

[image: image]




[image: ]



 

CSEC© and CAPE© are registered trademarks of the Caribbean Examination Council (CXC) and the titles are independent publications and have not been authorised, sponsored or otherwise approved by CXC.

Every effort has been made to trace all copyright holders, but if any have been inadvertently overlooked, the Publishers will be pleased to make the necessary arrangements at the first opportunity.

Although every effort has been made to ensure that website addresses are correct at time of going to press, Hodder Education cannot be held responsible for the content of any website mentioned in this book. It is sometimes possible to find a relocated web page by typing in the address of the home page for a website in the URL window of your browser.

Hachette UK’s policy is to use papers that are natural, renewable and recyclable products and made from wood grown in sustainable forests. The logging and manufacturing processes are expected to conform to the environmental regulations of the country of origin.

Orders: please contact Bookpoint Ltd, 130 Park Drive, Milton Park, Abingdon, Oxon OX14 4SE. Telephone: (44) 01235 827827. Fax: (44) 01235 400401. Email education@bookpoint.co.uk Lines are open from 9 a.m. to 5 p.m., Monday to Saturday, with a 24-hour message answering service. You can also order through our website: www.hoddereducation.com

ISBN: 978 1 5104 3665 7
eISBN: 978 1 5104 3671 8

© Sheila Robinson and Frank Wood 2018

Fifth edition published 2007

This sixth edition published in 2018 by Hodder Education,

An Hachette UK Company

Carmelite House

50 Victoria Embankment

London EC4Y 0DZ

www.hoddereducation.com

Impression number   10 9 8 7 6 5 4 3 2 1

Year          2021 2020 2019 2018

All rights reserved. Apart from any use permitted under UK copyright law, no part of this publication may be reproduced or transmitted in any form or by any means, electronic or mechanical, including photocopying and recording, or held within any information storage and retrieval system, without permission in writing from the publisher or under licence from the Copyright Licensing Agency Limited. Further details of such licences (for reprographic reproduction) may be obtained from the Copyright Licensing Agency Limited, www.cla.co.uk

Cover photo © Rawpixel.com – stock.adobe.com

Typeset in Bliss Light 11/13pt by Hart McLeod Ltd.

Printed in Italy

A catalogue record for this title is available from the British Library.


[image: ]



Contents


Preface

How to use this book

PART 1  Introduction to principles of accounting

CHAPTER 1  Introduction to accounting principles

CHAPTER 2  Professional ethics

CHAPTER 3  The accounting system

CHAPTER 4  Accounting concepts

CHAPTER 5  The accounting equation and the statement of financial position (balance sheet)

CHAPTER 6  The double entry system for assets, liabilities and capital

CHAPTER 7  The double entry system for the asset of inventory

CHAPTER 8  The double entry system for expenses and revenues

CHAPTER 9  Balancing off accounts

CHAPTER 10  The trial balance

Multiple-choice questions – Set 1 (1 to 20)

PART 2  Introduction to financial statements and ratios

CHAPTER 11  Introduction to trading and profit and loss accounts (income statements)

CHAPTER 12  Statements of financial position (balance sheets)

CHAPTER 13  Financial statements: further considerations

CHAPTER 14  Introduction to accounting ratios

CHAPTER 15  Capital and revenue expenditure

Multiple-choice questions – Set 2 (21 to 40)

PART 3  Books of original entry

CHAPTER 16  Business documentation

CHAPTER 17  Accounting for sales, discounts and internal control

CHAPTER 18  Accounting for purchases

CHAPTER 19  Accounting for returns

CHAPTER 20  Cash book and cash discount

CHAPTER 21  Petty cash and the imprest system

CHAPTER 22  The general journal

CHAPTER 23  Control accounts

CHAPTER 24  Bank reconciliation statements

Multiple-choice questions – Set 3 (41 to 60)

PART 4  Accounting adjustments

CHAPTER 25  The nature of depreciation and calculations

CHAPTER 26  Double entry records for depreciation and the disposal of assets

CHAPTER 27  Bad debts and provision for doubtful debts

CHAPTER 28  Accruals, prepayments and other adjustments for financial statements

CHAPTER 29  The extended trial balance

CHAPTER 30  Inventory valuation

CHAPTER 31  Errors and their effect on accounting records

CHAPTER 32  Suspense accounts and errors

Multiple-choice questions – Set 4 (61 to 80)

PART 5  Financial statements of other organisations

CHAPTER 33  Receipts and payments accounts and income and expenditure accounts

CHAPTER 34  Partnership accounts: an introduction

CHAPTER 35  New partners: entries on admission, goodwill and premiums

CHAPTER 36  Costing principles

CHAPTER 37  Manufacturing accounts

CHAPTER 38  Accounting for limited liability companies

CHAPTER 39  Accounting for cooperatives

CHAPTER 40  Analysis and interpretation of accounting statements

Multiple-choice questions – Set 5 (81 to 100)

PART 6  Accounting for the entrepreneur

CHAPTER 41  The banking system and payroll accounting

CHAPTER 42  Single entry and incomplete records

CHAPTER 43  The business plan and cash flow projections

Multiple-choice questions – Set 6 (101 to 120)

PART 7  Technology, SBA and other considerations

CHAPTER 44  Computers and accounting systems

CHAPTER 45  School-based assessment (SBA) – research project

 

Appendix A Glossary of accounting terms

Appendix B Downloadable model layouts for financial statements and worksheets

Appendix C Answers to multiple-choice questions

Appendix D Answers to chapter exercises

 

Index




Preface

This well established textbook is suitable for students studying for the CSEC Principles of Accounts Examinations either at school or as a private candidate and for students studying book-keeping and accounting for the first time and starting on the path of a professional career seeking a qualification.

In this sixth edition of the textbook the new syllabus from the Caribbean Examination Council ‘Principles of Accounts – CXC 10/G/SYLL 17’ has been fully covered and students are advised to obtain a copy of the syllabus from the Caribbean Examinations Council (CXC) website to ensure that they are fully aware of the subject requirements.

The book has been refreshed and includes the latest changes and developments in international accounting standards while taking into account that the use of both International and Traditional terminologies varies across the Caribbean.

The main changes to the terminology are as follows:



	International
	Traditional



	Accounts payable
	Creditors



	Accounts receivable
	Debtors



	Income statement
	Trading and profit and loss account



	Inventory
	Stock



	Non-current assets
	Fixed assets



	Non-current liabilities
	Long-term liabilities



	Statement of financial position
	Balance sheet




Each chapter has been revised and refreshed and follows a logical structure from the initial ‘Specific objectives’, working through the chapter topic, a reminder summary and finally questions to practise and assess the students competence. New chapters have been added to cover the new syllabus and these include:

Chapter 2 – Professional ethics

Chapter 16 – Business documentation

Chapter 36 – Costing principles

Chapter 41 – The banking system and payroll accounting

Chapter 43 – The business plan and cash flow projections

Acknowledgement of contributors

There have been many who have contributed to the production of this 6th edition of Frank Woods PoA for the Caribbean, all of whom I would like to thank.

I have appreciated the suggestions and contributions by the teachers and lecturers in the Caribbean and in particular:

Wendy Wong Sing, FCCA CA, Chartered Accountant and Management Consultant in Trinidad and Tobago, who has over 30 years’ experience in the field of accounting.

Andrienne Jones, teacher with a Master Degree in Accounting and Head of the Business Studies Department in Ardenne High School, Jamaica.

Anslem Ragoonanan, teacher of CSEC Principles of Accounts and Business Studies at Preysal Secondary School in Trinidad and Tobago.

Thanks also to Malcolm Robinson for his continued support and contributions and Stephen Clark who tirelessly assists me in the information technology aspect.

Finally and by no means least, my sincere thanks go to Maureen Baldeo, Field Editor – Caribbean, Hodder Education, for her tremendously hard work, enthusiasm, and contributions to this edition.

Sheila Robinson

March 2018


How to use this book

The book is structured into seven parts to provide a logical learning sequence for students. There are four appendices and an index at the end of the book.

Chapter content

Each chapter starts with ‘Specific objectives’ to guide students and teachers to the sequence of topics within. There are realistic examples of all theoretical concepts and practices within each chapter. ‘Helpful Hints’ have been included to guide students and teachers to topics which students have had most difficulties with in the CSEC Principles of Accounts Examinations over the years. Finally a reminder ‘Summary’ is shown at the end of each chapter summarising the chapter contents.

End of chapter exercises

There are exercises at the end of each chapter varying in the levels of difficulty, from simple to more complex. Some ‘Case study’ type questions are included in appropriate chapters. These are especially helpful to students writing the Paper 032 of the CSEC Principles of Accounts Examination. The answers to all questions are found in Appendix D except for those marked with an X after the question number. The answers to these extension (X) questions can be found in the Teacher’s Manual on the Hodder Education website (www.hoddereducation.com/POAResources).

Multiple-choice questions

Parts 1 to 6 are each followed by a set of 20 Multiple-choice questions for students to check their progress, and to give them practice for their examination. Answers to these appear in Appendix C.

Glossary, model layouts for financial statements and worksheets

A comprehensive glossary can be found in Appendix A. Model layouts for the financial statements and worksheets are located in Appendix B and these are also available for download from the website (www.hoddereducation.com/POAResources).

Additional website support

Updated case studies and suggested solutions are also available at www.hoddereducation.com/POAResources.

I hope that students new to book-keeping and accounting will enjoy this subject as much as I have over the years and as much as the late Frank Wood did, both as my teacher and mentor.

Sheila Robinson

March 2018.
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1 Introduction to accounting principles
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Specific objectives

After you have studied this chapter you should be able to:


•  explain the concept and purposes of accounting

•  identify the users of accounting information

•  describe careers in the field of accounting.
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1.1 Aims of a business

The aim of any business, whether large or small, is to be successful. To achieve this, it is imperative that it practises sound management techniques:


•  employs competent and skilled staff

•  purchases goods/services competitively

•  sells goods/services competitively

•  manages the finances of the business

•  makes a profit.



The owners of the business will have invested their own money into the venture with the intention of making profits and having a sustainable and successful business. The money they have invested, in accountancy terms, is called ‘capital’ and this is used to provide funds to enable the business to start trading. To ensure that the capital is not put at risk, a good financial control system is vital.

1.2 Basic concept of financial control

Managing the financial aspect of any business is important to enable the business to trade effectively and create good relations with suppliers and customers. The following example demonstrates this:


[image: ]
Exhibit 1.1 Basic concept of financial control



Example 1.1: Joe has recently had the opportunity to hire a small woodworking business which previously made fencing panels and posts. He has always wanted to have his own business so decides to go ahead and rents the workshop, purchases timber and starts trading on 1 March. The timber cost $15,000, and after machining it he was able to sell the resulting fencing for $22,000.

During the first three months of trading his expenses amounted to $2,500.

Joe’s sales are as follows:
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Looking at the above example, you can see that Joe purchased his timber at the right price to enable him to make a profit, before his expenses, of $7,000. After paying his expenses amounting to $2,500 for his first three months of trading, he is left with a profit of $4,500.
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Helpful Hint!

Question:

Why is it essential to have good financial control?
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Managing the finances of any business is the difference between success and failure as can be seen in Exhibit 1.1. However, it must also be noted that all businesses that provide goods or services must have a market in which to sell their products. Having available good financial information enables management with planning, budgeting and making financial decisions to achieve success.

1.3 What is book-keeping?

Book-keeping is the process of recording business transactions and managing such records in the books of accounts or by using a computerised software accounting package. In other words, it simply means ‘keeping the books of account’. It is the first stage in the accounting process. Some computerised software accounting packages are Excel, Peachtree (Sage 50) QuickBooks and Sage.

Accuracy in the recording process is crucial at the book-keeping stage. Any errors that occur may be difficult to find at a later stage and can have a significant effect on the financial statement if not detected and corrected. Therefore, it is important to take care when entering data initially to ensure complete accuracy.

1.4 What is accounting?

Once the book-keeper has entered all the information in the accounting system, the information is made available to the accountant. The accountant will then present this information in the form of the financial statements, that is, the trading and profit and loss account (income statement) and statement of financial position (balance sheet), to the owner(s) and manager(s) of the business. These reports are then used to aid the financial control and management of a business. This involves analysis and interpretation of the financial statements, forecasting and budgeting.

1.5 Importance and need for accounting

As stated earlier, businesses must operate profitably otherwise they will cease to exist. The financial statements produced by a business’s accounting department aim to show clearly the profit or loss that has been made and the financial position of the business.

The two most important statements are:


1  trading and profit and loss account (income statement)

2  the statement of financial position (balance sheet)



Both these statements have to be checked and verified by a firm of auditors as part of the legal requirement for correct financial reporting. It is essential that accurate financial information is available to the auditors to enable them to fulfil their functions properly.

In producing these financial statements, the business must follow certain accounting procedures and practices in a formal sequence. This sequence is shown in Exhibit 1.2. Each part of the sequence is explained briefly.
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Exhibit 1.2 The accounting sequence



The financial reports and statements produced by this process are used by the owners and managers to monitor the continuing viability of the business.

There are, however, other groups who are keenly interested in the activities of the business. These include:


•  Inland Revenue – collects employees’ and business taxes

•  Investors – these may be private individuals, companies or banks, any or all of which will want to monitor the performance of the business to ensure that they will get a return on their investment

•  Suppliers – this group will need to be sure of the financial stability of the business before accepting orders

•  Customers – they will need to be sure of the financial stability of the business before placing orders

•  Employees – a sound business with a good working environment will help to keep employees’ morale high and will be able to attract high-calibre new staff.



1.6 Types of business organisation

Business organisations are identified according to their structure and financial make-up. The classification will determine an organisation’s legal status and what financial reporting is required of the organisation. Business organisations fall into the following categories:


•  Sole trader – An individual trading alone in his or her own name, or under a recognised trading name. He or she is solely liable for all business debts but when successful takes all the profits.

•  Partnership – A group of more than two people and a maximum of twenty, carrying on a particular business with a view to making a profit. Partnerships will be covered in Chapter 34.

•  Limited companies (both private and public):




    (a)  private limited company is a legal entity which must have at least one shareholder and one director who may be the sole shareholder. The liability is limited to the amount that they have agreed to invest.

    (b)  A public limited company is, again, also a legal entity with limited shareholder liability, but, unlike a private company, it can ask the public to subscribe for its shares.




•  Non-trading organisations – Clubs, associations and other non-profit-making organisations are normally run for the benefit of their members to engage in a particular activity and not to make a profit. Their financial statements will take the form of income and expenditure accounts, to be covered in a later chapter.

•  Cooperative society – A legally constituted business entity formed for the explicit purpose of furthering the economic welfare of its members and that of the wider society by providing them with goods or services. Cooperative societies will be covered in a later chapter.



1.7 Careers in accounting

There are many opportunities open today for those who are considering a career in accounting. Since accounting is essential to the successful operation of all businesses, there will always be a need for trustworthy competent accounting professionals to provide vital financial information to assist management.

The areas in which one can pursue such a career range from working in the public or private sector to working for large or small businesses, or individually. These areas include:


•  record keeping

•  financial reporting

•  taxation

•  auditing

•  corporate finance

•  consultancy

•  insolvency

•  forensic accounting.



Many people enter into their initial job without any qualifications and start their career with on-the-job training while studying for further qualifications. The following job opportunities would be available to them:


•  accounts clerk

•  auditing clerk

•  accounts receivable clerk

•  accounts payable clerk

•  accounts assistant

•  book-keeper

•  bank clerk

•  management trainee

•  payroll clerk.



If, however, the prospective employee has a degree and has, or is working towards, an accounting qualification with one of the accountancy bodies such as Association of Accounting Technician (AAT), Association of Chartered and Certified Accountants (ACCA), Institute of Management or Chartered Institute of Public Finance, then the following positions would be possible to attain:


•  Company/public accountant

•  Auditor

•  Tax professional.

•  Financial advisor

•  Consultant

•  Forensic accountant



Finance features at the heart of business throughout the world. Accounting professionals work at all levels from office work to investment banking, auditing and consultancy. The opportunities are endless.
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Summary


•  The basis of business is trading with others and good financial control is essential if the organisation is to succeed.

•  Financial control means ensuring that the sales of a business are greater than the cost incurred by the business, thus providing a profit.

•  The difference between book-keeping and accounting is shown.

•  The two most important financial statements are:




    –  trading and profit and loss account (income statement)

    –  the statement of financial position (balance sheet).




•  The accounting sequence involves recording, classifying and summarising data and then communicating the information.

•  A number of groups or agencies have a keen interest in the financial performance of businesses. These include the Inland Revenue, investors, suppliers, customers and employees.

•  Businesses operate through various organisations such as a sole trader, a partnership, private or public limited company and cooperative society. Charitable clubs and societies operate as non-profit-making organisations.

•  There are many careers in the field of accounting whether working for a small or large organisation. They range from starting as an account clerk to becoming an accountant or working in auditing, tax or as a financial advisor.
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A glossary of terms can be found in Appendix A at the back of the book.
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Helpful Hint!

Question:

How is the work of an accounts clerk (book-keeper) similar to that of an accountant? How is it different?
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Chapter 1 Exercises


1.1  State briefly the importance of good financial control to the owners of a business.

1.2  There are a number of bodies or individuals, other than the owners, who will have an interest in the financial performance statements of a business. List these interested parties and explain briefly the reasons for their interest.

1.3X  Profit is the most important aim of any business. Explain how this can be attained.

1.4  What are the two most important financial documents that a business needs to produce?

1.5X  What qualities would an employer look for when interviewing a prospective candidate for the position of accounts assistant?
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2 Professional ethics
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Specific objectives

After you have studied this chapter you should be able to:


•  understand the ethical principles in the field of accounting

•  discuss ethical issues in the field of accounting

•  distinguish between appropriate and inappropriate application of accounting principles.
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2.1 Introduction

This chapter introduces you to ethical principles in accounting which are important to you in your studies or work in a financial environment. By studying this chapter you will no doubt want to reflect on your own beliefs and values and how they affect your everyday personal behaviour. As a member of a family you will have been brought up to know the difference between what is the ‘right thing to do’ and what is the ‘wrong thing to do’.

As you commence your career in the finance sector you become a member of the profession and bring to your job not only your technical competence but also, most importantly, the way you conduct yourself and make decisions. From the personal perspective, ethics may be described as the morals governing human behaviour. Professional ethics are more clearly defined and often referred to as ‘a code of behaviour considered correct for a specific group, association or profession’. Ethics are also influenced by the factors outlined below.

2.2 Factors that influence ethical views


•  Culture – what is immoral or illegal in some cultures is acceptable behaviour in others. Thus, ethics can differ in different cultures.

•  Law – illegal behaviour is unethical even when the law differs between countries. A company’s code of ethics always states that an employee must abide by local laws of the country.

•  Consequences – individuals react to ethical or unethical behaviour based on the consequences.

•  Code of ethics – when there is a code of ethics, behaviours are judged based on the code.



2.3 Ethical codes

Professional ethics has been very much in the public domain recently following some high-profile corporate failures (such as Enron, Barings Bank, Worldcom etc.) which led to companies being questioned over their ethical culture and behaviour. This resulted in the International Federation of Accountants (IFAC), through its committee, issuing the ‘Code of Ethics for Professional Accounting’ in 2001. The aim of the code was ‘to strengthen the worldwide accountancy profession’ and this became mandatory for those accounting bodies who are members of the IFAC.

Recently, revision of the code has been carried out by the International Ethics Standards Board for Accountants (IESBA) to enhance high quality ethical standards for members for use around the world.

As a student or member of a professional accountancy body you will be expected to comply with your professional body’s code of ethics. In many cases the professional bodies have included training courses as part of their CPD (continuous professional development) programmes and have also included the topic in their assessment programmes.

Through your employment you will also be required to adhere to your employer’s own ethical codes.

2.4 Fundamental principles of ethical behaviour from the IESBA Code of Ethics

The IESBA Code requires accountants to adhere to the five fundamental principles of ethical behaviour as follows:


•  Integrity – A professional accountant should be straightforward and honest in all professional and business relationships.

•  Objectivity – A professional accountant should not allow bias, conflict of interest or undue influence of others to override professional or business judgements. This means as an accountant in business you must have independence of mind and judgement. If you are asked or encouraged to become involved in unlawful activities, you must refuse.

•  Professional competence and due care – A professional accountant has a continuing duty to maintain professional knowledge and skill at the level required to ensure that a client or employer receives competent professional service based on current developments. This means that the accountant must always be kept abreast of new developments in the field that are relevant to what he/she does. A professional accountant should act diligently and in accordance with applicable technical and professional standards when providing professional services.

•  Confidentiality – A professional accountant should respect the confidentiality of information acquired as a result of professional and business relationships and should not disclose any such information to third parties without proper and specific authority unless there is a legal or professional right or duty to disclose. Confidential information acquired as a result of professional and business relationships should not be used for the personal advantage of the professional accountant or third parties.

•  Professional behaviour – A professional accountant should comply with relevant laws and regulations and should avoid any conduct that discredits the profession. This includes ensuring, for example, that advertisements made by his or her firm are truthful and are not made to deceive the public and rival firms.
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Helpful Hint!

Study and practice tip:

Research any organisation failure or collapse in your country and write a short note on it. Ask your teacher to have a class discussion on one of the organisations researched by students in your class. Practise writing a case study on the organisation. Compare the case study you have written with that of your friend.
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These fundamental principles must be adhered to by professional accountants and students alike when making professional judgements. Such decisions must be able to withstand professional scrutiny if required at a later date.

Problems can also arise, whether professional or personal, when deciding what course of action to take in certain circumstances and how we are influenced, for example:


•  Personal – the need to behave within one’s integrity

•  Business – adhering to your employer’s best interests

•  Professional body – adhering to your association’s aims and standards.



2.5 Application of the ethical principles

The following ethical principles should be adhered to in the workplace:


•  treat people with respect and courtesy

•  act responsibly and honestly

•  ensure confidentiality

•  be accountable for your actions

•  be trustworthy

•  apply technical skills and competence

•  comply with legal requirements and organisation laws and regulations

•  avoid conflicts of interests.



2.6 Inappropriate applications of the ethical principles

Unacceptable behaviour in the workplace would include the following:


•  not working in the best interests of your employer

•  being dishonest and untrustworthy

•  disregarding confidentiality

•  undermining colleagues

•  causing conflict

•  intimidation or harassment of colleagues to gain an advantage in a particular area

•  accepting bribes or gifts in return for a favour.



2.7 Appropriate application of accounting principles

When working in a financial environment, employees should comply with the following principles:


•  Competency – individuals must be competent and skilled in performing their specific job.

•  Willingness – individuals should act as willing members of a team.

•  Communication – individuals must be able to communicate within the team environment.

•  Continuous training – individuals should undertake training to improve and update skills (for example, CPD).

•  Confidentiality – individuals must ensure confidentiality at all times.

•  Openness – individuals should be open about their actions. This includes providing full and complete information and reasoning behind a particular decision.

•  Trust – individuals must rely on information given by colleagues and trust their judgements.

•  Honesty – individuals should be honest and avoid telling lies. When there is honesty, individuals will be trusted and respected.

•  Accountability – individuals must understand their responsibility and must be held accountable.



2.8 Inappropriate application of accounting principles

Unfortunately, not all employees comply and work within the above accounting principles and some may resort to unacceptable behaviour, such as:


•  fraudulent financial reporting (for example overstating/understating profit and assets)

•  failure to record all sales (especially cash sales)

•  theft of inventory

•  misappropriation of funds (stealing funds/embezzlement)

•  entering non-existent employees on the payroll (also called ‘ghost’ employees)

•  tax evasion.
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Helpful Hint!

Examination tip:

Be sure to know the fundamental principles of accountants and how to apply them to real-life scenarios which can appear as case studies on the examination paper.
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2.9 Results of inappropriate application of accounting principles

Penalties

The penalties resulting from inappropriate conduct and behaviour can have a wide range of consequences which can have a serious effect on the individual(s) involved, for example:


•  loss of trust and integrity by the peer group

•  disciplinary action by the professional body

•  instant termination of employment

•  prosecution leading to fines, imprisonment and a criminal record

•  inability to gain further employment

•  application for future financial loans rejected.
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Summary


•  Introduction to ethical principles from a personal perspective.

•  Know the importance of ethical principles in accounting.

•  Understand the fundamental principles of accounting:




    –  integrity

    –  objectivity

    –  professional competence and due care

    –  confidentiality

    –  professional behaviour.




•  Understand the application of ethical principles both in the workplace and in accounting.

•  Examine inappropriate application of ethical principles both in the workplace and in accounting.

•  Be aware of the consequences of inappropriate conduct and behaviour in the workplace.
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Chapter 2 Exercises


2.1  Name the five fundamental ethical principles issued by the International Ethics Standards Board for Accountants (IESBA).

2.2X  Amy is employed as an Accounts Assistant in the Finance Department of Marshall Products Limited, where one of her duties is to assist in payroll preparation. At a social event hosted by her employer, her colleague William, who works in the Marketing Department, asks her how much the Marketing Manager earns. What would be Amy’s response to this request and which fundamental ethical principle applies in this case?

2.3  From the list shown here, which items are not fundamental ethical principles?




    •  Integrity

    •  Professional competence and due care

    •  Subjectivity

    •  Confidentiality

    •  Professional standards




2.4X  George, who works in the Sales Department of The Green Plastics Company, has been asked by his Manager, Mr Johnson, to temporarily transfer to the Accounts Department and assist in the preparation of the company’s annual budgets. George would very much like to take up the transfer as it is an area he really wants to work in. However, he feels he does not have the necessary technical skills and is worried about taking up the offer.




        (a)  What advice would you give to George about the offer of the transfer?

        (b)  Which accounting fundamental ethical principle applies in this case?




2.5   (a)  Discuss what you understand by ethical principles.

        (b)  Give three examples.




2.6X  Clive works for AB Auditors and is presently working on the accounts of Peak Limited. He is checking the payroll book and notices that the company have recently taken on a new employee, Jane Bold, to work as assistant in the packing department. Clive decides to walk over to the packing department and have a chat with a couple of the staff. He enquires as to how the new assistant is getting along but is met with blank expressions. They go on to inform Clive that there is no one of that name employed in their department; he must have been given the wrong information.
Clive, therefore, makes other enquiries and is very worried when this person does not seem to exist. He decides to take the matter further.




        (a)  What seems to be the situation here?

        (b)  What immediate action should Clive take?

        (c)  What action should AB Auditors take?

        (d)  What action should Peak Limited take?




2.7X  Peter is a qualified accountant who works for a major manufacturing company. He was involved in the following incidents recently. For each incident, explain whether Peter has acted properly in accordance with professional accountancy ethics. If you think that Peter is in breach of a fundamental ethical principle, state which principle has been breached.




        (a)  Peter’s Managing Director has asked him to prepare a forecast of production costs for the next three months. As he is preparing the forecast, the Production Manager visits him to discuss the forecast. The Production Manager tells Peter that unless he can reduce his forecasts of costs by about 5%, the Production Manager will get into serious trouble with the Managing Director. Peter and the Production Manager have been good friends for several years, and Peter agrees to do what he can to reduce the forecast costs.

        (b)  The Chairman of the company has purchased some expensive evening gowns for his wife for an upcoming fashion show. He tells Peter to record the costs of the gowns as a company expense. He wants the gowns to be put under expenses for new protective clothing for members in the production department. Peter does what he is told.

        (c)  The Managing Director asks Peter if he can construct a spreadsheet model for analysing expenses. Peter has never constructed a spreadsheet before, but he does not want the Managing Director to give the work to a junior accountant in the department. He therefore says that he can construct the spreadsheet. He thinks that if he takes the work home, his sister will be able to help him. He knows that she is good with spreadsheets and will probably help if he asks.
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3 The accounting system
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Specific objectives

After you have studied this chapter you should be able to:


•  describe and explain the accounting cycle

•  understand the types of source documents used within an organisation

•  understand the need for books of original entry and what each is used for

•  appreciate how the books of original entry are used alongside the ledgers using the double entry system of book-keeping

•  distinguish between personal and impersonal ledgers

•  distinguish between the different types of ledgers

•  appreciate that at the end of the financial year the accounts are balanced off and a trial balance prepared

•  understand that from the final trial balance the financial statements are prepared consisting of the trading and profit and loss account (income statement) and statement of financial position (balance sheet)

•  distinguish between the different types of business organisations.
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3.1 Introduction

This chapter aims to give an overview of the accounting cycle starting with the source documents that are used initially to enter a transaction in the books of account. It explains the books of original entry and provides an introduction to the double entry system of book-keeping and the ledgers. The difference between personal and impersonal accounts is discussed, together with the meaning of real and nominal accounts.

Finally, a summary is given of the procedures followed by organisations at the end of the accounting year with ‘balancing off’ the accounts and the preparation of the trial balance. From the final trial balance, the financial statements are prepared which show the results of the year’s trading, the trading and profit and loss account (income statement), together with the statement of financial position (balance sheet), showing the financial position of the organisation at a specific point in time.

All the topics covered in this overview chapter are dealt with thoroughly at later stages in the book.

3.2 The accounting cycle

Traditionally, businesses operate on a 12-month cycle which may be the same as the calendar year January to December or perhaps the same as the tax year which runs from 6 April of one year to 5 April of the following year. Alternatively, some businesses operate from the date the business first began, for example 1 September of one year to 31 August of the following year.

During the 12-month period, the business receives many documents of a financial nature that have to be entered in the books of account using either a manual or a computerised system.

At the end of each month, the books are usually ‘balanced off’ and a trial balance drawn up from which the financial statements may be prepared. Also, at the end of each month, outstanding accounts are usually settled, wages and salaries paid and money received during the month are all recorded.

If the organisation uses a computerised system of accounting, a great deal of useful information can also be obtained at the end of each month, such as the amount of money outstanding each month and the length of time the debt has been owing, and the amount of money that the organisation owes. Other financial information is also available that enables management to carry out an appraisal of the business, to budget and forward plan. While this information is also available using a manual system of book-keeping, it is not as readily available as from a computerised system.

It is usual for the financial statements of a business to be prepared on an annual basis since they are required for taxation purposes and for the use of the owner(s) of the business.

This chapter shows how source documents are recorded in the accounting records of an organisation and the various stages that are followed in preparing the financial statements. This is illustrated in the following diagram:
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Exhibit 3.1 The accounting cycle for a profit-making organisation



3.3 Source documents

Source documents are documents where original information is found, for example, sales and purchase invoices and credit notes. All businesses and organisations which are involved in either trading activities or providing a service use these important documents.

Invoice An invoice is a document prepared by the seller when they sell goods or provide services on credit. The invoice is usually numbered for easy identification and for filing in a suitable storage system. It contains the following information:


•  seller’s name and address

•  purchaser’s name and address

•  purchaser’s order number and date

•  date of delivery

•  description of goods and services supplied including part number and catalogue reference

•  quantity and price per item

•  total amount due

•  terms and conditions of sale.



From a book-keeper’s point of view, the invoice is one of the most important documents since details of the transaction need to be entered in the books of account of both the seller and the buyer. In the seller’s records, the invoice is a sales invoice and in the purchaser’s records it is a purchase invoice.

Credit note This document is raised by the supplier when goods have been returned by the purchaser due to their being damaged, faulty or supplied to the wrong specification, or when an overcharge has been made on an invoice. The amount owed by the customer will be reduced by the amount of the credit note. Credit notes are sometimes printed in red to distinguish them from invoices.

Again, credit notes are important documents that need entering in the books of both the supplier and purchaser.

Debit note If the supplier agrees, goods bought previously may be returned. When this happens, a debit note is raised by the purchaser and sent to the supplier giving details of the goods returned and the reason for their return. The debit note shows that the purchaser expects the seller to bear the charge.

Bank paying-in slips These are forms used for paying money into a bank account. The recipient of the money must record on the counterfoil of the paying-in slip details of the amount paid and by whom so that the details may be recorded in the organisation’s cash book.

Cheque and cheque counterfoil When a cheque is made out, it is important to complete the counterfoil, entering details of the amount paid and to whom together with any other relevant information. The payment will also be recorded in the cash book.

Receipt This document acknowledges the receipt of money from a customer and is often issued when a customer purchases goods for cash rather than on credit. Again, counterfoils are completed and used to enter the details of the receipt of cash in the cash book.

BACS (Bankers’ Automated Clearing Service) receipt This service enables the transfer of money between banks and other financial organisations. The supplier’s bank can receive payment direct from the customer’s bank. The customer usually sends an advice to the supplier giving details of the amount of the payment. The advice is used to record the receipt in the books of account and later checked against the bank statement. This topic will be covered fully in a later chapter.

Petty cash voucher A form used by anyone requesting payment for a small item of expenditure incurred on behalf of the business. The form gives details of the expense and should be signed and duly authorised. The petty cash voucher expenditure is recorded in the organisation’s petty cash book. This topic is covered fully in Chapter 21.

Correspondence Occasionally, correspondence from a customer may be used as a source document to record a financial transaction that may be out of the ordinary. This may occur when a customer is unable to pay an outstanding amount and offers to settle the debt by giving the supplier an asset. Such a transaction would be entered in the journal (refer to Chapter 22). Internal documents such as a memorandum from a senior member of the organisation may be used in the same way.

It is important to note that all information of a financial nature must be supported by a source document and it is from this document that the details are entered in the business’s book-keeping system. Source documents may also be referred to as prime documents.
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Helpful Hint!

Practice tip:

In your notebook, write a list of source documents without looking at the section above. Then check to see if you missed any. Write a short note to yourself on each one you missed to help you remember what it is.
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3.4 Books of original entry

These are books in which the transaction is first entered. There are separate books for different types of transaction, as follows:


•  The journal – this is used to record items that are much less common and sometimes complicated and are not recorded in any other book of original entry.

•  Sales day book (also called sales journal) – a book used for listing sales invoices. It gives details of the date of the sale, to whom and the amount of the sale. Sales day books may also contain analysis columns to analyse sales between different goods, departments and so on.

•  Purchases day book (also called purchases journal) – this is similar to the sales day book, but contains lists of purchase invoices received from suppliers of goods or services. The purchases day book may also contain analysis columns depending upon the accounting system.

•  Returns outward book (also called purchases returns day book or journal) – this is used to record goods returned to suppliers.

•  Returns inwards day book (also called sales returns day book or journal) – this is used to list any returns made by customers. This will lead to a credit note being issued to them.

•  Cash book – this is another book of original entry used to enter cash and bank receipts and payments. The cash book provides a record of the business’s bank account and also provides details of the amount of cash in hand. It is both a book of original entry and part of the double entry system as it contains the balances of both cash in hand and cash at bank.

•  Petty cash book – a cash book used for making small (petty) payments, details of which are entered from petty cash vouchers, supported if possible by a receipt.



3.5 An introduction to the double entry book-keeping system

The system of double entry book-keeping is a method of recording transactions in the books of account of a business. In the section above, source documents, which provide all the relevant information, were discussed followed by the books of original entry. The next important stage is to be fully conversant with the double entry system of book-keeping.

Business transactions deal with money or money’s worth and each transaction always affects two things. For example, if a firm buys goods valued at $500 and pays for them by cheque, two things will have occurred:


1  the stock of goods is increased by $500

2  the money in the firm’s bank account will have decreased by $500.



If the firm then pays cash for a piece of equipment, then:


1  the money in the cash account will be reduced

2  the firm will have acquired equipment.



The dual aspect of treating each transaction is then recorded in an account. An account shows us the ‘history’ of a particular business transaction, for example, the bank account or equipment account. If manual accounting records are kept, then each account is usually shown on a separate page. If a computerised system is used, then each account is given a separate code number. The following shows an example of an account.
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Double entry book-keeping is shown using a step-by-step approach in Chapters 6–8.

3.6 The ledgers

In a double entry system, the accounts, as mentioned above, are kept in a ledger. If the business is very small then only one ledger may be used, but once the business expands it is better to have more than one ledger to allow different members of staff to be able to record transactions at the same time.

Once details from the source documents are entered in the books of original entry then the next stage of the book-keeping procedure is to show the effect of the transactions by putting them into double entry accounts. The different types of ledgers used are as follows (their alternative names are shown in brackets).



	Types of ledger



	Sales Ledger
	Purchase Ledger
	General Ledger



	(Debtors Ledger – Accounts Receivable)
	(Creditors Ledger – Accounts Payable)
	(Nominal Ledger)



	Shows records of customers’ personal accounts
	Shows records of suppliers’ personal accounts
	Contains the remaining double entry accounts, such as expenses, income, assets, capital




3.7 Classification of accounts

Accounts are divided into personal accounts and impersonal accounts. Personal accounts are accounts that deal with people and firms – in other words, the accounts receivable and accounts payable, accounts receivable being people who owe money to the firm (debtors) and accounts payable being people or firms to whom money is owed (creditors).

The accounts receivable accounts are maintained in the sales ledger, and the accounts payable are kept in the purchases ledger.

Impersonal accounts are divided into real and nominal accounts.


•  Real accounts are those which deal with possessions of the business: for example, buildings, machinery, computer equipment, fixtures and fittings, stock.

•  Nominal accounts are those in which expenses and income are recorded: for example, sales, purchases, wages, electricity, commissions received.
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Exhibit 3.2 The classification of accounts.



3.8 Balancing off accounts and the trial balance

Businesses usually balance off their accounts at the end of each month and prepare what is called a trial balance. The trial balance is prepared for several reasons: first of all it is important to check periodically that the transactions have been entered correctly in the books of account; second it is useful to know how much money is outstanding and how much the business owes. Also, with the use of computer accounting packages, the business can easily prepare draft financial statements showing the profit or loss to date and the financial position of the firm at a specific date. Both the trial balance and the financial statements are dealt with in later chapters of this book.

3.9 Financial statements

At the end of the financial year, a trial balance is drawn up and from that and other information and adjustments the financial statements are prepared by an organisation. The financial statements include the following:


•  trading and profit and loss account (income statement) which shows the gross and net profits or losses made during the period

•  the statement of financial position (balance sheet) which indicates the financial position of the business at a particular point in time.



As the name implies, the final accounts are the end product of the recording of all the business transactions throughout the financial year. Once prepared, they are used by the owner(s) of the business for information, interpretation and planning purposes.

3.10 Summary of the accounting cycle

This chapter has shown how the accounting procedures of a business are recorded and the information that is derived from those records. It may be useful to list them once again at this point.

Source documents are received as follows:
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Once the details of the transaction have been entered into the books of original entry, the information is then entered into the ledgers by means of the double entry system. This procedure is often referred to as posting.

Sales transactions are posted to the sales ledger, purchases transactions are posted to the purchase ledger and items involving the real and nominal accounts are posted to the general ledger.

At the end of each month, the books are balanced off and a trial balance prepared to check the arithmetical accuracy of the book-keeping entries. At the end of the accounting period, the final trial balance is used to prepare the year-end accounts, that is, the trading and profit and loss account (income statement) and statement of financial position (balance sheet). The accounts are then presented to the owner(s) of the business for their information, interpretation and action in the form of planning and budgeting for the next accounting period.
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Helpful Hint!

Practice tip:

Draw your own diagram of the accounting cycle. Compare this with Exhibit 3.1. How does your diagram compare?
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3.11 Types of business organisation

Business organisations are identified according to their structure and financial make-up. The classification will determine an organisation’s legal status and what financial reporting is required of the organisation. Business organisations fall into the following categories:


•  Sole trader – An individual trading alone in his or her own name, or under a recognised trading name. He or she is solely liable for all business debts but when successful takes all the profits.

•  Partnership – A group of two or more people, normally up to a maximum of 20, carrying on a particular business with a view to making a profit. Partnerships will be covered in Chapter 34.

•  Limited companies (both private and public):




    (a)  A private limited company is a legal entity defined in the Companies Act 2006 as ‘any company that is not a public company’. It must have at least one shareholder and one director who may be the sole shareholder. The shareholders have limited liability, that is, their liability is limited to the amount that they have agreed to invest.

    (b)  A public limited company is, again, also a legal entity regulated by the Companies Act 2006, with limited shareholder liability, but, unlike a private company, it can ask the public to subscribe for its shares. This topic is covered fully in Chapter 38.




•  Non-trading organisations – Clubs, associations and other non-profit-making organisations are normally run for the benefit of their members to engage in a particular activity and not to make a profit. Their financial statements will take the form of income and expenditure accounts, to be covered in a later chapter.

•  Cooperative society – A legally constituted business entity formed for the explicit purpose of furthering the economic welfare of its members and that of the wider society by providing them with goods or services. Cooperative societies are covered in Chapter 39.
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Summary


•  The accounting cycle shows the period in which a business operates in its financial year. It involves recording all the trading activities from source documents in the day books, posting to the various ledgers and the preparation of the financial statements.

•  All information that is entered into the book-keeping records comes from a source document such as an invoice, credit note, debit note, cheque, cheque book counterfoil, paying-in book, petty cash voucher, etc.

•  The books of original entry are used as a basis for posting the transactions to the double entry accounts in the various ledgers.

•  At the end of the accounting period the accounts are balanced off and a trial balance prepared.

•  The final trial balance is used to prepare the year-end accounts. These are the trading and profit and loss account (income statement), which shows the profit or loss made for the period, and the statement of financial position (balance sheet), which shows the financial position of the business at a specific date.

•  A summary of the accounting cycle is shown together with a recap of the various stages of the accounting procedures.

•  Businesses operate through various organisations such as sole trader, partnership, private or public limited company and cooperative society. Charitable clubs and societies operate as non-profit-making organisations.



[image: ]



There is a Glossary of accounting terms in Appendix A at the end of the book.
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Chapter 3 Exercises


3.1  Source documents in accounting are very important.




        (a)  Describe the contents of both an invoice and a credit note.

        (b)  State when each of these would be used.




3.2  The books of original entry are used to record initial accounting information and separate books are used for different types of transactions. List the various books used and give a brief explanation of their use.

3.3  For what purpose would you use the following ledgers?




        (a)  General or nominal ledger

        (b)  Sales ledger

        (c)  Purchases ledger.




3.4X Distinguish between personal and impersonal accounts, giving examples of what each might contain.

3.5  Explain what is meant by ‘financial statements’ and state what they consist of.

3.6  List the main types of business organisations and explain their basic structure.
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