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General Introduction, and short History of the Subject.

The Reason, Cause, and Objects of Book-keeping.

Books generally in use.

Different kinds of rulings, and the uses.

Explanations and Uses of: —
Journal; Cash-Book; Petty Cash Book; Purchases Book; Purchases
Returns Book; Sales Book; Sales Returns Book; Bills Payable and
Receivable Books; The Ledger.

6. Rulings off Ledger Accounts and compiling Trial Balance.

Closing Journal Entries. ,

Explanation and preparation of the Trading and Profit and Loss
Account.

9. Explanation and preparation of the Balance Sheet.
10. Columnar Forms, and their special uses.
11. Agreement of Cash Book with Bank Pass Book, and preparation of
the Reconciliation Statement. '

12. A Merchant’s Accounts, including foreign transactions.

13. Consignment Accounts. Selfbalancing Ledgers.

14. Abbreviations and Definitions.

15. Various Exercises.
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1. General Introductions.
2. Reason, Cause, and Objects of Cost F1nd1ng
3. Organisation, and Control. Estimating.
4. The Elements of Cost: — Prime Cost: Work’s Cost: Offlce Cost:
Selling and Distribution Cost: Total Cost.
5. Materials: —Books in use: Requisition Notes and Credits: Transfers:
Stores Accounts: Special Features: Purchasing Dept. Scrap and
Sales: Prices for Stores Issued: Cost of Materials: Direct
Materials: Delivery of Materials.
6. Finished Stock: — Stock received and issued books: Transfers and
Requisitions and Credits: Stock Ledger: Selling Department. |
7. Wages: —Books and Forms used: Methods of Payment: Direct and
Indirect Wages: Time Work and Piece  Work: Wages Analysis:
Bonus and Profit Sharing Systems.
8. Oncost: —Works: Office: Weekly Items: Monthly Items: The use of
charging percentages for oncost and profit.
9. Interest and Depreciation: —Methods of calculating and charging as
part of the cost.
10. Registers of Plant, Machinery, Buildings, Fittings etc.
11. Work in Progress: — Explanation, Valuation and Book-keeping
. entries. i
12. The Cost Ledger, and keeping the Accounts.
138. Agreement between the Cost Accounts and the Financial Accounts.
14. Classes of Cost Accounts: — Terminal: Operating: Single Process,
Multiple.
15. Various Exercises, Abbreviations, and Definitions.
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1. The Origin, Meaning, and Objects of Auditing. The difference
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between accountancy and auditing.

2. The qualifications of the Auditor. His duties and responsibilities to
Sole Traders, Partners, and Shareholders.

Appointment, Time occupied, and remuneration of auditors.

Prevention and detection of errors and fraud.

The Books to be examined and the extent of the work to be done.

Internal checks. Partial audit. Complete audit. Audit for special
purposes. New Audit. Continuous and periodical Audits.

7. The Work involved: — Audit programme: Audit note-book:
Examination of contracts, certificate and other documents. The
method of calling-back. Routine checking for all the books.
Vouching receipts and payments. Vouching revenue Income and
Expenditure. Verification of Assets and Liabilities. Bank
Certificate. Valuation of Stock, Buildings, Machinery etc. by
directors or managers. Outstandings receivable and payable.
Final Accounts.

Preparation of the accounts of limited liability companies for audit.

Study of various published balance sheets.

. Special points for consideration in different kinds of companies,

Societies, Businesses etc. Purposes of Investigations.
11. Programmes of audit work applicable to various kinds of
businesses.

"12. Special points in connection with the audit of Companies Accounts.

13. Study of various legal decisions affecting auditors.

14. Revenue profits and losses. Capital losses and profits. Profits
available for dividend. Depreciation, Reserves and Sinking
Funds. '

15. Auditors’ Reports.

16. Study of various Auditing Examination questions.

17. Model Exercise.
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