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HBook 1 Answer Key

Unit 1
1

5

@

Suggested Answers

1 Accountants do a variety of jobs such as,
bookkeeping, internal auditing, management
accounting and financial advising to name just a
few.

2 The minimum educational requirement to sit for
the CPA exam in the USA is generally a four year
university degree. Most states require 150
university semester hours before you can sit for
the CPA exam.

1 D 2 C 3 C

1 C 2 B 3 D 4 E 5 A

1 CPA 3 back-office 5 firm
2 file clerk 4 clients

Suggested Answer

A management accountant specializes in the area of
business operations. Usually they study the operations
and help to maximize company profits.

1 F 2 F 3T

3 around
4 back-office

1 must be
2 excited

5 right
6 check in

Suggested Answer

A: Hello. You must be Ms. Davenport. 'm Andrew
Sandler.

B: Andrew! Hi. How are you?

A: Great, thanks. 'm really excited to start working

with your firm.

Good. We're glad to have you. Let me show you

around. Obviously, this is the back-office.

This is where I'll be working, right?

That's right. All the bookkeepers work here.

So can | get started now?

Well, first you need to check in with the accounting

manager. Il introduce you.
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Suggested Answer

New Employee Information

Employee Name: Andrew Sandler

Position: Bookkeeper

Responsibilities: Recording incoming and outgoing
expenses.

4 Answer Key

Unit 2

.

(3,

8

Suggestied Answers
The symbol = s S2iC 2= =&her = or "equals’, and
the symbol = is said 25 thaded by

2 The ways fo say Dig numbers can either be by
using the full number for example one thousand
three hundred and egmiy fwe (1385) or by
shoriening it io fhricen aghly ve

1T 2 F 3%

1 times 3 minus 5 add

2 is 4 hundred 6 and

1 plus 4 multiplied by 7 equals

2 less 5 over

3 Subtract 6 divided by

Suggested Answer

Another way to say the symbol ‘and’ is to say ‘plus’
or ‘add.

1 B 2 D
1 seem 3 multiplied 5 supposed to
2 over 4 problem 6 sure

Suggested Answer

A: Ben, could you look at this for me?

B: Sure, what is it?

A: Well, | checked these numbers twice, but they still
seem wrong. I'm not sure why.

B: Let’s see .. Three thousand five hundred over seven

hundred is five.

Right. And then | multiplied each entry by five.

Oh, | see the problem. You weren't supposed to

divide thirty-five hundred by seven hundred.

A: Are you sure?

B: Yes. You were supposed to multiply them.
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Suggested Answer

From: Peter Brown
To: Ben Piper

Dear Ben,

| found an error in your calculations. The correct
equation is 3500 x 700 = X. But you divided when
you should have multiplied.

Also, you subtracted 300 from 500. The correct
equation is 500 + 300 = X. you need to add 500 and
300.

Let me know if you need any more help.

Sincerely,

Peter Brown



Unit 3
1 Suggested Answers

1 Offices needs supplies such as paper clips,
binders, note pads, file cabinets, staplers and
various other stationary items.

2 Office supplies vary in cost, depending on the
items required, for example a note pad may cost
$2 whereas a file cabinet could be $99. Discounts
are usually made for buying in bulk.

1 F 2T 3 F

—

B 3 A 5 F
2 D 4 C 6 E

1 file cabinet, white board
2 dry eraser, stapler

Suggested Answer

The cost of buying two staplers, ten note pads, fifty
binders and a desk lamp - plus tax is $137.50.

1 C 2 D
1 order 3 sent 5 received
2 hear 4 catch 6 apologize

Suggested Answer

Mega-Office Supply. How may | help you?

Hi. This is Peter from A1 Accountants. There's a
problem with order #652.

Sorry to hear that. What's the problem?

You sent four binders; but we ordered forty.

'm sorry, | didn't quite catch that. What did you say?
| said we received four binders; but we ordered forty.
| see. Well, | apologize for the error. We'll ship the
rest today.

A: Thank youl
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Suggested Answer

Original Order: 40 binders

Units shipped: 4

Number of missing units: 36

Please accept our apology for our error on your last
order.

Thank you for your patience.

Sincerely: John Stevens

President, Mega-office supply

ook 1 Answer Key

them with their work, these may include a
calculator, a computer, a printer, a copier or
scanner and a flash drive.

2 Accountants use calculators to calculate many
equations, computers to store information and
again calculate long equations with different
formulae. Printers, copiers and scanners are used
to create hard copies of files and flash drives to
store electronic copies of files.

1 D 2 C 3 C
1 B 2 D 3 E 4 C 5 A
1 desktop computer

2 Flash drives
3 mobile telephone

4 copier
5 fax machine

Suggested Answer

The advisors think that Mr. Wenton’s plans are realistic
and are happy to help him start the company.

17T 2 F 3 F

1 recommendations 4 clients
2 Which 5 anyone
3 Imean 6 go with

Suggested Answer

A: Thanks for the recommendations. They all look
good except for one.

B: Which one is that?

A: It's the floppy drive. | mean, why do | need a

floppy drive?

Well, some of your clients might have computers

that use them.

Hmm ... | don't know anyone that still uses those.

OK. You could just use a CD-ROM drive.

| think most people use flash drives.

That's true, but some people still use CD-ROM.

w
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Suggested Answer

One laptop computer

One desktop computer with a CD-ROM drive
One printer

One fax machine

One mobile phone

One copier

Unit 5

1 Suggested Answers

1 The basic tasks in bookkeeping are gathering
documents and receipts etc. for all transactions,

Unit 4

1 Suggested Answers
1 Accountants use many electronic devices to help

Answer Key 5




analyzing the effect of every transaction, recording
these in a journal and inputting the information into
accounting software. End of period procedures
also need to be performed, along with adjusted trial
balances and finally the closing of the books at the
end of the fiscal year.

2 Some documents a bookkeeper uses are purchase
invoices, payroll master files, time cards, credit card
statements and any other financial documents
relating to sales and purchases.

1 C 2 C 3 B

1 F 3 B 5 C

2 A 4 D 6 E

1 adjusted trial balance 4 Payroll
2 fiscal year 5 time card

3 end-of-period procedures

Suggested Answer

Classification mistakes are corrected in the 4th step,
when performing end-of-period procedures.

1 F 2 T 3 F

1 moment 4 department
2 source documents 5 input
3 get them 6 Record

Suggested Answer

A: Do you have a moment, Mr. Smith?

B: Certainly, Nancy. What can | help you with?

A: One question - how do | collect the source
documents?

B: Actually, you don't collect them.

A: Really? How do | get them?

B: The department managers give them to you at
the end of every month.

A: Ah, | see. And then | just input the data in the
accounting software?

B: That's right. Record the data from the source
documents in the accounting software.

Suggested Answer

Duties/Frequency

Department managers:

Provide source documentation to finance dept /
every month end.

Accountants:

Record data from source documents in accounting
software / every month end.

6 Answer Key

Unit 6

1 Suggested Answers

1 Accountants have to follow Generally Accepted
Accounting Principles (GAAP) in the USA, however
in Europe they follow the rules set by the
International Accounting Standards Board (IASB).

2 In the USA the GAAP is a rules based approach
which accountants have to follow, however within
Europe, the IASB is a principles based approach
whereby there are not exact rules but guidelines
to follow.

1T 2 F 3T

IASB 3 consistent
2 GAAP 4 disclosure

—_

rules-based approach
Governing bodies
principles-based approach
FASB

broad-scale uniformity
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Suggested Answer

The majority of companies use both the GAAP and
the IASB standards.

1 C 2 A
1 memo 3 clear 5 method
2 advantages 4 flexible 6 systems

Suggested Answer

Did you read the memo this morning?

You mean the one that says we have to follow
both GAAP and IASB?

Yes. Why do we have to follow both?

Well, both have advantages and disadvantages.
Like what?

GAAP has clear instructions. But it is restrictive.
IASB is flexible. But it can be inconsistent.

Why not just pick one method to use?

Well, we have clients in both the US and Europe.
It's better to use both systems that they are
familiar with.
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Suggested Answer

GAAP IASB
Advantages Clear instructions |Flexible
Disadvantages [Restrictive Can be
inconsistent
Primarily used in [USA Europe




Unit 7

1 Suggested Answers

1 The information that goes on income statements is
information regarding sales revenue and expenses,
the gross and operating margins and net income.

2 Companies use income statements to examine
the profit and loss of the company and compare
it to previous fiscal years accounts.

21T 2 F 3T
31D 2 E 3 B 4 A 5 C

4 1 operating margin 3 Net income
2 Selling 4 income statement

5 Suggested Answer

To show the bottom line, cost of goods sold, general
and administrative expenses and taxes all have to be
deducted from the sales revenue.

6 1 D 2 A
7 1 right down 3 compare 5 canwe
2 latest 4 way 6 improve

8 Suggested Answer

Hi, Paula. Would you like some coffee?

No thanks. Let’s get right down to business.

OK. Have you seen the latest P & L?

No, | haven't. What's the problem?

Look at this! Our bottom line has really dropped.
Just compare this to last year.

| see. Sales revenue is way down. But cost of
goods sold is the same.

So, what can we do?

Well, first we need to improve our sales..

>w>wr>
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9 Suggested Answer

INCOME STATEMENT
2010 201

Sales Revenue 800,000{ 600,000
Less Cost of Goods Sold 500,000{ 500,000
Gross Margin 300,000 100,000
Less General & 90,000] 90,000
Administrative Expenses

Operating Margin 210,000] 10,000
Less Taxes 10,000 7,000
Net Income 200,000 3,000

1 Answer Key

Unit 8
1 Suggested Answers

1 Information such as company assets and liabilities
and owners’ equity all show on balance sheets.

2 Companies use balance sheets to find out their
financial status at particular moments in time.

21 C 2B 3 D

31 E 2 A 3 C 4 B 5D

4 1 accounts payable 4 sum
2 debt 5 fixed assets
3 Inventory

5 Suggested Answer

The term fixed assets is used to describe assets
such as land or property, machinery and motor
vehicles which belong to a company and are viewed
as a permanent fixture.

6 1 T 2 F 3 F

7 1 Excuse me 3 only 5 badidea
2 owe 4 borrow 6 pay off
8 Suggested Answer

A: Excuse me, but we have a problem.

B: What's that?

A: | was looking at this month’s balance sheet. Our
accounts payable shows that we owe $15,000.
Why is that a problem?

Well, we only have $10,000 in the bank.

| see. We have to borrow some money to pay the
difference.

Isn’t it a bad idea to take on more debt?

No. Our accounts receivable shows $15,000. We
can use that to pay off some debt next month.

w>xw

© >

9 Suggested Answer

Balance Sheet As of August 31st, 2011

Assets Liabilities
Cash (bank Accounts
account) 10,000 Payable 15,000
Accounts _
Receivable 15,000 |70t 2300
Inventory 10,000{Total Liabilities 40,000

Owners Equity
Total Equity 95,000

Total Liabilities
and Equity 135,000

Answer Key 7

Fixed Assets 100,000

Total Assets 135,000







































































































