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Internal Assessment Resource

Accounting Level 1
	This resource supports assessment against:

Achievement Standard 90977 version 3
Process financial transactions for a small entity

	Resource title: Charlie’s Cleaners

	5 credits

	This resource:

· Clarifies the requirements of the standard

· Supports good assessment practice

· Should be subjected to the school’s usual assessment quality assurance process

· Should be modified to make the context relevant to students in their school environment and ensure that submitted evidence is authentic


	Date version published by Ministry of Education
	February 2017 Version 4
To support internal assessment from 2017

	Quality assurance status
	These materials have been quality assured by NZQA.

NZQA Approved number: A-A-02-2017-90977-04-4711

	Authenticity of evidence
	Teachers must manage authenticity for any assessment from a public source, because students may have access to the assessment schedule or student exemplar material.

Using this assessment resource without modification may mean that students’ work is not authentic. The teacher may need to change figures, measurements or data sources or set a different context or topic to be investigated or a different text to read or perform.


Internal Assessment Resource
Achievement Standard Accounting 90977: Process financial transactions for a small entity

Resource reference: Accounting 1.2A v4
Resource title: Charlie’s Cleaners

Credits: 5
Teacher guidelines

The following guidelines are supplied to enable teachers to carry out valid and consistent assessment using this internal assessment resource. 

Teachers need to be very familiar with the outcome being assessed by Achievement Standard Accounting 90977. The achievement criteria and the explanatory notes contain information, definitions, and requirements that are crucial when interpreting the standard and assessing students against it.

Context/setting

This activity requires students to process financial transactions for Charlie’s Cleaners, a small cleaning company in Tauranga.

Adapt the context to suit students’ needs. The small entity used must be registered for GST on the payments basis and can be either a service or trading business that uses a periodic inventory system, or a community or iwi organisation. Students will need:

· a tax invoice and two other documents

· a variety of GST and non-GST transactions with figures that require rounding when calculating GST, GST exclusive, or GST inclusive amounts

· two different income items

· electronic and cash transactions for different receipts on the same day

· a variety of expenses

· raising or repaying long-term debt principal

· drawings and/or capital contribution (unless it is a community organisation).

Conditions

Students will complete the task individually. All parts of this assessment must be undertaken without the use of extracts.

Formatting of spreadsheet cells (to 2 decimal places) must be done by the student.

Resource requirements

Students should have access to appropriate technology, for example, computer spreadsheets or calculators. Note that the use of accounting software is not permitted.

Additional information

None. 

Internal Assessment Resource
Achievement Standard Accounting 90977: Process financial transactions for a small entity

Resource reference: Accounting 1.2A v4
Resource title: Charlie’s Cleaners

Credits: 5
	Achievement
	Achievement with Merit
	Achievement with Excellence

	Process financial transactions for a small entity.
	Process financial transactions in depth for a small entity.
	Comprehensively process financial transactions for a small entity.


Student instructions

Introduction

This activity requires you to process financial transactions for a small entity called Charlie’s Cleaners. 

The thoroughness with which you process the financial transactions, and the extent to which you adhere to good accounting practice, will determine the overall grade. 

You have <teacher to insert time period here> in which to independently complete this assessment.

Note that the use of accounting software is not permitted. 

Task

Using resources A–D, process the following financial transactions for Charlie’s Cleaners.
· Record transactions on the three documents in Resource A.
· Complete cash receipts and payment journals using the information in Resource B. Don’t total the journals at this stage.

· Compare the bank statement (Resource C) with your entries in the cash receipts and payments journals, updating the journals if necessary. Use 7 September as the date for entering additional transactions from the bank statement in the cash journals. Complete a bank reconciliation statement.

· Total your updated cash journals.

· Give each general ledger account a chart of accounts number according to the chart of account numbers provided.

· Enter the opening balances from the trial balance dated 6 September 2012 into relevant general ledger accounts. Not all the general ledger accounts have opening balances, so they are not all included in the trial balance.

· Post the information from your cash journals to general ledger accounts. The posting date for totals is 12 September 2012.

· Use the completed general ledger accounts and the bank account to complete the trial balance of Charlie’s Cleaners as at 12 September 2012. 

Resource A

Charlie’s Cleaners is a cleaning business located at 52 Willow St, Tauranga.

On 8 September 2012, Charlie wrote a cheque to Electrics Ltd for $539.90 (including GST) to purchase a new vacuum cleaner. The cheque should only be able to be banked by Electrics Ltd into their account.

	Date
	 Tauranga Trust Bank
	                Cheque duty paid

	To
	 Tauranga, NZ
	Date ___/___/___

	
	 Pay 
	                  or bearer

	For
	 the sum of 
	$ 

	
	 
	

	This cheque
	
	 Charlie’s Cleaners
	

	
	 
	

	475102
	475102  030318: 0212679::00
	 


On 9 September 2012, Charlie’s online business bank statement showed a direct credit of a 15% deposit payment from P. Peters for a window-cleaning job. P. Peters has requested a tax invoice for the amount he paid. The total cost of the job is $745.00 (including GST).
On 6 September 2012, Charlie’s Cleaners received an invoice from Bob’s Repairs for repairs to an industrial vacuum cleaner. The invoice shows ¾ hour of labour, a new hose fitting, and a clean. Bob charges $68.00 per hour (excluding GST) for labour, which includes a “free” clean. The new hose fitting cost $42.00 (excluding GST).

Tax Invoice
No. 216

Date: _________________

Received from: _______________________________________________________

the sum of: __________________________________________________________

for: _______________________________________________________________


with thanks from

Charlie’s Cleaners

52 Willow St

Tauranga

GST number: 11-889-425

Signed by:

	Bob’s Repairs

22 Wentworth St, Tauranga

GST No. 13-454-825

	Date:     /     / 
	
Job Number: 25660
	GST Tax Invoice 200814

	Name:
	

	Address:
	

	
	

	Description:



	Terms: Due 20th month following invoice date.

Bank details for direct credit:

Kiwibank 38-3082-0873271-00
	Labour
	
	

	
	Parts
	
	

	
	Sub-total
	
	

	
	GST amount
	
	

	
	TOTAL
	
	


Resource B

The following transactions occurred during the week ending 7 September 2012 at Charlie’s Cleaners. GST is recorded on a payments basis, and all transactions include GST where appropriate. 

Sep 2
Purchase of cleaning supplies $249.90 (online banking)

Cash drawings $180.00 (using business EFTPOS card)

Sep 3
Paid $539.90 for a new vacuum cleaner (cheque number 102)


Received cash for the sale of an old vacuum cleaner $40.00


House cleaning fees received in cash $270.00


Business cleaning fees received EFTPOS $468.70


House cleaning fees received EFTPOS $325.00 

Sep 4
Paid weekly wages to staff member $446.25 using electronic bank transfer


Direct debit for telephone expense $225.54 

Sep 5
Purchased petrol for one of the firm’s vans $103.47 using business EFTPOS card


Charlie used the business EFTPOS card to pay for his family to go to the movies $86.50 


Business cleaning fees received in cash $240.00



House cleaning fees received in cash $162.00


Business cleaning fees received by EFTPOS $487.30


House cleaning fees received by EFTPOS $144.50 

Sep 6
Paid for advertising $144.95 (cheque number 103)


Purchase of cleaning supplies $278.50 (online banking)


Charlie transferred $2,000 from his personal savings to his business bank account.

Charlie’s Cleaners cash payments journal

	Date
	Particulars
	Ref.
	Folio1
	Bank
	GST Paid
	Cleaning Supplies
	Drawings
	Wages
	Sundry


Charlie’s Cleaners cash receipts journal

	Date
	Particulars
	Ref.
	Folio1
	Receipts
	Bank
	GST Received
	House Cleaning Fees
	Business Cleaning Fees
	Sundry

	
	
	
	
	
	
	
	
	
	


1 The folio column may be used in each cash journal to provide correct references to accounts in the general ledger for items extended to the sundry column.
Resource C

On 7 September, Charlie received the following bank statement in the mail. Note that the DC from Tauranga City Council is for a business clean and the DC from P. Peters is for windows cleaned in a house.

	Tauranga Trust Bank 

	Account name
	Charlie’s Cleaners
	Statement number
	
	119

	Account number
	0452-0549329-00
	Statement Period
	30 Aug 12 to 5 Sep 12 

	Date
	MTS
	Name of other party
	Withdrawals
	Deposits
	Balance

	30 August
	 
	Opening balance
	 
	 
	2763.00

	 
	 
	Monthly account fee
	127.40
	 
	2635.60

	2 Sep
	BP
	Cleantech
	249.90
	 
	2385.70

	 
	DC
	Dividends Briscoe Group
	 
	34.72
	2420.42

	 
	AT
	ATM Kiwibank Tauranga
	180.00
	 
	2240.42

	3 Sep
	 
	Cash deposit
	 
	310.00
	2550.42

	 
	DC
	Tauranga City Council
	 
	268.50
	2818.92

	 
	 
	Dr Loan principal
	500.00
	 
	2318.92

	 
	 
	Dr Loan interest
	179.57
	 
	2139.35

	
	EP
	EFTPOS Charlie's Cleaners
	 
	793.70
	2933.05

	4 Sep
	DC
	P. Peters
	 
	74.50
	3007.55

	 
	DD
	Telecom
	225.54
	 
	2782.01

	 
	DD
	Wages – T Smith
	446.25
	 
	2335.76

	5 Sep
	CQ
	475102
	539.90
	 
	1795.86

	 
	EP
	Sky City Cinemas
	86.50
	 
	1709.36

	
	EP
	Challenge Tauranga
	103.47
	 
	1605.89

	
	 
	Cash Deposit
	 
	402.00
	2007.89

	
	EP
	EFTPOS Charlie's Cleaners
	 
	631.80
	2639.69

	 
	DD
	AMP Insurance
	243.79
	 
	2395.90


Resource D

Chart of accounts for Charlie’s Cleaners

	ASSETS 
	100–199
	INCOME
	400–499

	LIABILITIES 
	200–299
	EXPENSES
	500–599

	EQUITY
	300–399
	
	


Charlie’s Cleaners trial balance as at 1 September 2012
	Account
	Dr
	Cr

	
	$
	c
	$
	c

	Bank
	2 763
	00
	 
	 

	Business cleaning fees
	 
	 
	4 672
	80

	Capital
	 
	 
	70 457
	00

	Cleaning equipment
	30 000
	00
	 
	 

	Cleaning supplies
	403
	50
	 
	 

	Cleaning van expenses
	184
	30
	 
	 

	Cleaning vans
	84 000
	00
	 
	 

	Drawings
	1 500
	00
	 
	 

	GST paid
	104
	35
	 
	 

	GST received
	 
	 
	879
	65

	House cleaning fees
	 
	 
	2 071
	50

	Interest on loan
	182
	23
	 
	 

	Loan – cleaning vans
	 
	 
	43 500
	00

	Telephone expense
	212
	32
	 
	 

	Wages
	2 231
	25
	 
	 

	
	$121 580
	95
	$121 580
	95


Assessment schedule: Accounting 90977 Charlie’s Cleaners

	Evidence/Judgements for Achievement
	Evidence/Judgements for Achievement with Merit
	Evidence/Judgements for Achievement with Excellence

	The student has processed financial information. This means that the student has:

· entered transactions on the source document. The student has included key information needed to record the transaction in the accounting records of the business that issued them. The amount/total is shown (allowing for calculation errors) on the tax invoice and one other document. Minor errors are acceptable
· correctly entered the majority of transactions as line items in the cash journals, including the bank statement items from the bank reconciliation process 

· correctly entered the majority of the opening balances in the general ledger accounts

· correctly posted the majority of entries in the correct columns of the general ledger accounts with the correct treatment in the balance column
· attempted the bank reconciliation process, with at least two items recorded in either the cash journals or on the bank reconciliations (without being incorrectly recorded in both), and attempted the bank account.

The student may not have adhered to good accounting practice in any or all of these components and is not required to do so. For the award of Achievement, students do not need to complete the trial balance.
	The student has processed financial information in depth. This means that the student has:

· entered transactions in detail on the source document. The student has included information needed to record the transaction in the accounting records of the business that issued them. The amount/total is shown (allowing for calculation errors) on the tax invoice and one other document. Minor errors are acceptable
· correctly entered the majority of transactions in the cash journals, including bank statement items from the bank reconciliation process and including the correct treatment of GST and non-GST.
In addition: 

· the majority of the opening balances are correctly entered in the general ledger accounts with consistent particulars 
· the majority of the posting entries in the general ledger accounts are correct with appropriate particulars 

· most of the general ledger accounts have correct account codes and balances transferred to the trial balance.

In the bank reconciliation process the majority of the items have been entered correctly in the cash journals, bank account, and bank reconciliation statement. Items recorded on the bank reconciliation statement have been correctly treated.
The student has generally followed good accounting practice. For example, the cash journals have been totalled, most dates are consistent, and either the bank column of the cash receipts journal reflects line items on the bank statement OR the account names in the particulars or folio references for items extend to the sundry columns.
	The student has processed financial information comprehensively. This means that the student has:

· accurately recorded on the source documents, capturing the information needed to process the transactions in the accounting records (e.g. date, address, figures, account name, customer/supplier name).
Note: Evidence must include a tax invoice (with the following areas to focus upon) and two other source documents.
· The tax invoice amount is correct or has an error in the calculation – where the amount is NOT greater than the correct amount. If the figure on the tax invoice is incorrectly calculated to an amount greater than $111.75, this is an example of an error that would negatively impact on the returns for the firm. The firm would incur a financial loss as a consequence of the error as a lesser amount would be required for full payment.
· The invoice from Bob’s Repairs should not be greater than the required amount for the reasons given above for the tax invoice.
In addition, the transactions, including the bank statement items from the bank reconciliation process, have been correctly entered as line items in the cash journals with GST treatment as consistent.

In the bank reconciliation process all of the items have been entered correctly in the cash journals, bank account, and bank reconciliation statement (allowing for follow-through errors). The bank reconciliation statement bank account balance agrees with the general ledger bank account balance.

The student has followed good accounting practice throughout. For example: 

· the cash journals have been totalled and dates are consistently applied
· the bank column of the cash receipts journal reflects line items on the bank statement 

· account names in the particulars or folio references for items extend to the sundry columns

· the opening balances are correctly entered in the general ledger accounts with consistent particulars 
· the general ledger accounts have valid account codes and balances transferred to the trial balance.
Occasional minor errors or inconsistencies are acceptable throughout. 


Final grades will be decided using professional judgement based on a holistic examination of the evidence provided against the criteria in the Achievement Standard.
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