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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

1.1 An accountant is the person that is responsible for account keeping, the financial control of the business, they are the conscience of the business. The account has to manage the information of the business, give advice on Fiscal / Financial matters. The accountant prepares financial statements and also deals with the verification, authentication and certification of the business accounts.
1.2 There are 2 types of accounts, Private and public sectors.
1.3 The controller performs the following duties:
· Designing a functional accounting system and been able to operate it
· Preparing financial statements and reports
· Maintaining systems and procedures
· Managing the internal and external auditing of the business
· Managing computer applications
· Exercising cost control
· Preparing budgets
· Forecasting and preparing analytical reports
· Supplying information to top management
· Managing company taxes







1.4 For every business transaction there has to be a two-fold effect, Every entry 
Must be recorded in at least two accounts of equal amounts. There are 4 steps to a double entry system as per the below:
· Preparation of Journal
· Preparation of Ledger
· Preparation of Trial balance
· Preparation of Final account
1.5 The meaning of a debit and credit is to decrease or increase in financial amounts.
1.6 Certain entries are made on a cash basis and others are made on mercantile system of accounting. Entries of income are only recorded when received but all expenses are recorded even if payments are not received yet.
1.7 Accounts relating to people are called “Personal Accounts” Those accounts relating to Assets or Properties are called “Real Accounts”
1.8 Cash basis accounting is only recorded when cash payments are made or received.
2.	The main objectives of bookkeeping are as follows:
· Keeping a permanent record of transactions.
· Analyzing the records on assets and Liabilities.
· Income and expenditure figures of the firm during a particular period help in calculating the profit and loss for that period.
· Keeping a record of all customers and suppliers, enabling the business to keep track of the money that it has received or paid.
· Business policies can be reviewed and revised.
· It allows the government to amend business laws, provide licenses and assess taxation based on the business records
		Booking involves recording business transactions in a systematic 			manner. The accountant is responsible for the accuracy and 				authentication of the transactions.

[bookmark: _GoBack]3.	Multiple choice:
3.1	A –The quantity of goods at the end of the year
3.2	A – Creditors
3.3	D – The total amount the owner has invested in the business
3.4	C – Expenses
3.5	E – Customers
3.6	E – Anything the company buys












4.	Activity:

	Accountant: 
· Prepare and analyze accounting records, financial statements, and financial reports to assess accuracy and completeness to reporting and procedural standards.
· Calculate and prepare tax returns, ensuring compliance with payment, reporting and other tax requirements.
· Report to management regarding the finances of establishment.

	Internal Auditor:
· Review the reliability and integrity of financial and operating information
· Ensure compliance with policies, plans, procedures, laws and regulations. Determine whether the organization is in compliance.
· Establish the safeguarding of assets and make sure the assets exist.
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