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PRACTICE ASSESSMENT

Part 1 of 2

Work effectively in accounting and finance

AAT Level 2 Certificate in Accounting
Assessment book: Part 1
Candidate
· This practice assessment is for familiarisation purposes only and must not be used in place of a ‘live’ assessment.

· When you feel prepared to sit the live assessment please contact your Training Provider who can schedule a live assessment for you.
Scenario

You are Sam Barnes, and you started working as Financial Accounts Clerk for Debson’s Drinks on 8 June 2010. Today’s date is 2 July 2010.

The accounts department is split into two sections:
· financial accounts, where the general ledger, sales ledger, purchases ledger and taxation records are maintained
· management accounts, where the inventory and the regional management accounting records are maintained.
Your normal working week is 09:00 to 17:00, and you are required to take one hour for lunch. 
During the busy weeks of the financial year end everyone is expected to stay longer to complete work, although the offices are only open between 08:00 and 18:00.
Please refer to the organisation chart for Debson’s Drinks’ accounts department (see next page).

Your role is primarily to assist with maintaining the general ledger, and most of your tasks are routine. However, when you joined Debson’s Drinks Carol Nixon, the Financial Accountant, explained that as the Financial Accounts Clerk your time would be shared between all four of the Assistant Financial Accountants. As a result any of these sections might ask you to complete tasks. 
As your job is a new role within Debson’s Drinks, Carol is unsure how efficient it will be to have four Assistant Financial Accountants allocating you tasks. To monitor this she has asked you to keep your work request forms and work plans so you can review them with her at your three month review meeting. 
Carol has explained that the Assistant Financial Accountants will complete work request forms, which you need to receive by 10.00 each Friday for work to be completed the following week. This will enable you to plan your forthcoming workload and identify any issues before the new week starts.
Carol reviews all staff training and development for the financial accounts department, and she has authorised the payment of your AAT course fees. The Human Resources manager, Sally Green, has received and processed the payment, but she is rather unhappy about the total cost of training for financial accounts department staff.
During your first four weeks in the job you completed a generic one week induction at Debson’s Drinks. Your departmental induction has mainly been with Chris Potter, one of the Assistant Financial Accountants, and it has involved going through the workings of the general ledger and the routine tasks you will need to complete on a monthly basis.
Unfortunately, Debson’s Drinks’ year end date is 30 June which means everyone in the accounts department is extremely busy. Chris has explained that she will be asking you to do tasks which she wouldn’t have time to explain fully. However, she has asked you to keep a list of anything you don’t understand and she will set aside time after the year end to go through these tasks with you.
Organisation chart

Debson’s Drinks – Accounts Department
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Finance Director
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	Charlie Street

Management Accountant
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Amy Nassef Assistant Management Accountant – Region 1 (North)
	
	Simon Webb Assistant Management Accountant – Region 2 (Midlands)
	
	Ian King

Assistant Management Accountant – Region 3 (South)
	
	Tina Little Assistant Management Accountant -Inventory

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	Carol Nixon

Financial Accountant
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Jen

Lam

Assistant Financial Accountant – Sales Ledger
	
	Matt Hughes

Assistant Financial Accountant – Purchases Ledger
	
	
	Chris

Potter

Assistant Financial Accountant – General ledger
	
	
	Aqeel Babar

Assistant Financial Accountant – Taxation
	
	John

Lane 
Payroll Manager

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	Sam Barnes

Financial Accounts Clerk
	
	
	
	
	
	Bob Ball, 
Lyn Dan & Mary Brown
Payroll Clerks

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Organisational policy – expense claim forms

· Staff must include VAT receipts with any expense claims they submit.

· Staff must send completed claim forms to the relevant authorising manager by the 4th of each month.
· The authorising manager must authorise the claims (up to their limits) and send to the accounts department by the 10th of each month.
· The accounts department will process all correctly completed claims and include the payment in the employee’s pay for that month.
· If any aspect of a claim is incorrect, the accounts department will return the form to the authorising manager and the payment will be delayed by at least one month.

Authority limits per period:
· Regional Sales Managers can authorise total claims for their own sales team up to a total of £200 (per team member).
· Sales Director Tom Ford must authorise all monthly claims of £200 or more.
Work request forms
	Work request form: Sam Barnes

	Work request from: Chris Potter
	
	

	Date of request: 2 July 2010
	
	

	
	Task
	Estimated

duration
	Required completion date. 

Close of business on:

	CP 1
	Complete journals for the year end other payables
	7 hours
	7 July

	CP 2
	Analyse the other receivables and provide report
	5 hours
	7 July

	CP 3
	Action the management accounts adjustments as per the list attached
	8 hours
	8 July

	CP 4
	Reconcile the non-current assets accounts (cost and accumulated depreciation) with the nine non-current asset registers. Highlight any inconsistencies
	12 hours 
	12 July

	CP 5
	Reconcile the inventory figures with the attached lists from management accounts
	6 hours
	9 July

	CP 6
	Collect money from everyone in the accounts department for a present for Lyn Dan’s wedding.
	2 hours
	23 July


	Work request form: Sam Barnes

	Work request from: Matt Hughes
	
	

	Date of request: 2 July 2010
	
	

	
	Task
	Estimated

duration
	Required completion date. 

Close of business on:

	MH 1
	Match supplier statements to the purchases ledger balances and highlight any differences
	6 hours
	6 July


	Work request form: Sam Barnes

	Work request from: Jen Lam
	
	

	Date of request: 2 July 2010
	
	

	
	Task
	Estimated

duration
	Required completion date. 

Close of business on:

	JL 1
	Contact the attached five debtors, requesting immediate payment; update trade receivables records recording the outcome of the conversations
	6 hours
	6 July

	JL 2
	Complete the banking documentation for the attached cheques received from debtors
	4 hours
	5 July


CPD request list

Carol Nixon has also provided you with the following Continuing Professional Development (CPD) requests for the next financial year.

CPD requests for the financial year ending 30 June 2010

	Name
	Event/Course
	Provider
	Duration
	Cost

	Jen Lam
	AAT qualification
	National Training College
	one day per month
	£2,000

	
	Credit management
	Local branch event
	one evening – three hours
	Free

	
	VAT update
	HMRC
	one day
	Free

	
	Legal compliance
	Local branch event
	one day
	£250

	
	Managing people
	Local branch event
	one evening – three hours
	Free

	Matt Hughes
	Legal compliance
	Local branch event
	one day
	£250

	
	VAT update
	HMRC
	one day
	Free

	Chris Potter
	International Accounting Standards update
	CIMA
	one day
	£400

	
	CIMA final level qualification
	National Training College
	one day per month for 12 months
	£2,000

	
	Effective delegation techniques
	CMI
	one day
	£300

	Aqeel Babar
	CTA qualification
	National Training College
	one day per month for 12 months
	£3,500

	
	VAT update
	HMRC
	one day
	Free

	
	Corporation Tax update
	HMRC
	one day
	Free

	
	Income Tax update
	HMRC
	one day
	Free

	
	Online reporting
	HMRC
	one day
	Free

	John Lane
	AAT Level 4 Diploma in Accounting
	National Training College
	one afternoon each week for 35 weeks
	£1,850

	Mary Brown
	AAT Level 2 Certificate in Accounting
	National Training College
	one afternoon each week for 35 weeks
	£1,050

	Bob Ball
	HMRC payroll update
	HMRC
	one day
	Free

	Lyn Dan
	HMRC payroll update
	HMRC
	one day
	Free


Estimated overtime costs in covering the work of those who are attending training:
· Assistant Financial Accountant/Payroll Manager grade: £50 per half day

· Accounts Assistant/Clerk grade: £30 per half day
Job description

	Job Title

Salary

Location

Reports to 

Date
	Financial Accounts Assistant

£11,500 – £13,500

Northampton depot

Carol Nixon

March 2010


Key responsibilities

· To undertake the day to day functions of the accounts department including taking messages, dealing with telephone enquiries from customers and suppliers.

· To use own initiative to deal with and react to enquiries in the absence of an Assistant Financial Accountant.

· To provide administrative and clerical support to the Assistant Financial Accountants, including filing, answering the telephone and dealing with the post.

· To undertake work as requested by the Assistant Financial Accountants.

· To be aware of the importance of maintaining strict confidentiality in all aspects of work.

Person specification
	
	Essential criteria
	Desirable criteria

	Qualifications
	· GCSE English Language Grade A* - C

· GCSE Mathematics Grade A* - C


	· Undertaking AAT Level 2 Qualification

· Willingness to undertake higher level study

· Level 2 Word processing 

· Level 2 Spreadsheets

	Experience
	· Evidence of good organisational skills

· Basic computer skills

· General office procedures
	· Previous accounts or clerical experience

	Communication skills
	· The ability to communicate effectively in a range of situations

· Evidence of successfully communicating with people at all levels

· An understanding of confidentiality
	

	Teamwork
	· Knowledge and understanding of working in a team

· To work flexibly within a team
	· Previous experience of working in a team


Part 1
Task 1.1
(a)
The accounts department does not work in isolation.
Provide:
(i)
one example of information which the accounts department (either management or financial accounts) will receive from other departments 

(ii)
one example of information which the accounts department will provide to other department(s).

	(i)
Information the accounts department receives


(ii)
Information the accounts department provides





(b) Explain how the information the accounts department provides will help Debson’s Drinks become more efficient and maintain its solvency.

	



(c) All organisations must operate within a legal framework and the consequences of non compliance are heavy fines or even imprisonment. 

Considering the accounts department of Debson’s Drinks:

(i) explain how it can ensure it complies with legal requirements

(ii) provide two examples of specific areas which are covered by legislation.

	



(d)
Your role is to support all four Assistant Financial Accountants, so you receive requests for work from more than one person. 

Identify to who you would refer the following work issues:

(i)
you’ve received incomplete information for a general ledger task

(ii)
you have concerns about your AAT studies.

	     



(e)
While reviewing sales staff expense claims, you notice that a number of them are higher than £200 per team member and that a regional manager has authorised them.

Carol has asked you to provide her with an email she can send to the sales departments explaining: 

(i) why it is important for the sales managers to correctly authorise expense claim forms 

(ii) the consequences if expense claim forms are incorrectly authorised. 

You may find it useful to refer to the information in Organisational policy – expense claim forms on page 4.
Task 1.1 (e) candidate answer

	From:
s.barnes@Debsons.com
To.
c.nixon@Debsons.com
Date:           
Subject:      


	     



Task 1.2 a)

By 10:00 on Friday 2 July you have received the work request forms on page 5.
(i) Review the work request forms and complete the work schedule below, indicating the task you need to complete for each hour of each working day.

(ii) Identify any tasks(s) where you may have difficulty in meeting the deadlines requested.
(iii) Identify any task(s) which you’ll carry forward to week commencing 12 July.

Task 1.2 a) candidate answer

Work Plan
	
	Monday

5 July
	Tuesday

6 July
	Wednesday

7 July
	Thursday

8 July
	Friday

9 July

	Possible

08:00 to 09:00
	     
	     
	     
	     
	     

	09:00 to 10:00
	     
	     
	     
	     
	     

	10:00 to 11:00
	     
	     
	     
	     
	     

	11:00 to 12:00
	     
	     
	     
	     
	     

	LUNCH 12:00 to 13:00

	13:00 to 14:00
	     
	     
	     
	     
	     

	14:00 to 15:00
	     
	     
	     
	     
	     

	15:00 to 16:00
	     
	     
	     
	     
	     

	16:00 to 17:00
	     
	     
	     
	     
	     

	Possible

17:00 to 18:00
	     
	     
	     
	     
	     


Task 1.2 (a) candidate answer continued
	Tasks where I will have difficulty meeting deadlines 

     
Tasks to carry forward

     



Task 1.2 b)

Just before you leave at 17.00, Aqeel asks you to complete a task for him first thing on Monday morning. 

He estimates it will take no longer than three hours to complete, and your help would enable him to finish work early and collect his children from school. You are concerned about this request because you have just completed your work plan for next week and can see that you have no spare time.

Explain how and when you will explain to Aqeel that you are unable to complete this work for him, and the consequences to your other work (and therefore other Assistant Financial Accountants) if you were to complete this task.
Task 1.2 b) candidate answer
	     



Task 1.2 c)

Aqeel is not happy that you are unable to do his three hour task, and feels that as this is the only task he’s requesting next week you should treat it as a priority. 

Explain how you’d try to resolve this situation, and what you’d then do if you were unable to do so.
Task 1.2 c) candidate answer
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