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1.0 Introduction
This Book-Keeping syllabus for Ordinary Secondary Education is a revised version which has been prepared 
to replace the 1997 syllabus. The revision has focused on paradigm shift from content based to competence 
based curriculum. Moreover the revision has also taken into consideration the current social, political, cultural, 
economic, technological changes and cross-cutting issues. The Book-Keeping syllabus has some changes 
whereby some topics/sub-topics have been merged and improved. Bills of Exchange topic has been omitted
and no new topics introduced. 

The organization of this syllabus differs from that of 1997 whereby the following components have been 
added; subject and class level competences, class level objectives, sub-topics, assessment column and number 
of periods per topic. 

This syllabus puts more emphasis on student-centered learning approaches, thereby enhancing meaningful 
learning. It further seeks to develop learners’ competences which give students the opportunity to broaden 
their scope for future development including self-employment. Therefore, students are expected to interact 
in various situations which will make them demonstrate positive knowledge, attitudes and skills in their 
daily life.

The syllabus is to be covered in four academic years, each year having approximately nine teaching months 
which is equivalent to 194 instructional days. Forms I to IV will have 3 periods of 40 minutes per week. In 
a year of 38 teaching weeks. Each class of Form I to IV will have a total number of 114 periods.The teacher 
is advised to make maximum use of time allocated in classroom instruction. Lost instructional time should 
always be compensated for.

2.0 Aims and Objectives of Education in Tanzania
The general aims and objectives of education in Tanzania are to:
a) guide and promote the development and improvement of the personalities of the citizens of Tanzania,  
 their human resources and effective utilization of those resources in bringing about individual and  
 national development;
b) promote the acquisition and appreciation of culture, customs and traditions of the people of Tanzania;
c)	 promote	the	acquisition	and	appropriate	use	of	literary,	social,	scientific,	vocational,	technological,		
 professional and other forms of knowledge, skills and understanding for the development and 
 improvement of the condition of  man and society; 
d)	 develop	and	promote	self-confidence	and	an	inquiring	mind,	an	understanding	and	respect	for	human			
 dignity and human rights and a readiness to work hard  for self-advancement and national development;
e) enable and expand the scope of acquisition, improvement and upgrading of  mental, practical, productive  
 and other life skills needed to meet the changing needs of industry and the economy;
f) enable every citizen to understand the fundamentals of the National Constitution as well as the enshrined  
 human and civil rights, obligations and responsibilities;
g) promote love and respect for work, self and wage employment and improved  performance in the   
 production and service sectors;
h) inculcate principles of national ethic and integrity, national and international cooperation, peace and justice   
 through the study, understanding and adherence to the provisions of the National Constitution and other 
 international basic charters;
i) enable a rational use, management and conservation of the environment. 

3.0 Aims and Objectives of Secondary Education in Tanzania
 The aims and objectives of Secondary Education are to:
a) consolidate and broaden the scope of baseline ideas, knowledge, skills and 
 principles acquired and developed at primary education level;
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b) enhance further development and appreciation of national unity, identity and ethic, personal integrity,   
 respect for and readiness to work, human rights, cultural and moral values, customs, traditions and civic  
 responsibilities and obligations;
c) promote the development of competency in linguistic ability and effective use  of communication skills in  
 Kiswahili and in at least one foreign language;
d) provide opportunities for the acquisition of knowledge, skills, attitudes and understanding in prescribed or  
	 selected	fields	of	study;
e) prepare students for tertiary and higher education; vocational, technical and professional training;
f)	 inculcate	a	sense	and	ability	for	self-study,	self-confidence	and	self-advancement	in	new	frontiers	of	
 science and technology, academic and occupational knowledge and skills;
g) prepare students to join the world of work.

4.0 General Subject Competences 
By the end of the four years course, the student should have developed the following competences:
a)	        manage	financial	affairs	in	a	responsible	and	effective	manner	in	their	lives,	community	and	economic		
 development.
b) use mathematical skills to perform business calculations.
c) apply the accounting concepts and principles in business activities.
d)	 use	appropriate	technology	when	dealing	with	financial	matters.
e)	 inculcate	integrity	and	ethics	in	dealing	with	financial	matters.
f)	 present	financial	information	effectively	by	using	generally	accepted	accounting	principles.

5.0 General Subject Objectives 
By the end of the four years course, the student should be able to:
a) acquire the ability to maintain accounting records of various business organizations.
b) develop an understanding of the business concepts and principles. 
c)	 acquire	the	ability	to	use	figures	in	business	communications,	analysis	and	decision-making.
d) develop problem-solving and computational skills, an awareness and recognition of the consequences  
 of accounting errors. 
e)	 appreciate	and	use	financial	statements	as	a	means	of	business	communication.	
f) ascertain the results of business operations for a given period of time.

6.0 Content 
The content part of the syllabus includes class competences, class objectives and the matrix table which is 
made	up	of	the	following	columns;	topics/	sub-topics,	specific	objectives,	teaching	and	learning	strategies,	
teaching and learning resources, assessment and number of periods.

6.1 Class Level  Competences
These are skills, knowledge and attitudes expected to be attained by the learner during and after completion 
of a particular class. 

6.2 Class Level  Objectives
The class level objectives are stated in general terms to indicate the scope of content to be covered within 
each level. For each competence intended to be achieved, one or more objectives have been stated in order 
to achieve it.

6.3 Topics 
Topics are general content of the subject matter that are expected to be taught in order to develop the 
intended competences. They have been arranged with respect to the class level to attain a logical order 
starting from simple to complex. Both block and spiral arrangements of topics have been used.

6.4 Sub-topics
These are smaller units of the topic which have been arranged in a logical order to facilitate teaching and 
learning process. 
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6.5	 Specific	Objectives
Specific	objectives	are	expected	outcomes	in	classroom	instruction.	They	focus	to	attain	competences	within	
the cognitive, affective and psychomotor domains.

6.6 Teaching and Learning Strategies
These are methods that are used by the teacher and students in the teaching and learning process. The whole 
teaching and learning process should be participatory and interactive, where the student learns by doing a 
series of activities. The teacher has to play the role of a facilitator in promoting and guiding students to 
effective learning. The suggested teaching and learning (T/L) strategies in this syllabus are not exhaustive. 
Therefore the teacher and student are encouraged to use relevant learner centred strategies which suit their 
teaching and learning environment. 

6.7 Teaching and Learning Resources
These are materials used by the teacher and students during the teaching and learning of respective topic/
sub-topic	in	line	with	specific	objective.	The	suggested	teaching	and	learning	resources	in	this	syllabus	are	just	
examples; the teacher and student are advised to use relevant and convenient multiple teaching and learning 
resources for effective teaching and learning. In case the teaching and learning resources are not available, the 
teacher should work with students to improvise alternative resources available in their environment.

6.8 Assessment
In	the	assessment	column,	the	teacher	uses	the	suggested	question(s)	in	each	specific	objective	to	assess	
student’s	achievement.	Those	questions	helps	the	teacher	to	assess	whether	the	intended	specific	objective	has	
been achieved or not.

6.9 Number of Periods
The	column	for	number	of	periods	indicates	an	estimated	time	to	be	used	to	teach	a	given	specific	objective.	
Each period is 40 minutes. The number of periods has taken into account the time needed to adequately cover 
specific	objective.	Some	specific	objectives	need	more	time	than	others	depending	on	their	nature	and	complecity.	
The teacher is advised to make maximum use of time allocated in classroom instruction. 

7.0 Assessment of the Book-Keeping subject
Formative and summative assessments should be geared towards mastery of the competences and skills 
developed within the course. Various methods of assessment are available, some of these may include: 
project work, portfolio, self-assessment, peer assessment, written reports, tests, observations and terminal 
examinations. The scores will be collected and stored for the purpose of computing continuous assessment 
(CA). 
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FORM I

Class Competences

1. Apply Book-Keeping skills in a range of small business situations;
2. Apply the principle of double entry system in Book-Keeping; 
3. Demonstrate the willingness to make proper, accurate and timely recording;
4.	 Use	basic	accounting	concepts	and	principles	in	recording	financial	information;	and
5.	 Use	the	financial	information	in	decision	making.

Class Objectives 
The student should be able to:
a) describe the subject matter of Book-Keeping;
b) identify the role of double entry and use it to post transactions into various accounts;
c) post transactions to the ledger using primary entry books;
d) use knowledge of accounting concepts to record business transactions; and 
e)	 prepare	financial	statements.

The student should develop the following competences: 
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 D
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ra
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 p
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 D
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tio
n

(i
) 

T
hr

ou
gh

 li
br

ar
y 

an
d 

in
te

rn
et

 s
ea

rc
h,

 th
e

			
			
			
			
	te
ac
he
r	t
o	
gu
id
e	
st
ud
en
ts
	to
	d
efi
ne
	a
	

   
   

   
   

 b
us

in
es

s 
tr

an
sa

ct
io

n.
(i

i)
 

U
si

ng
 q

ue
st

io
n 

an
d 

an
sw

er
, t

he
 te

ac
he

r 
to

   
   

   
   

 g
ui

de
 s

tu
de

nt
s 

to
 id

en
tif

y 
ca

sh
 a

nd
 c

re
di

t
   

   
   

   
 tr

an
sa

ct
io

ns
.

(i
ii)

 
T

he
 te

ac
he

r 
to

 g
ui

de
 s

tu
de

nt
s 

to
 s

ho
w

 th
e

   
   

   
   

 e
ff

ec
ts

 o
f 

ca
sh

 a
nd

 c
re

di
t t

ra
ns

ac
tio

ns
.

(i
) 

   
  F

lip
 c

ha
rt

 
   

   
   

 d
ep

ic
tin

g 
 b

us
in

es
s

   
   

   
 tr

an
sa

ct
io

ns
(i

i)
   

  L
is

t o
f 

ca
sh

 a
nd

 
   

   
   

 c
re

di
t t

ra
ns

ac
tio

ns
(i

ii)
   

 P
ic

tu
re

s 
sh

ow
in

g 
   

   
   

 p
eo

pl
e 

bu
yi

ng
 a

nd
   

   
   

 s
el

lin
g

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
an

al
ys

e 
a 

bu
si

ne
ss

 
tr

an
sa

ct
io

n?

5

b)
   

 a
pp

ly
 th

e 
ru

le
 fo

r 
   

   
 d

eb
iti

ng
 a

nd
 

   
   

 c
re

di
tin

g 
ac

co
un

ts

(i
) 

T
he

 te
ac

he
r 

to
 d

em
on

st
ra

te
 o

n 
ho

w
   

   
   

   
to

 a
pp

ly
 th

e 
ru

le
 f

or
 d

eb
iti

ng
 a

nd
 

   
   

   
   

cr
ed

iti
ng

 a
cc

ou
nt

s.
(i

i)
 

U
si

ng
 p

re
pa

re
d 

qu
es

tio
ns

, t
he

 te
ac

he
r 

   
   

   
   

to
 g

ui
de

 s
tu

de
nt

s 
to

 a
pp

ly
 r

ul
e 

 f
or

   
   

   
   

de
bi

tin
g 

an
d 

cr
ed

iti
ng

 a
cc

ou
nt

s.
(i

ii)
 

St
ud

en
ts

 in
di

vi
du

al
ly

 to
 w

or
k 

on
  t

he
 

   
   

   
   

qu
es

tio
ns

 p
ro

vi
de

d.

Fl
ip

 c
ha

rt
 s

ho
w

in
g 

de
bi

t 
an

d 
cr

ed
it 

en
tr

ie
s.

Is
 th

e 
st

ud
en

t a
bl

e 
to

 a
pp

ly
 th

e 
ru

le
 f

or
 

de
bi

tin
g 

an
d 

cr
ed

iti
ng

 a
cc

ou
nt

s?
6

c)
   

 p
os

t e
nt

ri
es

 to
 th

e
   

   
 le

dg
er

 a
cc

ou
nt

s
(i

) 
T

he
 te

ac
he

r 
to

 d
em

on
st

ra
te

 o
n 

ho
w

 to
   

   
   

   
po

st
 e

nt
ri

es
 to

 th
e 

le
dg

er
 a

cc
ou

nt
s.

(i
i)

 
U

si
ng

 p
re

pa
re

d 
qu

es
tio

ns
, t

he
 te

ac
he

r 
   

   
   

   
to

 g
ui

de
 s

tu
de

nt
s 

to
 p

os
t e

nt
ri

es
 to

 th
e

   
   

   
   

le
dg

er
 a

cc
ou

nt
s.

(i
ii)

 
St

ud
en

ts
 to

 w
or

k 
on

 th
e 

qu
es

tio
ns

 o
n 

   
   

   
   

po
st

in
g 

of
 e

nt
ri

es
 to

 le
dg

er
 a

cc
ou

nt
s.

W
al

l c
ha

rt
 d

ep
ic

tin
g 

le
dg

er
 a

cc
ou

nt
s

Is
 th

e 
st

ud
en

t a
bl

e 
to

 p
os

t e
nt

ri
es

 to
 th

e 
le

dg
er

 a
cc

ou
nt

s?
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d)
   

   
  b

al
an

ce
 o

ff
  t

he
   

   
   

  a
cc

ou
nt

s
(i

) 
T

hr
ou

gh
 li

br
ar

y 
se

ar
ch

, s
tu

de
nt

s 
to

 s
ea

rc
h

   
   

   
   

 th
e 

m
ea

ni
ng

 o
f 

th
e 

te
rm

s 
B

al
an

ce
 C

ar
ri

ed
   

   
   

   
 D

ow
n 

an
d 

B
al

an
ce

 B
ro

ug
ht

 D
ow

n 
or

 
   

   
   

   
 B

al
an

ce
 B

ro
ug

ht
 F

or
w

ar
d 

 a
nd

 B
al

an
ce

   
   

   
   

 C
ar

ri
ed

 F
or

w
ar

d.
 

(i
i)

 
U

si
ng

 p
re

pa
re

d 
qu

es
tio

ns
, t

he
 te

ac
he

r 
to

 
   

   
   

   
 d

em
on

st
ra

te
 to

 th
e 

st
ud

en
ts

 o
n 

ho
w

 to
 

   
   

   
   

 b
al

an
ce

 th
e 

ac
co

un
ts

.
(i

ii)
 

St
ud

en
ts

 to
 w

or
k 

on
 th

e 
as

si
gn

m
en

ts
 o

n
   

   
   

   
 b

al
an

ci
ng

 o
f 

ac
co

un
ts

.

(i
) 

   
 W

al
l c

ha
rt

 s
ho

w
in

g 
   

   
   

th
e 

pr
oc

ed
ur

es
 f

or
 

   
   

   
ba

la
nc

in
g 

of
f 

   
   

   
ac

co
un

ts
 

(i
i)

   
 V

id
eo

 c
lip

 
   

   
   

de
m

on
st

ra
tin

g 
   

   
   

ba
la

nc
in

g 
of

f 
   

   
   

ac
co

un
ts

Is
 th

e 
st

ud
en

t a
bl

e 
to

 b
al

an
ce

 o
ff

 th
e 

ac
co

un
ts

?

6

4.
0 

T
R

IA
L 

   
   

   
   

 B
A

L
A

N
C

E
4.

1 
C

on
ce

pt
 o

f 
 T

ri
al

   
   

   
   

 B
al

an
ce

B
y 

th
e 

en
d 

of
 th

is
 

su
b-

to
pi

c,
 th

e 
st

ud
en

t 
sh

ou
ld

 b
e 

ab
le

 to
:

a)
   

   
ex

pl
ai

n 
th

e 
m

ea
ni

ng
   

   
   

of
 a

 T
ri

al
 B

al
an

ce

(i
) 

St
ud

en
ts

 to
 b

ra
in

st
or

m
 th

e 
m

ea
ni

ng
 o

f 
a

   
   

   
   

 T
ri

al
 B

al
an

ce
.

(i
i)

 
U

si
ng

 g
al

le
ry

 w
al

k,
 th

e 
te

ac
he

r 
to

 g
ui

de
   

   
   

   
 s

tu
de

nt
s 

to
 p

re
se

nt
 th

ei
r 

vi
ew

s 
on

 th
e 

   
   

   
   

 m
ea

ni
ng

 o
f 

a 
T

ri
al

 B
al

an
ce

.
(i

ii)
 

U
si

ng
 s

tu
de

nt
s 

re
sp

on
se

s,
 th

e 
te

ac
he

r 
 to

 
   

   
   

   
 g

iv
e 

re
m

ar
ks

 a
nd

  s
um

m
ar

is
e 

on
 th

e 
   

   
   

   
 m

ea
ni

ng
 o

f 
a 

T
ri

al
 B

al
an

ce

(i
) 

   
 I

nt
er

ne
t

(i
i)

   
 A

cc
ou

nt
in

g 
bo

ok
s

(i
ii)

   
L

ay
ou

t o
f 

a 
T

ri
al

 
   

   
   

B
al

an
ce

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
ex

pl
ai

n 
th

e 
m

ea
ni

ng
 

of
 a

 T
ri

al
 B

al
an

ce
?

1

b)
   

  r
ec

og
ni

se
 th

e 
ne

ed
 

   
   

  f
or

 a
 T

ri
al

 B
al

an
ce

(i
) 

In
 th

ei
r 

ow
n 

vi
ew

s,
 th

e 
te

ac
he

r 
to

 
   

   
   

   
gu

id
e 

st
ud

en
ts

 to
 p

oi
nt

 o
ut

 th
e 

ne
ed

 
   

   
   

   
fo

r 
a 

T
ri

al
 B

al
an

ce
.

(i
i)

 
T

he
 te

ac
he

r 
to

 g
ui

de
 s

tu
de

nt
s 

to
 

   
   

   
   

di
sc

us
s 

in
 p

le
na

ry
 th

e 
im

po
rt

an
ce

 o
f 

a
   

   
   

   
T

ri
al

 B
al

an
ce

.
(ii
i)	

Th
e	
te
ac
he
r	t
o	
gi
ve
	c
la
rifi

ca
tio
n	
an
d

   
   

   
   

co
nc

lu
de

.

(i
) 

   
 S

am
pl

e 
of

 T
ri

al
 

   
   

   
B

al
an

ce
(i

i)
   

 A
cc

ou
nt

in
g 

bo
ok

s

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
re

co
gn

is
e 

th
e 

ne
ed

 
fo

r 
a 

T
ri

al
 B

al
an

ce
?

2

c)
   

  d
is

cu
ss

 a
dv

an
ta

ge
s 

   
   

  a
nd

 d
is

ad
va

nt
ag

es
   

   
  o

f a
 T

ri
al

 B
al

an
ce

(i
) 

T
he

 te
ac

he
r 

to
 o

rg
an

is
e 

a 
st

ud
y 

vi
si

t
   

   
   

   
to

 th
e 

ne
ar

by
 b

us
in

es
s 

ve
nt

ur
es

 to
   

   
   

   
as

se
ss

 th
e 

pr
ep

ar
at

io
n 

of
 T

ri
al

 
   

   
   

   
B

al
an

ce
s.

(i
i)

 
St

ud
en

ts
 to

 s
ha

re
 e

xp
er

ie
nc

es
 w

ith
 

   
   

   
   

ex
pe

rt
s 

on
 th

e 
ad

va
nt

ag
es

 a
nd

(i
) 

   
Sa

m
pl

e 
of

 T
ri

al
 

   
   

  B
al

an
ce

(i
i)

   
A

cc
ou

nt
in

g 
bo

ok
s

(i
ii)

  F
in

an
ci

al
 r

ec
or

ds

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
di

sc
us

s 
ad

va
nt

ag
es

 
an

d 
di

sa
dv

an
ta

ge
s 

of
 

a 
T

ri
al

 B
al

an
ce

?
3
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e)
   

 d
iff

er
en

tia
te

 b
et

w
ee

n 
   

   
 p

er
so

na
l a

nd
 

   
   

 im
pe

rs
on

al
 a

cc
ou

nt
s 

T
he

 te
ac

he
r 

 to
 d

is
pl

ay
 th

e 
do

cu
m

en
ts

 u
se

d 
in

 th
e 

bo
ok

s 
of

 p
ri

m
e 

en
tr

y
(i

i)
 

 S
tu

de
nt

s 
to

 o
bs

er
ve

 th
e 

do
cu

m
en

ts
 a

nd
   

   
   

   
  a

sk
 q

ue
st

io
ns

.
(i

ii)
 

U
si

ng
 s

am
pl

e 
of

 th
e 

do
cu

m
en

ts
, t

he
   

   
   

   
 te

ac
he

r 
to

 g
ui

de
 s

tu
de

nt
s 

to
 d

is
cu

ss
 a

nd
   

   
   

   
 a

na
ly

se
 th

e 
co

nt
en

t o
f 

th
e 

do
cu

m
en

ts
.

(i
) 

   
 D

ia
gr

am
 s

ho
w

in
g 

			
			
			
C
la
ss
ifi
ca
tio
n	
of
	

   
   

   
ac

co
un

ts
(i

i)
   

 W
al

l p
ic

tu
re

s 
   

   
   

sh
ow

in
g 

   
   

   
po

ss
es

si
on

s 
of

 th
e

   
   

   
bu

si
ne

ss
(i

ii)
   

V
id

eo
 c

lip
 

   
   

   
de

sc
ri

bi
ng

 ty
pe

s 
of

 
   

   
   

ac
co

un
ts

Is
 th

e 
st

ud
en

t a
bl

e 
to

 d
if

fe
re

nt
ia

te
 

be
tw

ee
n 

pe
rs

on
al

 
an

d 
im

pe
rs

on
al

 
ac

co
un

ts
?

3

3.
0 

   
  P

R
IN

C
IP

L
E

 
   

   
   

  O
F 

D
O

U
B

L
E

   
   

   
 E

N
T

R
Y

3.
1 

   
   

C
on

ce
pt

 o
f 

   
   

   
   

D
ou

bl
e 

E
nt

ry

B
y 

th
e 

en
d 

of
 th

is
 s

ub
-t

op
-

ic
, t

he
 s

tu
de

nt
 s

ho
ul

d 
be

 
ab

le
 to

:
a)

   
 e

xp
la

in
 th

e 
m

ea
ni

ng
   

   
 o

f 
 d

ou
bl

e 
en

tr
y

(i
) 

T
he

 te
ac

he
r 

to
 d

em
on

st
ra

te
 o

n 
ho

w
 to

   
   

   
   

 p
re

pa
re

 S
al

es
, P

ur
ch

as
es

, S
al

es
 a

nd
 

   
   

   
   

 P
ur

ch
as

es
 R

et
ur

ns
 d

ay
 b

oo
ks

 a
nd

 C
as

h
   

   
   

   
 B

oo
k 

(S
in

gl
e 

co
lu

m
n)

 .
(i

i)
 

U
si

ng
 th

e 
fo

rm
at

s 
an

d 
pr

ep
ar

ed
 q

ue
st

io
ns

, 
   

   
   

   
 th

e 
te

ac
he

r 
to

 g
ui

de
 s

tu
de

nt
s 

to
 p

re
pa

re
   

   
   

   
 th

e 
bo

ok
s 

of
 p

ri
m

e 
en

tr
y.

(i
ii)

 
St

ud
en

ts
 to

 w
or

k 
on

 a
ss

ig
nm

en
ts

 
   

   
   

   
 p

ro
vi

de
d.

(i
) 

   
  F

lip
 c

ha
rt

 s
ho

w
in

g
   

   
   

 th
e 

st
ru

ct
ur

e 
of

   
 

   
   

   
 a

cc
ou

nt
(i

i)
   

  E
du

ca
tio

na
l 

   
   

   
 jo

ur
na

l d
es

cr
ib

in
g 

   
   

   
 th

e 
co

nc
ep

t o
f 

   
   

   
 d

ou
bl

e 
en

tr
y

(i
ii)

   
 A

cc
ou

nt
in

g 
bo

ok
s

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
ex

pl
ai

n 
th

e 
m

ea
ni

ng
 

of
 d

ou
bl

e 
en

tr
y?

1

b)
   

 d
es

cr
ib

e 
 th

e 
   

   
 p

ri
nc

ip
le

 o
f d

ou
bl

e
   

   
 e

nt
ry

 s
ys

te
m

(i
) 

U
si

ng
 le

ad
in

g 
te

xt
, t

he
 te

ac
he

r 
to

 
   

   
   

   
gu

id
e 

st
ud

en
ts

 to
 s

ta
te

 th
e 

pr
in

ci
pl

e 
of

 
   

   
   

   
do

ub
le

 e
nt

ry
 s

ys
te

m
. 

(i
i)

 
U

si
ng

 d
ia

gr
am

 d
ep

ic
tin

g 
ac

co
un

t
   

   
   

   
st

ru
ct

ur
e,

 th
e 

te
ac

he
r 

to
 g

ui
de

 s
tu

de
nt

s
   

   
   

   
to

 e
xp

la
in

 th
e 

m
ea

ni
ng

 o
f 

de
bi

t a
nd

   
   

   
   

cr
ed

it 
en

tr
ie

s.
(i

ii)
 

T
he

 te
ac

he
r 

to
 g

ui
de

 s
tu

de
nt

s 
to

   
   

   
   

in
te

rp
re

t t
he

 p
ri

nc
ip

le
 o

f 
do

ub
le

 e
nt

ry
   

   
   

   
sy

st
em

 u
si

ng
 c

ha
rt

s 
of

 a
cc

ou
nt

s.

Fl
ip

 c
ha

rt
 s

ho
w

in
g 

th
e 

st
ru

ct
ur

e 
of

 a
n 

 a
cc

ou
nt

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
de

sc
ri

be
 th

e 
pr

in
ci

pl
e 

of
 d

ou
bl

e 
en

tr
y 

sy
st

em
?
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c)
   

   
 e

xa
m

in
e 

 th
e 

   
   

   
 im

po
rt

an
ce

 o
f d

ou
bl

e 
   

   
   

 e
nt

ry

(i
) 

T
hr

ou
gh

 th
in

k 
pa

ir
 s

ha
re

, t
he

 te
ac

he
r 

to
 

   
   

   
   

 g
ui

de
 s

tu
de

nt
s 

in
 s

m
al

l g
ro

up
s 

to
 d

is
cu

ss
   

   
   

   
 th

e 
im

po
rt

an
ce

 o
f 

do
ub

le
 e

nt
ry

.
(i

i)
 

T
he

 te
ac

he
r 

to
 g

ui
de

 s
tu

de
nt

s 
to

 p
re

se
nt

   
   

   
   

 th
ei

r 
an

sw
er

s 
fo

r 
pl

en
ar

y 
di

sc
us

si
on

.
(i

ii)
 

T
he

 te
ac

he
r 

to
 s

um
m

ar
is

e 
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 g
ui

de
 s

tu
de

nt
s 

to
 id

en
tif

y 
ca

sh
 a

nd
 c

re
di

t
   

   
   

   
 tr

an
sa

ct
io

ns
.

(i
ii)

 
T

he
 te

ac
he

r 
to

 g
ui

de
 s

tu
de

nt
s 

to
 s

ho
w

 th
e

   
   

   
   

 e
ff

ec
ts

 o
f 

ca
sh

 a
nd

 c
re

di
t t

ra
ns

ac
tio

ns
.

(i
) 

   
  F

lip
 c

ha
rt

 
   

   
   

 d
ep

ic
tin

g 
 b

us
in

es
s

   
   

   
 tr

an
sa

ct
io

ns
(i

i)
   

  L
is

t o
f 

ca
sh

 a
nd

 
   

   
   

 c
re

di
t t

ra
ns

ac
tio

ns
(i

ii)
   

 P
ic

tu
re

s 
sh

ow
in

g 
   

   
   

 p
eo

pl
e 

bu
yi

ng
 a

nd
   

   
   

 s
el

lin
g

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
an

al
ys

e 
a 

bu
si

ne
ss

 
tr

an
sa

ct
io

n?

5

b)
   

 a
pp

ly
 th

e 
ru

le
 fo

r 
   

   
 d

eb
iti

ng
 a

nd
 

   
   

 c
re

di
tin

g 
ac

co
un

ts

(i
) 

T
he

 te
ac

he
r 

to
 d

em
on

st
ra

te
 o

n 
ho

w
   

   
   

   
to

 a
pp

ly
 th

e 
ru

le
 f

or
 d

eb
iti

ng
 a

nd
 

   
   

   
   

cr
ed

iti
ng

 a
cc

ou
nt

s.
(i

i)
 

U
si

ng
 p

re
pa

re
d 

qu
es

tio
ns

, t
he

 te
ac

he
r 

   
   

   
   

to
 g

ui
de

 s
tu

de
nt

s 
to

 a
pp

ly
 r

ul
e 

 f
or

   
   

   
   

de
bi

tin
g 

an
d 

cr
ed

iti
ng

 a
cc

ou
nt

s.
(i

ii)
 

St
ud

en
ts

 in
di

vi
du

al
ly

 to
 w

or
k 

on
  t

he
 

   
   

   
   

qu
es

tio
ns

 p
ro

vi
de

d.

Fl
ip

 c
ha

rt
 s

ho
w

in
g 

de
bi

t 
an

d 
cr

ed
it 

en
tr

ie
s.

Is
 th

e 
st

ud
en

t a
bl

e 
to

 a
pp

ly
 th

e 
ru

le
 f

or
 

de
bi

tin
g 

an
d 

cr
ed

iti
ng

 a
cc

ou
nt

s?
6

c)
   

 p
os

t e
nt

ri
es

 to
 th

e
   

   
 le

dg
er

 a
cc

ou
nt

s
(i

) 
T

he
 te

ac
he

r 
to

 d
em

on
st

ra
te

 o
n 

ho
w

 to
   

   
   

   
po

st
 e

nt
ri

es
 to

 th
e 

le
dg

er
 a

cc
ou

nt
s.

(i
i)

 
U

si
ng

 p
re

pa
re

d 
qu

es
tio

ns
, t

he
 te

ac
he

r 
   

   
   

   
to

 g
ui

de
 s

tu
de

nt
s 

to
 p

os
t e

nt
ri

es
 to

 th
e

   
   

   
   

le
dg

er
 a

cc
ou

nt
s.

(i
ii)

 
St

ud
en

ts
 to

 w
or

k 
on

 th
e 

qu
es

tio
ns

 o
n 

   
   

   
   

po
st

in
g 

of
 e

nt
ri

es
 to

 le
dg

er
 a

cc
ou

nt
s.

W
al

l c
ha

rt
 d

ep
ic

tin
g 

le
dg

er
 a

cc
ou

nt
s

Is
 th

e 
st

ud
en

t a
bl

e 
to

 p
os

t e
nt

ri
es

 to
 th

e 
le

dg
er

 a
cc

ou
nt

s?

6

9

TO
PI

C
  A

N
D

  
 S

U
B

 -T
O

PI
C

SP
E

C
IF

IC
 

O
B

JE
C

T
IV

E
S

T
E

A
C

H
IN

G
 A

N
D

 L
E

A
R

N
IN

G
 

ST
R

AT
E

G
IE

S
T

E
A

C
H

IN
G

 A
N

D
 

L
E

A
R

N
IN

G
 

R
E

SO
U

R
C

E
S

A
SS

E
SS

M
E

N
T

PE
R

IO
D

S

d)
   

   
  b

al
an

ce
 o

ff
  t

he
   

   
   

  a
cc

ou
nt

s
(i

) 
T

hr
ou

gh
 li

br
ar

y 
se

ar
ch

, s
tu

de
nt

s 
to

 s
ea

rc
h

   
   

   
   

 th
e 

m
ea

ni
ng

 o
f 

th
e 

te
rm

s 
B

al
an

ce
 C

ar
ri

ed
   

   
   

   
 D

ow
n 

an
d 

B
al

an
ce

 B
ro

ug
ht

 D
ow

n 
or

 
   

   
   

   
 B

al
an

ce
 B

ro
ug

ht
 F

or
w

ar
d 

 a
nd

 B
al

an
ce

   
   

   
   

 C
ar

ri
ed

 F
or

w
ar

d.
 

(i
i)

 
U

si
ng

 p
re

pa
re

d 
qu

es
tio

ns
, t

he
 te

ac
he

r 
to

 
   

   
   

   
 d

em
on

st
ra

te
 to

 th
e 

st
ud

en
ts

 o
n 

ho
w

 to
 

   
   

   
   

 b
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.
(i

i)
   

A
cc

ou
nt

in
g 

bo
ok

s
(i

ii)
  F

in
an

ci
al

 r
ec

or
ds

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
di

sc
us

s 
ad

va
nt

ag
es

 
an

d 
di

sa
dv

an
ta

ge
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of
 

a 
T

ri
al

 B
al

an
ce

?
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N
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O
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C

SP
E

C
IF
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O
B
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C

T
IV

E
S
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A
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H
IN

G
 A

N
D
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E

A
R

N
IN

G
 

ST
R
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E

G
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S
T

E
A

C
H
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N
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R
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R
E
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S

di
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dv
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ri
al

 B
al

an
ce

.
(i

ii)
 

T
he

 te
ac

he
r 

to
 g

ui
de

 s
tu

de
nt

s 
to

 w
ri

te
 a

   
   

   
   

 r
ep

or
t o

n 
th

e 
vi

si
t a

nd
 g

iv
e 

re
m

ar
ks

.

4.
2 

   
Pr

ep
ar

at
io

n 
of

 a
 

   
   

  T
ri

al
 B

al
an

ce
B

y 
th

e 
en

d 
of

 th
is

 
su

b-
to

pi
c,

 th
e 

st
ud

en
t 

sh
ou

ld
 b

e 
ab

le
 to

:
a)

   
   

ad
ap

t t
he

 r
ul

e 
w

he
n 

   
   

   
pr

ep
ar

in
g 

a 
T

ri
al

 
   

   
   

B
al

an
ce

(i
) 

T
he

 te
ac

he
r 

to
 p

re
se

nt
 th

e 
la

yo
ut

 o
f 

a 
   

   
   

   
 T

ri
al

 B
al

an
ce

 a
nd

 le
t s

tu
de

nt
s 

ob
se

rv
e 

it.
(i

i)
 

T
hr

ou
gh

 th
in

k 
pa

ir
 s

ha
re

, s
tu

de
nt

s 
to

 
   

   
   

   
 o

ut
lin

e 
th

in
gs

 th
at

 c
an

 b
e 

ob
se

rv
ed

 d
ur

in
g 

   
   

   
   

  p
re

pa
ra

tio
n 

of
 T

ri
al

 B
al

an
ce
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(i

ii)
 

T
he

 te
ac

he
r 

to
 s

um
m

ar
is

e 
an

d 
co

nc
lu

de
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(i
) 

L
ay

ou
t o

f 
a 

T
ri

al
 

   
   

   
   

 B
al

an
ce

(i
i)

 
Sa

m
pl

e 
 o

f T
ri

al
   

   
   

   
 B

al
an

ce

Is
 th

e 
st

ud
en

t a
bl
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to

 
ad
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w
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n 
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al
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b)
   

  p
re

pa
re

 a
 T

ri
al

 
   

   
  B

al
an

ce
(i

) 
T

he
 te

ac
he

r 
to

 d
em

on
st

ra
te

 o
n 

ho
w

 to
   

   
   

   
pr

ep
ar

e 
a 

tr
ia

l b
al

an
ce

 u
si

ng
 le

dg
er

   
   

   
   

ba
la

nc
es

.
(i

i)
 

U
si

ng
 g

ui
di

ng
 q

ue
st

io
ns

, t
he

 te
ac

he
r

   
   

   
   

to
 g

ui
de

 s
tu

de
nt

s 
to

 p
re

pa
re

 T
ri

al
 

   
   

   
   

B
al

an
ce

.
(i

ii)
 

T
he

 te
ac

he
r 

to
 g

iv
e 

as
si

gn
m

en
ts

 o
n

   
   

   
   

 p
re

pa
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tio
n 

of
 T

ri
al

 B
al

an
ce

.

Sa
m

pl
e 

of
 T

ri
al
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ce

Is
 th

e 
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ud
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t a
bl

e 
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 p
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pa
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ri
al

 
B
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?
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c)
   

  e
xa

m
in

e 
 th

e 
   

   
  a

gr
ee

m
en

t o
f t

he
   

   
 T

ri
al

 B
al

an
ce

’s
 to

ta
ls

(i)
	

Th
e	
te
ac
he
r	t
o	
gu
id
e	
st
ud
en
ts
	to
	fi
nd

   
   

   
   

th
e 

to
ta

ls
 o

f 
th

e 
de

bi
t a

nd
 c

re
di

t 
   

   
   

   
ba

la
nc

es
 in

 th
e 

T
ri

al
 B

al
an

ce
.

(i
i)

 
U

si
ng

 g
ui

di
ng

 q
ue

st
io

ns
, s

tu
de

nt
s 

to
 

   
   

   
   

ba
la

nc
e 

th
e 

T
ri

al
 B

al
an

ce
 a

nd
 o

bs
er

ve
 

   
   

   
   

th
e 

tw
o 

ba
la

nc
es

 if
 th

ey
 a

re
 e

qu
al

.
(i

ii)
 

T
he

 te
ac

he
r 

to
 g

iv
e 

as
si

gn
m

en
ts

 to
 

   
   

   
   

st
ud

en
ts

. 

Sa
m

pl
e 

of
 T

ri
al

 
B

al
an

ce
 

Is
 th

e 
st

ud
en

t a
bl

e 
to

 e
xa

m
in

e 
th

e 
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re
em

en
t o

f T
ri

al
 

B
al

an
ce

’s
 to

ta
ls

?
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5.
0 

EL
EM

EN
TA

RY
 

    
    

    
 F

IN
A

N
C

IA
L 

    
    

    
 S

TA
TE

M
EN

TS
5.

1 
   

   
C

on
ce

pt
 o

f 
   

   
   

   
Fi

na
nc

ia
l

   
   

   
   

St
at

em
en

ts

5.
2 

In
co

m
e 

St
at

em
en

t

B
y 

th
e 

en
d 

of
 th

is
 s

ub
-t

op
ic

, 
th

e 
st

ud
en

t s
ho

ul
d 

be
 a

bl
e 

to
:

a)
   

   
  e

xp
la

in
 m

ea
ni

ng
 o

f 
			
			
			
		fi
na
nc
ia
l	s
ta
te
m
en
ts

(i
) 

St
ud

en
ts

 to
 b

ra
in

st
or

m
 th

e 
m

ea
ni

ng
 o

f 
			
			
			
			
	fi
na
nc
ia
l	s
ta
te
m
en
ts
.

(i
i)

 
T

he
 te

ac
he

r 
to

 g
ui

de
 s

tu
de

nt
s 

to
 p

re
se

nt
 

   
   

   
   

 th
ei

r 
an

sw
er

s 
fo

r 
pl

en
ar

y 
di

sc
us

si
on

.
(ii
i)	

U
si
ng
	sa
m
pl
e	
of
	fi
na
nc
ia
l	s
ta
te
m
en
ts
,	t
he

   
   

   
   

 te
ac

he
r 

to
 c

la
ri

fy
 a

nd
 c

on
cl

ud
e 

on
 th

e 
			
			
			
			
	m
ea
ni
ng
	o
f	fi

na
nc
ia
l	s
ta
te
m
en
ts
.

(i
) 

   
 E

du
ca

tio
na

l 
   

   
   

jo
ur

na
ls

(i
i)

   
 N

ew
sp

ap
er

s 
   

   
   

ar
tic

le
s

(ii
i)	
		S
am

pl
e	
of
	fi
na
nc
ia
l	

   
   

   
st

at
em

en
ts

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
ex

pl
ai

n 
th

e 
m
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ni

ng
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	fi
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ia
l	

st
at
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en

ts
?
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b)
   

  d
es

cr
ib

e 
th

e 
pu

rp
os

e 
			
			
		o
f	fi

na
nc
ia
l	

   
   

  s
ta

te
m

en
ts

(i
) 

T
he

 te
ac

he
r 

to
 in

vi
te

 a
n 

ex
pe

rt
 in

 
			
			
			
			
	a
cc
ou
nt
in
g	
fie
ld
	to
	d
is
cu
ss
	m
or
e	
w
ith
	

			
			
			
			
	st
ud
en
ts
	o
n	
th
e	
pu
rp
os
e	
of
	fi
na
nc
ia
l	

   
   

   
   

 s
ta

te
m

en
ts

. 
(i

i)
 

St
ud

en
ts

 to
 a

sk
 q

ue
st

io
ns

 a
nd

 n
ot

e 
do

w
n 

   
   

   
   

 th
e 

po
in

ts
.

(i
ii)

 
T

he
 te

ac
he

r 
an

d 
st

ud
en

ts
 to

 s
um

m
ar

is
e 

   
   

   
   

 a
nd

 c
on

cl
ud

e 
on

 th
e 

di
sc

us
si

on
. 

(i
) 

   
 E

du
ca

tio
na

l 
   

   
   

jo
ur

na
ls

(i
i)

   
 C

om
pa

ni
es

 
   

   
   

pr
os

pe
ct

us
(ii
i)	
		S
am

pl
e	
of
	fi
na
nc
ia
l	

   
   

   
st

at
em

en
ts

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
de

sc
ri

be
 th

e 
pu

rp
os

e 
of
	fi
na
nc
ia
l	

st
at

em
en

ts
?

2

c)
   

  i
de

nt
if

y 
th

e 
ke

y 
			
			
		u
se
rs
	o
f	fi
na
nc
ia
l	

   
   

  s
ta

te
m

en
ts

(i
) 

St
ud

en
ts

 to
 c

on
du

ct
 li

br
ar

y 
se

ar
ch

 to
			
			
			
			
id
en
tif
y	
th
e	
us
er
s	o

f	fi
na
nc
ia
l	

   
   

   
   

st
at

em
en

ts
.

(i
i)

 
T

hr
ou

gh
 th

in
k 

pa
ir

 s
ha

re
, s

tu
de

nt
s 

in
 

   
   

   
   

sm
al

l g
ro

up
s 

to
 e

xp
la

in
 th

e 
ro

le
 o

f 
			
			
			
			
ea
ch
	u
se
r	t
o	
th
e	
fin
an
ci
al
	st
at
em

en
ts
.

(i
ii)

 
T

he
 te

ac
he

r 
to

 u
se

 s
tu

de
nt

s’
 r

es
po

ns
es

   
   

   
   

to
 s

um
m

ar
is

e 
an

d 
co

nc
lu

de
.

(i
) 

   
 F

in
an

ci
al

 r
ep

or
ts

(i
i)

   
 E

du
ca

tio
na

l 
   

   
   

jo
ur

na
ls

 
(i

ii)
   

A
cc

ou
nt

in
g 

bo
ok

s

Is
 th

e 
st

ud
en

t a
bl

e 
to

 id
en

tif
y 

th
e 

ke
y 

us
er
s	o

f	fi
na
nc
ia
l	

st
at

em
en

ts
?

2

a)
   

  d
es

cr
ib

e 
an

  I
nc

om
e

   
   

  S
ta

te
m

en
t

(i
) 

St
ud

en
ts

 to
 b

ra
in

st
or

m
 th

e 
m

ea
ni

ng
 o

f 
   

   
   

   
In

co
m

e 
St

at
em

en
t

(i
i)

 
T

hr
ou

gh
 th

in
k 

pa
ir

 s
ha

re
, s

tu
de

nt
s 

   
   

   
   

to
 e

xp
la

in
 th

e 
pu

rp
os

e 
of

 p
re

pa
ri

ng
 

   
   

   
   

In
co

m
e 

St
at

em
en

t.
(i

ii)
 

U
si

ng
 b

uz
z 

gr
ou

ps
, t

he
 te

ac
he

r 
to

 
   

   
   

   
gu

id
e 

st
ud

en
ts

 to
 e

xp
la

in
 th

e
   

   
   

   
co

m
po

ne
nt

s 
of

 a
n 

In
co

m
e 

St
at

em
en

t.

(i
) 

   
L

ay
ou

t o
f 

 a
n

   
   

  I
nc

om
e 

St
at

em
en

t
(i

i)
   

Fi
na
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ia

l 
   

   
  n

ew
sp

ap
er

s 
   

   
  a
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ic

le
s

Is
 th

e 
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ud
en

t a
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e 
to
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ri
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m
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at
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d)
   

   
  b

al
an

ce
 o

ff
  t

he
   

   
   

  a
cc

ou
nt

s
(i

) 
T

hr
ou

gh
 li

br
ar

y 
se

ar
ch

, s
tu

de
nt

s 
to

 s
ea

rc
h

   
   

   
   

 th
e 

m
ea

ni
ng

 o
f 

th
e 

te
rm

s 
B

al
an

ce
 C

ar
ri

ed
   

   
   

   
 D

ow
n 

an
d 

B
al

an
ce

 B
ro

ug
ht

 D
ow

n 
or

 
   

   
   

   
 B

al
an

ce
 B

ro
ug

ht
 F

or
w

ar
d 

 a
nd

 B
al

an
ce

   
   

   
   

 C
ar

ri
ed

 F
or

w
ar

d 
(i

i)
 

U
si

ng
 p

re
pa

re
d 

qu
es

tio
ns

, t
he

 te
ac

he
r 

to
 

   
   

   
   

 d
em

on
st

ra
te

 to
 th

e 
st

ud
en

ts
 o

n 
ho

w
 to

 
   

   
   

   
 b

al
an

ce
 th

e 
ac

co
un

ts
.

(i
ii)

 
St

ud
en

ts
 to

 w
or

k 
on

 th
e 

as
si

gn
m

en
ts

 o
n

   
   

   
   

 b
al

an
ci

ng
 o

f 
ac

co
un

ts
.

(i
) 

   
 W

al
l c

ha
rt

 s
ho

w
in

g 
   

   
   

th
e 

pr
oc

ed
ur

es
 f

or
 

   
   

   
ba

la
nc

in
g 

of
f 

   
   

   
ac

co
un

ts
. 

(i
i)

   
 V

id
eo

 c
lip

 
   

   
   

de
m

on
st

ra
tin

g 
   

   
   

ba
la

nc
in

g 
of

f 
   

   
   

ac
co

un
ts

.

Is
 th

e 
st

ud
en

t a
bl

e 
to

 b
al

an
ce

 o
ff

 th
e 

ac
co

un
ts

?

6

4.
0 

T
R

IA
L 

   
   

   
   

 B
A

L
A

N
C

E
4.

1 
C

on
ce

pt
 o

f 
 T

ri
al

   
   

   
   

 B
al

an
ce

B
y 

th
e 

en
d 

of
 th

is
 

su
b-

to
pi

c,
 th

e 
st

ud
en

t 
sh

ou
ld

 b
e 

ab
le

 to
:

a)
   

   
ex

pl
ai

n 
th

e 
m

ea
ni

ng
   

   
   

of
 a

 T
ri

al
 B

al
an

ce

(i
) 

St
ud

en
ts

 to
 b

ra
in

st
or

m
 th

e 
m

ea
ni

ng
 o

f 
a

   
   

   
   

 T
ri

al
 B

al
an

ce
.

(i
i)

 
U

si
ng

 g
al

le
ry

 w
al

k,
 th

e 
te

ac
he

r 
to

 g
ui

de
   

   
   

   
 s

tu
de

nt
s 

to
 p

re
se

nt
 th

ei
r 

vi
ew

s 
on

 th
e 

   
   

   
   

 m
ea

ni
ng

 o
f 

a 
T

ri
al

 B
al

an
ce

.
(i

ii)
 

U
si

ng
 s

tu
de

nt
s 

re
sp

on
se

s,
 th

e 
te

ac
he

r 
 to

 
   

   
   

   
 g

iv
e 

re
m

ar
ks

 a
nd

  s
um

m
ar

is
e 

on
 th

e 
   

   
   

   
 m

ea
ni

ng
 o

f 
a 

T
ri

al
 B

al
an

ce

(i
) 

   
 I

nt
er

ne
t

(i
i)

   
 A

cc
ou

nt
in

g 
bo

ok
s

(i
ii)

   
L

ay
ou

t o
f 

a 
T

ri
al

 
   

   
   

B
al

an
ce

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
ex

pl
ai

n 
th

e 
m

ea
ni

ng
 

of
 a

 T
ri

al
 B

al
an

ce
?

1

b)
   

  r
ec

og
ni

se
 th

e 
ne

ed
 

   
   

  f
or

 a
 T

ri
al

 B
al

an
ce

(i
) 

In
 th

ei
r 

ow
n 

vi
ew

s,
 th

e 
te

ac
he

r 
to

 
   

   
   

   
gu

id
e 

st
ud

en
ts

 to
 p

oi
nt

 o
ut

 th
e 

ne
ed

 
   

   
   

   
fo

r 
a 

T
ri

al
 B

al
an

ce
.

(i
i)

 
T

he
 te

ac
he

r 
to

 g
ui

de
 s

tu
de

nt
s 

to
 

   
   

   
   

di
sc

us
s 

in
 p

le
na

ry
 th

e 
im

po
rt

an
ce

 o
f 

a
   

   
   

   
T

ri
al

 B
al

an
ce

.
(ii
i)	

Th
e	
te
ac
he
r	t
o	
gi
ve
	c
la
rifi

ca
tio
n	
an
d

   
   

   
   

co
nc

lu
de

.

(i
) 

   
 S

am
pl

e 
of

 T
ri

al
 

   
   

   
B

al
an

ce
(i

i)
   

 A
cc

ou
nt

in
g 

bo
ok

s

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
re

co
gn

is
e 

th
e 

ne
ed

 
fo

r 
a 

T
ri

al
 B

al
an

ce
?

2

c)
   

  d
is

cu
ss

 a
dv

an
ta

ge
s 

   
   

  a
nd

 d
is

ad
va

nt
ag

es
   

   
  o

f a
 T

ri
al

 B
al

an
ce

(i
) 

T
he

 te
ac

he
r 

to
 o

rg
an

is
e 

a 
st

ud
y 

vi
si

t
   

   
   

   
to

 th
e 

ne
ar

by
 b

us
in

es
s 

ve
nt

ur
es

 to
   

   
   

   
as

se
ss

 th
e 

pr
ep

ar
at

io
n 

of
 T

ri
al

 
   

   
   

   
B

al
an

ce
s.

(i
i)

 
St

ud
en

ts
 to
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re
 e
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 a
nd

(i
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Sa

m
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of

 T
ri

al
 

   
   

  B
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an
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.
(i

i)
   

A
cc

ou
nt

in
g 

bo
ok

s
(i

ii)
  F
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an

ci
al

 r
ec

or
ds

Is
 th

e 
st

ud
en

t a
bl

e 
to

 
di

sc
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s 
ad

va
nt
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an

d 
di
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N
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N
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H
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ii)
 

T
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 te
ac

he
r 

to
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ui
de

 s
tu

de
nt

s 
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ri

te
 a

   
   

   
   

 r
ep

or
t o

n 
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e 
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si
t a

nd
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iv
e 
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m

ar
ks
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4.
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ep
ar

at
io

n 
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  T
ri

al
 B

al
an

ce
B

y 
th

e 
en

d 
of
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su

b-
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pi
c,
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e 

st
ud

en
t 
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ou

ld
 b

e 
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:
a)

   
   

ad
ap

t t
he
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e 
w

he
n 

   
   

   
pr

ep
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in
g 

a 
T

ri
al

 
   

   
   

B
al

an
ce

(i
) 

T
he

 te
ac

he
r 

to
 p

re
se

nt
 th

e 
la
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ut

 o
f 

a 
   

   
   

   
 T

ri
al

 B
al

an
ce
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t s

tu
de

nt
s 
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se
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e 

it.
(i

i)
 

T
hr

ou
gh
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k 
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ir
 s
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re
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tu

de
nt
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ut
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e 
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at

 c
an
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e 
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ed
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in
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is
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b)
   

  p
re

pa
re

 a
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  B

al
an

ce
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T
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 te

ac
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r 
to

 d
em

on
st

ra
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n 
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w
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e 
a 
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l b
al

an
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si

ng
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nc
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.
(i
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U
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ng
 g
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r
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 p
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B
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.
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r 
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e 
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m
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n

   
   

   
   

 p
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 th
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 p
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c)
   

  e
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m
in

e 
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e 
   

   
  a
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m
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t o
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 B
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(i)
	

Th
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r	t
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	fi
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e 
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nd
 c
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t 
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e 

T
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al
 B
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an
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.

(i
i)

 
U

si
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 q
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s 
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e 
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e 

T
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 o
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er
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th
e 

tw
o 
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la
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qu
al

.
(i

ii)
 

T
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r 

to
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iv
e 
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si
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m

en
ts
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st
ud

en
ts

. 
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m
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of
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ri
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B
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5.
0 

EL
EM

EN
TA

RY
 

    
    

    
 F

IN
A

N
C

IA
L 

    
    

    
 S

TA
TE

M
EN

TS
5.

1 
   

   
C

on
ce

pt
 o

f 
   

   
   

   
Fi

na
nc

ia
l

   
   

   
   

St
at

em
en

ts

5.
2 

In
co

m
e 

St
at

em
en

t

B
y 

th
e 

en
d 

of
 th

is
 s

ub
-t

op
ic

, 
th

e 
st

ud
en

t s
ho

ul
d 

be
 a

bl
e 

to
:

a)
   

   
  e

xp
la

in
 m

ea
ni

ng
 o

f 
			
			
			
		fi
na
nc
ia
l	s
ta
te
m
en
ts

(i
) 

St
ud

en
ts

 to
 b

ra
in

st
or

m
 th

e 
m

ea
ni

ng
 o

f 
			
			
			
			
	fi
na
nc
ia
l	s
ta
te
m
en
ts
.

(i
i)

 
T

he
 te

ac
he

r 
to

 g
ui

de
 s

tu
de

nt
s 

to
 p

re
se

nt
 

   
   

   
   

 th
ei

r 
an

sw
er

s 
fo

r 
pl

en
ar

y 
di

sc
us

si
on

.
(ii
i)	

U
si
ng
	sa
m
pl
e	
of
	fi
na
nc
ia
l	s
ta
te
m
en
ts
,	t
he

   
   

   
   

 te
ac

he
r 

to
 c

la
ri

fy
 a

nd
 c

on
cl

ud
e 

on
 th

e 
			
			
			
			
	m
ea
ni
ng
	o
f	fi

na
nc
ia
l	s
ta
te
m
en
ts
.

(i
) 

   
 E

du
ca

tio
na

l 
   

   
   

jo
ur

na
ls

(i
i)

   
 N

ew
sp

ap
er

s 
   

   
   

ar
tic

le
s

(ii
i)	
		S
am

pl
e	
of
	fi
na
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ia
l	

   
   

   
st

at
em

en
ts

Is
 th

e 
st

ud
en

t a
bl

e 
to
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pl
ai

n 
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ng
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	fi
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st
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?
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b)
   

  d
es

cr
ib

e 
th

e 
pu

rp
os

e 
			
			
		o
f	fi

na
nc
ia
l	

   
   

  s
ta

te
m

en
ts

(i
) 

T
he

 te
ac

he
r 

to
 in

vi
te

 a
n 

ex
pe

rt
 in

 
			
			
			
			
	a
cc
ou
nt
in
g	
fie
ld
	to
	d
is
cu
ss
	m
or
e	
w
ith
	

			
			
			
			
	st
ud
en
ts
	o
n	
th
e	
pu
rp
os
e	
of
	fi
na
nc
ia
l	

   
   

   
   

 s
ta

te
m

en
ts

. 
(i

i)
 

St
ud

en
ts

 to
 a

sk
 q

ue
st

io
ns

 a
nd

 n
ot

e 
do

w
n 

   
   

   
   

 th
e 

po
in

ts
.

(i
ii)

 
T

he
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r 
an

d 
st

ud
en

ts
 to
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um

m
ar

is
e 

   
   

   
   

 a
nd

 c
on

cl
ud

e 
on

 th
e 

di
sc

us
si

on
. 

(i
) 

   
 E

du
ca

tio
na

l 
   

   
   

jo
ur

na
ls

(i
i)

   
 C

om
pa

ni
es

 
   

   
   

pr
os

pe
ct

us
(ii
i)	
		S
am

pl
e	
of
	fi
na
nc
ia
l	

   
   

   
st

at
em

en
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Is
 th

e 
st

ud
en

t a
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e 
to

 
de

sc
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be
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of
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l	
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?

2

c)
   

  i
de

nt
if

y 
th

e 
ke

y 
			
			
		u
se
rs
	o
f	fi
na
nc
ia
l	

   
   

  s
ta

te
m

en
ts

(i
) 

St
ud

en
ts

 to
 c

on
du

ct
 li

br
ar

y 
se

ar
ch

 to
			
			
			
			
id
en
tif
y	
th
e	
us
er
s	o

f	fi
na
nc
ia
l	

   
   

   
   

st
at

em
en

ts
.

(i
i)

 
T

hr
ou

gh
 th

in
k 

pa
ir

 s
ha

re
, s

tu
de

nt
s 

in
 

   
   

   
   

sm
al

l g
ro

up
s 

to
 e

xp
la

in
 th

e 
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le
 o

f 
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ch
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se
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fin
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ci
al
	st
at
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en
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.

(i
ii)

 
T

he
 te
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he

r 
to

 u
se

 s
tu

de
nt

s’
 r

es
po

ns
es

   
   

   
   

to
 s

um
m

ar
is

e 
an

d 
co

nc
lu

de
.

(i
) 

   
 F

in
an

ci
al

 r
ep

or
ts

(i
i)

   
 E

du
ca

tio
na

l 
   

   
   

jo
ur

na
ls

 
(i

ii)
   

A
cc

ou
nt

in
g 

bo
ok

s

Is
 th

e 
st

ud
en

t a
bl

e 
to

 id
en

tif
y 

th
e 

ke
y 
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er
s	o

f	fi
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l	

st
at

em
en

ts
?

2

a)
   

  d
es

cr
ib

e 
an

  I
nc

om
e

   
   

  S
ta

te
m

en
t

(i
) 

St
ud

en
ts

 to
 b

ra
in

st
or

m
 th

e 
m

ea
ni

ng
 o

f 
   

   
   

   
In

co
m

e 
St

at
em

en
t

(i
i)

 
T

hr
ou

gh
 th

in
k 

pa
ir

 s
ha

re
, s

tu
de

nt
s 

   
   

   
   

to
 e

xp
la

in
 th

e 
pu

rp
os

e 
of

 p
re

pa
ri

ng
 

   
   

   
   

In
co

m
e 

St
at

em
en

t.
(i

ii)
 

U
si

ng
 b

uz
z 

gr
ou

ps
, t

he
 te

ac
he

r 
to

 
   

   
   

   
gu

id
e 

st
ud

en
ts

 to
 e

xp
la

in
 th

e
   

   
   

   
co

m
po

ne
nt

s 
of

 a
n 

In
co

m
e 

St
at

em
en

t.

(i
) 

   
L

ay
ou

t o
f 

 a
n

   
   

  I
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om
e 

St
at

em
en

t
(i
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Fi
na
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l 
   

   
  n

ew
sp

ap
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s 
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s
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 th
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b)
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xp
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e 
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ea
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en
t 

   
   

   
 o

f s
to

ck
 in

 In
co

m
e 

   
   

   
 S

ta
te

m
en

t

(i
) 

U
si

ng
 th

e 
di

ag
ra

m
s 

pr
es

en
te

d 
by

 th
e

   
   

   
   

 te
ac

he
r, 

st
ud

en
ts

 to
 b

ra
in

st
or

m
 th

e 
   

   
   

   
 m

ea
ni

ng
 o

f 
st

oc
k.

(i
i)

 
St

ud
en

ts
 to

 r
ea

d 
on

 v
ar

io
us

 s
ou

rc
es

 o
f 

   
   

   
   

  i
nf

or
m

at
io

n 
to

 c
on

st
ru

ct
 th

e 
di

ff
er

en
ce

 
   

   
   

   
  b

et
w

ee
n 

op
en

in
g 

an
d 

cl
os

in
g 

st
oc

ks
.

(i
ii)

 
W

ith
 th

e 
gu

id
an

ce
 o

f 
th

e 
te

ac
he

r, 
st

ud
en

ts
 

			
			
			
			
		t
o	
pr
es
en
t	t
he
ir	
fin
di
ng
s	f
or
	c
la
ss
	

   
   

   
   

  d
is

cu
ss

io
n.

(i
v)

 
T

he
 te
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he

r 
to

 g
ui

de
 s

tu
de

nt
s 

to
 e

xp
la

in
 

   
   

   
   

 th
e 

tr
ea
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en

t o
f 

st
oc

ks
 in

 I
nc

om
e 

   
   

   
   

  S
ta

te
m

en
t. 

Sa
m

pl
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of
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n 
In
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m

e 
St

at
em

en
t

Is
 th
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st

ud
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bl
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ex
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e 
tr
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St

at
em

en
t?

3

c)
   

   
 p

re
pa

re
 a

n 
In

co
m

e
   

   
   

St
at

em
en

t
(i

) 
T

he
 te

ac
he

r 
to

 d
em

on
st

ra
te

 o
n 

ho
w

 to
   

   
   

   
 p

re
pa

re
 in

co
m

e 
st

at
em

en
t b

y 
de

te
rm

in
in

g
   

   
   

   
 N

et
 P

ur
ch

as
es

; N
et

 S
al

es
; C

os
t o

f 
G

oo
ds

 
   

   
   

   
 A

va
ila

bl
e 

fo
r 

Sa
le

; C
os

t o
f 

 G
oo

ds
 S

ol
d 

			
			
			
			
,G
ro
ss
	P
ro
fit
	o
r	L

os
s	a
nd
	N
et
	P
ro
fit
	o
r	

   
   

   
   

 L
os

s.
(i

i)
 

U
si

ng
 g

ui
di

ng
 q

ue
st

io
ns

, s
tu

de
nt

s 
to

 
   

   
   

   
 p

re
pa

re
 th

e 
in

co
m

e 
st

at
em

en
t b

y 
   

   
   

   
 d

et
er

m
in

in
g;

 N
et

 S
al

es
 a

nd
 P

ur
ch

as
es

, 
   

   
   

   
 C

os
t o

f 
G

oo
ds

 S
ol

d,
 C

os
t o

f 
G

oo
ds

 
			
			
			
			
	A
va
ila
bl
e	
fo
r	S

al
e,
	G
ro
ss
	P
ro
fit
	o
r	L

os
s

			
			
			
			
	a
nd
	N
et
	P
ro
fit
	o
r	L

os
s.	
	

(i
ii)

 
T

he
 te
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r t
o 

gi
ve

 re
m

ar
ks

 a
nd

 c
on

cl
ud

e.

(i
) 

   
 L

ay
ou

t o
f 

 a
n 

   
   

   
In

co
m

e 
St

at
em

en
t

(i
i)

   
 S

am
pl

e 
of

   
an

 
   

   
   

In
co

m
e 

St
at

em
en

t
(i

ii)
   

L
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ge
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un
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Is
 th
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st
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to
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5.
3 

St
at

em
en

t o
f  

Fi
-

na
nc

ia
l P

os
iti

on

B
y 

th
e 

en
d 

of
 th

is
 s

ub
-t

op
ic

, 
th

e 
st

ud
en

t s
ho

ul
d 

be
 a

bl
e 

to
:

a)
   

   
 d

es
cr

ib
e 

a 
St

at
em

en
t 

   
   

   
 o

f F
in

an
ci

al
 P

os
iti

on
 

   
   

   
 (B

al
an

ce
 S

he
et

)

(i
) 

T
he

 te
ac

he
r 

to
 g

ui
de

 s
tu

de
nt

s 
to

 
   

   
   

   
 b

ra
in

st
or

m
 th

e 
m

ea
ni

ng
 o

f 
St

at
em

en
t o

f
   

   
   

   
 F
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an
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 P
os

iti
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 (
B

al
an

ce
 S

he
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14

FORM II

Class Competences

The student should develop the following competences:

1. Manage resources effectively through proper and accurate record keeping

2. Apply the principle of double entry Book-Keeping; and

3. Demonstrate knowledge of internal control processes.

Class Objectives

The student should be able to:

a) prepare columnar cash books

b) make comparison between bank statement and bank account and

c) record journal entries supporting the correction of errors and post entries to 
a suspense account.
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FORM II

Class Competences

The student should develop the following competences:

1. Manage resources effectively through proper and accurate record keeping

2. Apply the principle of double entry Book-Keeping; and

3. Demonstrate knowledge of internal control processes.

Class Objectives

The student should be able to:

a) prepare columnar cash books

b) make comparison between bank statement and bank account and

c) record journal entries supporting the correction of errors and post entries to 
a suspense account.
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FORM III

Class Competences
The student should develop the following competences:
1. Make timely and appropriate adjustments in various business accounts;
2. Apply internal control processes in a business environment; 
3. Apply double entry system in incomplete records; and
4.	 Prepare	financial	statements	in	accordance	to	International	Accounting	Standards.	

Class Objectives 
The student should be able to:
a) use control accounts as part of the internal control of an organization; 
b) calculate and record depreciation, and the acquisition and disposal of assets using different methods 
            of depreciation;
c) calculate the missing entries by converting single entry to double entry; and
d)	 prepare	financial	statements	of	a	sole	trader,	non-profit	making	organizations	including	year	-end	
            adjustments.
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FORM III

Class Competences
The student should develop the following competences:
1. Make timely and appropriate adjustments in various business accounts;
2. Apply internal control processes in a business environment; 
3. Apply double entry system in incomplete records; and
4.	 Prepare	financial	statements	in	accordance	to	International	Accounting	Standards.	

Class Objectives 
The student should be able to:
a) use control accounts as part of the internal control of an organization; 
b) calculate and record depreciation, and the acquisition and disposal of assets using different methods 
            of depreciation;
c) calculate the missing entries by converting single entry to double entry; and
d)	 prepare	financial	statements	of	a	sole	trader,	non-profit	making	organizations	including	year	-end	
            adjustments.
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 b
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 C
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 d
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 C
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 c
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 C
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 d
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 d
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 c
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 C
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 f
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 p
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 d

em
on

st
ra

te
 to

 s
tu

de
nt

s 
on

   
   

   
   

 h
ow

 to
 p

re
pa

re
 P

ur
ch

as
es

 L
ed

ge
r 

C
on

tr
ol

   
   

   
   

 a
cc

ou
nt

 f
ro

m
 a

cc
ou

nt
 b

al
an

ce
s

(i
i)

 
Te

ac
he

r 
to

 g
ui

de
 s

tu
de

nt
s 

to
 p

re
pa

re
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 L
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 C
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 m
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 b
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 c
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 b
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 d
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 c
om

m
en

t o
n 

th
ei

r 
   

   
   

   
 p

re
se

nt
at

io
ns

 a
nd

 c
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 d
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 d
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 d
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 c
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 c
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 f
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e 

en
d 

of
 th
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 d
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ro
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 d
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ro
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 c
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 c
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 p
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 s
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e 
ill

us
tr

at
iv

e 
ex

am
pl

es
, t

ea
ch

er
 to

   
   

   
   

 g
ui

de
 s

tu
de

nt
s 

to
 c
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ng
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m
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 c
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 p
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 p
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 p
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 c
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 d
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e 
st

ud
en

t a
bl

e 
to

 
pr

ep
ar

e 
th

e 
 

st
at

em
en

ts
 f

ro
m

 
in

co
m

pl
et

e 
re

co
rd

s?
4

4.
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no

n-
 

 
 

m
ak

in
g

   
   

   
   

 o
rg

an
is

at
io

n

(i
) 

Te
ac

he
r 

to
 g

ui
de

 s
tu

de
nt

s 
to

 b
ra

in
st

or
m
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FORM IV

Class Competences
The student should develop the following competences:
1. Apply costing principles and behaviour in a manufacturing environment; 
2. Demonstrate mutual agreement and commitment in business situations ; and
3.	 Recognize	the	importance	of	auditing	to	a	business	firm.

Class Objectives 
The student should be able to:
a) compute and record elements of cost- material, labour and production overheads;
b) describe and prepare  joint venture and partnerships accounts.; and
c) explain the nature, purpose and scope of an audit and discuss the role of the auditor.
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FORM IV

Class Competences
The student should develop the following competences:
1. Apply costing principles and behaviour in a manufacturing environment; 
2. Demonstrate mutual agreement and commitment in business situations ; and
3.	 Recognize	the	importance	of	auditing	to	a	business	firm.

Class Objectives 
The student should be able to:
a) compute and record elements of cost- material, labour and production overheads;
b) describe and prepare  joint venture and partnerships accounts.; and
c) explain the nature, purpose and scope of an audit and discuss the role of the auditor.
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		p
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ar
tn
er
sh
ip
	fi
rm
s

(i
ii)

 
Te

ac
he

r 
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 c
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 p
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k 
on

 g
ro
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 a
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nm
en

ts
 

			
			
			
			
	o
n	
	d
et
er
m
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at
io
n	
	o
f	p
ro
fit
	o
r	l
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s

(i
ii)

 
In

 p
le

na
ry
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tu

de
nt

s 
to

 p
re

se
nt

 th
ei

r 
w

or
k 
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nd
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ac
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r 
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 r
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Sa
m
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e 
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 m
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du

m
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t v
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.
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e 
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h 
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m
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c)
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m

pu
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 s

et
tle

m
en

t b
al
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 f
or

 c
o-

ve
nt

ur
er

s

(i
) 

U
si

ng
 il
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st
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tiv

e 
ex
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pl
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, t
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er
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de
m

on
st
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te
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tu
de

nt
s 

on
 c
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pu

ta
tio

n 
of

 
   

   
   

   
se

ttl
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en
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 f

or
 c
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 v

en
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re
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co
un

ts
.

(i
i)

   
   

 T
ea

ch
er

 to
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ui
de
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tu

de
nt

s 
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 c
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pu
te
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em
en
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St
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ig
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en
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n 

   
   

   
   

co
m

pu
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tio
n 
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 s

et
tle

m
en

t b
al

an
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n 

Fl
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ar

t w
ith

 
de

sc
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pt
io

n 
 f

or
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m
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g 
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n 
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in
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en
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en
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 s
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e 
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r 
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tu
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jo
in

t v
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3 

A
cc

ou
nt

in
g 

fo
r 

   
   

   
   

 P
ar

tn
er

sh
ip

B
y 

th
e 

en
d 

of
 th

is
 

su
b-

to
pi

c,
 th

e 
st

ud
en

t 
sh

ou
ld

 b
e 

ab
le

 to
:

a)
 

pr
ep

ar
e 

ac
co

un
ts

 
   

   
   

   
 o

n 
fo

rm
at

io
n 

of
 

   
   

   
   

 p
ar

tn
er

sh
ip

(i
) 

U
si

ng
 p

re
pa

re
d 

qu
es

tio
ns

, t
ea

ch
er

 to
 

   
   

   
   

 g
ui

de
 s

tu
de

nt
s 

to
 d

ra
w

 u
p 

Pa
rt

ne
rs

’ 
   

   
   

   
 C

ap
ita

l a
cc

ou
nt

; P
ar

tn
er

s’
 c

ur
re

nt
 a

cc
ou

nt
 

			
			
			
			
	a
nd
	P
ro
fit
	a
nd
	L
os
s	A

pp
ro
pr
ia
tio
n	
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co
un
t.

(i
i)

 
St

ud
en

ts
 to

 m
ak

e 
a 

pr
es

en
ta

tio
n 
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ow
 

   
   

   
   

 to
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ea
t c
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en
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nt

 b
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an
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	in
	st
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f	fi
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iti
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.
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ii)

 
St
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 g
ro
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 a
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ig

nm
en

ts
 

   
   

   
   

 o
n 
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ep

ar
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io
n 
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cc
ou

nt
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rm
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f 
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ne
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(i
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Sa
m

pl
e 

of
 

   
   

   
   

 P
ar

tn
er

sh
ip

 D
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(i
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m
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e 

of
 

   
   

   
   

 P
ar
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er

s’
 C

ap
ita

l
   

   
   

   
 a

cc
ou

nt
(i

ii)
 

L
ay

ou
t o

f 
   

   
   

   
 P

ar
tn

er
s’

 C
ur

re
nt

 
   

   
   

   
 a

cc
ou

nt
(i

v)
 

Pr
ep

ar
ed
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ue
st

io
ns
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e 
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ud
en

t a
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e 
to
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ep
ar

e 
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un
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 o

n 
fo
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at
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n 

of
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p?
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b)
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lo

ca
te
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ar
tn

er
sh

ip
   

   
   

   
ea

rn
in
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 to

 p
ar

tn
er

s

(i
) 

Te
ac

he
r 

to
 g

ui
de

 s
tu

de
nt

s 
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llo

ca
te

   
   

   
   

 P
ar

tn
er

sh
ip

 e
ar

ni
ng

 u
si

ng
 d

if
fe

re
nt

 b
as

es
:

   
   

   
   

 s
ta

te
d 

fr
ac

tio
na

l b
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e;
 p

ar
tn

er
s’

 c
ap

ita
l 
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io
; p

ar
tn

er
s 

sa
la

ry
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nd
 in

te
re

st
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w
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s

(i
i)

 
St

ud
en

ts
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 g
ro

up
s 

to
 w

or
k 

on
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ra
ct

ic
al

 
   

   
   

   
 q

ue
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io
ns

 o
n 

al
lo

ca
tio

n 
of

 p
ar

tn
er

sh
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s 
   

   
   

   
 e

ar
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s 

to
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ar
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s.

(i
ii)

 
St

ud
en

ts
 to

 p
re

se
nt

 th
ei

r 
w

or
k 

an
d 

te
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r
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iv
e 
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m
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.
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 C
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 s
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w
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g 
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tio
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 p
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 p
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c)
 

ac
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un
t f

or
 c

ha
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e
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ro
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	sh
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in
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 r
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s 
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n 

   
   

   
   

 a
dm
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f 
a

   
   

   
   

 n
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 p
ar

tn
er

(i
) 

Te
ac

he
r 
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 d

em
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st
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te
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 th
e 

st
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en
ts

 
			
			
			
			
	h
ow

	to
	c
om

pu
te
	n
ew

	p
ro
fit
	ra
tio
s	o

n	
   

   
   

   
 a

dm
is

si
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 o
f 

ne
w

 p
ar

tn
er

.
(i

i)
 

U
si

ng
 p

re
pa

re
d 

qu
es

tio
ns

, t
ea

ch
er

 to
 

   
   

   
   

 g
ui

de
 s

tu
de

nt
s 

to
 a
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ou

nt
 f

or
 c

ha
ng

e 
of

 
			
			
			
			
	p
ro
fit
	ra
tio
	in
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	th
e	
ac
co
un
ts
.

(i
ii)

 
St

ud
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ts
 to

 w
or

k 
on

 in
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al
 

   
   

   
   

 a
ss

ig
nm

en
ts

 o
n 

tr
ea

tm
en

t o
f 

ch
an

ge
 in

			
			
			
			
	p
ro
fit
	ra
tio
s.	

V
id

eo
 c
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ho
w

in
g 

ho
w

 
to

 a
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ou
nt

 f
or

 c
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ng
e 
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pr
ofi
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tio
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ud
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 c
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ro
fit
	sh

ar
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 p
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4.
0 

  A
C

C
O

U
N

T
IN

G
 

FO
R

 D
E

PA
R

T
M

E
N

T 
ST

O
R

E
S 

4.
1 

C
on

ce
pt

 o
f 

   
   

   
   

 d
ep

ar
tm

en
ta

l 
   

   
   

   
 s

to
re

s

B
y 

th
e 

en
d 

of
 th

is
 

su
b-

to
pi

c,
 th

e 
st

ud
en

t 
sh

ou
ld

 b
e 

ab
le

 to
:

a)
 

ex
pl

ai
n 

th
e 

   
   

   
   

 m
ea

ni
ng

 o
f 

a 
   

   
   

   
 d

ep
ar

tm
en

ta
l s

to
re

(i
) 

T
hr

ou
gh

 li
br

ar
y 

an
d 

in
te

rn
et

 s
ea

rc
h,

 
   

   
   

   
 s

tu
de

nt
s 

to
 b

ra
in

st
or

m
 th

e 
m

ea
ni

ng
 o

f 
   

   
   

   
 d

ep
ar

tm
en

ta
l s

to
re

.
(i

i)
 

In
 p

le
na

ry
 d
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cu
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io

n,
 s

tu
de

nt
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to
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re
se

nt
 

   
   

   
   

 th
ei

r 
vi

ew
s 

on
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e 
m

ea
ni

ng
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f 
   

   
   

   
 d

ep
ar

tm
en

ta
l s

to
re

.
(i

ii)
 

Te
ac

he
r 
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 u

se
 s

tu
de

nt
s’

 r
es

po
ns

es
 to

 
   

   
   

   
 s

um
m

ar
is

e 
an

d 
co

nc
lu

de

(i
) 

Pi
ct

ur
es

 o
f 

   
   

   
   

 d
ep

ar
tm

en
ta

l 
   

   
   

   
 s

to
re

s.
(i

i)
 

Fl
ip

ch
ar

t w
ith

 
   

   
   

   
 f

ea
tu

re
s 

of
 

   
   

   
   

 d
ep

ar
tm

en
ta

l 
   

   
   

   
 s

to
re

.

Is
 th

e 
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ud
en

t a
bl
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to
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n 
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e 
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ea
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ng
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 d
ep
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tm

en
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l 
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e?
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b)
 

di
sc

us
s 

th
e 

   
   

   
   

 a
dv

an
ta

ge
s 

an
d

   
   

   
   

 d
is

ad
va

nt
ag

es
 o

f 
a 

   
   

   
   

 d
ep

ar
tm

en
ta

l  
st

or
e

(i
) 

U
si

ng
 li

ve
 s

im
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io

n,
 s

tu
de

nt
s 

in
 s

m
al

l 
   

   
   

   
 g

ro
up

s 
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 d
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ss
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dv

an
ta

ge
s 
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d 

   
   

   
   

 d
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ad
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nt
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 o

f 
de
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rt

m
en

ta
l s

to
re

.
(i

i)
 

O
ne

 v
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un
te

er
 f

ro
m

 e
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h 
gr

ou
p 

to
 p

re
se

nt
 

   
   

   
   

  t
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ir
 g
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 w
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k 
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r 
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s 
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sc
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si

on
.

(i
ii)

 
Te
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r 
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d 
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ud
en
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 to
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m
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e 
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d 

   
   

   
   

 c
on
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ud

e.

(i
) 

In
te

rn
et

 
(i

i)
 

E
du

ca
tio

na
l 

   
   

   
   

 jo
ur

na
ls

(i
ii)

 
A

cc
ou

nt
in

g 
an

d 
   

   
   

   
 C
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m

er
ce

 
   

   
   

   
 b
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ks
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st

ud
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t a
bl

e 
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di
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s 
th

e 
ad

va
nt

ag
es

 a
nd

 
di
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dv

an
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s 
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 a

 
de

pa
rt

m
en

ta
l s

to
re

?
1

c)
   

   
   

di
st

in
gu

is
h 

   
   

   
   

de
pa

rt
m

en
ta

l s
to

re
 

   
   

   
   

w
ith

 a
 s

in
gl

e 
sh

op

(i
) 

St
ud

en
ts

 to
 b

ra
in

st
or

m
 o

n 
th

e 
   

   
   

   
 d

is
tin

gu
is

hi
ng

 f
ea

tu
re

s 
be
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ee

n 
   

   
   

   
 d

ep
ar

tm
en
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l s

to
re

 a
nd

 s
in

gl
e 

sh
op

.
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 d
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h 
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w
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to
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e
   

   
   

   
 s

ho
p.

(i
ii)

 
Te
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r 
to

 e
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te
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nd
 s
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m

ar
is

e.

(i
) 

W
al

l c
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 w

ith
   

   
   

   
 f

ea
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re
s 

of
 

   
   

   
   

 d
ep

ar
tm

en
ta

l 
   

   
   

   
 s

to
re

 a
nd

 s
in

gl
e

   
   

   
   

 s
ho

p.
(i

i)
 

L
is

t a
nd

 p
ic

tu
re

s
   

   
   

   
 o

f 
 it

em
s 

so
ld

 b
y 

   
   

   
   

 d
ep

ar
tm

en
ta

l 
   

   
   

   
 s

to
re

 a
nd

 s
in

gl
e

   
   

   
   

 s
ho

p
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 th

e 
st

ud
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to
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st
in
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de
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m
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ta
l s

to
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w
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4.
2 

   
   

A
cc

ou
nt

s 
fo

r 
   

   
   

   
D

ep
ar

tm
en

ta
l S

to
re

B
y 

th
e 

en
d 

of
 th

is
 

su
b-

to
pi

c,
 th

e 
st

ud
en

t 
sh

ou
ld

 b
e 

ab
le

 to
:

a)
   

   
   

ap
po

rt
io

n 
   

   
   

   
ov

er
he

ad
 e

xp
en

se
s 

   
   

   
   

to
 d

ep
ar

tm
en

ts

(i
) 

U
si

ng
 p

ra
ct

ic
al

 d
em

on
st

ra
tio

n,
 te

ac
he

r 
to

   
   

   
   

 g
ui

de
 s

tu
de

nt
s 

to
 a

pp
or

tio
n 

ex
pe

ns
es

 to
 

   
   

   
   

 d
ep

ar
tm

en
ts

 u
si

ng
 d

if
fe

re
nt

 m
et

ho
ds

.
(i

i)
 

St
ud

en
ts

 to
 p

ra
ct

ic
e 

ap
po

rt
io

nm
en

t o
f 

   
   

   
   

 o
ve

rh
ea

ds
 e

xp
en

se
s 

to
 d

ep
ar

tm
en

ts
.

(i
ii)

 
Te

ac
he

r 
to

 g
iv

e 
st

ud
en

ts
 a

ss
ig

nm
en

ts
 o

n 
   

   
   

   
  a

pp
or

tio
nm

en
t o

f 
ov

er
he

ad
 e

xp
en

se
s.

Pr
oj
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r 
sh

ow
in

g 
ap
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er
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ad

 e
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s
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 th
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bl
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ex
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de
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b)
 

pr
ep

ar
e 

 a
n 

   
   

   
   

 I
nc

om
e 

St
at

em
en

t 
(i
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Te

ac
he

r 
to

 g
ui

de
 s

tu
de

nt
s 

to
 p

re
pa

re
 a

n 
   

   
   

   
 I
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om
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St

at
em

en
t f

or
 a

 d
ep

ar
tm

en
ta

l 
   

   
   

   
 s

to
re

 u
si

ng
 g

ui
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ng
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st
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.
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i)
 

St
ud

en
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 d
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p 
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si
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m
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 p
re

se
nt
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 c

la
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.
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Te
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he
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 g
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e 

re
m
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 a
nd

 g
ui
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de
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s 
to

 m
ak

e 
co
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at
em

en
t f

or
 

de
pa

rt
m

en
ta
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 th
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en
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to
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an
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e 
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c)
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ep
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e 

a 
   

   
   

   
 S

ta
te

m
en

t o
f 

   
   

   
   

 F
in

an
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al
 P

os
iti

on

(i
) 

U
si

ng
 p

ri
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 d
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 d
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