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Books

This icon means that other books are available for further information on a

particular topic/subject.

.' 3\
W22 | This icon refers to any examples, handouts, checklists, etc....
References
MOU"W“‘ This icon represents important information related to a specific topic or section
of the guide.
Important

. This icon helps you to be prepared for the learning to follow or assist you to

demonstrate understanding of module content. Shows transference of

knowledge and skill.

This icon represents any exercise to be completed on a specific topic at home by

you or in a group.
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An important aspect of the assessment process is proof of competence. This can
be achieved by observation or a portfolio of evidence should be submitted in

this regard.

An important aspect of learning is through workplace experience. Activities with

Workplace this icon can only be completed once a learner is in the workplace
Activities
g
Helpcul
paes This icon indicates practical tips you can adopt in the future.
Tips

Notes

| This icon represents important notes you must remember as part of the learning

process.




BOOK KEEPING PRACTICE (BPA) —
ASSESSMENT

Instructions to Learner

» Answer all questions.
» Write your answers in the spaces provided.
» Marks are indicated for each question.

QUESTIONS

TAC0101

Clarify business needs and expectations of a bookkeeper through clear communication with
relevant parties. (5 Marks)

Answer:

TAC0102

Determine roles and responsibilities of the bookkeeper according to the business needs. (5
Marks)

Answer:

TAC0103

Identify activities that fall outside the role and responsibilities of the bookkeeper. (5 Marks)




Answer:

TAC0104

Identify networks of individuals able to advise on financial matters and additional services
needed. (5 Marks)

Answer:

TAC0105

Relevant ethical principles and practices are identified and used in all dealings. (5 Marks)

Answer:

TAC0106

Identify a strategy for continuing professional development to ensure ongoing professional
practices. (5 Marks)

Answer:




TAC0107

Creditor and debtor invoicing, receipts and payments into appropriate accounting software. (5
Marks)

Answer:

TACO0108
Produce balance sheet, profit and loss and project summary reports as required. (5 Marks)

Answer:

TAC0109

Prepare BAS statements quarterly and ensure that all financial records are accurate and
timely for end of financial year audits. (5 Marks)

Answer:

TACO0110
Explain discrepancies found in source documents. (5 Marks)

Answer:




TACO0111

Prepare basic budget according to guidelines. (5 Marks)

Answer:

TIAC0201
Explain the role of business ethics in an organisation. (5 Marks)

Answer:

TAC0202

Demonstrate knowledge of professional bodies, associations and regulatory authorities in the
financial industry. (5 Marks)

Answer:

TAC0203

Reflect on own values and belief systems and how they influence own behaviour. (5 Marks)
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Answer:

TAC0204

Discuss how an individual’s ethics impact on the people around him/her. (5 Marks)

Answer:

TAC0205

Explain how an individual can behave ethically in a business context. (5 Marks)

Answer:

TAC0206

Demonstrate techniques for dealing with situations where own values and ethics conflict with
work practice. (5 Marks)

Answer:

—
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TAC0301

Conduct basic research into legislative, statutory, regulatory and industry requirements for
carrying out bookkeeping activities. (5 Marks)

Answer:

TAC0302

Create/obtain access to relevant publications and software tools designed to assist in carrying
out compliant bookkeeping activities. (5 Marks)

Answer:

TAC0401

Develop basic systems to support audience needs. (5 Marks)

Answer:

TAC0402

Develop instructions and guidelines for carrying out relevant daily activities in accordance
with compliance requirements. (5 Marks)

Answer:
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TAC0403
Review and adapt systems as necessary on a regular basis. (5 Marks)

Answer:

TAC0501
Define a FMIS system for a financial business. (5 Marks)

Answer:

TAC0502
Identify the difference between core and non-core FMIS systems. (5 Marks)

Answer:

TAC0503

Explain an integrated FMIS. (5 Marks)

—
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Answer:

TAC0504
Explain a “good” system. (5 Marks)

Answer:

TACO0505

Identify performance measures to determine if a current system is effective. (5 Marks)

Answer:

TAC0601

Describe the various source documents and their function in the accounting cycle. (5 Marks)

Answer:

TAC0602

—
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Describe the various books of accounts where the source documents need to be recorded. (5
Marks)

Answer:

TAC0603

Prepare a cash flow statement using source documents given according to compliance
standards. (5 Marks)

Answer:

TAC0701
Explain the cash receipt procedure. (5 Marks)

Answer:

TAC0702

Check receipts entered into accounts receivable system for accuracy, consistency and
thoroughness. (5 Marks)

Answer:
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TAC0703
Identify incorrect entries and record according to type and source of receipt. (5 Marks)

Answer:

TAC0704

Identify and investigate discrepancies between monies owed and monies paid according to
organisation policy, procedures and guidelines. (5 Marks)

Answer:

TAC0705

Amend receipts entered into accounts receivable system according to established
organisational procedures. (5 Marks)

Answer:

TAC0706

Maintain financial daily records. (5 Marks)
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Answer:

TAC0707
Maintain general ledger. (5 Marks)

Answer:

TAC0708
Monitor cash control. (5 Marks)

Answer:

TAC0801

Describe the various steps in the accounting cycle. (5 Marks)

Answer:

TAC0802

—
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Explain how adjustments are made. (5 Marks)

Answer:

TAC0803
Explain the importance of worksheets in the accounting cycle. (5 Marks)

Answer:

TAC0804
Explain the time period principle. (5 Marks)

Answer:

TAC0901
Describe the double entry system. (5 Marks)

Answer:

—
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TAC0902
Give a formula for the double entry system. (5 Marks)

Answer:

TAC0903
Apply the double entry system using a case study. (5 Marks)

Answer:

TAC1001

Describe general ledger accounts. (5 Marks)

Answer:

TIAC1002
Explain the various general ledger accounts. (5 Marks)

Answer:

—
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IAC1003

Record transactions in a general ledger account. (5 Marks)

Answer:

TAC1101

Describe the various journals and their uses. (5 Marks)

Answer:

IAC1102

Record transactions according to given criteria. (5 Marks)

Answer:

TAC1201
Describe the profit and loss statement. (5 Marks)

Answer:

—
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TIAC1202

Calculate the profit margin ratio of a given scenario. (5 Marks)

Answer:

TAC1203

Determine the break-even analysis of a given scenario. (5 Marks)

Answer:

TAC1301

Describe the importance of the statement of comprehensive income. (5 Marks)

Answer:

TAC1302

Identify regulatory bodies needing the statement of comprehensive income of a business. (5
Marks)

—
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Answer:

TAC1401
Describe the importance and purpose of the statement of financial position. (5 Marks)

Answer:

TAC1402
Apply the accounting equation: Assets = Liabilities + Equity to a given case study. (5 Marks)

Answer:

TOTAL MARKS: 210
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Competent(Tick/Cross) [_] Not Yet Competent(Tick/Cross) [ ]

Action/s required (if any):

By when:

Declaration by the Learner

e e e e aaaas (Learner) declare that | am
safisfied that the feedback given to me by the Facilitator was relevant, sufficient and done in
a constructive manner. | accept the assessment judgment and have no further questions
relating to this particular assessment event.

Declaration by the Facilitator

creeeeeenen. (FQcilitator) hereby certify that
I have examined the learner workbook and | am satisfied with the evidence provided by the
learner.

Declaration by the Assessor

e (Assessor) hereby certify that  have examined the

learner workbook and | am satisfied with the Facilitator Judgment of this assessment.




