[image: image28.png](b) Identify whether the following statements are true or false in relation to the impact on your
colleague or the organisation if you do not supply the information on supplier statements:

‘There will be no impact ffyou can't check supplier statements on
‘Thursday, you can prioritise this work the next day.

Your colleague may be unable to pay suppliers by the due date which
may resultin problems for the organisation in receiving future supplies.





CBT Sample assessment model answers

Work Effectively in Accounting and Finance (WKAF)

Sample assessment 1
Task 1 (5 marks)

[image: image2.png]() Which ONE of the following policies and procedures is most ikely to be relevant to those working in
‘an accounting function?

Production quality control policy

Website development procedures

‘Staff code of behaviour policy

Motor vehicle maintenance policy

(b) Identify which TWO of the following statements are correct:

‘Organisations, by law, must have atleastten policies and procedures.

Itis good practice for organisations to have policies and procedures o all staff
‘Work!o a consistent standard.

Data protection policy is an example of a policy that would not apply
tothose staff working in an accounting function

Organisational procedures always resultin stafftaking longer to do work tasks.

Ensuring staff adhere to organisational policies and procedures should resultin
more efficient working practices.

‘The Health and Safety policy only applies to those working in the production
department





Task 1, continued

[image: image3.png](c) Identify which TWO of the following stakeholders a trainee in the accounting function is most likely to
communicate with on a regular basis.





[image: image4.png]Stakenolders an accounting
trainee is most ikely
to communicate with
on a regular basis

1 Revenue & Customs

Debtors







Task 2 (8 marks)

[image: image5.png](a) Drag the correct job titles into the blank spaces to complete this part of the organisation chart.

Managing
Director

Sales
Director

Finance ‘Human Resources,
Director Director
Sales Ledger Purchases Leager General Ledger
Accountant Accountant Accountant
‘Assistant General
Ledger Accountant
‘Sales Ledger Purchases Ledger General Ledger
Clerks Clerks Clerks





Task 2, continued

[image: image6.png](b) identify which TWO of the following actions will heip the solvency of an organisation:

Maximise stock levels.

Issue statements to debtors on a regular basis

Pay creditors as soon as invoices are received

Encourage debtors to pay the amounts owed on or before the due date

Ensure the organisation has a staff development policy

Issue statements to creditors on a regular basis





Task 3 (7 marks)

[image: image7.png](a) Complete the email below to book the meeting with the Facilities Manager Martin Slone (msione@Mbs.com)
by inserting the email address of the recipient and selecting TWO paragraphs that shoud be inserted into the
‘main body of the email to make al of the arrangements for the meeting.

From: AATstudent@Mbs.com

mslone@mbs com

To:

Subject  Mesting room booking

Hello Martin

[Paragraph 1

[Paragraph 2

Regards
AAT Student





[image: image8.png]From: AATstudent@Mbs.com

To msione@mbs com

Subject  Meeting room booking

Hello Martin

Paragraph 1

Paragraph 2

Regards
AAT Student





Task 3, continued

[image: image9.png]We require a room for our review meeting on 18 August 2013 between 10.00 and 14.00. Tealcoffee
s not required butlunch is required at 12.00. Two people require vegetarian food the others have
no special dietary requirements.

‘The room should be arranged in a horseshoe style and an overhead projector, wide screen and
Iaptop wil be required for the meeting. The costs associated with the meeting are to be sentfor the
attention of John Brean. Budget code AC3217653 should be charged.

‘The accounting function needs a room for its monthiy review mesting on 18 August 2013. The
meeting is due to start at 10.00 and should finish at 14.00. There will be 25 peaple atthe meeting
‘and we shall require lunch at 12.00, two attendees require vegetarian food, nobody eise has any
‘special dietary amangements. There will not be a requirement for tea or coffee.

‘On behalf of John Bran | wite to request a booking for the accounting function’s monthly review
meeting. There will be 25 staffincluding the Finance Director and Managing Director attending the
meeting and lunch will be required at 12.00. The only special dietary requirements are that two
Deople require vegetarian food. Tealcoffee will not be required.

An overhead projector, white screen and laptop will be required for the meeting. The room should
be arranged in our usual style. The costs associated with the meeting are to be sentfor the
attention of John Brean. Budget code AC3217653 should be charged.

An overhead projector, white screen and laptop wil be required for the meeting. The costs
‘associated with the meeting are to be sent for the attention of John Brean. Budget code
ACC3217653 should be charged.

We will require an overhead projector, white screen and laptop for the meeting. The room
‘should be arranged n our usual horseshoe style. The costs associated with the meeting are to be
‘sentfor the attention of John Brean. Budget code ACC3217653 should be charged.

Please arrange for a room to be booked for the accounting function’s monthly review meefing,

There will be 25 staff plus the Finance Director and Managing Director at the meeting between
10.00 and 14.00 on 18 August 2013. Tealcoffee will not be required and lunch s requested at
12.00. Two people require vegetarian food; there are no other dietary requirements.





Task 3, continued

[image: image10.png](b) Identify whether the following statements are true or false:

You do notneedto proof read emails s this is an informal method of communication

When deciding upon the best method of communication you only need to consider the information you are
tying to communicate.





Task 4 (8 marks)

[image: image11.png]Complete the To Do List below for next MONDAY by dragging each task to the correct position.
Please note that each task box is one hour in duration, therefore if a task takes more than one
hour to complete you will be able to use the task box more than once.




[image: image12.png]Deparimenta reporls 09:00 - 1000
Accounting funcion meeting 10:00 - 1100
Deparimental reporls 1100 - 1200
Lunch 1200 - 1300
Variance report 1300 - 1400
ages analysis 14:00 - 1500
ages analysis 15:00 - 1600
ages analysis 16:00 - 17:00





Task 5 (8 marks)

[image: image13.png]Review the draft letter and identify EIGHT words or collections of letters or digits which are either
‘speltincorrectly or are technically incorrect. You should click on the incorrect area to select it and
click on it again to remove your selection.

Acount GR45276091

Dear s Gray,

Please find inclosed a current statement for your account. As you will see from the statement the.
current account balance for your organisation is £4,725.50. 1 have been adviced that you have.
recenty placed an order for goods to the value of £1,750. This order is currently on hold as the.
extra purchases will resultin your credit imit of £6,000 being exceeded.

You are a highly valued customer and | notise that we have not reviewed your credit imitfor a
number of years. | would therefore suggest that we increase your credit limit to £7,000. fyou
‘consider this amountto be insuficient for your current needs please contact me and we can
‘arrange 3 meeting to review your account

I'would appreciate it ifyou could make contact as 00 as posile 5o that we can discuss the
matter further. | shall be out of the office from next Thursday for a week o ifyou could contact me
before then itwould be helpful. | will arange four the immediate delivery of your outstanding order
‘a5 s00n as | receive your agreementto the revised credit limit

Iook forward to hearing from you.

Yours faithully





Task 6 (8 marks)

[image: image14.png]() Whatis the total sales figure for departments 4 and 5 for the year?

B 459051

Department 4 made twice 3s many sales as Department 5.

(i) Whatis the figure for sales made by Department 4 in the year? If applicable, you should round your
‘answer to TWO decimal places, for example 18.494 would become 18.49 and 18.495 would become
1850,

B 306034]

The sales targetfor all depariments was £1.5 million. Department 1 was estimatedto contribute 113 ofthe
sales target.

(i) What s the difference between the sales target and the actual sales made by Department 1

B 42151

‘The sales targetfor Depariment 2 was half a million pounds

() What was the difference between the target and actual sales for Department 2 expressed as a
percentage of the sales target? If applicable, you should round your answer to TWO decimal places,
for example 18.494 would become 18.49 and 18.495 would become 18.50.

2388] %

‘The organisation is aboutto setits target sales for 2013 and wants to achieve an increase in sales of
10% over the actual sales in 2012. In addition to this there will be a general price increase of 2%.

(b) Whatis the total sales target for the organisation for 20132 [£1,345.400 ]





Task 7 (6 marks)

[image: image15.png]Atrainee in the accounting function has been asked to take responsibility for leaming about the new
computerised accounts system thathe organisation wil startto use in six months' ime. The system is being
buit by anIT developer specifically for the needs of your organisation. After completing personal development
actvities the trainee will be expected to provide Iraining and support for staffin the accounting function.
According to the timescale for this work, all staff will need o starttheir training on the new system three
months prior to the introducion of the new system

(a) Drag the TWO most appropriate development activities for the trainee to complete, in order to prepare.
for their work associated with this task, in to the boxes provided. You should also identify the
timescale for the completion of each of these development activities.

Complete a“How to provide excellent 03 months
training” course

Atiend a one day training course with the 03 months
developers of the new system







[image: image16.png](b) For each of the following statements drag the most appropriate reason into the column to explain why the

statement is correct. Note each reason may only be selected once.

CPD has to be completed by those working in an accounting function because.

it ensures an indiaual's technical knowledge is up to date

Idenifying SMART personal development objecives is important because.

the activities should be clearly identified so that progress and
achievement against the objectives can be assessed.

tis importantto discuss personal development with a line manager because.

they may be able to provide a different assessment of your
performance and areas for development.

An organisation benefits ifstaff development and CPD acivities are completed because.

itmeans thatthe staffs general standard of work should be
improved and should comply with regulatory requirements.





[image: image1.jpg]aat




Task 8 (8 marks)


Task 8, continued

[image: image17.png](ii) Select which of the following would be the most suitable ttle for this report:

Results ofthe questionnaire

Areview of the communications strategy

Areview of the finance function

Areview of restructuring of the finance function

Areview of taff perceptions of their manager

(b) Identify which TWO of the following would occur before the introduction section of a business report:

Appendices

Recommendations

Wain body

Conlusions

Executive summary

Title

[SJS]






[image: image24.png]Allteam members have clearly defined objectives and
responsibiliies

Each team member s willing and able to cover the work of
other team members if necessary

Good communication within the team




Task 9 (6 marks)






[image: image25.png](c) ldentify which THREE considerations are important to ensuring the team works effectively.




[image: image26.png]For most staffthe company briefing explaining the process and
timescales for the restructuring of the finance function helped reduce
their concems and the manager kept most stafffully informed of
developments and changes during the restructuring

Tioststafffell hat el manager had e ime {0 listen {0 their concerns,
during the restructuring process and most staff believe that the new
team approach has resulted in increased eficiency of working practices.

Forthe wider restructuring, managers need to be trained o ensure that
they keep stafffully informed and up-{o-date and thatthey have the time
tolisten o their staffs concerns,

Tnformation aboutjob roles and responsibiliies, prowided to sl prior o
the restructuring, was helpiulto staffin positioning both their own and
colleagues' roles within theirteam. However, the team building event
prior to restructuring was not considered helpful in enabling staffto get
to know colleagues within their team.

Most stafffelt that their manager did not keep them fully informed of
developments and changes during the restructuring and most staff
believe thatthe new team approach has resulted in increased eficiency
of working practices.

The team building event held before the finance funclion restructuring
‘should not be implemented across the organisation as finance staf did
ot consider itto be helpful in getting to know colleagues within their
team,

For most staffthe company briefing explaining the process and
time scales for the restructuring of the finance function helped reduce
their concems and the team building event prior to restructuring was
‘considered helpiul in enabling staffto get to know colleagues within
their team.

The company briefing explaining the process and time scales for the
restructuring of the finance funciion and the team building event
‘should be features of the wider organisational restructuring as

most staff considered they were helpful.

Information aboutjob roles and responsibilities, provided to staff prior to
the restructuring, was helpiulto staffin identiing both their own and
colleagues’ roles within their team. However, most et that their
manager did not have the time to listen to their concerns during the
restructuring process.





[image: image27.png](a) Select the most appropriate action to take from the list provided in the table.

‘Complete the additional task as your manager s the most senior
Person you work o and do whatever ofher work you can. The colleague
will have to waitfor their work untilyou have time to complete it

‘Complete the additional task as your manager s the most senior
Derson you workfor and do whatever ofher work you can. You will
prioritise the colleague’s work for the next day.

Complete the colleague’s work as they asked you'to do the work first
‘and you will startthe manager's work tomorrow.

Discuss your workload with both the manager and the colleague to
decide on the work priority and renegotiate deadiines where appropriate.





Task 10 (8 marks)

[image: image18.png](a) Identify which THREE of the following are fundamental ethical principles by dragging the appropriate
principles into the table:





[image: image19.png]Fundamental ethical
principles

Objectity

Professionalism

Honesty







[image: image20.png](b) State which ONE of the following situations is an example of where a conflict of interest may arise:

You are completing some accounting work at a clients
premises but you are the only person on the premises

Your manager takes the whole department for a meal at
lunchtime to celebrate your forthcoming wedding.

You are asked to auditthe stock at a local car dealership
which is owned by your uncle.

You are asked to complete the accounts of a national
fashion retailer from which you often purchase clothes.





Task 10, continued

[image: image21.png](c) Identify whether the following statements are true or false:

‘Those working within an accounting environment should act with
integriy.

Personal information of a client cannot be given to people unless they
are close friends or relatives of the client.

Information aboutthe income generated by the organisation for which
youwork can be discussed with your friends as atthe end of the year
the organisation will publish their financial resuls.

Aconflict of inerest only has to be declared i the employee fesls
‘unhappy aboutthe situation

(SIS RIS





Task 11 (8 marks)

[image: image22.png]() Identify which FOUR of the following are sustainability initiatives which a business may implement:

s s v s wm s

Have all office lighting linked to motion sensors so they automatically
e i 7]

Always selectthe lowest priced suppliers of goods and sevices.

Ensure alltrainee accountants complete CPD.

Do business only with organisations which can demonstrate they follow
responsible environmental pracices.

Ensure costs and expenses are minimised in every instance.

Arrange monthly management mestings ata cenral point i the country
rather than at head ofice.

Resiict paper usage to the printing of essential documents only.





Task 11, continued

[image: image23.png](b} Identify whether the following statements are true or false:

‘Sustainability means ensuring the organisation focuses purely on
‘generating the highest profi iiespecive of the consequences of the
organisation’s actions.

When building new premises, ring to ensure the building is carbon
neutral even if this results in increased initial costs is an example of a
sustainable iniiative by the organisation

‘Sustainable initiatives do not apply o those in an accounting function
but such iniiatives do apply to the production function.

Having a policy of ofice buildings being well insulated and solar
powered may help reduce the running costs of the organisation and
also have a positive effect on the environment.





