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

Slide 5 Feedback – Activity 1 (Draw a chart depicting the organizational structure of the accounts office)
Answers:


Slide 17 Feedback – Activity (All about auditing) 
· What is the purpose of an audit?​

An auditor allows companies to get valuable insight into how their business is performing.

· What is the function of auditors?​

· The auditor is responsible for evaluating where money comes from, where it is going and what it is doing each step of the way.

· List the key skills that an auditor should possess?​
· Communication skills
· Ability to think critically
· Understand what business decisions drive the transactions that you are auditing
· Professional skepticism

· How long does an audit engagement take?​

An audit engagement can last a few months or a full year.

· What occurs during the audit engagement?​
During an audit engagement Auditors:
· compare documents from day-to-day operations against what is recorded in the companies’ financial statements
· contact vendors to ensure accuracy of information
· prepare audit reports





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
Answer: b

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. [bookmark: _GoBack]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.
Answer: c

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

Answer: b



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
Answer: b.
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.

Answer: a


Short Answer Questions

1. Identify three (3) functions of the accounts office
Any three:
1. Preparation of payroll​
2. Credit Control​
3. Collection of accounts​
4. Treatment of debit and credit notes​
5. Preparation of audit​
6. Different types of bank accounts

2. Why is the Accounts Office important
Answer:
The accounts department is one of the most important offices in an organization.  The function of the accounts office is to channel the finances of the company in a direction that will increase profitability and raise the standard of service provided.​

3. State the course of action that should be taken if a customer fails to pay his debts

Answer:
Send a statement of Account informing customer of the current balance and remind him/her of the installment date.​

Send a letter and charge the customer interest on the arrears.​

Send a follow-up letter outlining actions to be taken if an account is not settled within a given time.​

Ask the customer to pay a minimum balance if he/she is unable to settle the full amount.​

Employ a debt collector to collect the debt​

Make arrangements to re-possess articles if sold on Hire Purchase​

Take legal action if nothing else works.




4. Define the term ‘credit control’
Answer:
Credit control means monitoring the amount of money owed by individual customers and chasing up overdue payments.​
5. State TWO reasons why credit control is important
Answer: any two
· Raising invoices for goods and services supplied to customers​
· Collecting the payments due to the company​
· Issuing accounts statements​
· Investigations of new customers' credit rating​
· Following up overdue payments​

6. Identify Three (3) functions of the auditor
Answer: Any three
Ensure there are documents to support any amounts disclosed in the accounting statements​
Use correct method to value assets​
Check the balancing of the accounts​
Make physical checks of inventory​

7. Identify three (3) types of bank accounts that the accounts clerk must be familiar with
Answer:
· Bank/Current Accounts​
· Savings Accounts​
· Fixed Deposit Accounts​
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