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Prepare financial reports for a 
reporting entity

Elements

Compile data

Prepare reports
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Element 1: Compile data

Performance Criteria

Data is systematically coded, classified and 
checked for accuracy and reliability in 
accordance with organisational policies, 
procedures and accounting standards
Conversion and consolidation procedures 
are used to compile data in accordance with 
organisational policies and procedures
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Element 1: Compile data (continued)

Performance Criteria

Valuations in compliance with relevant 
accounting standards are recorded

Effects of taxation are identified and recorded
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Element 2: Prepare reports

Performance Criteria

Charts, diagrams and supporting data are 
presented in an appropriate format

Structure and format of reports are clear and 
conform to statutory requirements and 
organisational procedures

Statements and data are error free, 
comprehensive and comply with statutory 
requirements and organisational procedures
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Prepare financial reports for a 
reporting entity

Required Knowledge

Options, methods and practices for deductions, 
benefits and depreciations

Organisational guidelines and procedures

Principles of double entry bookkeeping and 
accrual accounting

Relevant business legal requirements

Methods of presenting financial data
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Prepare financial reports for a 
reporting entity

Required Knowledge

Current financial legislation (eg taxable 
transactions, reporting requirements)

Ethical considerations (eg conflict of interests, 
confidentiality, disclosure requirements)

Accounting computerised systems

Current business taxation requirements
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Prepare financial reports for a 
reporting entity

Required Skills

Interpersonal skills and communication skills 
(eg liaising, listening, consulting)

Working with and relating to a range of people 
and groups

Report writing, preparation and formatting

Numeracy skills for calculation of data
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Prepare financial reports for a 
reporting entity

Required Skills

Researching for data testing and collection

Estimating, forecasting and analysis skills

Information technology (IT) skills for set up 
and use of spreadsheets and preparation of 
documents


