ICB ACCOUNTING TECHNICIAN CERTIFICATION PROGRAMME

CURRICULUM STATEMENTS

Business Literacy
The key principles of effective business communication
· list reasons why effective communication is important in the workplace;

· explain the communication process;

· identify your audience in this process;

· distinguish between different communication situations/categories;

· recognise the importance of adapting your communication style to different communication situations;

· distinguish between formal and informal communication;

· differentiate between and recognise verbal and non-verbal communication in the workplace;

· identify explicit and implicit messages in verbal and non-verbal communication;

· understand the importance of listening to achieve effective communication;

· list the barriers to effective communication and how they can be overcome.

Spoken communication

· give a definition of oral /spoken communication;

· understand the importance of the voice and language in spoken communication;

· apply techniques to improve your voice and articulation;

· understand the importance of planning and preparation for spoken communication situations;

· distinguish between direct and indirect spoken communication;

· list and explain the different types of spoken communication;

· be able to communicate using these different types of spoken communication;

· recognise the importance of choosing the appropriate form of spoken communication for

· your audience;

· recognise formal and informal spoken communication;

· identify explicit and implicit messages in spoken communication;

· recognise and respond to assertive use of spoken communication;

· analyse your own responses to spoken communication.
Written communication
· list reasons why effective written communication in English is important in the workplace;

· give a definition of written communication;

· recognise the link between writing and reading;

· understand the importance of words and grammar in written communication;

· use simple, concise and correct English to express yourself in writing in the workplace;

· get your audience’s attention using effective headings, layout and graphic material;

· extract key information from written texts and summarise it;

· understand the importance of checking and editing written information;

· differentiate between fact and opinion; 

· recognise persuasive writing and be able to respond to it;

· list and explain the different types of written communication;

· use these different types of written communication;

· choose the appropriate type of written communication for your audience/reader;

· analyse your own response to written communication.
Work readiness
· recognise the skills needed to prepare for the workplace;

· understand the role of the individual in a business organisation;

· plan and organise yourself for improved personal effectiveness;

· maintain files and records;

· manage your time more effectively;

· recognise the importance of establishing and

· maintaining working relationships; be able to describe an effective team; define group dynamics and the phases of team task completion;

· appreciate the value of teamwork;

· recognise conflict and understand how it impacts on a team;

· manage conflict in a team situation;

· differentiate between morals, ethics and values;

· explain and describe a code of conduct;

· understand the need for organisational codes;

· describe the concept of professional conduct; 

· relate professionalism to personal, team and

· organisational behaviour;

· link characteristics like honesty, confidentiality, accountability and service excellence to professionalism;

· discuss the role of ethics and professionalism in the accountancy field; list examples of unprofessional and unethical conduct; and

· suggest ways of dealing with unethical practices.

Working with numbers
· explain the Hindu-Arabic number system as used in the Western World;

· represent integers on a number line;

· perform calculations with integers using four basic operations;

· find missing figures for a given problem;

· perform calculations with negative numbers;

· perform complex calculations using the order of operations convention;

· calculate averages;

· do calculations involving powers and roots;

· explain how the binary number system works;

· convert a base-10 (decimal) integer to its binary equivalent;

· convert a base-2 (binary) integer to its decimal equivalent.

Working with fractions and decimal numbers

· explain what a fraction is;

· define proper and improper fractions;

· explain what a mixed fraction is;

· perform calculations with fractions using the four basic operations;

· explain what a decimal is;

· define and work with non-terminating, terminating, and recurring decimals;

· convert decimals to fractions;

· perform calculations with decimals using four basic operations;

· work with numbers in different ways to express size and magnitude;

· use scientific notation for small and large numbers;

· correctly relate prefixes magnitude in measurement to the decimal system;

· correctly apply conversions between related units in different measuring systems;

· demonstrate the effect of error on calculations.

Percentages, ratios, proportions and equations

· explain what a percentage is;

· convert a decimal or a fraction into a percentage;

· convert a percentage into a decimal or a fraction;

· calculate a number as a percentage of another number;

· apply a percentage to a number;

· measure percentage change;

· explain what a ratio is;

· calculate and simplify ratios;

· explain the relationship between a ratio and a fraction;

· share amounts or values in accordance with a predetermined ratio;

· solve problems where numbers are in proportion to one another;

· determine the missing figure in equivalent ratios;

· explain what an equation is;

· solve equations;

· explain what a formula is;

· change the subject of a formula;

· solve problems using formulas.
Using interest rates in business

· explain the difference between simple interest and compound interest;

· calculate simple interest;

· use the simple interest formula to determine the principal, rate and time;

· calculate compound interest;

· explain what present value and future value mean;

· perform present value and future value calculations.
Measure, analyse and communicate workplace data
· define the concept of space;
· explain how physical quantities or spaces are  measured;
· discuss the
intricacies of angles and triangles;
· explain and
 apply the Pythagorean
Theory
to solve problems in the workplace as well as in everyday life;
· use
shapes
to communicate workplace data.

 Bookkeeping To Trial Balance
An introduction to basic business, Bookkeeping and Accounting
· outline the basic steps in starting a new business;

· critically evaluate the various forms of business ownership and choose the most appropriate form under a given scenario;

· registration with all the statutory and regulatory bodies;
· illustrate the accounting cycle graphically;

· analyse transactions under the accounting equation;

· define assets, non-current assets and current assets;

· define liabilities, non-current liabilities and current liabilities,

· explain what is meant by a ‘proprietary account’;

· define income and expenses;

· discuss the profit motive and demonstrate how gross profit and net profit are derived;

· explain and apply the rules of double entry.

Value Added Tax and source documents

· explain what Value Added Tax (VAT) is, and how the system works;

· compare the VAT system to the traditional GST system;

· identify standard rated, zero-rated and exempt supplies, as well as non-allowable items;

· compare the two bases according to which vendors may be registered for VAT;

· explain what a valid tax invoice looks like;

· differentiate between the various source documents used by businesses to record various transactions;

· perform basic VAT calculations;
· mark-ups, the gross margin and VAT;
· the VAT 201 return.
Recording cash transactions

· explain why cash and profit are not the same;

· identify the transactions peculiar to each of the subsidiary journals;

· administer cash transactions in the cash journals and under the accounting equation;

· post the cash journals to the general ledger;

· balance general ledger accounts;

· index the general ledger accounts with their respective balances in a trial balance;

· complete, sequence and file source documents peculiar to the various subsidiary journals;

· explain the purpose of every column in each of the three cash journals;

· account for VAT in the journals by recording a variety of different cash transactions that involve standard rated, zero-rated, exempt and non-allowable items;

· explain how the rules of double entry are adhered to when making a journal entry;

· explain how the trial balance can prove that the rules of double entry have been adhered to.

Recording credit and sundry transactions

· explain why offering credit can benefit a business;

· explain the risks associated with offering credit to customers;

· record credit sales in the debtors journal from duplicate credit invoices;

· record duplicate credit notes in the debtors allowances journal;

· record credit purchases in the creditors journal from original credit invoices;

· record original credit notes in the creditors allowances journal;

· record sundry transactions in the general journal;

· complete a comprehensive exercise in which all eight subsidiary journals are combined;

· account for VAT in the journals by recording a variety of different transactions that involve standard rated, zero-rated, exempt and non-allowable items;

· explain how the rules of double entry are adhered to when making a journal entry;

· post a completed set of subsidiary journals to the general ledger;

· balance the ledger accounts and draft a trial balance;

· analyse a variety of different transactions under the accounting equation.

Inventory systems

· explain why some businesses choose not to use a perpetual inventory system, but a periodic system instead;

· calculate cost of sales using a periodic inventory system;

· demonstrate the working of the purchases and purchases returns accounts under a periodic inventory system;

· demonstrate the working of the carriage on purchases and similar accounts that affect the calculation of cost of sales under a periodic inventory system;

· analyse inventory-related transactions under the accounting equation when using a periodic inventory system;

· record inventory-related transactions in the subsidiary journals when using a periodic inventory system;

· explain which one of the two inventory systems is most desirable in the world in which we live.

Individual accounts for debtors and creditors

· explain how the individual account of a debtor works, and why it is important to have separate debtors’ accounts in a separate ledger;

· demonstrate how the debtors list is reconciled with the debtors control account in the general ledger;

· explain why a trial balance will not include individual debtors’ or creditors’ accounts;

· explain how the individual account of a creditor works, and why it is important to have separate creditors’ accounts in a separate ledger;

· demonstrate how the creditors list is reconciled with the creditors control account in the general ledger.

The bank reconciliation process

· compare the credits on the bank statement with the bank column in the cashbook receipts

· to identify any differences which need to be updated in the cashbook;

· compare the debits on the bank statement with the bank column in the cashbook payments to identify any differences which need to be updated in the cashbook;

· total the cashbook receipts and cashbook payments, and post to the bank account in the general ledger;

· transcribe the closing bank statement balance onto the bank reconciliation statement;

· clear any remaining amounts from the previous month’s reconciliation statement and carry forward any unresolved amounts to the current month’s reconciliation statement;

· enter un-reconciled cashbook amounts in the bank reconciliation statement;

· interpret and investigate any outstanding items on the current month’s bank reconciliation

· statement.

Reconciling supplier statements

· explain why creditors reconciliations are necessary;

· demonstrate how errors and omissions in the books of the business are corrected by means of corrective entries in the general journal and/or creditor’s individual account;

· demonstrate how errors on the statement received from the creditor are outlined on the creditors reconciliation statement (remittance advice).

Payroll and Monthly SARS Returns

Revision of recording business financial transactions

· define assets, non-current assets and current assets;

· define liabilities, non-current liabilities and current liabilities;

· explain what is meant by a ‘proprietary account’;

· define income and expenses;

· explain and apply the rules of double entry;

· process receipts and payments;

· enter records in an analysed cash book for both cash and bank entries;

· check invoices received against orders;

· record debtors and creditors;

· prepare a bank reconciliation statement;

· reconcile supplier statements.

VAT calculations and returns

· demonstrate how the current rules and rates of VAT are applied;

· explain the reasons for the introduction of VAT;

· discuss the effect of VAT on small businesses, customers and the country, by illustrating the advantages and disadvantages of the system;

· apply the rules and rates of VAT to the transactions of a small business;

· calculate VAT amounts as well as VAT inclusive and VAT exclusive amounts for various transactions;

· set up and maintain VAT records; and

· complete VAT returns for both cash and credit transactions.
Basic conditions of employment

· outline and explain the main stipulations of the Basic Conditions of Employment Act No. 11 of 2002 (as amended);

· calculate and explain normal time and overtime as well as the opportunity cost of each;

· explain the various types of leave that an employee is entitled to during the course of his or her employment;

· outline the implications of leave payments and leave encashment to the individual, the employer, and the society as a whole;

· record and validate employee records.

Statutory registrations

· explain and complete the statutory registration forms for a new business;

· explain the purpose, working and logistical arrangements with respect to Skills Development Levies (SDL), Unemployment Insurance Fund (UIF) and Pay-As-You-Earn (PAYE);

· explain the purpose, working and logistical arrangements with respect to the Compensation for Occupational Injuries and Diseases Act;

· demonstrate the claiming procedures for benefits from each of the designated statutory funds.

Complete PAYE documents

· calculate gross earnings for an employee, including allowances as well as company car and medical aid fringe benefits and annual bonuses;

· calculate ‘remuneration’ and ‘balance of remuneration’ as defined by SARS

· calculate ‘PAYE remuneration’, ‘SDL remuneration’ and ‘UIF remuneration’ as defined by SARS;

· complete a monthly EMP 201 return reflecting the correct calculation and payment of PAYE, SDL and UIF to SARS;

· complete an annual IRP 5 certificate or an IT 3(a) certificate for each employee; and

· complete the annual EMP501 reconciliation for SARS.

· completing pay slips

· meeting deadlines

Accounting for payroll
· calculate wages from either time records or a productivity scheme;

· make and record the correct deductions;

· record all payroll components in the appropriate wages or salaries register; and

· post the wages and salaries registers as well as the cashbook payments to the general ledger to affect the double entries for payroll.

Ethics and the registered Tax Practitioner

· contrast morals and ethics;

· explain and describe a code of conduct;

· identify and explain the principles of a code of conduct;

· adhere to a code of conduct;

· identify and understand the ethical issues in an organisation; and

· explain the basic principles of internal control;

· identify the need for Tax Practitioners in South Africa;

· explain when a person should register with SARS as a Tax Practitioner;

· outline the circumstances under which a person does not have to register with SARS as a tax practitioner;

· explain the procedures to be followed for registration as a Tax Practitioner;

· complete the Tax Practitioner Registration Form (TP1);

· explain the reasons for regulation of the tax profession;

· list the benefits for professional membership of the South African Institute of Tax Practitioner (SAIT).

Computerised Bookkeeping
Basic PC Concepts
· A brief history of computers

· The pro’s and con’s of using computers in business

· Learn what a PC is and how it basically works

· Identify the main components of PC Hardware

· Understand why upgrading a PC is important

· Indentify various PC Software applications

· Understand the interaction between Hardware and Software using the IPOS cycle

· Network Concepts

Working with Windows
· Understand where the windows concept comes from

· Working with Windows
Working with the Internet and Microsoft Internet Explorer and Microsoft Outlook
· Learn what Email is

· Microsoft ® Office Outlook ® 2007

· The Internet

Working with Microsoft Excel
· Intermediate level
Working with Microsoft Word
· Intermediate level
Working with Microsoft PowerPoint
· Intermediate level
The monthly bookkeeping function on Microsoft Office
· complete the monthly bookkeeping cycle on a MS Excel, Word and PowerPoint.

The monthly bookkeeping function on a computerised accounting package
· discuss the advantages and disadvantages of using computers in business;

· research a selection of accounting packages commonly used in South Africa;

· explain the basics of how a computerised bookkeeping package operates;

· choose the software package most suited for your business or personal needs;

· complete a comprehensive case study on a computerised bookkeeping package such as Pastel Partner.

Financial Statements
Finalisation and interpretation of accounts

· demonstrate how a ‘year-end’ procedure is run in the books of a business;

· explain the purpose and working of a trading account;

· explain the purpose and working of a profit and loss account;

· demonstrate how various year-end adjustments are used to make financial statements more realistic;

· prepare the final accounts for a small business;

· prepare the income statement for a small business;

· prepare the balance sheet for a small business;

· apply profitability and liquidity ratios to a set of financial statements and appraise the efficiency and profitability of a small business using these tools;

· explain the difference between gross profit, net profit and cash on hand;

· discuss the limitations of ratio analyses.

Depreciable assets

· explain the purpose of depreciation;

· calculate depreciation on non-current assets using the straight-line method;

· calculate depreciation on non-current assets using the diminishing balance method;

· record adjustments and closing transfers pertaining to depreciation in the general journal;

· explain how the accumulated depreciation account works;

· complete and interpret an asset register;

· maintain records relating to capital acquisition and disposal; and

· disclose property, plant and equipment in the financial statements at year-end.

Financial statements of the sole trader

· explain and demonstrate the accounting concepts of prudence, accrual and matching;

· demonstrate an understanding of the business and accounting environment;

· identify financial statement information for a sole trader;

· draft the year-end financial statements of a sole trader after passing the required yearend adjustments.

Partnerships
· explain and demonstrate the basic differences between a sole proprietorship and a partnership;
· equity accounts of a partnership;
· define and explain accounting concepts and procedures for a partnership;

· prepare and interpret the final accounts and financial statements of a partnership; and

· analyse the peculiar transactions of a partnership under the accounting equation.
· analyse and interpret of financial statements of a partnership.
Close corporations

· explain the advantages and disadvantages of trading as a CC;

· explain the procedures to be followed in setting up a CC;

· explain the difference between members’ interest and members’ net investment;

· illustrate the effect of changes in membership on members’ funds and members’ interest percentages; and

· prepare the final accounts and financial statements for a CC (with notes where applicable).

Companies

· define a company and explain its legal status;

· explain the advantages of trading as a company;

· explain the difference between a public and a private company;

· explain what is meant by shares and shareholders, par value and market value, as well as authorised and issued share capital;

· discuss how shares are issued, and how the amounts are recorded, allowing for share premiums where applicable;

· prepare a statement of changes in equity for a limited company;

· prepare the financial statements of a company, as well as appropriate notes to such statements;

· discuss the general principles of consolidation; and

· discuss the impact of the International Financial Reporting Stan
Cash flow statements

· perform a series of asset disposal procedures in order to obtain key figures needed for the preparation of a cash flow statement and the notes thereto;

· calculate the amount representing cash receipts from customers during a financial year;

· calculate the amount representing cash paid to suppliers and employees during a financial year;

· calculate the cash outlays incurred with respect to SARS and shareholders’ dividends;

· reconcile net profit before tax with cash generated from operations; and

· prepare a cash flow statement, sectored into cash flows from operating, investing and financing activities.

Cost and Management Accounting
Introduction to Managerial Accounting

· the planning process;

· manufacturing and non-manufacturing costs;

· calculate the total production, administration, selling and distribution costs of a product;

· distinguish between fixed, semi-fixed, semi-variable and variable costs;

· carry out a simple break-even analysis;

· calculate a selling price by using the mark-up or the margin;

· apply the concepts of chargeable hours and total hours worked.

Controlling inventory and overhead costs

· identify appropriate cost centres and elements of costs;

· explain how inventory costs can be controlled in the most efficient way;

· demonstrate how inventory can be valued according to the FIFO or weighted average method of valuation;

· illustrate how the most economical ordering quantity for items of inventory can be ascertained;

· record and analyse information with respect to allocation, apportionment and absorption of overhead costs; and

· establish overhead costs in accordance with the organisation’s procedures.
Accounting for a manufacturing enterprise
· demonstrate knowledge of the business and accounting environment;

· identify and describe accounting methods in line with organisational requirements and GAAP /GRAP;

· make the necessary double entries in the general ledger of a manufacturing concern;

· prepare a production cost statement for a manufacturing concern;

· prepare a trading statement for a manufacturing concern; and

· set up the notes to the production cost and trading statements for a manufacturing concern.

Budgeting and standard costing

· describe the benefits of budgeting;

· outline the budgeting process;

· prepare selected components of a master budget from information provided;

· develop and monitor an office supply budget;

· implement a plan to control the distribution of office supplies;

· implement control measures with individuals;

· explain what standard costing is;

· correctly code, analyse and correct data;

· state the advantages of using a standard costing system;

· define a variance;

· calculate different variances and determine whether they are favourable or unfavourable; and

· discuss the reasons why variances occur.

Financial management

· explain why the time value of money is such a crucial element to consider when making

· financial decisions for an organisation;

· calculate the future value of a present consideration;

· calculate the present value of a future consideration;

· apply various capital budgeting techniques to judge the viability of a capital investment; and

· understand the importance of financial reporting.

Organisational ethics & revision

· contrast morals and ethics;

· explain and describe a code of conduct;

· identify and explain the principles of a code of conduct;

· adhere to a code of conduct;

· identify and understand the ethical issues in an organisation; and

· explain the basic principles of internal control.

Income Tax Returns
Introduction to taxation

· identify the different types and categories of taxes;

· differentiate the factors in deemed South African source;

· understand the process of the Income Tax Act;

· identify the different tax years of assessment;

· compute the basic taxable income of an individual and a business;

· calculate a tax liability as per the sliding scale tax table;

· calculate marginal and effective tax rates;

· calculate tax thresholds from the sliding scale tax table and given tax rebates;

· understand the pre-paid taxes system;

· demonstrate the tax process.

Gross income
· identify amounts that would be included in the general definition of gross income;

· identify amounts that are specifically included in gross income.

Exempt income

· identify exempt income;

· calculate the exempt portion of gross income where the exemption is partial;

· calculate income for tax purposes.

Allowable deductions

· determine gross income;

· determine exempt income;

· calculate income for tax purposes.

Fringe benefits and allowances

· calculate the taxable portion of a travel allowance;

· calculate the taxable portion of a subsistence allowance;

· determine the taxation of other allowances and identify deductions which may be claimed;

· identify fringe benefits;

· determine the cash equivalent of fringe benefits for taxation purposes.

Prepaid taxes
· calculate gross earnings for an employee, including allowances as well as company car and medical aid fringe benefits;

· calculate ‘remuneration’ and ‘balance of remuneration’ as defined by SARS

· calculate ‘PAYE remuneration’, ‘SDL remuneration’ and ‘UIF remuneration’ as defined by SARS;

· complete a monthly EMP 201 return reflecting the correct calculation and payment of PAYE, SDL and UIF to SARS;

· complete an annual IRP 5 certificate or an IT 3(a) certificate for each employee; and

· complete the annual IRP 501 reconciliation for SARS;

· explain the reasoning behind the provisional tax system;

· demonstrate the calculations pertaining to the first provisional payment;

· demonstrate the calculations pertaining to the second provisional payment;

· demonstrate the calculations pertaining to the third provisional payment.

Taxation of non-residents

· determine whether or not a person is a resident of South Africa for tax purposes;

· interpret legislation relating to non-residents;

· calculate withholding tax on specific income paid to non-residents in terms of S35, S35A and S47;

· determine the tax liability of a non-resident.

Taxation of business entities
· determine the taxable income of a sole proprietor;

· determine the taxable income of a partner in a partnership;

· interpret legislation related to companies, close corporations and trusts;

· apply the laws and procedures relating to these entities;

· classify a company as either private or public;

· identify a group of companies;

· determine the tax liability of a small business corporation;

· identify dividends and deemed dividends;

· identify exemptions from STC;

· establish the dividend cycle;

· calculate STC payable in a dividend cycle;

· calculate the effective rate of tax of a company;

· identify the different types of trusts;

· identify who will be liable for the tax on a trust’s income in terms of S25 and S7;

· determine the tax liability of a trust.

Completing tax returns
· complete IT12S, IT12C and IT14 tax returns.

Capital gains tax

· interpret legislation related to capital gains;

· apply the laws and procedures relating to capital gains;

· identify disposals and deemed disposals;

· establish the time of disposal;

· calculate the proceeds and base cost of an asset disposed of;

· identify disallowed capital losses;

· identify deferred capital gains;

· identify exclusions;

· calculate the taxable capital gain.

Donations tax

· define donations tax;

· identify who is liable for donations tax;

· identify donations which are exempt from donations tax;

· identify deemed donations;

· understand limited interests in property;

· value property and limited interests in property for donations tax purposes;

· calculate donations tax.

Estate duty

· interpret legislation related to estate duty;

· apply the laws and procedures relating to estate duty;

· identify property and deemed property to be included in the gross estate;

· identify the deductions allowable from the gross estate;

· calculate the dutiable estate by deducting the S4A abatement;

· calculate estate duty payable;

· identify rebates allowable in terms of Schedule 1 and S16;

· apportion estate duty.

SARS and the Tax Practitioner
· identify the need for Tax Practitioners in South Africa;
· explain when a person should register with SARS as a Tax Practitioner;
· outline the circumstances under which a person does not have to register with SARS as a Tax Practitioner;
· explain the procedures to be followed for registration as a Tax Practitioner;
· complete the Tax Practitioner Registration Form (TP1);
· explain the reasons for regulation of the tax profession; 
· list the benefits for professional membership of the South African Institute of Tax Practitioner (SAIT).

Business Law and Accounting Control
The unspoken laws of business

· explain what is meant by an ‘unspoken law’;

· define economics;

· distinguish between microeconomics and macroeconomics;

· explain how major economic events such as a hike in interest rates, inflation and unemployment affects the ‘man on the street’;

· explain the role of households, businesses, government, the foreign sector and financial institutions in the economy;

· demonstrate the intricacies of demand and supply;

· illustrate and explain the laws of demand and supply as well as resultant equilibrium;

· explain how the theory of demand and supply can be used to determine what price to charge for a product;

· explain the determinants of demand and supply, and demonstrate how such determinants can affect the equilibrium point;

· explain what is meant by inflation, what causes inflation and what can be done to control it;

· explain why inflation is a problem.

The written laws of business

· explain the difference between civil, criminal, common and moral law;

· outline the steps to be followed in a civil case of justice;

· outline the basic premises of the South African legal system;

· outline the judicial precedent followed in South Africa;

· discuss, demonstrate and interpret different aspects of basic contract law;

· discuss, demonstrate and interpret selected business, bank and insurance laws;

· discuss, demonstrate and interpret the Acts relating the intellectual property;

· discuss, demonstrate and interpret selected accounting, tax and finance laws.

Managing your personal finances

· prepare a personal/household budget;

· explain the factors that have a bearing on one’s investment decisions;

· explain the difference between ‘saving’ and ‘investing’;

· outline the various asset classes in an investment portfolio;

· demonstrate how switches between asset classes at strategic intervals can enhance the value of an investment portfolio;

· outline and discuss the investment vehicles suitable for retirement planning;

· explain the working, construction and use of unit trusts and endowment policies in an investor’s investment portfolio;

· explain why risk cover is an essential component of every prudent investor’s investment portfolio;

· briefly discuss the need and working of short-term insurance products;

· explain why efficient debt management is so important, and how it can be applied effectively.

Accounting systems - Internal control concepts

· authorisations;
· segregation of duties;
· custody of assets;
· physical security;
· record keeping of physical balances;
· recording controls;
· control environment;
· auditing;
· compliance testing;
· sampling;
· materiality;
· information technology;
· integrity of systems;
· password protection;
· planning an internal audit;
· writing an internal audit report (internal);
· the external audit report;
· outline, demonstrate and discuss the basic premises of internal control.

Managing accounting systems

· revenue cycle: process flow, summary, audit approach, managing the accounting systems in the revenue cycle;
· expenditure cycle – purchases: process, summary, audit approach, managing systems in the purchase cycle;
· expenditure cycle – salaries and wages: process, summary, audit approach, managing systems in the salaries and wages cycle;
· expenditure cycle – fixed assets: process, summary, audit approach, managing systems in the fixed asset cycle;
· expenditure cycle – cashbook: receipts, payments, bank reconciliation, audit approach

· managing systems for the cashbook;
· outline, demonstrate, and discuss the management of accounting systems, with specific reference to the various revenue and expenditure cycles.

Accounting systems - Stock control

· periodic stock system;
· perpetual stock system;
· purchasing;
· sales;
· perpetual counting;
· physical security;
· paperwork imperative;
· conclusion;
· audit approach;
· managing systems for stock control;

· explain how stock control can be applied and controlled most effectively in an organisation.

Accounting systems - Analytical review

· procedure;
· qualitative characteristics of financial reporting;
· balance sheet reconciliations;
· demonstrate how analytical reviews are conducted to ascertain the validity; and integrity of internal control and internal audit procedures.

Liquidation and executors’ accounts
· explain what is meant by ‘estate planning’;

· explain the consequences of dying intestate;

· demonstrate the various permutations of intestate succession;

· outline the basic legislation relating to estate planning;

· calculate estate duty payable on the estate of a deceased;

· explain the basic premises of donations tax and how this tax has a bearing on estate planning;

· outline the main functions of the Master with respect to deceased and insolvent estates;

· explain the roles of dependants, minors, tutors, trustees and curators with respect to

· deceased estates;

· discuss the appointment procedures of tutors and curators;

· outline ways by which estate duty can be reduced;

· demonstrate the working of executors’, tutors’ and curators’ accounts;

· administer insolvent estates, with particular reference to liquidation and distribution accounts;

· explain the difference between voluntary surrender and compulsory sequestration;

· outline the various acts of insolvency;

· explain the role of the trustee and the effect of sequestration on the insolvent’s property;

· prepare the accounts used to administer the insolvent estate.
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