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Instnuetions to Students

a)

b)

c)

e)

Times 3% houns

Altempit FIVE questions but not Less Lhan TWO from any
PART.

Specially nuked paper will not be nequired fon Accouniing.
Use separate answen books forn Accouniing and for

Office Managemens, DO NOT WRITE ON BOTH SIDES OF THE
ANSWER BOOK 1M OFFICE MANAGEMENT,

It As unnecesswuwy Lo fuanseribe the questions you atltempkt,
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PART A

QUESTION 1

Paula Reckless and FPeter Caution, attorneys-ate-law, began

practising under the firm gaan after

being admitted to the profess

During their firsi vear of practice the fivm handled sub-
stantial sums on behalf of their clienmts. The Firm s accounts for the

year were recently audited
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portion of the funds entrusted to them has heen spent in makineg advances

on behalf of other clients whe have oot made any payments to the firm,

i

totes that she

3

[

Pauls admits to having avthorised a1l the advances but :

could not have imagined thet “thev would have added up to sc much",
& K D

On carrying cut further investigations into the matter, Peter

discovaers that no 5Hille ha

een rendered for the matters in raspect
of which the advances were made, Although his billinpgs and collections
are at a satisfactory level, no gystem has ever been desisred with

respect to the firm's accounting functions.

Peter secks your assistance in identifying and explaining the

matters which should ha considercd in desisning such o system.

Advise him.

QUESTION 2

(a) Your receptionist, in addition to being the first to sreet
rersons entering your office, ie also the onc receiving and placing your

telephone calls,

What are the qualities you would lock for in enploying someone

to £ill this position? Explain why you consider those qualities important,

() Discuss the importance of staffing and delegation to the efficient

operation of a law practice.




QUESTION 3

“"The role of the secretayy as being there to assist the attcrney-

1,
¥
L

at-law in maximising his billable hours adequately summarises rhe functions

of the legal secretary,”

Discuss,

QUESTION 4

Tanya Wono i3 wnemplovesd and iz seekinc

”

to join your firm as an

U

associate,

Until recently, she was emploved on her first job as an associate
with another firm but was asked to leave as after fwo years with them, she

continued to fail to meot the earning targets set her, Her explanation to

=

you 1is that there was not cuough work for her and szhe has no idea how to

attract new clients.

thereafter she began to feel nressured

partners.  In any event, she

did not consider it her responsibility as an associs

the firm,.

During the interview you chserve that she does not fully appre-
ciate the importance of proper time manacement and that she has no idea

how to achieve this,

You are convinced, however, that Tanya iz undoubtedly an able
and brilliant individual and that with some guidance on the issues identi-
h

ne could hDe an assaet to your firme

Advise her on how she mey overcome these problems,
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QUESTION &

The following information relates to the business of Pleasure

34 CQ»

1) Cash (including bank) on January 1, 1590 is evpected
to be 31,600 in favour of the company.

2) Production in Unit

1989 1930

Oct.31 Nov, Diac,. Jan, Fali, March  Apl. May June July
600 800 ) 1,030 1,400 1,280 1,120 1,000 840 780

3 Paw Materizls us production cost 34 per unit. Of this

one-third is paid one wonzh ?

production and two-thirds

in the same wouth 25 production.

&4} Direct Labour costs $5 per unit -nd is pald din the same month as
production,

Variable expen

(5]
Nt

‘r},]

s are 82 per unit payable three-quarters in the

same month az rroduction and onz=quarter In the wonth following
production,

&) Sales at $15 ner unit:
1989 1990
Oct. WNov. Dec, Jan, Teh, March  Apl. Yay June
480 720 980 1,160 1,240 1,440 1,358G 1,040 72
Debtors pay their accounts - one~fifth as a deposit in the
month of the sale and the remainder two months later.

73 Fixed Costs are 3600 per month payable monthly (excluding $50
per month for depreciation)

2) The premises are to be extended at a cost of 512,000 and this
will be pald for im February, 1990,

2) An Income Tax refund of $7,400 will be received in

June 1920,

Required: Prepare cash budget for six months tc June 19290

showing the inflow/outflow with a total column.




QUESTION &

The summary of the bank columm in the Cash Book of Success &

el
Coe. for the year ended March 31, 1988 is as follows:

Opening Balance b/t . =z
Receipts
Payments
Closing Balance cff =

Examination of the Cash Jock and B 31, 1988

discloses the following:

uccess & Co. totalling 54,135 have not been

<
w
&

a) Chequeas paid bs

presented at the bark and lodgments totalling 53,230 on March 31, 1985 had

t
not heen recorded by the bark on its stotement.

b) Standing Orders cnferved in the bank

in respect of hire
purchase payments on an office gadget have been omitted from the Cash Book

but are in the Bank Statement $150 per month for twelve months.

c) A cheque drawn for $119 has been entered in the Cash Book asg
2197
‘—,)].J...c

d) Bank charzes of 5524 had not been enterad in the Cash Book.
2) A chegue for 5537 had te Success & Co's bank

account in error by the banik,

£3 The Bank Statement shows a balance at Mavch 21, 1988 of $18,025.

Required: Prepare Bank Reconciliation Statement at March 31,

state what figure would aopear in the Balance Shect.
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QUESTION 7
a) from the following information prepare the Ledger Contrcl

Account and the Purchases Ledger Zontrol Account of Joy & Cos

Jan.i, 193 sales Ledger Balances DR 564,000 CR & 254

Jan.l, 1931 Purchases L DR 236 CR 35,04U

Sales amounted to

During the half yeay ended June 30,

$185,000 including Cash Sales of $1,000; Purchasen, excluding Cash Purchases

Aved from Debtors was $168,960; Cash paid

of 82,000, was $157,360; Cash rec
to Creditors $158,208; Discount zllowed $5,040, Returns Inward $3,400;

7ills Receivable received

Returns Outward $2,480:; Discount Received $6,

27,1203 Bill Payable $5960; PRill Receivable Dishonoured 5760 Bad Debts

$640; Bad Debts written off in a proevious period now eollected $200.

A transfer of $26 from the Purchascs Ledger Credit was made to the Sales
<y}

Ledger during the period and small debit balances of 3540 were written off

from the Sales Ledger to the Profit & Loss Account.

g

State the advantages to be derived from Control Accounts,




Trom the following list of balances of Sharpe’s Appliances,

prepare a Trial Balance at December 31, 1982,
column to be shown immediately after the Credit Colum, those
would appear in the Trading & Profit and Loss Accouni and the

Sheet by thoe symbols T,0,B respectivaely:

Capital

Drawings

Bills Payaole

Sundry Creditors

Furniture & Fixtures

Delivery Vans

Provision fcor Depreciation of Furniture & Fixtures
Provision for Depreciation of Delivery Vaus
Stock at January 1, 1988

Bills Receivable

Sunidry Debtors

Provision for Bad Debts

Petty Cash

Cash on Hand

Bank Overdraft

Sales

Returns Inward

Purchases

Discount Received

Carriage Inwards

Wages & Salavies
Reut
Insurance Expense

e
Postage & Telephone
Light & Power
Stationery

Interest Expanse

Miscellaneous Expense

gseparate

items which

Balance
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