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CBT Sample assessment model answers

Work Effectively in Accounting and Finance (WKAF)

Sample assessment 2
Task 1 (5 marks)

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

Company vehicle senicing policy

Sales visit procedures

Expenses payment procedures

Production shift handover procedures






[image: image3.png](b) Identify which TWO of the following statements are correct:

The accounting function has 3 legal obligation to review the credit policy every two years.

Orgainsational procedures prevent stafffrom suggesting improvements to work processes

Itis good practice for organisations to explain the fire evacuation procedures during staffinduction training.

The Staff Development policy only applies to those working in the human resources department

Many organisational policies and procedures are designed to ensure that working practices comply with
legal requirements.

The Data Protection policy is an example of a policy that would not apply o those staff working in an
accounting function





Task 1, continued

[image: image4.png]() Identify which TWO of the following services that staff in the accounting and payroll function would
be most likely to provide to colleagues in the Production Department. The order in which you place
your selection is not important.

Select each answer by dragging it into the box provided.





[image: image5.png]Services staff in the accounting

‘and payroll function would be most

likely to provide to colleagues in the
Production Department





Task 2 (8 marks)

[image: image6.png]{a) Drag the correct job tities into the blank spaces to complete the organisation chart.

‘Senior Partner Tax ‘Senior Partner ‘Senior Partner Audit ‘Senior Partner
Corporate Finance Charities Sector
Junior Partner Tax Junior Partner Junior Partner Audit Junior Partner
Corporate Finance. Charities Sector
TaxAssistant Corporate Finance Audit Assistant Charities Sector
Assistant Assistant
TaxTrainee Corporate Finance.
Trainee







[image: image7.png](b} Identify whether the following statements are true or false.

Ensuring the VAT bill s paid on time will help the organisation mest ts legal
and regulatory requirements.

Paying supplier invoices as soon as they are received will elp the
organisation's solvency.








Task 3 (7 marks)

[image: image8.png](a) Complete the email below below by inserting the email address of the recipient and the filename of
any attachments and selecting TWO correct paragraphs that should be inserted into the main body of
the email.

From: AATStudent@GCCS.com
To: [[uwaifo@GCCS com
Subject  Production expenses October

‘actual compared to budget

Attached:  [PDBEOCtAs

Hello John

Paragraph 1

Paragraph 2

Regards
AAT Student







Task 3, continued

[image: image9.png]Whilstyou spent more on wages at the basic rate of pay you spentless than budget on wages at
‘overtime rate. You spent more than budget on your protective clothing, machine oil and cleaning
materials. You spent less than budget on sundry expenses. | hope you find this information ussful,
fyou require any further analysis please do not hesitate fo contact me.

Following the producion of the latest month-end report, see attached,  herewith provide you with an
analysis of your expenses paid in the month of October. Overall you spent ess than budget on your
total expenses by £1,645 butthis is made up of diflerent expenses in some of which you exceeded

budget andin some of which you spent less than budget

Whilstyou spentless on wages atthe basic rate of pay you spent more than budget on wages at
‘overtime rate. You spentless than budget on your protective clothing and cleaning materials. You
‘spent more than budget on machine oil and sundry expenses. | hope you find this information
useful,ifyou require any further analysis please do not hesitate to contact me.

Following the producion of the latest month-end report, see attached,  herewith provide you with an
analysis of your expenses paid in the month of October. Overall you spent more than budget on your
total expenses by £1,455 butthis is made up of difierent expenses in some of which you exceeded
budget andin some of which you spent less than budget

Whilstyou spentless on wages atthe basicrate of pay you spentless than budget on wages at
‘overtime rate. You spent more than budget on your protective clothing, machine oil and cleaning
materials. You spent less than budget on sundry expenses. | hope you find this information ussful,
fyou require any further analysis please do not hesitate fo contact me.

Following the producion of the latest month-end report, see attached,  herewith provide you with an
analysis of your expenses paid in the month of October. Overall you spent more than budget on your
total expenses by £1,645 butthis is made up of diflerent expenses in some of which you exceeded
budget andin some of which you spent less than budget





Task 3, continued

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

Itis not necessary to proof read emails if they are sentto people within your organisation but exteral
emails must always be proof read.

The main problem with sending information in an email is that irrespective of the file size only one fle may
be attachedo an emai.

























Task 4 (8 marks)

[image: image11.png]‘Complete the To Do List below for MONDAY and TUESDAY of week 2 by dragging each task to the correct
position. Please note that each task box s 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.

Closing stock breakdown || [Accounting function meeting 09:00 - 10:00
Closing stock breakdown | [Region 6 expenses analysis 10:00 - 11:00
Regional reconciliation Region 6 expenses analysis 11:00 - 1200

[Wages analysis Petty cash top up 1200 - 13:00





Task 5 (8 marks)

[image: image12.png]Review the draft letter and identify EIGHT words or collections of letters or digits which are either spelt
incorrectly, are inappropriate or are technically incorrect. You should click on the incorrect area to select
itand click on it again to remove your selection.

October Statment Reconciliation

Dear Hirs Oboh,

Many thanks for providing the October statement which we have now reviewed and comparedo our
records of amounts owing by you. We would like too highiight two discrepancies:

1. Your entry for £794.35 on 12.01.13 does not corespond with the invoice we have for that date.
“The invoice shows an amount of £749.35 for these goods.

2. Your entry for £375.20 on 26.10.13 is not known to us. We have no record of ever ordering or sending
this amount of goods on this date.

Please investigate these differences as we wantto be sure our records agree before we setle our account
with you. If you would preferto contact me by telephone to discuss this matter please do so as we would
ke to resolve these differences as soon as posible.

Yours sincerely





Task 6 (8 marks)

[image: image13.png](a) The annual production quantities of finished goods in numbers of units for an organisation are set outin
the table below. The figures in the table are a mixure of actual values, fractions oftotalfinished goods,

‘and percentages oftotal finished goods:

() Whatis the total number of units of finished goods for product B for the year?

68640

(i) Whatis the total number of units of finished goods for product C for the year?

124800

(i) What s the total number of nits of finished goods for product E for the year?

234000

(iv) Whatis the total number of units of finished goods for product F for the year?

31200

A 79872
B 1%
c |
D 85,438
E EC
F 5%
TOTAL FINISHED GOODS (UNITS) 624,000

(v) Which TWO products equate to 26.5% of the total number of units of finished goods for the.

organisation for the year?

[Products AanaD

(b) The total number of units of finished goods of 624,000 showed 4% increase over the budgetfor the year.

Calculate the total budget for numbers of units of finished goods for the year. If applicable, you should
round your answer to TWO decimal places, for example 18.494 would become 1.49 and 18.495 would

become 18.50.

600000







Task 7 (6 marks)

[image: image14.png](a) Drag, into the table provided, the TWO most appropriate development activities that the trainee
‘should undertake in the first six months of taking up the new role in the management accounts
function. The order in which you place the activities is important, and you should place the activity
with the highest importance firstn the table.

[Sitwith a colleague when the monthly budget|
reports are produced

[Read a book on standard costing in a
Iproduction environment





[image: image15.png](b) Identify TWO of the following statements which are consequences to the organisation and/or the
individual of NOT maintaining appropriate and sufficient CPD activities. Drag the appropriate
‘statements into the table provided. The order in which you place the items is not important.

fknowledge is not up to date then staff could give.

lincorrect professional advice.

[Achartered accountant may be prevented from
\continuing as a member of their professional body.






[image: image16.png](c) Identify whether the following statements are true or false in relation to the completion of CPD activity.

Conducting research in the library atthe local college as part of your AAT studies,
is one type of CPD activity

Waking sure that an accounting trainee has completed sufficient CPD actites is
the sole responsivilty ofthe organisation's Human Resources department





Task 8 (8 marks)

[image: image17.png]“The reduction in actual fulltime course fee income when compared to
the budgetis fully offset by the amount that the actual part-time course
fee income exceeds budget.

“The new AAT study programme has been successful in increasing
actual parttime course fee income and exceeding the budget, butthe
‘actual one day course fee income is less than the budget.

“The faculty has been successful in reducing the actual cost of books by
25% when comparedto the budget, but has overspent on the cost of
teaching materials by 5% when compared to the budget.

‘The reduction in actual ful-ime course fee income when comparedto
the budgetis only partially offset by the amount thatthe actual part-time
course fee income exceeds budget

“The faculty should continue to cover the full-ime vacancy with parttime
staffas the savings made from the full-ime salaries budget are more
than twice the additional amount spent in part-time salaries.

Total actual income is less than the total budgeted income, but total
‘actual expenditure is greater than the total budgsted expenditure.

‘The faculty should investgate why the numbers of students registering
for partfime courses was less than expected.

“The faculty should increase markefing actity to promote higher
‘numbers of students registering for the one day practical bookkeeping
course and the revision courses.

‘The reduced numbers of students registering for ful-ime and one day
courses has ledto a reduction in expenditure on registration fees.







Task 8, continued

[image: image18.png](ii) - Select which of the following would be the most suitable title for this report.

Business and finance budget

Faculty income and expenditure performance review

Faculty income and expenditure results

Review of business and finance faculty income and expendure against budget

Review of business and finance

(b) Identity which ONE of the following describes the contents of the ‘main body’ section of a business report.

Provides suggested actions to overcome the problems identified

Provides an analysis of the results of the research

Summarises the main points of the research and anaysis

Provides suggested actions to be taken in the future.






[image: image19.png](c) Complete the following statement by selecting the most appropriate answer from the drop down list.

When considering the order of a formal business report, which section will usually appear between the.
executive summary and the main body?

[roduction




Task 9 (6 marks)

[image: image20.png](a) From the actions below select the THREE things you will o, during the morning, to help the trainee
settle into their new role within your team but also to meet your work commitments to colleagues.

Tellthe Finance Trainee to go home and return after lunch when the
Financial Accountant s in the office.

Meetthe Finance Trainee and introduce yourself and explain about
the Financial Accountant not being available unti lunchtime. v
Contactthe production departmentto advise them of the situation and v
request an extension to the deadiine for the budget analysis information.

Tellthe trainee to sit at a desk and occupy themselves by looking at some.
leisure magazines whilst you complete your work.

Ask the trainee to think of whattraining courses they want to attend.

Take the trainee with you as you visit members of the depariment o confirm
atiendance atthe conference, infrogucing the new team member at the same time






[image: image21.png](b) Identify whether the following would or would not necessarily have a positive effect on the team
performance of the finance function.

Would Would not
usually have a necessarily have a
positiveeffect  posiive effect

Having a leader who does not encourage communication with oiher team members.

Ensuring there are at least four members in he feam

Selecting team members that have complementary experiences and skills





 
Task 10 (8 marks)
[image: image22.png](a) From the options provided select the ethical principle that applies in each situation.
Note each option may be used more than once.

You are asked by a colleague to provide the contact details of a client as they were at ‘Confidentalty
‘school together.

You have been asked to complete VAT retum which is a subject you have notyet Professional
Studied at college and about which you have litle knowledge. Competence
Your organisation has a Customer Communication policy which states that, when Integrity

‘communicating with customers, accounts staff must be truthful

Anew accountant asks you to check an advertisement which is to be placed in the Professional
Iocal newspaper. In this he states “We are the best accountants in the area and half
the price of Jones and Co.* Behaviour






[image: image23.png](b) Review each of the following situations and select the most appropriate course of action from the.
options provided.

() Whilst conducting a year-end audit at a client's business the client offers to take you on an all expenses
paid holigay to her villa in Spain once you have finished the year-end work.

Politely decline the offer and do not tell anyone about it

Politely acceptthe offer but askthe client notto mention the holiday to any other members of the auditteam.

Politely accept the offer and work extremely hard to inish the year-end work.

Politely decline the offer and discuss the situation with your manager.





Task 10, continued

[image: image24.png](i) You have been asked to act as an interviewer to help assess and select prospective new trainees for
your organisation. Your niece has been selected for one of the intenviews

Complete the work as interviewer but treat each interviewee fairly and don'ttell anyone about your
connection with one of the applicants.

Complete the work as interviewer and ensure you are able to help your niece through to the next stage of
the recruitment process.

Refuse to be involved in any aspect of the assessment and selection of prospective trainees but do not
explain to your manager why.

Discuss the situation with your manager to see if you could complete the work but abstain from being
involved in the assessment of your niece.

(i) You have been asked by afamily friend to acise them of the names of current bidders and details of
their offers regarding a contract that they wish to tender for.

Provide them with the requested details of current bidders and their offers.

Provide them with the requested details of the names of the bidders but notthe details of heir offers.

Politely deciine to provide any details explaining you are not allowed to disclose such information.

Provide them with incorrect details of the other bidders' offers.





[image: image25.png](c) When can information about a client be disclosed to their spouse?

[Eereimes, UL ony 7y e e periasion oThe et v





Task 11 (8 marks)

[image: image26.png](a) Identify which FOUR of the following are sustainability initiatives that a business may implement.

Introguce 3 waste recycling scheme.

Recruit only fully trained staff.

Use video conferencing to save staff having to travel to team meetings.

Increase prices every time costs go up.

Obtain goods and senices from the cheapest supplier.

Give all staffa pay rise every year.

Introduce procedures to ensure that all electical equipmentis fully switched off sach day when the
offce is vacated.

g st i s s st s





Task 11, continued

[image: image27.png](b) Identify whether the following statements are true or false.

‘Sustainability means ensuring the organisation focuses purely on
economic growth at all costs.

Encouraging supplers to send electronic invoices can be part of an
organisation's sustainabilly agenda.

When sourcing goods and services an organisation should check that
potential suppliers have good environmental policies.

Planning the routes of delivery vehicles to minimise distance travelled
may reduce the running costs of the organisation and also have a
positive effect on the environment.





