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Candidate No: 1234656 © Question: 12

Section 2 - Tasks and Questions
Itis importantto understand the role of the accounting department within an organisation.
‘Show whether the following statements are true or faise.

Information produced by the accounting department will only be used by managers in the accounting
depariment.

Tue

False

Customers of the accounting department are always from outside of the organisation.

Tue

False
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Task 1.2
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[Fizoiity [l is something an organisation owes.
[ asset_ [l is something an organisation ovins.

‘an example of an asset, a liability, income or expenditure.
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Section 1. Tasks and Questions

(a) Complete the following sentences by selecting the most appropriate option.

(b) Place a tick in the appropriate column of the table below to show whether each of the items listed is

Expenditu

[Electricity
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Section 1. Tasks and Questions

Itis important to understand the terminology used when buying and selling goods for cash and on credit.

Use the appropriate drag item to identify the term described.

ption

Cash sales
[Atransaction to sell goods when payment is made immediately. ®

‘Adeblor Acreditor
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Section 1. Tasks and Questions

‘Organisations issue and receive different documents when buying and selling goods.

Link each document below to the appropriate description by clicking on the left hand box and then on the.
right hand box. You can remove aline by clicking onit.
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Task 1.5
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Section 1. Tasks and Questions

‘You work for Gould Ltd. You are preparing to record some documents in the books of prime entry.

() Select which ONE of the documents below wil be entered in the sales day-book.

Aninvoice sentto a customer

Acreditnote sentto a customer

Acheque sent by a customer

(b) Select which ONE of the documents below will be entered in the cash receipts book.

Acash payments listing

Acheque sent by a customer

Acheque sentto a supplier

(€) Place the appropriate drag item on each document below to show which book of prime entry that
‘document will be entered into. You will ot need to use all of the drag items.

Bateman Retail Gould Ltd

19 White Lane, Conglefield. W4 6TX 3 Granby Road, Sailport. S812HS.

VAT Registration No. 176 3988 00 VAT Registration No. 397 3813 00
Invoice No. 2045 Credit note No. CN620.
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Task 1.5 Continued
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Bateman Retail
19 White Lane, Conglefield. W4 6TX
VAT Registration No. 176 3988 00

Gould Ltd
3 Granby Road, Sailport. S812HS.
VAT Registration No. 397 3813 00

Invoice No. 2045 Credit note No. CN620
To: GouldLtd 19.July 201 To Mayfield Associates 10.July 20
3 Granby Road, 22 Lystral Lane,
Sailport $512HS Fleetoury FY5 2DT
£ £
80 panels @£4.35 each 34800 20items of product AB2 @ £5.70 each 11400
VAT @20% 69.60 VAT @20% 2280
Total a760 Total 13880
Terms: 30 days net
" Bookofprime entry |  Purchases Bookofprime entry | Sales retums
day-book day-book
Gould Ltd Drag tems: Purchases retums
‘Cash payments listing day-book
20 July 20X
£ Cash receipts Sales
LH Hallsworth -for repairs to roof 67.00 book. day-book
Express Cars -tad fare 3550
Total 10250

Book of prime entry | Cash payments
book.
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Section 1. Tasks and Questions

‘Some organisations use coding within the accounting records.

Which ONE of the following options identifies the type of code used by the organisation for its debtors?

Alphabetical

Numerical

Alphanumerical
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Candidate No: 1234656 © Question: 12

Section 1. Tasks and Questions

Your organisation uses a batch processing system to enter purchases invoices into the accounting records.

‘Show whether the following statement s true or false.

In a batch processing system a group of purchases invoices are entered into the accounting records atthe.
same time.

Tue

False
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23 Live bank
Itis important to ensure cheques sentto suppliers are completed properly. (33 Live bank 20 percent VAT

33 Practice assessment 20 percen|
On 11 July 20XX you are preparing a cheque for £1,347.09 to send o a supplier, Dawes Paints. &1 Practice assessment 2.20 perce
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() Which ONE of the following options shows the date as it should be written on the cheque?

1 July 204¢

(b) Which ONE of the following options shows the payee as it should be written on the cheque?
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- (3 Section2 ~
R e —
Drawes
Properties omx
Dawes Paints ER=]
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B Scene
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(b) Which ONE of the following options shows the payee as it should be written on the cheque?

Drawes

Dawes Paints

(€) Which ONE of the following options shows the amount in words as it should be written on the cheque?

One thousand three hundred and forty seven pounds and ninety pence.

One thousand three hundred and forty seven pounds and nine pence

‘One thousand three hundred and forty seven pounds only

Properties oax
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(d) Show whether the following statement s true or false.

‘The amount in words on a cheque should match exactly the amountin figures.
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|Sales 260,000 8] Task 1.7AccSV001
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(b) Use the income and expenditure figures to complete the following calculations.

() Calculate gross profit

£ (148000 B Scene
CurrentScene | Main Scene
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(b) Use the income and expenditure figures to complete the following calculations.

() Calculate gross profit

= [136000 6] Task112AccSY00L
- (3 Section2 -
Calculate net profit U ]V
Properties oax
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(c) Using your answer from (b)(i) calculate net profit as a percentage of sales.
Ifyour answer is not a whole number make sure you give your answer to 2 decimal places.
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An organisation is reviewing the selling price of some ofts products.

‘The current selling price of product number 361 is £24.00. This is to be increased by 16%.

(a) Calculate the increase in selling price for product number 361.

£ [360

‘The current selling price of product number 266 is £162.00. This is to be increased by 1/4 (one quarter).

(b) Calculate the increase in selling price for product number 256.
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Your organisation keeps detailed records of sales by region
‘Sales for ast month are shown in the table below.

(a) Complete the table to show the total sales for the last month.

al

568368

Isouth

25,289.02]

East

3,67270|

|west

2,455.00|

[Total

3710040

& [ozrs1

(b) Calculate the average sales per region for the last month.

Your organisation keeps detailed records of expenses by store.
Expenses relatingto different stores are shown in the table below.

() Complete the table to show the expenses for store $214.

Exp
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(b) Calculate the average sales per region for the last month.
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Your organisation keeps detailed records of expenses by store.
Expenses relatingto different stores are shown in the table below.

() Complete the table to show the expenses for store $214.

Exp

(d) Calculate the ratio of the expenses for store NOO1 to the expenses for store J967.
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Section 2 - Tasks and Questions

‘There are different types of organisation.

Place a tick in the appropriate column of the table below to show whether each of the orgnisations listed
arein the public sector, private sector or charitable sector.

Private Charitable

Organisation
o tor

|2 shop selling goods specifically to
raise funds for sick children

[The local police service
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‘AT studeni@panystores.com

[usingh@parystores com

[Annual Leave Request

remaining.

[Furtherto our conversation 1 wish to request annual leave from Monday 4 July to Friday
15 July. This will resultin me having 4 further days of annual leave entitement

[Kind regards
AAT Student

Dragitems

[ will be taking my holiday from 4 July to 15 July.

[4Juyto 15 Juy ] [MNsingh@Barys com
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Three  £50 notes
Five  £10notes
Sk £1coins

Eleven 10p coins.

One cheque for£270.00

B} &1 Sectionl
County Bank e [g50 notes A8 Tas |
Northport o Task
[€20 notes 8] Tosk
8] Tosk
[E10 notes P
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Itis important to observe confidentialiy.

(a) She

ow whether the following statement s true o false.

Confidential information can be Ieft on your desk as long as you are not going to be away from your desk
forlonger than 1 hour

Tue

False

(b) Complete the following sentence by selecting the most appropriate option.

You

[shouia [l tock your computer when youleave your desk.
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Section 2 - Tasks and Questions

Organisations communicate using difierent styles and formats.

=P
1P
EI (a) Show whether the following statements are true or false. B &1 Practice assessment 2.20
= Introduction
‘Organisations use templates to save time as staff only have to input the key information. Section1
B+ &1 Section2
e 868 21AccSY00L
8] 22AccSV00L
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=]
B Page
LsPageAttemp| True

(b) Select the most appropriate form of communication.
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Email SceneMark | 100%
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Drag TWO items each of which completes the statements in the tables below. You will not need o use all
of the drag items.

|A finance professional could renew job related
fechnical knowledge by reading the inancial newspapers.

Drag tems

[attending alanguage course.

[reading the sports section of the newspaper.

using double sided printing to save paper.

[Examples of environmentally responsible policies are
asking staffto use public ransport wherever

possible.
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An organisation is legally required:

Ifan employee sees a hazard they

vsitors.

Tue

‘Organisations should observe health and safety guidelines.

Candidate No: 1234656 © Question: 12

Section 2 - Tasks and Questions

(a) Complete the following sentences by selecting the most appropriate option.

oo o [l evronment [orar s anaverors il

(b) Show whether the following statement s true or faise.

re aways, B4 reauiredto reportit

Ensuring your deskis kept clean and tidy helps you o work more eficiently and promotes a better image to

False

1 Solution 'AAT Access Qualification’
B &) AAT Access Qualification
8 RecycleBin
BTLTest

Sue Pope

SYORK

Lettertemplate

Template Copy of Sample.

AAT Access Pracice Asses

Live bank

Live bank 20 percent VAT

Practice assessment 20 pe

B} &5 Practice assessment 2 20

Introduction

Section 1

B+ &1 Section2
868 21AccSY00L
8 22AccsV001
8 23AccsV001
8 2.4AccsV001
8 2.5AccsV001
8 26AccsV001
8 27AccsV001
8] 29AccSY00L
8 28AccsV001
8] 210AccSYO0L

[l
[Popie— wux]
o &
& Page

spageatemp| Tue
BRGeNE ] 100%
B scene

CumentScene  Man Scene

IsScencAttem| False
| | sceneMark [100%

PageMark
Returns the current mark the user has

achieved for the page

rope...| B Loyer. [

sz

Usemame: gemmamuireany (Standard User)

[Serveritps/at blisapassco i catet ONLINE





Task 2.7

[image: image23.png][xodio0L %)
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Section 2 - Tasks and Questions

Itis important to understand the skills needed by a finance professional.

(a) Complete the following sentences by selecting the most appropriate option.

Afanc rcessionai snouis [ seemumeraey s il s show [esporee g atuse

(b) Drag TWO items each of which completes the statement in the table below. You will ot need to use
all of the drag items.

Drag

|show a willingness to learn.

|Atrainee finance professional should

|discuss their training needs with their manager.

Drag tems

[not discuss their raining needs with anyone.

[display a careless attitude.

[EBEEE
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Section 2 - Tasks and Questions
Itis importantto work effectively

Itis Monday morning and you arfive at work to find there has been a water leak and al of the desks in the
office except yours have been covered in water. Your colleagues are understandably upset

() Which ONE of the following actions should you take?

Ignore the situation and open your mail,

‘Carry on with your work even though itis not urgent.

Offerto help your colleagues.

Planning is very importantto help you meet your deadines.

(b) Which ONE of the following documents below is a planning aid?

Astatement of profitor loss.

Aschedule of work

Aninvoice.

Itis important to use an appropriate form of communication at alltimes.

(€) Link the description to the appropriate form of communication by clicking on the left hand box and
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Astatement of profit or loss.

Aschedule of work

Aninvoice.

Itis important to use an appropriate form of communication at alltimes.

(€) Link the description to the appropriate form of communication by clicking on the left hand box and
then on the right hand box. You can remove a line by clicking on it.

|A non electronic form of communication sent to a
lsupplier requesting information about their new
lproducts

|An electronic form of communication to be sent to
lthe whole company advising them of the year end
laccounting procedures

|A non electronic form of communication sent to the|
sales department advising them of new reporting
lprocedures
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Downs Electrics
Bradwell Road, Darley, SS7 18Y

© aueston: 12

Drag tems

[Dear Clare

|on 12 July 200X we received 25 boxes of Product AB3 as detailed on
Jvour invoice 3629. Unfortunately the quality of these products was not
|acceptable and we therefore retuned them to you on 17 July 20XX.

[We have just received a statement from you requesting payment of
[£3.701.25 for these goods and therefore askhat a credit note is
Jraised as soon as possible for these items.

[The goods we received from you were no good. | [Capsters

[We want a credit note for these so we don't have to pay the amount
lon the statment.

Ii you need to discuss the situation further do not hesitate to contact
me.
[Many thanks for your cooperation.

[Yours sincerely

1 Solution 'AAT Access Qualification’
B &) AAT Access Qualification
8 RecycleBin
8 BTL Test
3 SuePope
1 SYORK
3 Lettertemplate
53 Template Copy of Sample
(3 AAT Access Practice Asses
33 Live bank
(33 Live bank 20 percent VAT
33 Practice assessment 20 pe
B} &5 Practice assessment 2 20
5 Introduction
5 Section1
B+ &1 Section2
868 21AccSY00L
8 22AccsV001
8 23AccsV001
8 2.4AccsV001
8 2.5AccsV001
8 26AccsV001
8 27AccsV001
8 28AccsV001
8] 29AccSY00L
/B 210AcesYO0L

Bl Page.

LsPageAttemp| True

BageNiaril || 100%

B Scene

CurrentScene | Main Scene
IsScencAttem| False

SceneMark | Input string was not in

PageMark
Returns the current mark the user has
achieved for the page

rope...| B Loyer. [

sspices

Usemame: gemmamuireany (Standard User)

[Serveritps/at blisapassco i catet ONLINE





Task 2.10

[image: image27.png]e Vew Help

[xogio0L %)

Candidate No: 1234656

Section 1. Tasks and Questions

© Question: 12

Your organisation sold 128 bores of oranges on creditfor £2.62 per box

(a) Whatis the total selling price of the oranges?

[335.36

‘When will your organisation receive payment for the oranges?

[ome time afer the oranges are sola.___ Al
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