THE UNITED REPUBLIC OF TANZANIA

MINISTRY OF EDUCATION SCIENCE AND TECHNOLOGY

BOOK KEEPING SYLLABUS FOR
ORDINARY SECONDARY EDUCATION







THE UNITED REPUBLIC OF TANZANIA
MINISTRY OF EDUCATION SCIENCE AND TECHNOLOGY

BOOK-KEEPING SYLLABUS FOR ORDINARY
SECONDARY EDUCATION
FORM I -1V




©Ministry of Education, Science and Technology, 2016

ISBN. 978-9976-61-454-1

Designed and prepared by:
Tanzania Institute of Education
P.O. Box 35094

Dar es Salaam

Tel: +255 222 — 2773005

Fax: +255 22 2774420

E-mail: director.general@tie.go.tz
Website: www.tie.go.tz

All rights reserved. No part of this publication may be reproduced, reported, stored in any retrieval
system or transmitted in any form or by any means electronically, mechanical, photocopying, recording
or otherwise without the permission of the copyright owner.




TABLE OF CONTENTS

.00 INEFOTUCTION. ...ttt bbbt e bbb et iv
2.0 Aims and Objectives of EAUCAtION IN TANZANIA..........cceriieeriiirieieieresie e iv
3.0  Aimsand Objectives of Secondary Education in TANZANIA.........ccccervererieieienise e iv
4.0  General SUDJECt COMPELENCES. ... ..cvieiiieieierieterieie ettt ettt re st e e e see e ese e ese e ere e eseneeseneenes v
5.0  General SUDJECE ODJECIIVES. .. ..viiiiiiiiiiie ettt sttt sttt ettt et e s eseeneeneereene e Y
8.0 CONLENT IMAITIX ..ttt bbbt bbbttt %
7.0  Assessment of the BOOK-KEEPING SUDJECT.......cviiiiiiiiiiieeceeeeeee e vi
FORIM L.ttt bbb bt h bbb b £ bbb bbbt b bbbt 1
L@ T Y I SRS 14
FORIM Tt bbbt £ bbbt b bbb e bbbttt b ettt 24




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 | 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;

)] 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 Aimsand 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;

0) 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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DECLARATION

Ordinary level Secondary Education is a four years course which has been designed to prepare students for
the Advanced Secondary Education level or other Tertiary level of education. A student will be recognized

as a form four graduate when he/she successfully completes and passes Secondary Education Examinations
conducted by the National Examination Council of Tanzania.

This document is hereby declared as the Book-Keeping Syllabus for Ordinary Secondary Education Form
I-1V.

Prof. Eustella P.Bhalalusesa
Commissioner for Education
Ministry of Education, Science and Technology
P.O Box 9121
Dar es Salaam
Website: www.moe.go.tz
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FORM I

Class Competences
The student should develop the following competences:

whkhwpnE

Apply Book-Keeping skills in a range of small business situations;

Apply the principle of double entry system in Book-Keeping;

Demonstrate the willingness to make proper, accurate and timely recording;

Use basic accounting concepts and principles in recording financial information; and
Use the financial information in decision making.

Class Objectives
The student should be able to:

a)
b)
c)
d)
e)

describe the subject matter of Book-Keeping;

identify the role of double entry and use it to post transactions into various accounts;
post transactions to the ledger using primary entry books;

use knowledge of accounting concepts to record business transactions; and

prepare financial statements.
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FORM lI1

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 entriesto
a suspense account.

14




‘Salljus eJlu0d

'Salllua eJlU0?d JO Juswieal]l

Bulurejdxe Uo SjuswubIsse uo yJom o} spuspnis (i)
|euinor "oog yseD ayi 01Ul SalIUs BIUOD
v [euoleonp3 () pJ023J 01 SIUBPNIS pes| 0} Jayoes]
(salUD RETNUE] ‘suonsanb Buipinb jo asn ayr yupn (1)
©1JU0D JO JUBLLIIERI) RJUOD YIIM "S9IIJUS BAUOD S811JUS BAUOD
10} UN0d2e 0} oog ysed 0 Bulueaw ay) urejdxa 01 syuapnis IR UETNIEEN
3| UBPNIS Y S| Jo ajdwes (1) | ‘uonewioyul J0 $32IN0S SnoLeA Buisn Q) Jojnodoe  (p
yoog ysed
uwnjo) om] Burredaid uo sjuspnis
oog ysed 01 syuswiubisse anlb o1 Jayoearayl (1)
uwinjo) om| 0og ysed uwnjod omy
9 uo suonsenb 0JUI S3LIIUS PJ0dal 01 SluapnIs apinb 01
pasedald ()| J1syaear ay1 ‘suonsenb pasedaid Buisn (1))
$0og yseD uwinjo) 3ood 00g
omp e asedaid | YseDd uwnjod ysed uwinjo) om] atedald 01 moy uo 3009 ysed uwnjo)
01 3|qe JUBPMIS 3yl S| | OM] JO In0AeT] (1) | syuapnis 01 areNISUOWIBP 0} J8YIes) 8y | n om] easedard (0
"UOISSNISIP 8y} UO 8pnjouod pue
swiod ,S1uspnis astiewWNS 0} Jayoeal ay | (1)
‘uoissnasip Areusd ur sutod 1ayy
[4 joog wasald 01 spuapnis apinb 01 Jayoesl ay L ()
ysed uwnjod oML yoog 3ooqg
10} pasu 8y ssnasip 3009 yse) | ysed uwinjoD OM] I} paau 3yl Uo SSNasIp ysed uwinjoDd oML
0] 9|qe 1uapnIS 8yl S| | uwnjod om] Jo ajdwes 01 sdnoub ui syuspnis apinb 03 Jayoea] ()| Joypasuayrssnosip (g
"uoIssnasIp ayl
U0 3pNJoU0d pue asLewwWnS 0} Jayaea]  (111) s00g
Yoog ysed yseD uwnjoD om| Jo
T uwinjoD OM] JO 3injeu ay) Uuo Sssnasip Buiuesw syl aquossp (e 009
£0o0g ysed uwnjod 031 sdnouf ui syuspnis apinb 03 Jayoes) ay | (D] 4sed uwnjog omp TT
om] Jo Buruesw ")joog ysed uwnjo)d 01| SMO04d HSVO
3y} 8q1I19sap 3009 ysed OM] JO Bulueaw ay) uo wioisurelq a|ge aq pjnoys wispmisayp | IVNINNTOD 0T
0] 9|qB 1UBPNMS 8Y1 S| | UWwNjoD 0M] JO InoAeT] 01 SJuapnIs ‘yareas Areiqi| buisn (1) | *ordo1-gns siup Jo pus ay) Ag
S304dNO0S3d
ONINGV3T S31931VvdlS S3AAILD3C90 JldO1-9ns
SAOId3d | LNINSSASSV ANV ONIHOV3 L ONINYV3IT ANV ONIHOVIL O1d1253dS ANV OIdOL

15




"Yoog yseD 8y} 01Ul SIUNOJSIP PI0JB
01 SJUaWIUBISSE UO X40M 01 SUBPMS
's19Bpa| 8y} 0 JUNOJSIP

14 sed 150d 0 S)uapnis apinb 01 Jaydeal ay L
£SIUNOJSIP 009 ysed uwnjo)
yseo podal 3oog 981y 8y} Ul SJUNOISIP Ysed plodal
0] 9]qe JUspNIS 3yl S| yseD uwnjo) saiyL 01 sluapnis ‘sajdwexa aAneAsn||l Buisn (1) | sunoasip ysea piodal (o
'SU0I193.102 8w 0] S)uapnis apInb
puE UOIBOYLIB[O dYeU 0] JOYOBd) Y ], (a1)
"ssed ul Juasald
pue sjuaWubIsse Uo Y40M 01 SJUspnIS ()
suonoesuel 009 Ysed uwn|o) daly | 0ul Salua
9 1401817 () pJ0231 0] Syuspns apinb 03 Jaydes) ay | ()
¢Moog yseD uwnjod soog oog
9aly] e aJedaid 01 yseD uwnjo yseD uwinjo) aaiy e asedald 03 suspnis 009 ysed uwnjod
3|qe uspnis ayl S| | 9adyL Jo 1noAe] n apInb 01 Jayoea) ‘uoissnasip Areuajd uj ) 921yl easedasd (g
"9pN|OUO0D puUe asLiewIWNS 0} Jaydeal  (Al)
3009 yseD uwnjo aaiyL O ainjeu ay)
UO SSNasIp 0} SyUapNIS ‘ateys Jred yuiy uj 3oog
T "uoISSNasIp ysed uwnjoD sa1yL 4o
009 ysed SSe|9 J0J SI8MSUR J18y) Juasaid 03 Ssjuspnis ()| Buwesw syrurejdxe (e
uwinjo) 931yl Jo '}009g ysed uwnjo) aalyl Jo :01 3009 ysed
Buiuesw ayy urejdxa 3oog ysed | Bulueaw ayj wiolsurelq 03 s)uapnis ‘yoog a|ge aq pInoys uapnis ayl uwnjoD a1y L A
0] 9|0 1UBpNIS 8Y1 S| | UwNjo) 834yl JO INoAeT | ysed uwnjo) 93yl Jo uonensn|j buisn (1) | *ordor-gns siyy Jo pua ayr A9
S30dN0OS3d
ONINAVIT S3AID31VHLS SAAILDAC90 J1dOL-dNns
SAOId3d | LNIINSSISSY ANV ONIHOV3IL ONINHVYIT ANV ONIHOV3L 214103dS adNV OIdOoL

16




suodalyueg (1) SuoISSNasIp
gl (1) ayp ur aredionued o) siuspis (1)
2z yueq Jo aouepodwy | UOIeIIdU029Y "UOI1eI|19U02831 Mueq JO 3duryodwli uolel|1ouode.
au as1ubodal ueq 3Y1 UO SIUBPNIS YIIM S3ousliadxa uee Jo dournodwi
0] 3|qe JuspmIs 8y s| | U0 sainydolg ) aleys 0] padxa Ue allAUI 0] Jayoea ] n ay1 asiubodal  (q
"UOITRI[10U0J3. Mueq Jo Buluesw ayl
sanbay) uo astiewwns pue Ajiep ol eyseal (1) uoIeI|19u0al
Jo aidwes (1) ‘uossnasip Mueq Jo Buluesw
SSe|0 10} UOITR1]10U0d31 Mue
Zuonelj1ouogal $3jo0od 10 6u _:mmhc mr_uw Eu%.;_m o) mucwv“_uam () ayrureidxe (e UONBINIoU039Y
T sueq jo | UseD jo ajdwes (1) UOITRI|10U008 ueq Jo Buleswl :018|qe 8g pInoys | >uegjoidsouod 1T
Buruesw ayp urejdxa | SIUSWSE]S Xueg aU1 yo.Jess 01 S, uapnis apinb 01 Jeydesl juspnis ays ‘ordol-gns NOILVITTIO
0} 8¢ JuspNIs 8y S| josidwes (1)  yosess puRWIpue ArIgIyBnOIyL (1) Sy} JO pud 3y} A9 | NOOIH MNVE 0T
9 "9pN [2U0D PUR 3SLIBLILWNS 0] 3%8 1 ()
, 'SSe|0 Ul SleMsuUe By Jussald pue
¢SUONIESUEM SED sjuswiub Isse dnoub uo XJom 0] suspnIsS (1))
Anad Buipiodal ul Suonoesuel] Yyseo
'suo1Jesue.) Aned Jo Buipiosal
wa)sAs 1sadwi asn 1008 | uj weisAs 1saudwi Jo asn 8y aqLIsap Anad Buipiodal ul
o1 9|qe apms ayp s| | yseDd Anad Jo ajdwes 01 S)uapnis apInb 01 Jeydesr ay L ()| wasAsisaidwiasn (2
s$yj00q "U011931109 8Xew 0} Way) apinb 0} Jayoes)
Bununodsay (1) | PUB SSBJD Ul oM diayy Jussald o3 siuspis (1)
9 009 ysed Anag sanipuadxa sasuadxa ysea Anad Buipiodal
; uo sysel dnolb uo 3Iom 03 sjuspms ()
ayp ur saimipuadxe Anedyoist (1) 00q Used »oog ysed Anad
Ansd ay) p1odal 0} %009 ysed Anad ayy ur ainyipuadxa Anad ayy p1odal a3 ul saumipuadxa
3]qe epns ayr s| | Anad Jo sejdwes (0} 0] MOY UO d1elisuowsap 0} Jaydeal ay L ) Anad ayr paooal (g
“1sa.dwi pue
jeop ‘swd) oy} urejdxa 03 syuopmys opingd
0] Jayoea) ‘Jamsue pue uonsanb Buisn ()
‘suonoesuel) oog ysed Aned Jo WAsAs 1sa1dwi pue
Z yseo Anad aourpodwi mcw SSNOSIp 01 Syuspnls apinb yoog yseD Anad Jo
¢Wa)sAs 1saudwi pue | 1oy S)UBLUNIOP 03 Jayoes} ‘a.eys red ->july) cmﬁ%w_. )| deouoo oy urerdxe (e
%004 ysed Aned Jo aunos (1) | 159)dwi pue yoog ysed Anad o Buluesw 0
1daouo9 ayp uredxa | oog ysed Aned ay} urejdxa 031 s)uspnis apinb 01 Jayoes) 8]ge 8 pjnoys Juspnis ayy | xoog ysed Anad €T
01 9|ge JuapnIs ay1 S| Jo sajdwes () 3yl ‘youeas Jaulaiul pue Areiql) Buisn (1) | ‘ordoi-gns siy jo pus ayp Ag

SAold3d

IN3IINSS3ISSV

S304N0S3d
ONINSGVI]
ANV ONIHOV3 L

SAIOTLVHLS
ONINGVIT ANV ONIHOVI L

SAAILD3rd0
O14103dS

JldOl- dNs
dNVY OIdOL

17




'SSe[9 Ul Jussald uayl pue
300(q ysed paisnipe jo uoneredaid ay) uo

S$300(q syuawuBisse dnoib ul Xiom 01 sJUspmS (1)
9 Bununodoy (A1) 00q ysed paisnipe atedaid 01 sjuspnis
¢)00( Used | Sjuswialels yueq (1) | apInb 01 Jaydea) ‘suonsanb Buipinb Buisn (1))
paisnipe ue asedaid sanbay) () "00q ysea paisnipe ue 300q ysea
03 3|qe apnIs ayl S| oog ysed (1) | asedaid 01 Moy uo sreNISUOWBP 0] J3YIRa | 0] paisnipe ue asedaud  (q
"UO XJ0M 0} SJUBpNIS saouefeq
¢Seoueleq sanbayd 10} Xse1 [enpiaipul aAIf 01 Jaydoeal (1) 1UBWANE]S Yueq pue
JUBWIALEIS Yueq pue Jjoajdwes ()| sedue|eqg JUSLUSIEIS MUBQ PUB %00(q YSed 00Q Ysed usamiaq
[4 300( Ysea usamiaq SluBWIaAle]S U} U9BMIB(Q SAOUDILJIP BU) J0J Sasned ay) S90UBIBYIP By}
Saoualaylp ayl Joj | Mueq jo ajdwes () SSNasIp 01 SlUapNIs ‘aseys Jred -yuiyl uj (i) | Joy sesned ayy urejdxa (e
sasned ay} urejdxa $300q "saIn3y yooq yseo pue .01 yoog
01 3|qe JuspMIS a1 S| | Yseo Jo sjdures (1| uswaiels Yueq ay} 9AIBSGO 0} SUBPMS (1) | =1qe 8q pnoys wspms syl | ysed parsnipy 2¢
AENIEMT]| (A1) ‘Arewwins
'SI8YINoA ayew pue suonsanb yse o3 sjuspnmis (1)
JuswAed pue *UOIIRI|12U023l Yueq 10} sainpadoid
sidisgal yueg (1) UO UIBd] 0] WLIY SSQUISNq & 03 JISIA
€ {UOIIe1|12U0J31 300(q Apnis e asiueflo 01 Syuspnls pue Jayoea| (n)
Mueq 4oy sainpadoud | yseD Jo sjdwes () "UOI1eI|12U023 Yue(q 10} "uolel|Iou0dal
a1 2q149sap 0} BUETBIEN saunpado.d sy} suljIno o3 syuspnis apinb o} ueq 1o} sainpadoid
d]qe Juapnis Yyl S| | Muegq Jo sjdwres (1) | J8yoeay ‘yotess 18ulaul pue Arelqi| Buisn () aylaquosap (9
$300q "9pNJOUOD puUR astiewiwns o) Jayoear ayl (1)
SuoIel19uo0dal Bununodoy (A1) 'suonsanb Buyse pue sajou Buiel Aq
S304dNO0S3d
ONINAVI SAID931VHLS SAAILD3AC90 J1dOL-dNns
SAOId3d | LN3INSSISSY ANV ONIHOV3L ONINYV3T ANV ONIHOVIL O1d41203dS aNVv OIdOL

18




"U0SS3] BY) BPNJOUOD

pue A2eJnd9e a1 493yd 0] Jayoes] (1)
SJUsWaelS Yueqg (A1) "SSE[D Ul SIamsue J1ay) Juasald pue
8 {luswiales sanbayy () syuawuBisse dnoif ul yiom 01 sJuUspms ()
uo1el|19u0dal SIaYdNoA "JUBWIANE]S UOI.I|10U0D3)
ueq e asedaid 01 JuswAed (n) Mueq atedaid 01 syuspnis apinkd o1 JUSWIATRIS UOIRI|IoU03l
3]qe JUapnIs 3yl S| 300q yseDd () Jayoea) ‘sajdwexa aanensnjl buisn Ag () yueq e asedaid (o
“JUBWIAJE]S Mueq
YLIM SBLIJUS 400( YSed JO UOIel|I2U0d8)
uo Juawubisse [enpiAipul aAIf 03 Jayoea]
"SJUBLLIAIE]S YUBQ YIM S8LIIUd %00q
sea 8]19U093. 0] SJUBPNIS apInk 03 Jayoea]
v Juswisyels yueq | siuswalels yueg (1) ‘anbiuyda} Jemsue pue uonsanb Buisn (m
YLIM S3LIJUS 400q sanbayd ‘SJUBWLIANE]S SJUBWIALE]S Yueq
Usea 8y} 8]19u0234 01 10 a)dwes (1) | Mueq yum satus Yoo ysea ayl a]19u0dal YNM S8LIIUS X00(q
3]ge JuapnIs 8y} S| 3oog ysed 0] 01 MOY U0 81eJ1suowap 03 1aydes] 0] ysea ayy aj1ouodal - (q
"u0ssa|
3Y) 9pN|ouU0d pue asLiewwns 0 Jaydeal (1)
“JUBWIAIE]S UOI.I|19U0D3l AUEITENSS
syooq ysed (i) >ueq e JO sluawala ay} urejdxa uonel|19u0dal
4 JluswialeIs | Juswisrels yueg (D] 01 SJUBPNIS ped| 0} JAYIea] UBLLBIL]S Mueq e aquosep (e
uolel|19u0dal JuBWIaIRIS UOI7e1]10U0931 Mueq JO InoAe| ayl Buisn (n) 10} 9|qe wawialeIS
Mueq ® 8(110sap 01 uolel1ouodal "JUQUISIR)S UONRI[IOU0IAI JUBQ dUYdp 0) aq pInoys uapnis ays ‘ol uollel|1ou0d8y
3|qe uspnis ayr S| | Mueq Jo ajdwes (1) | s;uspnis apiInh 01 Jaydea) ‘1xa) Buipes] asn (1) | -doi-gns siy3 Jo pus ayl A Mueg £
")00q ysed pajsnipe
pue pajsnipe-un usamiaq aduaIaIp 8y}
300(q U0 8pNJOU0I pue SSLIBWIWINS 01 Jaydes]
ysea pasnipe "00q ysea paisnipeun asedaid
4 £8X00q ysea pasnl J0 ajdwres () 01 sdnoub ui suapnis apinb 01 Jayoea] (1))
-pe pue paisnipeun 300(q '$100q Ysed paisnipeun pue paisnipe $)00(q ysed paisnipe
uaamiaq ysinbunsip | ysea paisnipe-un 10 saunyea} sy} ute|dxa 01 SsyuapnIs pue paisnlpe un
03 3|qe JuapnIs 8yl S| Jo ajdwres 0} apInb 03 Jayoea) ‘Aejd sjo4 e Buisn ()| usamiaqg ysinbunsip (2
S30dN0OS3d
ONINAVIT S3AID31VHLS SAAILDAC90 J1dOL-dNns
SAOId3d | LNIINSSISSY ANV ONIHOV3IL ONINHVYIT ANV ONIHOV3L 214103dS adNV OIdOoL

19




"UOISSNOSIp JO Arewuwuns

oyew pue suonsonb yse 0} s)uopmyg  (111)
({S9130[0UTULIO} ‘SIUOPNIS YIIM
Sununoooe S20UQLIAAX2 QRS 0} SHUNOIIL JUIWUIIAOF sar3ojouruL}
4 UAWUIA03 | U0sIad 90IN0SaY ()| yam Surresp uadxo ue 9J1AUL 0] IOYIBI], () Sununoooe
Jo sojo1 pue Sununoooe so130[ouILId) JUQWIUIOAO0T
suorjouny oy ure[dxa [ JUSWUIIAOT U0 Sununodoe Jo So[01 pue suonouny Jo s9jo1 pue
0} 9[qe JUIPNIS AU} ST [ SIIINOS UPLIA\ (1) | oy 2qLIOSAp 0} SjuAPNIS dPINS 0) YL, (1) | suonouny oy aquIdsap  (q
‘sa13ojouruLIa) Ay} SuruIddU0d wojrad
0} SJUSPNYS 03 JUAWUJISSE QAIS 0} Joyoed], (1)
‘so13ojouruLIo) Sununoode
Jo Sutueaw ay AJLIR[O 0} J1OYOEBD) Y, (1)
ONUOAJI JO IOAIOOYY -
9JoA Jo yquy -
1q uonendorddy -
aimipuadxo A1oje3nN -
JuowRIlA -
punj [eroadg -
amypuadxd jo Auremndoy -
Py -
Aue -
IeoA ununodoy -
[e1oUdn) Jo)sewkey -
14 Amseai], -
punj pajepjosuo) -
s1odedsmoau JuNod2oY Jonboyoxyg -
[eroueury (A1) Asuowr oiqnyg - sarSojouruuia],
SOI30[OUTULId) [eISUAD) JOJIPNY PUR I[[0JIUO)) - wc:::.08<
Jo Sutueow oy 1004Jo pasuoyiny - sor3ojouruLIo) : .
(so13oouruuid) | Surmoys ey (1) ONUIAJI JO IOJIJ[[0) - Sununoooe JUOUILIDACD "¢
ununoooe Amseai], 130150 Sununoode-qng - JUSWUIIAOS JO
JUSWIUIIA0T woy spoday (1) 10010 Supunoddy - Sutueow oy wredxs (e ONILIOANd
Jo Suruesw souroping SunuUNOdoY JUAWIUIOAOD) - 101 9Iqe anv
o urerdxo Sununoode :Jo Surueow oy urejdxs o3 syuopmys 9q pnoys juapnys oty o1 | ONLLNNODIV
0 9[qe JuUdpNIs Ay} S| JUOWIULIDAOD) ) ‘YoIeds Jouroiul pue A1eiqi] ySnoyy, (1) | -doi-gns siyy Jo puo oy A9 | INANNYAAOD 0°€
SHOINOSHA
ONINAI VAT SHIDALVILS SHALLDArdoO JIdOL- dNS
SAOIAd | INHINSSHASSY ANV ONIHOVHL ONINI VAT ANV ONITHO VAL IIAIDHAIS ANV DIdOL

20




*9pN[OUOd PUL ISLISWIWNS

01 sasuodsar syuapnys asn 03 Joyoea], (1)
*sarmrpuadxa juawuroAo3 Jo sad£) aurpno
€ {S9reUI)SO 03 syuopnys ‘oreys Jred yury ysnoiy, ()
amyipuadxa ‘SOYRWIIISd
Jo sadKy Ayiuapr | armyrpuadxd JUSWUIIAOS *soInyipuadxa JuowuIoAos Jo Jurueow sajewnsa aIpuadxd
01 9[qe Juapnys A} S| s areqadip g ure[dxa 0) syuopnIs ApIns 03 IR, ) Jo sadKy Anuapr (o
‘s1odedsmou
[eoueuLy (A1)
syj00q 103png () | opnjouod pue juowuISSe 9AIS 0} J9YJBI], (1mr)
SOJEWNSI ‘Juowdo]oAsp S, A1UN0d
amyrpuadxd 9y} 0} punj JO S9OINOS I} JO UOHINGLIIUOD
3 JUSWIUIIAOD) (1) ) SSNISIP 0) SIUAPNYS puL JOYOBI], (1)
({SPUNJ JUSWIUISAO0F | spunj Jo sa9Inos ‘SpUnJ JUSWUIOA0T
JO S90IN0S 9qLIOSAP JUSUWIUIOAOT JO s921n0s oy ure[dxa 03 syudpnys opmg Spunj JUSWIUIOA0T
0} 9[qe JuUapMNys Y} S| Joasry ) 0} 104oed) ‘oreys Ired -yury) ySnoryy, ) JO s90In0s 9quIdSIP  (q
193pnq © JO saInjedy
s123pnq JU} UO SSNISIP 0} SUAPNIS pue JAyded]  (I11) 123pnq jo
[4 Im 9[o1Ie 1a8pnq [eroueuy Jo doueprodur jdoouoo oy urejdxo (e
(398pnq Jo s1odedsmoN (11) | o ssnosip 03 syuopmys ‘axeys Jred-yury) uy (1) 10} 9[qe SINPIS0IJ
3doouoo oy urejdxd s1o3pnq 193pnq 9q p[noys juopmis Ay ‘o1 Sunedpng
0 9[qe JuUAPNISs Ay} S| Jo moke] ) JO Sutueaw a3} WI0)S UreIq 0} SJUIPNMS (1) | -doi-gns siyy Jo pud ayy A9 JUSWIUIIAOD) e
"UoISSNISIP oy}
U0 OpN[OU0d PUL dZLIBWWNS 0} Joyded], (1)
‘uoIssnosIp Areuoyd
(Sununoooe 1o} sSurpuy 110y Juesaxd 0} syuopms ()
! JUQWIUIIA0T $3j00q “BIUBZUB] Ul Sununoooe
Suroey sagua[[eyo Sununoody  (111) | Sununodoe JudWUIdA0S urde) sa3ud[reyd JUSWIUIOA0S
oy} SUIWIBXD JouIU] () 9} IO puy 0} SUIPNJs opIng 03 Joyoe) Suroey soSudqeyd
01 9[qe Juapnys Ay ST | syprodar Sunipny ) YoIeaS JAUIANUI UL ATRIqI] Y3noay [, M oy aurwexs (9
SHOUNOSHA
ONINIVAT SHIDALVILS SHALLDArdo JIdOL- dNS
SAOdd | INHINSSHSSY ANV ONIHOVHL ONINIVATANY ONITHOVHL IIAIDHAIS ANV DIdOL

21




10103119

01 3]Ce JUapNIS 3yl S| awoauj Jo ajdwes | apinb 01 Jaydeal ‘anbiuyday mesbie Buisn (n ENENIEET) (0
SJUN09e asuadsns
uo Ssjuswubisse alow op 0} SIUdpNIS
g Siunoaoe 's10413 BuI09.109 10} SaLIUD
asuadsns 150d pue Jun0o2ae asuadsns sy} meip
¢JUnod9e asuadsns josjdwes ()| o) s0n0eid 01 SYUBPMS BpING 0 Jaydesl (1) 1UN02oe
Buisn s10418 1081100 | JUNOJJE BsusdsNs $104J9 1981109 0} JUNOIJE dsuadsns ay} asuadsns Buisn
01 3|qe JUapNIS 3yl S| J0 1noAkeT] 0] MeIP 0] MOY UO 3]eJISUOWap 01 Jaydea] (n $101J3 1931102 (g
"sallua Jeuanol atedaid 01 syuspnis ayr
01 JuawubIsse [enpiAIpul 8AIB 0 Jayoes] slodld
"$104.3 1981109 01 AJessadau saliua eunol 1091109 0] S9LIIUB
8 ¢slode aJedald 01 syuapnis apinb 01 Jayoea] () leuinol asedaud (e
1091109 0] SaLUD $y00(q 'slold :01 9|qe 3g p|noys
Jeuinol atedaid o} Bununodoy () 1091102 0] AJessadau salua Jeudnol apnis ay) ‘o1dol-gns slos3
a|qe Juspnls 8yl S| | salua feusnor (1) | asedaid 01 Moy uo ajelISUOWBP 0} Jaydea | SIyljopus sy Ag |  Jo uoneoynosy TP
*9pN|OUOD pUR BSLIEWILINS 0} Jayoea]
“Juawaalbe
d0Ue[eq |11 198148 YIIUYM SJ0.I3 SSNISIP
14 03 syuapmis ‘aueys Jred Sjuiyi ybnoayr (1)
¢slode Juswiaalbe aoueeq Jelil Bunosye
10 58dA) SSNOSIP 01 | "SIOIId JO UOTJRONISSL[O 10U $101J9 SSNISIP 0 SJUspNIs apinh
3|qe JuspnIs ays S| Bunaidap weyadil4 0} J3yJea) ‘Jamsue pue uonsanb Buisn (1) | s1o413 Jo sadArssnasip (9
'S10J13 "saLiua buoum BuiAnuspi
Buideax-»oog U1 S3S1219X3 SSB|2 U0 Y40M 0] SIUapnIS
Moys 'suonsanb papinb Buisn salinus Buoim
Ya1ym spJodal
9 ¢SaLue Bununoooy (1) Aynuapr oy suspms apinb oy seyoeal (1)
Buoim Aynuapi 01 SaLUd saLius Buoum BulAynuspl uo EINE]
3|qe JUapnIs 8yl S| BuoIm J0 151 ()| pasn sanbiuyday aresIsUOWSp 01 Jaydes] Buoim Anuspr (g
'9pNJ2U0I pUe d1eI0CR|S 0} Jaydes ] 1ol
‘sojdwexe Buidaay| -yoog Jo
T ¢lous aAIB pue Jouis Buldasy-yoog urejdxs Buiuesw ayy urejdxs (e Jo13
Buidaay->oog jo SpJ0odal 01 Sluapns ‘areys Jred yuiyy ybnoay L n) :01 9]qe 3 pjnoys joidsouod  TY
Buiueaw sy urejdxe Bununode 193.1100Ul 10413 ue Jo Bulueaw ayy Juspnls ay) ‘01dol-gns SH0dd3 40
01 3|qe JUspMS 8yl S| Bune|ndns Ueyd [lep | Wiolsurelq 01 Sluspnls apinb o3 Jayoes | 0] sl jo pus ayr Ag | NOILOIHHOD OV
S30dNOS3d
ONINHVIT S3AID3ILVHLS S3AAILDEra0 J1dOL- 9ns
SAOId3d | LN3INSSISSY ANV ONIHOV3L ONINGVIT ANV ONIHOV3L 214123dS ANV OIdOL

22




JluaLaNes
3WooUl 0] S10443 JO

"9pNJoU0I pue asLeWWNS 01 Jaydeal (i)
sdnouf J18y) uIyIm

Seapl aJeys 01 syuapnis apinb 01 Jayoea] ()

nfoad jou ‘11f0.4d s50.43 “‘pjos spood fo 150

108443 8] BuIWIB)EP JUBWaNEIS | H00]S 1UO SI0LI3 JO 108)43 B SSNISIP 0} SYUSPNIS | JUBLLBJEIS SWIOJUI 0 SI0LID
S304dN0S3d
ONINGVI1 SAIOTLVHLS SEVANBOE k<[] J1dOL- dNs
SAOId3dd | LNIINSSISSY ANV ONIHOVIL ONINAVIT ANV ONIHOVIL O14103dS adNV O1dO1L

23




FORM 111

Class Competences
The student should develop the following competences:

1.

2.
3.
4.

Make timely and appropriate adjustments in various business accounts;

Apply internal control processes in a business environment;

Apply double entry system in incomplete records; and

Prepare financial statements in accordance to International Accounting Standards.

Class Objectives
The student should be able to:

a)
b)

<)
d)

use control accounts as part of the internal control of an organization;

calculate and record depreciation, and the acquisition and disposal of assets using different methods
of depreciation;

calculate the missing entries by converting single entry to double entry; and

prepare financial statements of a sole trader, non-profit making organizations including year -end
adjustments.
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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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