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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 Bookkeeping is the maintaining of the financial records of a business on a day to day business and putting these together to provide the business with some real time data about performance so that they can respond to this and know how the business is performing. Accountants use the data prepared by the bookkeeper and process this further providing the business with information based on the data to allow the business to investigate, summarise and report on the information provided. The accountant will also produce the end of year accounts for submission if required

2 Cash method of accounting records a transaction when it is  actually paid or received. Accruals method records the transaction when it is incurred ie when a product or service is sold or purchased. Either method can be adopted but they should then be stuck to and not combined

3 A Balance Sheet is a summary of the financial standing of a business as at a given date. It uses information collated in a P&L account and then presents this with the summary of the assets and liabilities of the business to show the value of the business at a given date. The net worth or equity of the business is the difference between the assets and liabilities. 

4 Journal General – this is a record of all transactions incurred by a business whether it relates to income or expenditure. Entries should be made at the time they occur and should include details of the type of transaction, date and amount. Details of entries in the Journal can be used to reconcile the financial position of a business and are also transferred into the General Ledger

Leger (or Ledger) – this is the main record of transactions in a business. It is split into accounts such as Sales and Cash accounts and uses the double entry method to record payments into and out of these accounts. The ledger is used to create a trial balance which should balance

Trail balance (or Trial balance) – this brings together all the credits and debits from the ledger and generally lists these in 2 columns, one for credits and the other for debits. It is prepared at the end of an accounting period and should balance. A trial balance may also be called a T-Account

[bookmark: _GoBack]Internal Audit – this is a check of the financial records of a business by someone who already works for the business. This might be the Financial Director. The audit or check will be carried out to ensure that all records are accurate and up to date. It will confirm that all records are accurate and all systems are effective

External Audit – this is an audit carried out by someone independent to the business. They will check stock values and assets are as reported in the accounts; they will confirm that the systems used to record transactions are accurate; they will risk assess to look at probable issues with the business and the environment it operates in. this information will be used to aid the accountant and inform the sign off of the accounts


Although these final 2 terms are mentioned in the objectives for Unit 1 Intro to Bookkeeping, there is no mention of auditing in the resources
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