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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.
	
1. Give short answers to the following questions: (16)

i. Who is an accountant?

An accountant is a qualified person who carries out financial activities related to the collection, accuracy, recording, analysis and presentation of an organisation's financial operations. (Davis)



ii. Describe various roles and activities that accountants perform.

Some roles and activities that accountants perform include: account keeping; a mechanism for financial control; information management;  preparation of financial statements; verification, authentication and certification of the organisation's accounts and advice on fiscal and financial matters.


iii. What type of duties does a controller perform?

A controller is responsible for an organisation's management, financial, cost, and tax accounting duties.

Some of the duties performed by a controller include:

- design and operation of a suitable accounting system;
- preparation of financial statements;
- budget preparation;
- forecasting and preparation of analytical reports;
- corporate tax management;
- cost control enforcement; 
- management of both the internal and external audit.

	
iv. What is a double entry system? Outline the steps involved in Double entry system.
The double entry system is the accounting system that necessitates every business transaction to be recorded in at least two different accounts. 

The steps involved are:
1 -  Journal Preparation: every business transaction is recorded in a journal.

2 - Ledger Preparation: the ledger contains all the accounts of the business.

3 - Trial Balance Preparation: a list of all the business transactions recorded and their effects.

4 - Final Account Preparation: final financial statements are prepared. 


v. What is the meaning of ‘Debit’ and ‘Credit’ in accounting?

In accounting, a debit is an entry that will either increase an asset or expense account, or decrease a liability or equity account. 

On the other hand, a credit is an entry that will either increase a liability or equity account, or decrease an asset or expense account. (Accounting Tools)


vi. What is meant by ‘Hybrid basis’ accounting? How the entries are recorded using this method?

Hybrid basis accounting incorporates both the cash basis and accrual basis of accounting.  In this method some entries are recorded using cash basis accounting whilst other entries are recorded using the accrual basis of accounting. 


vii. What is the difference between ‘Real Accounts’ and ‘Personal Accounts’?

Real accounts record transactions related to the organisation's property or assets whilst Personal accounts record transactions related to people.


viii. How do we record the entries using cash basis accounting method?

When using the cash basis accounting method, entries are made for income and expenses only when cash payments are received or disbursed. 


2. What are the main objectives of book-keeping? How would you distinguish book keeping from accounting? (4)

The main objectives of book-keeping are to:

- keep a permanent record of each transaction;
- help determine an organisation's financial position by enabling analysis of its assets and liabilities;
- enable the organisation to calculate its profit or loss for the period;
- record all money received or disbursed;
- facilitate previous year comparisons; and
- enable government to revise business laws, provide licenses  and to assess taxation. 

Book-keeping records transactions in journals whereas accounting determines the accuracy of the recorded transactions.  Book-keeping makes postings in books and registers whilst accounting analyzes these postings to ascertain their accuracy.  Book-keeping creates totals and determines account balances whereas accounting uses ledger account balances to create a trial balance.  Accounting creates the income statement and balance sheet and allows for the rectification of errors whilst book-keeping does not.  Accounting requires special skill and knowledge but book-keeping does not. An accountant is responsible for the work of the book-keeper but the book-keeper does not have any liability for the accountants work. 

3. Multiple choice questions, Tick the correct answer. (5)


i. Stock is?
Items purchased to sell at a profit

ii. Which of the following is not an asset?
Creditors

iii. Capital is?
The total amount the owner has invested in the business

iv. Interest paid to a bank is an example of?
Expenses

v. Debtors are?
Customers


Activity (5)
Please meet one or more of the following personnel in any organisation and talk to them about their respective roles within the organisation.

Accountant
1. Preparation of financial statements.
2. Collection and maintenance of financial data.
3. Analysis of financial data to assist in decision making.



Chief Accountant
1. Designing and operating a functional accounting system
2. Budget preparation. 
3. Forecasting and preparation of  analytical reports


Internal Auditor
1. Audit the data of an organisation.
2. Set-up, maintain and evaluate the effectiveness of the System of Internal Control.
3. Advise on the implementation of controls for new systems.
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