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1. mummy or mm

a) Bookkeeping

b) Financial Transactions

c) Proper books o£.Accountl

4) Double Entry

 
2. BC or Accoqygg '

a) Book! of Prime Eutry/Sublidiary Book!

. b) The Ledger

 
2.1 QHE CAS§ BOOK

a) The ulel faf thy cashbook

b) Entries in the Cashbook - debit aide, credit aide,
allocationl.

c) Source documents

d) Banking — bank atatemants

e) Balancing the canhbook

f) Bank recnciliation statement

3) Extracting receipts and payments statement

h) Posting to the ledger and use of folio:

. 2.2.1 ms PET?! cmanmx

a) 03.1 of the potty cashbook

b) Entries made in the petty cashbook

0) Source douumentl - petty cash voucher: supported by
‘ external vouchers

d) Balancing the patty cashbook

e) Allocations

f) Posting to the ledger

2.3.2 1;.33 p

&) Ute.

m b) Source document-

c) Eitrig-

d) Closing off of the purchnSes returns and adloo return:
Journal.

{CHASES AND SALES JOURNALS  

0) Posting to the ledgerb)

 



  
‘2.2

2.3

‘2.4

2.5

 

 

b) Source donunsntl

0) Entries

d) Closing off or the purchases returns and.alalea
returns Journal-

.) Phatingl to thn ledger(a)

TEE LEDGER

a) Ghee of the ledger

b) Types of ledgera - Main ledger, Debtors leflgar and
Creditors ledger

o) Olallification of ledger account-

d) Arrangement of ledger accounts and indexing

ggE gRIAL BALANCE

a) Dotinition of a trial balance

b) Purpose of a trial balance

c) Extraction of a trial balance _

d) Errors revealed and not revealed by a trial balance

CORTROL ACCOUNTS

a) Debtor. control accounts

b) Creditors control accounts

0) A oing debtors and creditors control account! with
t a list of dobtorl and creditor! respectively.

TEE GENERAL JOURNAL

a) Ulol of the general Journal

b) Authority for entries made in the general journal

0) Pblting the gonnral journal

“299K RECORDS

A detailed study not required for the purpose of this

course. However. the pnrticipanta will be giicn an idea

of the necessity to keep proper stock record! and Itock

taking procedural. It 1: strongly suggested that a 5090—

rate course on stores management be mounted.

 

  



 

    

  

   

    

   
   

   
    

  

 

   
  

   

    

  
   

4. I!§!§ RECORDS

n) Attendance record:

b) Calculation of wage!

o) Deductions

d) Proimtion of wage sheets

a) Pnparation or pay oackets

f) Wages payout

5. FINAL ACCOUNTS AND ACCOMPANYING SCHEDULES

. a) Rocciptu and payments

b) Income and expenditure

0) Balance sheet

In the preparaticn of final accounts both the
traditional "1'" form and the narrative form of
presentation will be tackbed.

 
6 FIXED am REGISTER

m...

 

' ah) Hanufactfiring Account

b) Tram and Profit and Loss Account

~ 0) Balance Sheet

. ' (1) Production Schedules

8 QREDIZGRS RECONCILJZATICJN

Recording creditors statements and creditors account-

9 DBPARMM ACCOUNT

9.) Recording departmental transactions

1)) Presentation 01’ dopartmantul accounts

10 GENERAL ICE Kl LEDGE

a) 311mg

1:) Communion

c) Offto- equipment

  


