Section IX – Accounts and Financial Services
Worksheet – Lesson 1	Form 4	Time: 1 hour

Instructions: Read the questions and circle the correct answer.
Multiple Choice Questions
1. Identify from the list below, functions of the accounts office?
i. Preparing employees’ pay records and the payroll
ii. Dealing with credit and budgetary control
iii. Collecting outstanding debts and paying creditors
iv. Preparation of accounts for audits
v. Keeping records of suppliers and stock control

a. I, III, IV and V only
b. I, II, III and IV only
c. II, III and IV only
d. I, II, III, IV and V

2. What is the first action to be taken when a customer fails to pay his debts?

a. Send a letter and charge him interest on arrears.
b. Ask customers to pay a minimum balance if they are unable to settle the full account.
c. Send a statement informing the customer of current balance and reminding him/her of the installment date.
d. Make arrangements to re-possess the article(s) if sold on hire purchase.

3. The purpose of credit control is to
a. Force customers to buy less on credit
b. Reduce the risk of bad debts.
c. Verify the credit-worthiness of customers
d. Encourage customers to make cash purchases

4. The purpose of auditing the books of the accounts is to:

a. Check the accuracy of the records
b. Detect errors and to prevent recurrence.
c. Scrutinize the accountability of the funds.
d. Discover money stolen and apprehend defaulters




5. Identify the importance of the accounts office.

a. To control the finance of a firm so that the main objectives are achieved
b. To ensure that the legal financial requirements are fulfilled by keeping adequate records
c. To ensure that the firm continues in business
d. To advise the firm of any bad debts and whether it is losing funds.

Short Answer Questions – Provide suitable answers to the following questions.

1. [bookmark: _GoBack]Identify three (3) functions of the accounts office
2. Why is the Accounts Office important
3. State the course of action that should be taken if a customer fails to pay his debts
4. Define the term ‘credit control’
5. State TWO reasons why credit control is important
6. Identify Three (3) functions of the auditor
7. Identify three bank types of bank accounts which Accounts clerk should be familiar with


