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	1. I. Who is an accountant? Describe various roles and activities which accountants perform.
An accountant- is an individual who performs accounting tasks for individuals or companies.
Roles and activities which accountants perform
-An accountant is responsible for account keeping and advises the company on financial matters.
-An accountant act as an important instrument for financial control.
-An accountant deals with the verification, authentication and certification of the company s accounts.
-An accountant carries out the task of managing information for the organization and sends it out to the internal and external users of that information.

II. Explain the various types of accountants.
Book keeping-maintains a complete record of the business transactions of the organization. This position is responsible for invoicing of customers, processing of cash receipts, payment of suppliers and tracking of fixed assets.
Cashier-this position handles and properly records incoming and out coming cash including the processing of bills, coins, credit cards and debit cards.
Chief financial officers-this position is responsible for the accounting, taxation and treasury staffs, as well as maintaining a proper system of controls, strategic planning, risk management and other tasks.
General ledger clerk-this position records all journals in the general ledger, and reconciles all accounts. This person may also prepare several disclosures that accompany the financial statements.
Payables clerk-this position records incoming supplier invoices, ensures that they have been approved for payment, possibly with three way matching and pays suppliers.

III. Which types of duties does a controller perform? 
-Designing a functional accounting system and operating it.
-Establishing and maintaining systems and procedures.
-Managing the internal and external audit of the business.
-Managing computer applications.
-Exercising cost control.
-Preparing budgets.
-Managing the company s taxes.

IV.What is double entry system? Outline the steps involved in double entry system.
Double entry system means that every business transaction will involve two accounts or more.for example when a company borrows money from its bank, the company s cash account will increase and its liability account loans payables will increase. It allows for the accounting equation(assets =liability +owner’s equity) to always be in balance.
Steps involved
-Preparation of journal.
-Preparation of ledger.
-Trial balance preparation.
-Preparation of final accounts.

V. What is the meaning of Debit and Credit?
Debit comes from debt which means to owe, the term credit comes from creditable which means to entrust. Debits refer to the left side of the general ledger account while credit refers to the right side of the general ledger account.

VI What is meant by ‘hybrid basis accounting? How entries are recorded using this method?
Is a modern off- shoot of accounting, where more than one method of accounting is used.
In hybrid method of accounting, certain entries are made on cash basis accounting and other entries are made on mercantile system of accounting.

VII. What is the difference between Real accounts and Personal accounts?

	REAL ACCOUNTS
	PERSONAL ACCOUNTS

	Record transactions that are related to property or assets.
	Record transactions that are carried out with a group of persons.

	They are classified as tangible or intangible account’
Tangible Real accounts are assets or property that can be touched, felt, measured, sold or purchased as machinery, cash .etc.
Intangible Real accounts are assets or property that cannot be touched or measured in monetary terms, goodwill, patents, copyright trademarks.etc.
	They are classified into:-
-Natural persons-it records transactions with an individual person, male or female. Such accounts are titled as Henry’s Account, Dinah’s Account etc.
-Artificial or Legal persons-records financial transactions with an artificial entity or a legally created artificial person, example limited companies, educational institutions.etc.
-Groups/Representative personal Accounts-it indirectly represents a person or a group of persons. its done when a group of accounts of similar nature are grouped together to make one account  title. example salaries, rent etc.




viii) How do we record the entries using cash basis accounting method?
Entries are made only when cash payments are either made or received. When the cash payments or receipts are due the entry is not made. cash basis accounting reflects receipts surplus over payments. While doing entries on cash basis accounting, they also consider outstanding expenses when making entries on expenditure. These financial statements are called Receipts and Expenditure Accounts are created for the purpose  of determining income

2. What are the main objectives of bookkeeping? How do you distinguish book keeping from accounting?
Objectives
-A permanent record of each transaction is maintained through bookkeeping.
-An organization s financial position and soundness can be ascertained by analyzing the record 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.
-It keeps record of all customers and suppliers, enabling the business to keep track of the money that is to be received or paid.
-Business policies can be reviewed and revised in the light of past records maintained through bookkeeping
It allows the country to amend business laws, provide licenses and assess taxation based on a business’s records.


	BASIS OF DIFFERENCE
	BOOK-KEEPING
	ACCOUNTNG

	Transactions
	To record transactions in original entry books.
	To assess the recorded transactions to determine their accuracy.

	Posting
	Making posting in books or register.
	Scrutinizing posting to determine its accuracy.

	Income statement and balance sheet
	Creation of trading, profit and loss accounts an Balance sheet is not a part of book keeping.
	Creation of trading, profit and loss accounts and Balance sheet is part of accounting.

	Total and Balance
	To create amount totals in journal and ledger accounts.
To determine balances of all accounts.
	To make trial balance by using ledger accounts balances.

	Rectification of errors
	It is not part of book keeping.
	It is part of accounting.

	Special skill and knowledge
	No special skill is necessary in book keeping.
	Special skill set and knowledge is required for accounting.

	Liability
	A book keeper has no responsibility or liability for the work related to accountancy.
	An accountant has responsibility for the work of a book keeper.



Multiple choice
1. Stock is?
Items purchased to sell at a profit.

2. Which of the following is not an asset?
Creditors

3. Capital is?
The total amount the owner has invested in the business.

3. Interest paid to a bank is an example of?
Drawings

4. Debtors are?
Customers

5. Purchases are?
Goods bought to sell at profit

Activity
Please meet one or more of the following personnel in any organization and talk to them about their respective roles within the organization.

Accountant
-prepares financial management report
-ensures that financial reports deadlines are met both internally and externally’ compliance.
-performs certain types of analysis using financial data.

Chief Accountant
-Prepares final accounts
-prepares bank and cash reconciliation
-Authorizes payments
-confirms cheques

 Internal Auditors
-Evaluates an organization s readiness in case of Business interruption.
-Evaluates information security and associated risk exposures.
-Evaluates regulatory compliance program with consultation from legal counsel
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