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LEGAL EDUCATION CERTIFICATE

SECOND YEAR EXAMINATICNS, 1994

OFFICE MANAGCEMENT AND ACCOUNTING
{Tuesday, May 17, 1994)

Instructions to Students:

Time 3 1/2 hours

Answer FIVE questions not more than THREE questions from
any part.

Questions selected from PART B must be answered on_a
separate answer booklet.

In answering any question a student may reply by

reference to the law of any Commonwealth Caribbean

territory, but must state at the beginning of the answer

the name of the r1elevant territory.

It is unnecessary to transcribe the questions you
attempt.

Calculators may be used.
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PLEASE REMAIN SEATED UNTIL YOUR SCRIPT HAS BEEN COLLECTED
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FART A

Question 1

{a} What is "Managemcnt"?
(b) (i) What arc the THREE main levels of management in
relation to a business?
(ii) Tn relation to the answer given in (i) above, into which
category/categories would lawyers fall? Give reasons for
your answer.

iii) What do managers dJdo? GCive your answer in relation to

—~

ithe category/categories stated by you at (ii).
(¢} Bricfly explain "Excellence in Modern Managemecnt" in

relation to the cpevalion of a law firm.

Question 2

{a) ©Uxplain "Decision-Making" within the contcxt of the

management function.

(b) Statc the SIX main elemenis of the practice of
decision -making giving a brief explanation of each
clcment.

{c) Which approach to decision-making would you comnsider

toc be more effective in relation to the management

of a law firm the participatory or non—-participatory?

Give rcasons for your answer.
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Question 3

{a} Provailing environmental forces in the operating

environment affect all busincsses including those of lawyers in law

Tirms and law offices of single practitioners. Discuss.

{b) Wwhat is Strategic Management? Briefly indicate its relevance
to the practice of law and operating a law office.

(c) What are "Action Plans”? When would you use action planning

in your law office? Give an example.

“\

(d) Lawyers are meant Lo opcrate their law offices (i.e. the
busincss of the law practice) bearing in mind that they have

a ‘social responsibility’. Explain.

{i) "Time is the primary ‘stock in trade’ or ‘current asset’ of
the lawyer." Discuss in tctms of the following-
{a}) timc managcment and the rceclevance of recording time spent

on individual client matters;
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a’ {i.c. ianvoicing and dealing with

caush disbursements
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{a) the importance of kceping scparate accounting

recordr for each client;
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{b) the relationship between the balances in the records of
the various client accounts in your records and the

{ienl account at the bank.
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Question 5
The Cash Rook of Success & Compainy showed a favourable
Bank Balance of $38,560 at June 305, 19923. aAfter comparing the

in the Cash book with the cniries in the rclated Bank
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{a) Chequcs amounting to $21,800 entered in the Cash Book had
not been presented Tor payment at the Pank.

(b) An amount of $5,000 entcred on the debit side of the Cash
pook {(Rank Column) had not been banked.

(¢} An amount of o509 had been credited by the Bank to
Accouni io crTov.

(3} Thc Pank had crcdited and then debited the Bank Statement
with an amount ol %4,3800 bejng A. Jones’ - a chegue which it
forwarded on July 1, 1923 {with the Bank Statcment) marked
"tnsufficicnt ¥unds - refer to Drawer"”

{e} A chcgue fiom a cuslomer cntered in the Cash Book {Bank
Column) as $8,800 had becn incotrrectly entered by the Bank as

$18,800
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(f) Interest of $1000 had been charged by the Bank but had

not yet been entered in the Cash Book.

(i) Prepare the Bank Reconciliation Statement at June 30, 1993
showing what in your view would ave been the Bank Statement

Balance.

{ii) what figure would appear in the Balancc Sheet as Cash at Bank

on June 30, 1993. Show your workings.

Queation 6

On January 1, 1992, the Sales Ledger of $. Company showed
the following balances $96,000 debit and $384 credit. On the same
date the Bought Jl.edgev balances were $52,560 credit and $354 debit.

Prior to January, 1992 the individeal debtors and creditors

As of January, 1992, decision was taken (o make use of
Control Accounts for Debiors and Creditors respectively while the

individual Accounts for Debtors and Creditors would be kept in

During the half yecar ended June 30, 1992 Sales inclusive
of Casb Sales of $2,000 amounted to $278,000; Purchases excluding

Cash Purchases of $4,000 amounted to $236,040; Cash received from
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'reditors $237,312;5 Discount Allowed

$7,560; Discount Recceived $2,888; Returns Inward $5,100; Returns
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Bills Payable $1,440;

we

Outward $3,720; Bills Rcceivabic $10,688

Bills Rececivable dishonoured $1,140; Discount allowed to Debtors
DebiT
but subscquently cancclled $30; Bad Debtis $1,920; Bebt Balance in

the Bought Ledger amounting to $39% was transferred to the Sales
Ledger. A bill Reccivable was endorsed and forwarded to a
yRoo. P

Credi'srAkSmal} credit balances of $24 and $30 in the Bought Ledger

o

and the Salecs Ledger were respoctively written off to Profit & Loss

(i) Prepar nd balancc the Accounts Receivable and the
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Aczounts Payable Control Accounts at June 30, 15923

-

(ii) List five advantuagca of Control Accounts.

Cuestion 7

owing information relates to the business of
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Pleasurc & Company.

{a) Expcctitad Cash at June 30, 1994 = $15,600

sale; all sales will be on credil.

{c) Unit Salcs 1993 - 1994
Augusti 1,700 Janvary 2,000 Junc 2,600
September 1,200 ¥oebyraary 1,200 July 2,200
Dctober 1,600 March 2,400 August 2,000
November 1,800 Apiil 3,000 September 3,200
December 1,400 May 2,800 Ccticber 4,000

_ .
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Pioduction Units 1994 =
1993

August 1,200 January 2,000 June 2,400

September 1,000 Febiuary 2,200 July 3,200

October 1,400 Maxrch 2,600 August 3,400

November 1,600 April 2,80¢C September 3,600

Deccember 1,800 May 3,000 October 4,800

Raw materials to be uscd in production will cost $4 per unit

of production, they will be paid for two (2) months before
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Ditvect labour at $3 per unit w paid for in the same
month as the unit is produced.
Other Variable Bxpenscs amounting to $2 per unit; three-

sriers {3/4) of which will be paid for in the same month as
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production and ithce balance paid for in the month after

Fixed Cosis of $2,000 inclusive of Depreciation of $200 per

month will be paid each month.

\

A seccond hand motlor cyole costing $6,000 was purchased and

7

(i) Preparce the Cash Badget for the six months ending June

30, 1994 with a total column;
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the limitations of a Cash Budgct?
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Question 8

{a) What factors would guide you in making a decision whether to

€u

treat an item of cxpenditure as a Capital Expenditure?

Company has a flect of Motor Cycles which

e

(b) Plcasure
originally cost $186,600. Ai December 31, 1891, the provision for
Depreciation slood at $92,600. The rate of Depreciation is 20% per
annum on the original cost and the accounts are balanced at half-
ycarly intecrvals.

On March 31, 1922 Moiur Cycle #5 which had cost $12,000
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October 1, 1992 Motor

Provision for Lorries and the PDisposal Account for the year to

December 31, 1992,




