000
Bank statement balance: €2,700
Bank charge €20 appears only on the statement
Customer deposit €280 has not yet cleared

•Which item requires a cash book entry?

•Which item is a timing difference?

•What is the reconciled bank balance?

Adjusted cash book €2,980 = statement €2,700 + deposit €280.



Bank reconciliation: worked answer
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Update the cash book Explain the statement 
difference

•Opening cash book balance: 
€3,000

•Record bank charge: −€20

•Adjusted cash book: €2,980

•Debit bank charges, credit bank 
€20

•Statement balance: €2,700

•Add deposit in transit: €280

•Adjusted statement: €2,980

•Check that the deposit clears 
afterwards



The universal office cycle in practice
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01
Initiate

02
Authorise

03
Document

04
Process

05
Check

06
Record

07
Communicate

08
File

09
Reconcile

10
Report

11
Review

12
Improve

Use the same control questions for financial and non-financial work



The cycle across office operations

43

Record and reviewProcess and checkInitiate and 
authoriseOperation

Payroll records and 
bank reconciliation

Calculate pay and 
verify changes

Approved staff and 
timePayroll

Update register and 
notify employee

Check balance and 
staffing

Employee applies, 
manager approvesLeave request

Record outcome and 
recurring causes

Investigate and agree 
response

Log issue and assign 
owner

Customer 
complaint

Update stock and 
compare physical count

Count and confirm 
receipt

Authorised transfer 
request

Stock 
movement



Separation of duties
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01
Requester

States need

02
Approver

Authorises spend

03
Receiver

Checks supply

04
Bookkeeper

Records invoice

05
Payment approver

Releases funds

06
Reviewer

Reconciles bank

Different people provide independent checks



Useful office controls
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•Set approval limits and retain approval evidence

•Control system access and use multi-factor authentication

•Number documents and check for missing or duplicate records

•Independently review payments and supplier changes

•Reconcile regularly and follow up unresolved differences

A control works when someone performs it and records the result.



Major wins from good administration
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BenefitRoutine

Fewer missing and duplicated transactionsPrompt entry with clear references

Earlier discovery of errorsRegular bank reconciliation

Better collection and cash planningDebt follow-up and customer 
statements

Credits and incorrect balances identifiedSupplier statement checks

Lower risk of incorrect paymentDocumented approval and matching

Fewer overdue actionsTask ownership and clear deadlines



Common bookkeeping pitfalls
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Practical preventionPitfall

Search invoice number and track incoming 
documentsDuplicate or omitted invoice

Check evidence and review unusual postingsWrong account, date or 
amount

Use verified tax codes and resolve uncertaintyIncorrect VAT treatment

Match supplier statements and return recordsIgnored credit note

Use customer and invoice referencesWrong payment allocation

Reconcile against the bank statementUnrecorded bank charges



Fraud warning signs
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•Unexpected bank-detail changes

•Urgent requests to bypass approvals

•Unfamiliar suppliers or unexplained 
refunds

•Duplicate invoices and missing evidence

•Payments repeatedly just below approval 
limits

A warning sign is a reason to investigate.



A request to change supplier bank details
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Request received

Verify through a trusted
independent channel

Unable to verify
Hold and escalate

Verified and approved
Update, then release payment

The contact details in the request are not independent verification.



Filing, confidentiality and backups
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•Use meaningful filenames, dates and transaction references

•Link approvals, invoices, credits and payments

•Limit access to authorised personnel

•Retain records under the applicable rules and policy

•Back up protected data and test restoration

Example filename: 2025-12-12_Harbour_INV458_PO125



Accounting software and AI assistance
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Systems can assist People must still

•Capture documents and post 
approved entries

•Match bank transactions and 
produce reports

•Flag duplicates and unusual 
amounts

•Draft correspondence and help find 
records

•Verify amounts and classifications

•Judge exceptions and authorise 
payments

•Protect confidential information

•Review output and accept 
responsibility



10-minute break
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15-minute break

Next: double entry, cash versus accrual and accounting reports



Part 2
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Part 2

Recording transactions and accounting reports



Double entry

50



The double-entry principle
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Every transaction has at least two effects

DEBIT CREDIT

TOTAL DEBITS
Equal amount

TOTAL CREDITS
Equal amount=

Debit means the left side. Credit means the right side.



Debit and credit rules
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DecreaseIncreaseAccount type

CreditDebitAsset

CreditDebitExpense

DebitCreditLiability

DebitCreditEquity

DebitCreditRevenue



Cash purchase of equipment
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The business pays €2,000 for equipment

DEBIT CREDIT

Equipment
€2,000

Bank
€2,000=

An asset increases. Another asset decreases.



Payment of electricity
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The business pays a €500 current-period electricity bill

DEBIT CREDIT

Electricity expense
€500

Bank
€500=

An expense increases. Bank decreases.



Cash sale of a service
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The business receives €1,000 for a service delivered

DEBIT CREDIT

Bank / cash
€1,000

Service revenue
€1,000=

Bank increases. Revenue increases.



Exercise: laptop bought on credit
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A laptop costs €1,200 + 18% VAT.
The supplier allows 30 days to pay.
Assume the VAT is fully recoverable.

•Which documents support the purchase?

•What is the supplier balance?

•Which accounts receive debits and credits?

Supplier balance €1,416. Bank does not change at purchase.



Laptop: purchase and later payment
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CreditDebitAt purchase

—€1,200Equipment

—€216Input VAT 
recoverable

€1,416—Trade payables

CreditDebitOn payment

—€1,416Trade payables

€1,416—Bank

If VAT is not recoverable, include it in the equipment cost.



Cash accounting and accrual accounting

61

Cash basis Accrual basis

•Record income when cash is 
received

•Record costs when cash is paid

•Timing follows the movement of 
money

•Can obscure unpaid income and 
costs

•Recognise income when earned

•Recognise costs when incurred

•Show receivables, payables and 
adjustments

•Timing follows the economic 
activity



Accrual accounting
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December

The office uses 
electricity

31 December

Recognise the 
December cost

January

The supplier sends 
the bill

February

The business pays 
the supplier

Recognise the cost in the period it relates to.



Cash versus accrual: a worked example
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Accrual view in 
DecemberCash view in DecemberTransaction

Revenue €1,000€0 receivedService delivered, 
invoice €1,000

Expense €300€0 paidDecember expense, 
paid in January

€700 profit€0 net cash movementDecember result for 
these items

January collection and payment settle the balances already recorded.



Profit and cash
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Profit example Cash example

•Service delivered on credit: €1,000

•Related expense paid: €300

•Profit from these transactions: 
€700

•Customer has not yet paid

•Cash collected from customer: €0

•Cash paid for the expense: €300

•Net cash movement: −€300

•Receivable outstanding: €1,000



Ledger accounts group transactions
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BANK

Credit €Debit €

Equipment
2,000

Capital
10,000

Debit balance €8,000

EQUIPMENT

Credit €Debit €

Bank
2,000

Debit balance €2,000

CAPITAL

Credit €Debit €

Bank
10,000

Credit balance €10,000

Bank €8,000 + equipment €2,000 = capital €10,000



Trial balance at 31 December 2025
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Credit €Debit €Account

—8,000Bank

—2,000Equipment

10,000—Owner’s capital

10,00010,000TOTAL

A balanced trial balance checks equality, not complete accuracy.



Errors a trial balance may miss
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Still balanced?ExampleError

YesA cash expense never 
enteredComplete omission

YesRent recorded as electricityWrong account

YesDebit and credit swappedComplete reversal

YesSame invoice entered twiceDuplicate balanced 
entry

YesBoth sides entered as €550, 
not €500Same wrong amount



Period-end review and adjustments
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01
Review records

02
Identify missing 

costs

03
Estimate 

adjustments

04
Approve journals

05
Post and recheck

06
Prepare reports

Examples: accruals, prepayments, depreciation and doubtful debts



Management accounting
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•Provide internal information for planning and decisions

•Prepare budgets and cash forecasts

•Compare actual results with plans

•Analyse costs by department, activity or service

•Combine financial data with operational measures

Example: can the office afford an additional administrator?



Financial accounting
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•Record and summarise the organisation’s financial transactions

•Prepare financial statements under the applicable framework

•Report performance and financial position for defined periods

•Support owners, lenders and other external users

•Maintain evidence and consistency for reliable reporting

Example: what profit and financial position should the annual accounts report?



Management and financial accounting
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Financial accountingManagement accountingAspect

External users and 
managementInternal managersMain audience

Report performance and 
positionPlanning and decisionsMain purpose

Mainly completed periodsPast results and future 
plansTime focus

Organisation as a wholeDepartment, product or 
activityLevel of detail

Defined reporting periodsAs decisions requireFrequency

Applicable reporting 
frameworkTailored to the decisionFormat



Management report: office costs
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Variance €Actual €Budget €Monthly cost

400 adverse6,4006,000Staff costs

60 favourable240300Stationery

60 adverse560500Utilities

400 adverse7,2006,800TOTAL

A variance identifies a question for investigation.



Part 3
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Part 3

Understanding financial statements



Revenue, expenses and profit
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Revenue

€100,000

Expenses

€75,000

Profit

€25,000− =

If expenses exceed revenue, the result is a loss.



Assets
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Current assets Non-current assets

•Cash and bank balances

•Trade receivables

•Inventory for sale or use

•Usually realised or used in the 
operating cycle

•Buildings and vehicles

•Computers and equipment

•Furniture and machinery

•Normally used over several periods



Liabilities
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Current liabilities Non-current liabilities

•Trade payables

•Wages and taxes payable

•Short-term borrowing

•Amounts normally due soon

•Longer-term bank borrowing

•Other long-term obligations

•Separate the current portion of a 
loan

•Timing affects cash planning



Owner’s equity
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01
Capital 

introduced

02
Add profit

03
Less drawings 

or losses

04
Closing equity

Equity is the owner’s residual interest after liabilities



The accounting equation
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ASSETS LIABILITIES EQUITY= +

Resources controlled = outside obligations + owner’s interest



Example 1: the owner invests €10,000
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Bank

€10,000

Liabilities

€0

Capital

€10,000= +

•The business receives €10,000 into its bank account

•Assets increase by €10,000

•Equity increases by €10,000



Example 2: the bank lends €5,000
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Bank

€15,000

Loan

€5,000

Capital

€10,000= +

•Previous bank balance: €10,000

•The loan adds €5,000 to bank and liabilities

•Equity remains €10,000



Example 3: equipment costs €3,000
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Total assets

€15,000

Loan

€5,000

Capital

€10,000= +

•Bank falls from €15,000 to €12,000

•Equipment rises from €0 to €3,000

•Total assets remain €15,000



Income statement / profit and loss account
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€Fictional service business

100,000Service revenue

40,000Salaries

15,000Rent

5,000Utilities

15,000Other expenses

75,000Total expenses

25,000Profit

Performance for the year ended 31 December 2025



Financial position at 31 December 2025
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€Fictional service business

12,000Bank

8,000Trade receivables

15,000Equipment, net carrying amount

35,000TOTAL ASSETS

5,000Trade payables

10,000Bank loan

20,000Equity

35,000LIABILITIES + EQUITY

Position at a date: assets = liabilities + equity



A complete financial reporting picture
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01
Income statement

Performance

02
Financial position

Assets and financing

03
Cash flow statement

Cash movements

04
Equity movements
Owner’s interest

05
Notes

Policies and detail

The statements explain different aspects of the same business.



Samples of Financial Statements
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The Convenience Shop (Holding) plc | Financial year 2025



Samples of Financial Statements
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The Convenience Shop (Holding) plc | Financial year 2025



Samples of Financial Statements
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The Convenience Shop (Holding) plc | Financial year 2025



Published Annual Reports
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•2025 report, published in 2026

•202 PDF pages

•Addresses from Chairman and CEO

•Reports from Directors and 
Committees

•Financial Results

•Notes and Explanations

HSBC Bank Malta p.l.c. | Annual Report 2025



More annual reports
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Corinthia / IHI 2025 Convenience Shop 2025 HSBC Malta 2025



Company Announcements
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Recap: five questions for every transaction
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01 Is it genuine?

02 Is it authorised?

03 Is the evidence complete?

04 Is the record accurate?

05 Can someone independently verify it?

Every figure starts with an event, a document and an office process.



Thank you


