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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. 
	The Role of an Accountant
1) Who is an accountant?

An Accountant is an integral part of any company. He is the person who will control all aspects of the financial activities.
Generally there are two types of accountants:-
a) One who will serve in the public domain,
b) The other serves in the private sector.
Describe the various roles and activities which accountants perform
a) Responsible for account keeping, this can be done manually in a ledger recording all income and expenditure, assets and loans. Or using technology and spreadsheets still showing all assets, loans, income and expenditure.
b) Financial Control is the accountants’ responsibility and through the ledgers he can see and know if a problem arises whereby he needs to ensure that the accounts remain viable at all times.
c) He is the conscience of any business and has to be the one who stops or encourages all aspects of the finance.
d) He is involved in managing information to provide information to internal and external users.
e) Advises company in relation to government revenue, especially taxes or financial matters.
f) He is responsible for maintaining supporting evidence and preparing financial statements like profit and loss account and balance sheet for a particular period.
g) Deals with the company accounts the verification, authentication and certification.

2) What is the meaning of Debit and Credit?

A debit is a debt which means to owe. Debit is an accounting entry that either increases an asset or expense account, or decreases a liability or equity account.
An entry recording a sum owed, listed on the left-hand side or column of an account. To take money out of a bank account
A credit is an accounting entry that either increases a liability or equity account, or decreases an asset or expense account. 
The ability of a customer to obtain goods or services before payment, based on the trust that payment will be made in the future.
An entry recording a sum received, listed on the right-hand side or column of an account.
Debits and credits balance each other out —if a debit is added to one account, then a credit must be added to the an opposite account. In accounting, the debit column is on the left of an accounting entry, while credits are on the right.

3) What is the difference between Real Accounts and Personal Accounts?

Real Accounts
A real account is a general ledger account that does not close at the end of the accounting year. In other words, the balances in the real accounts are carried over to become the beginning balances of the next accounting period.
Real accounts are usually related to property or assets. Assets are recorded into separate accounts. For example building, land, machinery.
Real accounts are often referred to as tangible or intangible.
a) Tangible assets can be:-
Cash
Furniture
Plant and Machinery
Vehicles
Building
Stock
Equipment
Computers.
b) Intangible Assets can be:-
Patents
Logo
Copyright
Brand Value
Self-developed software
Customer data
Trademark
Goodwill.
The basic rule for real accounts is:- DEBIT what comes in – CREDIT what goes out.

Personal Accounts
Personal accounts record transactions that are carried out by a group or individual and are represented by a Capital Account what they have put into the company personally. Also drawings account what they remove for their personal use.
These accounts are usually maintained to record credit transactions and are placed in the following categories:-
a) Natural persons: It records transactions with an individual person, male or female.
b) Artificial or legal persons: Such an account records financial transactions. Examples of this kind of account are accounts of firms, limited companies, educational institutions, cooperative societies. 
c) Groups/Representative personal accounts: This account indirectly represents a person or a group of persons. A large number of accounts of similar nature are grouped together under one account title. For example: Customer, vendors, salary accounts of employees, drawings and capital accounts of owners.
d) A proprietor is a person who starts a business, usually investing personal money into what is called the capital account. The drawings account represents whatever the proprietor withdraws from the business. 
The rule for personal accounts is:- DEBIT the receiver – CREDIT the giver.

4) What are the main objectives of book-keeping?

a) The main objective of book-keeping is to keep a complete and accurate record of all the financial transactions in a systematic orderly, logical manner. This ensures that the financial effects of these transactions are reflected in the books of accounts.
b) Bookkeeping involves cash flow tracking, lines of credit and billing. Bookkeepers have to resolve any kind of discrepancy occurring in a firm's accounts and enhance financial communication between staff members.
c) Keeping your financial records organized makes it easier to locate and provide to appropriate parties. Bookkeeping is important because it helps with business analysis. It is a tool used by management to analyze business performance.
d) Book-keeping will eventually ascertain the final accounts of the company, namely the Profit and Loss Account and the Balance Sheet.

How would you distinguish book keeping from accounting?

Bookkeeping is primarily concerned with accurately recording financial data, while accounting involves interpreting and reporting on that data. Bookkeepers lay the groundwork for accountants, providing data that is essential to the performance of their role.

The dictionary definition of bookkeeping is defined as “the skill or occupation of maintaining accurate records of business transactions”.

The main function of a bookkeeper’s role is to accurately record financial data, ensuring that entries are correct on a daily basis, keeping a log of all transactions in the day books. They record and calculate income and expenses, raise purchase invoices, make bank transactions, and create sales invoices.
Bookkeepers also ensure that the accounts balance using a trial balance. Another key responsibility is providing a range of information in report formats, such as daybooks, nominal analysis reports, and aged debtor reports. Bookkeepers will have the skills and knowledge to explain financial information to business owners and make clear the meaning of these reports based on this information.

The dictionary defines accounting as “the skill or practice of maintaining and auditing accounts and preparing reports on the assets, liabilities, etc, of a business”.

Accountants are responsible for overseeing accounts, producing statutory accounts and tax returns in compliance with the law. They must maintain a good knowledge of current financial legislation and ethical issues. This is because a part of their role is interpreting data, and providing advice about financial decisions that could affect an organisation.
Accountants working for an accounting firm will usually work with a variety of businesses, sometimes only meeting with each client once a year. However, some accountants go down the management accounting route, working in-house at an organisation. There they will contribute to strategic decisions and have a large impact on business growth.
At the end of each financial period, accountants will adjust the entries made by bookkeepers, to ensure that they follow the relevant accounting concepts, principles, and rules. They use the trial balance to create financial statements, including the profit and loss and balance sheet reports.
Accountants provide complete reports and analyse the costs of running the organisation. Based on these reports, they assess whether the company is profitable, as well as its individual products and services. They then use this information to help managers and directors to make informed business decisions.
Accountants often choose to specialise in different areas of finance such as tax or forensic accounting, which means specific responsibilities, as well as pay, can vary greatly.

Bookkeeping vs. Accounting
	Bookkeeping
	Accounting

	 Book-keeping consists of recording financial transactions in a logical fashion
	Accounting concerns itself with summarizing of such recorded financial transactions

	It is the basis of the process of accounting
	Accounting is the basis for the Business Language

	Financial statements are not a part of the bookkeeping
	 Preparing financial statements is the ultimate aim of accounting

	Managers do not take decisions on the basis of bookkeeping records
	Accounting records are used to assist managers in making decisions

	Bookkeeping does not have any branches
	Accounting has branches such as Cost Accounting, Management Accounting, etc

	 It is done by bookkeepers, who do not require any special skill or knowledge
	Accountants, on the other hand, require special accounting knowledge and skills
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