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	BACHELORS DEGREE ASSIGNMENT SPECIFICATION 



	Student name:
	     
	Student P number:
	

	Programme:
	BA Business Portfolio

	Module:
	IT Skills for Finance Professionals (resit)
	Module Level (4, 5, 6):
	5

	Module code:
	M2X9059
	Contribution to Overall 
Module Assessment (%):
	50%

	Lecturer:
	Richard Dunstan
	Internal Verifier:
	David Trenberth

	Assignment Title:
	Rowberry Casuals
	Assignment No (x of x):
	1 of 2

	Hand Out Date:
	3-9-14
	Submission deadline:
	3-9-14


	Referencing:
	In the main body of your submission you must give credit to authors on whose research your work is based. Append to your submission a reference list that indicates the books, articles, etc. that you have read or quoted in order to complete this assignment (e.g. for books: surname of author and initials,  year of publication, title of book, edition, publisher: place of publication). 

	Disclosure: 

	I declare that this assignment is all my own work and that I have acknowledged all materials used from the published or unpublished works of other people. All references have been duly cited.

	Student’s Signature:

	Assignments will not be accepted without a signature here
	
Date:
	


	Turnitin: Lecturer to tick to indicate if an electronic version of the assignment must be submitted to Turnitin.  Note: the Turnitin version is the primary submission and acts as a receipt for the student.  Both electronic and paper versions MUST be submitted by the Swanseae deadline.  No marks will be released until both submissions are received.  Late submission of either the electronic or paper version will result in a late penalty mark.  Penalties for late submission: Up to one week late, maximum mark of 40%.  Over one week late, Refer.  Only Year Tutors and the Programme Director may grant an extension.
	YES
	

	
	NO
	■



	Learning Outcomes tested
(from module syllabus)
	Assessment Criteria  To achieve each outcome a student must demonstrate the ability to:

	1. Enter data into and extract information from a computerised accounting system dealing with year end adjustments and the preparation of financial statements

2. Display an understanding of the necessary internal auditing controls to conform the accuracy of information generated by a computerised accounting system



	Tackle a scenario based assignment that requires constructive and coherent thought and the demonstration of the additional competences of review and analysis.  Use of ICT will be required in the production of this assignment.


· Please submit the assignment parts in a suitable report folder– not in polypockets.  
· This form (ALL PAGES) MUST be at the front of the paper submission.  Assignments will not be accepted without this form as it is a requirement that you sign the disclosure regarding referencing convention. 
· DO NOT put this form into Turnitin or it will match many similarities with other students’ submissions.

	
TASK DESCRIPTION




You are employed as a senior accountant for Casper and Co, Chartered Accountants. The owner, Mr Rowberry, of your client, Rowberry Casuals, has provided you with a trial balance for its business at the end of its first 2 months of trading which has been prepared using the Sage50 Accounts package. The data files from the business are available to you (these need to be downloaded from Moodle at the start of the in class timed assignment). 

The following printouts from the package have also been provided to you.
· Trial balance
· Nominal account histories
· Customer activities 
· Supplier activities
· Audit trail

On 1st January 2014, Mr Rowberry began trading as Rowberry’s Casuals, a general wholesaling business. Sales will be divided into 2 categories -- sales of adult clothing which will be standard rated for VAT (at 20%) and sales of children’s clothing which will be zero rated.

	Sales and purchases of the 2 types of product will be kept separate to help monitor profitability
	Depreciation will be as follows:
· Fixtures and fittings will be depreciated over 4 years using the straight line method
· Computer Equipment will be depreciated over 4 years using the reducing balance method

	The loan is repayable at £82.00 per month commencing with the first repayment on 25Th January 2014. A standing order with the bank has been set up for this. £70 of this the capital repayment of the loan, the remainder being the interest paid.
	It is estimated that electricity will be £750 plus VAT per quarter and the telephone will be £200 plus VAT per month. Both will be paid quarterly, the first bills will be at the end of March 2014.




SUMMARY OF EVENTS

These are the transactions for the period January to February 2014. These have already been processed by the bookkeeper (but maybe not wholly accurately) and are included for reference only. 
However, the processing of the transactions of this 2 month period has been performed by a bookkeeper who is inexperienced in the area of computerised accounting and hence is not entirely confident that the data files will be free of processing errors.

1 Jan		Paid £2000 into the business bank account from his own savings
2 Jan	Entered into a lease with a property company to use a small industrial unit at 15 Aberdeen Way, Birmingham, BM3 6MA. The terms of the lease required advanced payment of rent of £1500 per quarter (exempt from VAT). Jamie raised cheque 001 for the first rent payment of £1500
3 Jan	Negotiated a bank loan of £13000 the details of which are mentioned above
3 Jan	Purchased 2nd hand racking and shelving for the unit. This cost £3000 plus VAT and was paid for with cheque 002
5 Jan	Received invoice number GM 428 from a new supplier , Greystone’s Fabrics Ltd , 38 Dock Road  , London , EC2Y 4TQ for adults clothing. The invoice was for £4200 plus VAT 
8 Jan	Received invoice K270 from a new supplier, Knights Importers Ltd Beaufort Way, Queensway, Southampton, SO19 6TF for adults clothing. The invoice was for £1650 plus VAT
10 Jan		Drew £250 from the bank on cheque no 003 for a petty cash float
11 Jan		Bought stationery from petty cash for £94 including VAT
12 Jan		Paid postage from petty cash for £15 (VAT exempt)
16 Jan	Raised invoice JF001 to a new customer, Williams Enterprises, 17 The Manor, Guildford , GU3 1BA. The invoice was for sales of adult clothing £2760 plus VAT
18 Jan	Sold goods to a new customer on invoice JF002, Swansea Wholesalers, 86 Walter Road, Swansea SA1 1WS.  The invoice was for adult clothing £1870 plus Vat and children’s’ clothing £876
18 Jan	Sold goods to a new customer on invoice JF003, Tempo Ltd, 74 The Shambles, Birmingham, B4 7TZ.  The invoice was for children’s’ clothing of £624
21 Jan	Bought computer equipment on cheque 004 for £3600 plus Vat
23 Jan	Paid cheque no 005 to Knights Importers for £1980.
25 Jan	Paid fuel bill from petty cash for £75 including VAT
28 Jan	Paid rates for the unit on cheque 006 for £900. The cheque covered the period from 1st January 2014 to 30th June 2014. The payment is exempt from VAT
30 Jan	Sold goods to Swansea Wholesalers on invoice JF004. The invoice was for adult clothing of £2760 plus VAT
30 Jan		Prepared January wages:
Net wages paid from the bank £1236.80. Total tax and NI of £180 will be sent to the Inland Revenue on 15 February and should, be posted by journal entry. The wages were paid by BACS
31 Jan	Drew out cheque 007 for £1000 to cover his own personal living expenses
31 Jan	Replenished petty cash to £250 from bank with cheque number 008 (value £184)
1 Feb	Received cheque of £3120 from Swansea Wholesalers in payment of invoice number JF002
3 Feb	Sold goods to a new customer, Trendy Tunics, 15 Market Street, Chester CH1 5QF, using invoice number JF005 for children’s’ clothing £2541
5 Feb	Sold goods to Tempo Ltd using invoice JF006. The sale comprised adults clothing of £1245 plus VAT and children’s’ clothing of £254
6 Feb	Paid stationery from petty cash of £18 including VAT
11 Feb	Received cheque from Tempo Ltd of £624 in payment of invoice JF003
13 Feb	Made payment to Greystone’s Fabrics of £5040 using cheque number 009
15 Feb		Paid the Inland Revenue the January tax and NI on cheque 010
15 Feb		Paid postage of £20 (VAT exempt) out of petty cash
18 Feb	Sold goods to Trendy Tunics using invoice number JF007 for children’s’ clothing £1347
21 Feb	Received invoice K340 from Knights Importers Ltd for adults clothing. The invoice was for £486 plus VAT
24 Feb	Paid fuel bill from petty cash for £47 including VAT
27 Feb		Prepared February wages:
Net wages paid from the bank £1572.30. Total tax and NI of £189.87 will be sent to the Inland Revenue on 16 March and should, be posted by journal entry. The wages were paid by BACS
28 Feb	Drew out cheque 011 for £1000 to cover his own personal living expenses
28 Feb	Replenished petty cash to £250 from bank with cheque number 012 (value £85)



OTHER INFORMATION

PETTY CASH
Mr Rowberry has counted the amount left in the petty cash box and this totalled £250.00

DEBTORS
Mr Rowberry provides us with the following details of the amounts actually owed to him by these customers as at 28th February 2014:

						    	     £
	Swansea Wholesalers				3312.00
[bookmark: _GoBack]	Tempo Limited				1748.00						
	Trendy Tunics					3888.00				
Williams Enterprises				3312.00			


CREDITORS
Mr Rowberry provides us with the following details of the amounts actually owed to these suppliers as at 28th February 2014:

						    	    	 £
	Greystone’s Fabrics					0.00				
Knights Importers					583.20					






BANK BALANCE

We have been provided with bank statements by Mr Rowberry for January and February 2014. 

CLOSING STOCK

Following discussions with Mr Rowberry, we are informed that the closing stock was not processed by the bookkeeper as the results of the stock take were not yet available at the time. However, he has now calculated the value of the stock in the warehouse at £1985.

LOAN
Mr Rowberry has looked at the balance on his loan account statement and has informed us that the outstanding balance as at 28th February 2014 is £12860.



BANK STATEMENT OF ROWBERRY

	
	
	
	
	

	
	
	
	
	

	Date
	Particulars
	Debits
	Credits
	Balance

	
	
	£
	£
	£

	2014
	
	
	
	

	1 Jan
	Bank Giro Credit
	
	2000.00
	2000.00

	2 Jan
	001
	1500.00
	
	500.00

	3 Jan
	Bank Giro Credit
	
	13000.00
	13500.00

	3 Jan
	002
	3600.00
	
	9900.00

	10 Jan 
	003
	250.00
	
	9650.00

	21 Jan
	004
	4320.00
	
	5330.00

	23 Jan
	005
	1980.00
	
	3350.00

	25 Jan
	Standing Order
	82.00
	
	3268.00

	28 jan
	006
	900.00
	
	2368.00

	30 jan
	BACS
	1236.80
	
	1131.2

	31 Jan
	007
	1000.00
	
	131.20

	31 Jan
	008
	184
	
	52.80OD

	1 Feb
	Bank Giro Credit
	
	3120.00
	3067.20

	11 Feb
	Bank Giro Credit
	
	624.00
	3691.20

	13 Feb
	009
	5040.00
	
	1348.8OD

	15 Feb
	010
	180.00
	
	1528.80OD

	25 Feb
	Standing Order
	82.00
	
	1610.80OD

	27 Feb
	BACS
	1572.30
	
	3183.1OD

	
	
	
	
	








TASKS

1 Highlight and list the processing errors made by the bookkeeper in dealing with the transactions for January and February 2014. Correct these on the Sage Accounts package and produce a corrected trial balance at 28th February 2014.

You should print out and submit a copy of the following reports:
a. Trial balance
b. Summary audit trail
c. Summarised customer activity
d. Summarised supplier activity
e. Nominal ledger activity (excluding zero transactions)

Your answer should include a written record of each of the errors you have dealt with.
You should also submit a bank reconciliation at 28th February 2014 which reconciles the balance per the bank statement at to that on the Sage nominal account.


2 Prepare a profit and loss account and balance sheet for Rowberry Casuals as at 28th February 2014. This should be done using the Sage Accounts software.


















	GUIDANCE FOR STUDENTS IN THE COMPLETION OF TASKS



NOTE: The guidance offered below is linked to the five common assessment criteria overleaf.

1. Research-informed Literature 
Your work must be informed and supported by scholarly material that is relevant to and focused on the task(s) set.    You should provide evidence that you have accessed a wide range of sources, which may be academic, governmental and industrial; these sources may include academic journal articles, textbooks, current news articles, organisational documents, and websites.  You should consider the credibility of your sources; academic journals are normally highly credible sources while websites require careful consideration/selection and should be used sparingly.   Any sources you use should be current and up-to-date, mostly published within the last five years or so, though seminal/important works in the field may be older.  You must provide evidence of your research/own reading throughout your work, using in-text citations in the main body of your work and a reference list that is alphabetical at the end of your work. Please use the Harvard referencing system. 


2. Knowledge and Understanding of Subject
Your work must demonstrate the growing extent of your knowledge and understanding of concepts and underlying principles associated with the subject area.  Knowledge relates to the facts, information and skills you have acquired through your learning.  You demonstrate your understanding by interpreting the meaning of the facts and information (knowledge). This means that you need to select and include in your work the concepts, techniques, models, theories, etc. appropriate to the task(s) set.  You should be able to explain the theories, concepts, etc. meaningfully to show your understanding.  Your mark/grade will also depend upon the extent to which you demonstrate your knowledge and understanding; ideally each should be complete and detailed, with comprehensive coverage.

Specific to this assignment:	You should be able to demonstrate your knowledge and understanding of the differentiation between different transaction types and how they are processed by a business using the Sage Accounts software.

3. Analysis
Your work must contain evidence of logical, analytical thinking, evaluation and synthesis. For example, to examine and break information down into parts, make inferences, compile, compare and contrast information.  This means not just describing What! but also justifying: Why? How? When? Who? Where? At all times, you must provide justification for your arguments and judgements.  Evidence that you have reflected upon the ideas of others within the subject area is crucial to you providing a reasoned and informed debate within your work.  Furthermore, you should provide evidence that you are able to make sound judgements and convincing arguments using data and concepts.  Sound, valid conclusions are necessary and must be derived from the content of your work.  There should be no new information presented within your conclusion.  Where relevant, alternative solutions and recommendations may be proposed.

Specific to this assignment:	You should be able to demonstrate evidence of logical thought in the processing of financial information and also the ability to think analytically in the processing of more advanced or unusual transaction types. You should also be able to analyse the transactions processed by the bookkeeper and evaluate the errors made and how they should be corrected.


4. Practical Application and Deployment
You should be able to demonstrate how the subject-related concepts and ideas relate to real world situations or a particular context.  How do they work in practice?  You will deploy models, methods, techniques, and/or theories, in that context, to assess current situations, perhaps to formulate plans or solutions to solve problems, some of which may be innovative and creative.  This is likely to involve, for instance, the use of real world examples and cases, the application of a model within an organisation and/or benchmarking one organisation against others based on stated criteria.  You should show awareness of the limitations of concepts and theories when applied in particular contexts.

Specific to this assignment:  You should demonstrate that you are able to deploy appropriate accounting models and techniques in the processing of the transactions highlighted in the case study and in the preparation of the final accounts.


5. Skills for Professional Practice 
Your work must provide evidence of the attributes expected in professional practice.  This includes demonstrating your individual initiative and/or collaborative working. You must communicate effectively in a suitable format, which may be written and/or oral, for example, essay, management report, presentation. Work should be coherent and well-structured in presentation and organisation.




Essential Resources:
· Resources listed on the lecture schedule and on Moodle
· The student handbook 
· The SMU website at http://www.smu.ac.uk/academicskills/ 



	
                 MARKING CRITERIA AND STUDENT FEEDBACK



This section details the assessment criteria. The extent to which these are demonstrated by you determines your mark. The marks available for each criterion are shown. Lecturers will use the space provided to comment on the achievement of the task(s), including those areas in which you have performed well and areas that would benefit from development/improvement.
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	Common Assessment Criteria Applied
	Marks available
	Marks 
awarded

	1. Research-informed Literature 
Extent of research and/or own reading, selection of credible sources, application of appropriate referencing conventions.
	0
	

	





	
	

	
	
	

	2. Knowledge and Understanding of Subject
Extent of knowledge and understanding of concepts and underlying principles associated with the discipline.
	20
	

	





	
	

	
	
	

	3. Analysis
Analysis, evaluation and synthesis; logic, argument and judgement; analytical reflection; organisation  of ideas and evidence
	60
	

	





	
	

	
	
	

	4. Practical Application and Deployment
Deployment of methods, materials, tools and techniques; application of concepts; formulation of innovative and creative solutions to solve problems.
	20
	

	





	
	

	
	
	

	5. Skills for Professional Practice 
Attributes in professional practice: individual and collaborative working; deployment of appropriate media; presentation and organisation.
	0
	

	




	
	

	
	
	



	Assignment Mark (Assessment marks are subject to ratification at the Exam Board.  These comments and marks are to give feedback on module work and are for guidance only until they are confirmed. )
	Late Submission Penalties (tick if appropriate)
	%

	
	Up to one-week late
	
	

	
	Over one week late
	
	


	
COMMON ASSESSMENT AND MARKING CRITERIA



	
	OUTRIGHT FAIL
	UNSATISFACTORY
	SATISFACTORY
	GOOD
	VERY GOOD
	EXCELLENT
	EXCEPTIONAL

	Assessment Criteria
	0-29%
	30-39%*
	40-49%
	50-59%
	60-69%
	70-79%
	80-100%

	1. Research-informed Literature 
Extent of research and/or own reading,  selection of credible sources, application of appropriate referencing conventions 
	Little or no evidence of reading.
Views and findings unsupported and non-authoritative.
Referencing conventions largely ignored.
	Poor evidence of reading and/or of reliance on inappropriate sources, and/or indiscriminate use of sources.
Referencing conventions used inconsistently.
	References to a limited range of mostly relevant sources. Some omissions and minor errors.
Referencing conventions evident though not always applied consistently.
	Inclusion of a range of research-informed literature, including sources retrieved independently. Referencing conventions mostly consistently applied.
	Inclusion of a wide range of research-informed literature, including sources retrieved independently.
Selection of relevant and credible sources.  Very good use of referencing conventions, consistently applied.
	A comprehensive range of research informed literature embedded in the work. Excellent selection of relevant and credible sources. High-level referencing skills, consistently applied.
	Outstanding knowledge of research-informed literature embedded in the work. Outstanding selection of relevant and credible sources. High-level referencing skills consistently and professionally applied.

	2. Knowledge and Understanding of Subject
Extent of knowledge and understanding of concepts and underlying principles associated with the discipline.
	Major gaps in knowledge and understanding of material at this level. Substantial inaccuracies.
	Gaps in knowledge, with only superficial understanding. Some significant inaccuracies.
	Evidence of basic knowledge and understanding of the relevant concepts and underlying principles. 
	Knowledge is accurate with a good understanding of the field of study.
	Knowledge is extensive.  Exhibits understanding of the breadth and depth of established views. 
	Excellent knowledge and understanding of the main concepts and key theories. Clear awareness of challenges to established views and the limitations of the knowledge base.
	Highly detailed knowledge and understanding of the main theories/concepts, and a critical awareness of the ambiguities and limitations of knowledge.

	3.  Analysis
Analysis, evaluation and synthesis; logic, argument and judgement; analytical reflection; organisation  of ideas and evidence
	Unsubstantiated generalisations, made without use of any credible evidence. Lack of logic, leading to unsupportable/ missing conclusions. Lack of any attempt to analyse, synthesise or evaluate.
	Some evidence of analytical intellectual skills, but for the most part descriptive. Ideas/findings sometimes illogical and contradictory. Generalised statements made with scant evidence. Conclusions lack relevance.
	Evidence of some logical, analytical thinking and some attempts to synthesise, albeit with some weaknesses.
Some evidence to support findings/ views, but evidence not consistently interpreted.
Some relevant conclusions and recommendations, where relevant
	Evidence of some logical, analytical thinking and synthesis. Can analyse new and/or abstract data and situations without guidance.
An emerging awareness of different stances and ability to use evidence to support the argument.
Valid conclusions and recommendations, where relevant
	Sound, logical, analytical thinking; synthesis and evaluation. Ability to devise and sustain persuasive arguments, and to review the reliability, validity & significance of evidence. Ability to communicate ideas and evidence accurately and convincingly.
Sound, convincing conclusions / recommendations.
	Thoroughly logical work, supported by evaluated evidence. High quality analysis, developed independently or through effective collaboration.
Ability to investigate contradictory information and identify reasons for contradictions.
Strong, persuasive, conclusions, justifiable recommendations.
	Exceptional work; judiciously selected and evaluated evidence. Very high quality analysis, developed independently or through effective collaboration.
Ability to investigate contradictory information and identify reasons for contradictions.
Highly persuasive conclusions

	4. Practical Application and Deployment
Effective deployment of appropriate methods, materials, tools and techniques; extent of skill demonstrated in the application of concepts to a variety of processes and/or contexts; formulation of innovative and creative solutions to solve problems. 
	Limited or no use of methods, materials, tools and/or techniques.
Little or no appreciation of the context of the application.
	Rudimentary application of methods, materials, tools and/or techniques but without consideration and competence. Flawed appreciation of the context of the application.


	An adequate awareness and mostly appropriate application of well established methods, materials, tools and/or techniques.
Basic appreciation of the context of the application.

	A good and appropriate application of standard methods, materials, tools and/or techniques.
Good appreciation of the context of the application, with some use of examples, where relevant.

	A very good application of a range of methods, materials, tools and/or techniques.
Very good consideration of the context of the application, with perceptive use of examples, where relevant.
Evidence of some innovation and creativity. 
	An advanced application of a range of methods, materials, tools and/or techniques.
The context of the application is well considered, with extensive use of relevant examples.
Application and deployment extend beyond established conventions.  Innovation and creativity evident throughout.
	Outstanding levels of application and deployment skills. Assimilation and development of cutting edge processes and techniques.

	5. Skills for Professional Practice 
Demonstrates attributes expected in professional practice including: individual initiative and collaborative working; deployment of appropriate media to communicate (including written and oral); clarity and effectiveness in presentation and organisation.
	Communication media is inappropriate or misapplied.
Little or no evidence of autonomy in the completion of tasks.
Work is poorly structured and/or largely incoherent.
	Media is poorly designed and/or not suitable for the audience. 
Poor independent or collaborative initiative.
Work lacks structure, organisation, and/or coherence
	Can communicate in a suitable format but with some room for improvement. 
Can work as part of a team, but with limited involvement in group activities. 
Work lacks coherence in places and could be better structured.
	Can communicate effectively in a suitable format, but may have minor errors.
Can work effectively as part of a team, with clear contribution to group activities. 
Mostly coherent work and is in a suitable structure.
	Can communicate well, confidently and consistently in a suitable format.
Can work very well as part of a team, with very good contribution to group activities. 
Work is coherent and fluent and is well structured and organised.
	Can communicate professionally and, confidently in a suitable format.
Can work professionally within a team, showing leadership skills as appropriate, managing conflict and meeting obligations.
Work is coherent, very fluent and is presented professionally.
	Can communicate with an exceptionally high level of professionalism. 
Can work exceptionally well and professionally within a team, showing advanced leadership skills.
Work is exceptionally coherent, very fluent and is presented professionally.





	Student Self Evaluation Form 

	Student name:
	
	Student P number:
	

	Programme:
	
	Year of programme 
	

	Assignment Title:
	



This section repeats in brief the common assessment criteria detailed on previous pages. The extent to which these are demonstrated by you determines your mark. Using these criteria, tick the box that best indicates the level of achievement you feel you have achieved with regard to each of them. 
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	Common Assessment Criteria Applied
	Level of Achievement

	
	
REFER
	
3rd
	
2:2
	
2:1
	
1st
	
1st

	
	OUTRIGHT FAIL
	UNSATISFACTORY
	SATISFACTORY
	GOOD
	VERY GOOD
	EXCELLENT
	EXCEPTIONAL

	1. Research-informed Literature 

	0-29%
	30-39%
	40-49%
	50-59%
	60-69%
	70-79%
	80-100%

	
	
	
	
	
	
	
	

	2. Knowledge and Understanding of Subject
	0-29%
	30-39%
	40-49%
	50-59%
	60-69%
	70-79%
	80-100%

	
	
	
	
	
	
	
	

	3. Analysis

	0-29%
	30-39%
	40-49%
	50-59%
	60-69%
	70-79%
	80-100%

	
	
	
	
	
	
	
	

	4. Practical Application and Deployment

	0-29%
	30-39%
	40-49%
	50-59%
	60-69%
	70-79%
	80-100%

	
	
	
	
	
	
	
	

	5. Skills for Professional Practice 

	0-29%
	30-39%
	40-49%
	50-59%
	60-69%
	70-79%
	80-100%

	
	
	
	
	
	
	
	


 
	PLEASE COMMENT ON AREAS IN WHICH YOU FEEL THAT YOU HAVE PERFORMED WELL 
	PLEASE COMMENT ON AREAS YOU FEEL THAT YOU NEED TO DEVELOP

	



	




	Student’s Name
	
	Date
	

	Student’s Signature
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