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POLICY OBJECTIVES

This policy sets out processes governing oversight of the General Ledger to ensure
accurate maintenance of Council’s accounting records that explain revenues, expenses,
assets and liabilities. This enables the preparation and provision of statements that present
fairly financial and other information and for the Annual Financial Statements of Council to
be conveniently and properly audited.

SCOPE

This policy applies to Council Employees who are delegated responsibility as part of their
role within the Finance team to record financial transactions, modify the General Ledger,
create and/or close General Leger accounts, generate reports and perform reconciliations.

DEFINITIONS
Refer to Attachment 1.

POLICY STATEMENT

This policy provides direction to the Council and its administration regarding the recording
of financial information in the financial systems and outlines the necessary integrity checks
to ensure compliance with statutory requirements for the preparation of Annual Financial
Statements.

To minimise the potential for errors or fraudulent activities, finance department will conduct
and review all ledger reconciliations in alignment with the finance department's
reconciliations schedule. This approach aims to uphold the integrity of the General Ledger
through regular and timely assessments.

This policy mandates the implementation of segregation of duties in the General Ledger
cycle, specifically during the preparation of journals and balance sheet reconciliations, as
well as their subsequent independent review.
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Additionally, it furnishes external auditors with the assurance that internal control
frameworks are diligently and carefully adhered to.

The reconciliations and procedures pertain to the following financial information included
in Council operations within the General Ledger system:

41

4.2

4.3

4.4

Ledger Account Creation and Closure

Requests to open, close or create a General Ledger account can be made by
completing Council's Request to Open/Close/Create General Ledger Account
Form (SF226) which must be independently approved by the Manager Financial
Services.

Creation and closure of General Ledger accounts is limited to appropriate and
authorised employees within the Finance Department and duties will be
appropriately segregated.

General Journals

Manual Journals, when necessary, should be prepared by the employees
delegated this responsibility as part of their role within the Finance team and
independently reviewed and authorised by the Financial Management Accountant
(or Manager Financial Services in the case of absence).

The Financial Management Accountant (or Manager Financial Services in the case
of absence) is responsible for verifying the accuracy of account allocations and
other details within the journal. Upon approval by the Financial Management
Accountant (or Manager Financial Services in the case of absence), the journal,
along with supporting documentation, is to be posted in the General Ledger through
the Council's Accounting Software and subsequently, and then stored in the
council's Record Management System by the employees member responsible for
the journal posting, complete with the Journal reference number.

General Ledger Access

Internal controls over access to the general ledger are essential for safeguarding
financial data and ensuring the integrity of financial reporting, including:

e ICT user authentication through secure login credentials and multifactor
authentication so that only authorised personnel can access the General
Ledger system;

e Authorisation access levels and permissions for users, limiting their ability to
perform certain actions based on their role within the organisation;

e Segregation of duties prevents any individual from having excessive control
over the financial process and reduces the risk of errors or fraudulent activities.

e Regular reviews and audits of ICT user access rights ensuring that access
levels remain appropriate and in line with Council’s policies and regulatory
requirements.

Balance Sheet Reconciliations

To minimise the potential for errors or fraudulent activities, an independent review
of all ledger reconciliations will occur as part of the reconciliations schedule to
ensure regular and timely assessments.

Balance sheet reconciliations involve comparing the balances of key accounts in
Council's General Ledger with the balances on external statements, such as bank
statements, supplier/vendor statements, or other subsidiary ledgers. The goal is to
ensure that the financial information presented in the balance sheet is accurate,
complete, and in compliance with accounting standards.
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a)

b)

9)

h)

i)

Bank Reconciliation:

Reconcile Council's cash balance in the General Ledger with the Bank
Statement. Identify and explain any differences between the two balances,
including outstanding checks, deposits in transit, bank fees, and interest.

Accounts Receivable Reconciliation:

Compare the accounts receivable balance in the General Ledger with the
detailed aging of accounts receivable. Identify and investigate any
discrepancies, such as unapplied payments or doubtful accounts.

Rates Receivable Reconciliation:

Compare the rates receivable balance in the General Ledger with the detailed
aging of rates receivable. Identify and investigate any discrepancies, such as
unapplied payments or outstanding balances.

Accounts Payable Reconciliation:

Reconcile the accounts payable balance in the General Ledger with the detailed
accounts payable aging. Confirm that the outstanding invoices match the
amounts in the general ledger and investigate any discrepancies.

Prepaid Expenses Reconciliation:

Reconcile prepaid expenses, such as licence and subscription fees, to ensure
they are accurately recorded and amortized over the correct periods.

Goods and Services Tax (GST) reconciliation

Goods and Services Tax reconciliation refers to the process of comparing the
GST-related transactions recorded by the Council with those reported by its
suppliers and customers to the tax authorities. This reconciliation is essential
to ensure accuracy in GST filings with ATO and compliance with tax
regulations.

Payroll and Superannuation clearing account reconciliation

Review payroll and superannuation clearing accounts are appropriately
cleared, ensuring all payments have been appropriately made and that there
are no discrepancies with funds owed to external parties or those owed to
Council.

Loan and Debt Reconciliation:

Reconcile loan and debt balances in the General Ledger with statements from
lenders, considering interest accruals and any repayments made.

Inventory Reconciliation:

Reconcile inventory balances in the General Ledger with physical stocktakes
to ensure they agree.

Other Payables Reconciliation:

Reconcile miscellaneous other payables balances in the General Ledger (e.g.
unearned grant income, amounts held on trust, CWMS land management
agreements) with relevant external reports and/or internal registers.

Fixed Assets Reconciliation:

Reconcile fixed assets balances in the General Ledger with Asset Management
System records and (where required) physical stocktake to ensure they agree.
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5. COMPLAINTS
Complaints about this Policy can be made in writing to Council’s Director Corporate and
Community Services. Complaints will be managed in accordance with Council’s
Complaints Policy PO147.

6. REVIEW
This policy will be reviewed every four (4) years or as deemed necessary inconsideration
of any changes to legislation and relevant standards, internal and/or external audit findings,
codes and guidelines.

7. TRAINING
Council is committed to supporting relevant authorised officers (through appropriate
delegations) in complying with this Policy. Training needs will be identified and reviewed
as necessary in consideration of any changes to legislation and relevant standards, codes
and guidelines.

8. RECORDS
Records shall be maintained as required by Council's Records Management Policy
(PO063) and relevant legislation.

9. RELATED COUNCIL POLICIES/PROCEDURES AND DOCUMENTS
PO063 Records Management Policy
PO091 Risk Management Policy
P0O124 Asset Accounting Policy
PO153 Information Systems Access Control Policy
PO156 Internal Financial Control Policy
PO139 Treasury Management Policy
PO148 Fraud Corruption Misconduct and Maladministration Prevention Policy

10. REFERENCES AND LEGISLATION
Better Practice Model — Internal Financial Controls for South Australian councils
Local Government Act 1999
Local Government (Financial Management) Regulations 2011
South Australian Model Financial Statements

11. COUNCIL DELEGATION
Any applicable delegations are available on Councils website via the Delegations register
via https://yorke.sa.gov.au/about-us/forms-plans-and-publications/registers/

12. VERSION HISTORY

Version No | Issue Date Description of Change
1.0 19/08/2024 New Policy.
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ATTACHMENT 1: DEFINITIONS

Term/Reference Definition

General Ledger A general ledger is the master set of accounts that summarise all
transactions occurring within Council. There may be a subsidiary
set of ledgers that summarize into the general ledger. The general
ledger, in turn, is used to aggregate information into the financial
statements of Council.

Integrity Checks Critical validation procedures used in financial data management
and financial database systems to ensure the accuracy and
consistency of records.

Fraudulent Activities The manipulation or misrepresentation of financial information with
the intent to deceive.

Manual Journals A manual journal is a fundamental accounting tool used to record
financial transactions into Council’s general ledger. Unlike
automated journal entries, which are generated by accounting
software, manual journal entries are entered manually by financial
services employees into the ledger.

Segregation of Duties An internal control designed to prevent error and fraud by ensuring
that at least two individuals are responsible for the separate parts
of any task. Segregation of Duties involves breaking down tasks
that might reasonably be completed by a single individual into
multiple tasks so that no one person is solely in control.

Internal Control Framework As a part of council’s broader internal control processes, is
designed to assist the council in addressing the risk of fraud and
error, improving reliability of financial reporting and compliance with
laws, regulations and policies. It focuses on council’s financial
processes and functions that deal with, but are not limited to,
budgeting, financial reporting, transaction processing, financial
delegations and treasury management.
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