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1. MK (Ledgers)

NV EARE

REEE MIAAAEMER
L1 s 111 BT A 5 Rk
(Introduction To 1.1.2 i id(Bookkeeping) 5 2 1 (Accounting)
Bookkeeping) 1.1.3 B@ES G EXTASFE 3 1 &
1.1.4 BFELHEH (Accounting Cycle) [FIFE 7
1.2 80 /ED | 1.2.1 BEf#E2 15 (Accounting Equation)
I SSPERIE NS 1.2.2 BRARAZ Gy oo o 1H 55 2R RE i
(Double-entry 1.2.3 MR 250K P (Ledger Accounts) 12551 :

Bookkeeping &
General Ledger)

1.24
1.2.5

@O A4k (Personal Accounts):
- B CED RSB 95 AT )
[Accounts Receivable (i.e. Trade debtors’ accounts)]
- NAFIKER CED B TBUNIK D
[Accounts Payable (i.e. Trade creditors’ accounts)]
@ FEAN 40K F (Impersonal Accounts):
- SEUK F(Real Accounts)
- HEJK I (Nominal Accounts)
FRA# A 53 J5K (General Ledger) D) A
1% F A& 5% ) (Rules Of Debit & Credit) 5 7 4445 1iF(Source
Documents)it. % i\ A2 5

1.3 A%
(Trial Balance)

1.3.1
1.3.2

PSR B T BE 5 )R PR (Function & Limitation)
It AR

1.4 giliK

(Control Accounts)

1.4.1
1.4.2

143
1.4.4
1.4.5

1.4.6

PR f# 42 1 K F (Control Accounts) ] FHi&
PRAR 435K (Ledgers) )2 51 -
@® K530 (General Ledger)
@ 1o R/ SO K 43 2K K
(Sales Ledger/Accounts Receivable Ledger)
ON Y. Gne S INRNS (Cne NIl

(Purchases Ledger/Accounts Payable Ledger)
B2 1) P 15 B 48 73 2 (Subsidiary Ledgers)
FR /b B4 (Minority Balances) 7= 4
Y ) B T 5 B2 43 250K G 11 K 7 (Sales & Purchases Ledger
Control Accounts), 135X} 7415 (Contra Entry)
VEGE Ik ) AH SR 3T B E0 28R 100 2 F 1) S 300
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2. [RIRICFE W/ 957 (Books Of Original Entry/Journals)

REXE MIRAZMEKR
2.1 WhR 5B i 2.1.1 FRAEIE TR 58 EI‘JIjJ%
(Purchases & 2.12 ity TeE 5 IE B, LK (Posting)
Returns Day Books)
2.2 R 5B EE 2.2.1 PRfRES TR 5B Bl El"]IjJﬁﬁ
(Sales & 222 ikl RE SRR, GREEIK
Returns Day Books)
2.3 Wil Hid 2.3.1 BRAEEE HCE R D) RE
(General Journal) 2.3.2 ZmiiRiE HiC i, sk
- Rk, AEES TR, gk S H AR
(Opening, Adjusting, Correcting, Closing & Other Entries)
2.4 P& 2.4.1 BRRILEIIThEE
(Cash Book) 2.4.2 PR M HTI0 5 8 4 3730(Trade Discounts & Cash Discounts)
2.4.3 RS T2 P05 04 T2 P i (Discounts Allowed & Discounts Received)
2.4.4 gmfFFE 2 =44 20 4 % (Two-column/Three-column Cash Book),
ALFEXF V12 F (Contra Entry)-5 it ik
2.5 FHM&E 2.5.1 PRARZEFH L6 R Thae
(Petty Cash Book) | 2.5.2 4| = HIEH, BFELIK:

- ERH FE (Imprest System)

3. HiKiA% (End-of-period Adjustments)

AEXE MIRAEZMER
3.0 PRI SRIKWCED | 3011 ERARIRIK SRR ] e A
HORMKHES 3.1.2 BRAATVHZIRIKAE A1 J5 ]
(Bad Debts, Bad 3.1.3 BRI S RIK HE &
Debts Recovered 3.1.4 B THRIK I ITE
& Allowance For 3.1.5 FEXRIK . SAMKU R (S RI893R K B — A2 THAEAS R &S HEED S
Doubtful Debts) RIKHER 2= Tl 5%
3.1.6 VRO IRIK . SRR [ 5 2R v £ AH SC T H 72 25 3 1)
EI
3.2 dRmsh 5 4rIH | 3.2.1 BBARRBI TR . MRS A
(Non-current Assets | 3.2.2 Ff#4T IH/47T#E/#E 44 (Depreciation/Depletion/ Amortisation) 1) 7= 42 5
& Depreciation) itz
3.2.3 BT IHIE R S T54:

@ H.£kvk(Straight Line Method)
@ LWL (Reducing Balance Method)
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REEHE
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3.2 JRmah B 54rIH
(Non-current Assets

& Depreciation)

3.2.4 fEATIAM2IHES, 2/ K — 4 (Whole Year/ Fractional Period):
© NI RATIHIK
(Accumulated Depreciation Account is not opened)
@ FxRIUATIHK S
(Accumulated Depreciation Account is opened)
@ ATFAr I
(Depreciation Account is not opened)
3.2.5 fEAERsh B = 54 IHFIE . 4525 5 ¥ (Acquisition, Disposal &
Trade-in) £ 111 %
3.2.6 fEARRBNIE™ . FrIH S R IHA I E £ 554k BRI 23

3.3 M-S TATEH
(Accruals &

Prepayments)

3.3.1 BEAHA R S S H I
3.3.2 HENIHS WA HE
© Rith#%H 516t %% H (Accrued Expenses & Prepaid Expenses)
@ RN 5 KRN (Accrued Income & Unearned Income)
3.3.3 fE A& THER:
© Rt 5T E
@ 7% 5#EH (Inventory & Drawings)
3.3.4 VEHHAR B AR QI B AE M 54k H i 230
3.3.5 P TAE KR (Worksheet)

3.4 HHREIE
(Correction Of

Errors)

3.4.1 BESTHERRI A H )
© AR R 1 R
(Errors Not Affecting Trial Balance Agreement)
MR 1A 0 R R
(Errors Affecting Trial Balance Agreement)
3.4.2 {EH IE1d % (Correcting Entry), fFEE LK/ (Suspense Account)
3.43 JpfresitaE v T A0 H B R -
@ W4k 22 H (Statement Of Financial Position Items)
@ #i#K I H (Income Statement Items)
3.4.4 i SR JE R AR R ST W 55 2 (Statement Of Corrected
Net Profit/Net Loss & Revised Statement Of Financial Position)

3.5 AEEaitidx
(Incomplete
Records)

3.5.1 PR SEA TR AT R F 56 S
3.52 MAEEESIHLR:
© e ¥ F /1545 (Net Profit/Net Loss):
- BEA L% (Capital Comparison Method):
HESI PR, IE9n i) BE 7= 7451 45 H 3K (Statement Of Affairs)
- g3 9 Mk (Analysis Of Records Method):
EEHLT Wit HAWANS A, gl s
@ Ymifill 5%, AFEHAAR A% (End-of-period Adjustments)
@ THHEEINRAEE R RIME S TR
3.5.3 #HEEH R 5N (Margin & Mark-up)
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3.6 AT
(Bank
Reconciliation)

3.6.1 PRAA SN 4 HARAT /73K R #(Cash Book Bank Balance)54R1T
H &5 5 2% (Bank Statement Balance) N4 1 )&
3.6.2 HfRRATHE RT3 (Bank Reconciliation Statement)H B B8
3.6.3 AREH & FRAT A7 R B(Adjustment Of Cash Book Bank Balance)
3.6.4 ZmERATASR TR, WHEEATIE X (Bank Overdraft) Rl
O HUE AT ERRBIOHEER/ )6 Y
[Starting With Cash Book Bank Balance (Before /After
Adjustment)]
@ BHATH 45 B RETT IR
(Starting With Bank Statement Balance)

4. BHIALRRIEFEME (Recording & Preparation Of Financial Statements For Business Entities)

AAXE MIRAEMEKR
4.1 gtk 4.1.1 44 & (Financial Statements)
(Sole @© BRI R 5 5 RL#R
Proprietorship) @ HEfAEMK 1) 45°F (Balancing Off) 5 4575 (Closing OfY)

® PRI 23 (Income Statement/Statement Of Profit Or Loss)M i H :
- B TR B TROAS L AN 5 2% B (Net Sales, Cost Of Sales,
Other Income & Expenses)
@ PR 55 IR (Statement Of Financial Position)T H :
- AERBh B WBh B AR AT sh Sk R
(Non-current Assets, Current Assets, Non-current Liabilities,
Current Liabilities & Owner’s Equity)
® Jmibilf 55, LK% (End-Of-Period Adjustments),
T/#i 5 (T/Horizontal Format) B4/ E /[ ik 7(Vertical/Statement
Format):
- %25 % (Income Statement/Statement Of Profit Or Loss)
- W 55 IR % (Statement Of Financial Position)

4.2 Akl
(Partnership)

4.2.1 43 (Financial Statements)

© B

@ HAEA KIS A 1ki%E 4 (Partnership Agreement & Partnership
Deed)

® 1E#TA kAl A7 (Formation Of New Partnership) 12 111 3%

@ Yt H A Ak A BT S W S8R R

© EEIK NS #Hi4 . BEA 54 HUH] B (Partners’ Drawings &
Salaries, Interest On Capital & Drawings) < 111 3%

® {ELTH A1k ANFK I (Loan From Partner)5 53K F| /& (Interest On
Loan) {11 3%

@ gl 2= XA 5 KK /- (Capital & Current Account)

Y| 453 25 43 BC K F (Profit And Loss Appropriation Account)

© Y| 55-HFE, T/ N(T/Horizontal Format) B/ EL/FRiR 2
(Vertical/Statement Format):
- P73 F (Income Statement/Statement Of Profit Or Loss)
- W 55 R (Statement Of Financial Position)
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42 Hikdl 4.2.2 G kAL ) 2 (Change In Partnership)
(Partnership) @© HRF 0 R E(Goodwil ) IME I R

423

@ iHERE

® fEEM NI E 2 Be b 222 . JB H 5 1 A\ (Change In Profit &
Loss Sharing Ratio, Withdrawal & Admission)f{2it1d3%, %
PR AT 5 R LA

O RGN LE R INIE S

Bk AL R i i (Dissolution In Partnership)

O BEFMEER . 2S5 EF

@ HfFE “ gt ERE” ML (Garner Vs Murray Rule)

@ TEfFB 2 ihidk, AFE “mgyxr B E” Hn

43 HIRAH
(Limited Company)

4.3.1

432

I 4547 2% (Financial Statements)

@© B PR 2 =) 4o

@ Hf 7] ZFE(Memorandum And Articles Of Association)fft] 3= 2
ESESER

G HEEERA. CRATRA. CHEERA. TR NS
% # (Authorised, Issued, Called-up, Paid-up Share Capital & Calls
In Arrears)

@ HEfE A /5 77 (Shares/Loan Notes) 1 3= ZL2 5l

® HEfgHm 56

© ! fige e i 1 B R 5 BA R i 2. (Interim & Final Dividends)

@ Gl 5542, KR e AR A A T B[R 5 4 2 1 (Irredeemable
& Non-cumulative) ¢ 4%, FK 1% M S AR 4513 £ (Paid In Full),
YN/ /RiA 3 (Vertical/Statement Format):
- i3 (Income Statement/Statement Of Profit Or Loss)
- Wz 4F 57 (Statement Of Changes In Equity)
- W45 IR % (Statement Of Financial Position)

A 1152 57 1) /AT (Issue Of Shares/Loan Notes)

© FFEAR P S5 %0 K AT (Issue At Par & At Premium)

@ BEGFFITPAN 58540 K47 (Issue At Par & At Discount)

@) HRAR B B A 5 A 2 I (Oversubscription &
Undersubscription) 7= 42

@ HER /R RATIET

® TERATIM /iR id s, AFENM S (Calls In
Arrears). W5 B KAT A (Forfeiture & Reissue Of Shares):
- — k%% 2 (Payable In Full On Application)
- #8484} (Payable By Instalments)

© AERBAR /ARSI H fE M S5 IR BLEE L 2 B
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5. &3 (Business Combinations)

5.1.3

AEXE MIAAAEMEKR
5.1 AJF 5.1.1 FREIFIM S
(Amalgamation) 512 fE TR FlaTHe sk

@O MNEHBE LS I
(Amalgamation Of Individual & Sole Proprietorship)
@ Btk 5 H AL RS I
(Amalgamation Of Sole Proprietorship & Partnership)
@ PATEAR BT A/ P 8] Pk Al ) 9
(Amalgamation Of Two Sole Proprietorships/Two Partnerships)

bl 3 I JE W SR DL R

5.2 Ak

(Business Purchase)

5.2.1
522
523

524

PR AV WO FOME 2
PR ARSI 75 25 /AN T SF 2 WS 33 (Goodwill/Gain On Bargain Purchase)
ENFI e, RAFEETTIKE, mdi2aikank, e
KSR T5 K«
@© A NAEE ANV 5 Al

(Takeover Of Sole Proprietorship By Individual/Sole Proprietorship)
@ B kAP A B Aol A Ak Al

(Takeover Of Sole Proprietorship/Partnership By Partnership)
@ A R EIE AT Al A Ak Al

(Takeover Of Sole Proprietorship/Partnership By Limited

Company)
I | S ) W S5 IR LR

6. FRIZEEANIZF ST (Recording & Preparation Of Financial Statements For Different Operating Models)

AEEE MIRABFMER
6.1 gk 6.1.1 BRI 5 i
(Manufacturing) 6.1.2 Hfi B 5 A6 A (Direct & Indirect Manufacturing Costs)

6.1.3

6.1.4
6.1.5

PRARAE R A EI 5 ) B 2B PR A (Production Cost,

Work-in-progress & Production Cost Of Finished Goods)

PRARENVFHE (Trading Profit)5 #1]i& Fi#E (Manufacturing Profit)

w55 R R, ANEIE A S E FE (Unrealised Manufacturing

Profit):

@© i BAK S (Manufacturing Account), 7E$l] 5 %4577 oA/ 3 2
J§ A (Production Cost/Prime Cost) i1/

@ #i2i# (Income Statement)

® W45kt # (Statement Of Financial Position)

6.2 AFE MUY
(Non-profit-making
Organisation)

6.2.1

6.2.2

6.2.3

BRARE F| 5 455 F) 4H 21 (Profit-making & Non-profit-making
Organisation)

FRARIN 5 37 K 7 (Receipts And Payments Account) & i 25 5 48
Ji F* (Income And Expenditure Account)

{E 2= %% (Subscriptions) ) 2 1Hid 3%, AN IS Tl s

Prepayments)

2 (Accruals &
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6.2 AEEALLH
(Non-profit-making
Organisation)

6.2.4 fEASPR. L5453 5181/15 4 (Entrance Fees, Life Membership
Fees & Donations/Legacies)f] £ 1110 %
6.2.5 il 55 k.
O YN 52 K 7 (Receipts And Payments Account)
@ i 544K F (Income And Expenditure Account), B HEE
Ji ' (Trading Account)
@ 4554k # (Statement Of Financial Position)
6.2.6 PR T 525 TG00 W 55 10 R (K5
® a2 H 5 BEASE HH (Revenue Expenditures & Capital
Expenditures)
@ W5 B AR (Revenue Receipts & Capital Receipts)

6.3 ]
(Department)

6.3.1 BFREMI T2 H

6.3.2 PRAAEEHTTH) 2 H 73 Fl(Allocation Of Expenses)

6.3.3 YEHRI) 2 18] TR W% #% (Inter-departmental Transfer Of Goods) )< it
ke

6.3.4 il 01 140 2 2 [ B F JEAili(Gross Profit Basis)]

6.4 FHY

(Consignment)

6.4.1 FfF AT B IR BT

6.4.2 HEfEZ 9 N 57K N\ (Consignor & Consignee) U] 5 X 55

6.4.3 PRREH A 45 R4S 123 £ (Sales Commission & Del Credere
Commission)

6.4.4 FRIRAEE B (Account Sales) N 25 5 F g

6.4.5 1E7 4 N5 485 N K # (Consignor's & Consignee's Books) £ it
o3k, BIEET 8712 (Closing Inventory On Consignment)

6.5 GREE

(Joint Venture)

6.5.1 MG HAE T
6.5.2 fEFAMILIK# (No Separate Set Of Books Is Kept) fi£itic 3%,
ANEFEAF T7 (Inventory On Hand):
O mHHEEHRKENT “5 XX BEE K (Joint Venture With
XX Account)”
@ Yl s % kK ' (Memorandum Joint Venture Account)

6.6 7 WK
(Hire Purchase)

6.6.1 BRfF I WA SR AR
6.6.2 PRSI XU AR S 55
6.6.3 HEFEIL SN A% 5 43 34 3K A #% (Cash Price & Hire Purchase Price)
6.6.4 HEf# 4314} 2K F B (Hire Purchase Interest) {5t 71
@O H 27k (Straight Line Method)
@ # )ik (Reducing Balance Method)
6.6.5 {F3L 77K # (Buyer's Books) <> 1115, HHEH 2% 1l (Termination
Of Agreement):
@© 43 #AfHEF]E K S (Hire Purchase Interest Account)yZ:
@ o WA ECR 2 IR S K 7 (Hire Purchase Interest Suspense
Account)iZ:
6.6.6 V5 WA AR QI B AE M 554k b 30
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6.7 73k
(Branch)

6.7.1 43> JE&EH#(Centralised System — Books Kept By Head Office)
© BRAFBLLER Il S
@ ERAEST SRS A (At Cost) I 2 THLK
@ FERALS SOE B A INFIE (At Cost Plus Profit) i £ 10 5% :
- A #EIK F1 7% (Adjustment Account Method)
- B SRR A R SOE AR B A
(Memorandum Columns Method/
Two-column Branch Inventory Account Method)
6.7.2 43 3557 #ll (Decentralised System — Books Kept By Branch)
O v
@ Hf#EALEEIH (Items In Transit):
- {E£3& ¥4 (Cash In Transit)
- 1Ei&12¥)(Goods In Transit)
@ FELIES 7 3K E R 2T 5%
- RATS SOE R FE A (At Cost)
- KAy SC)E B4R A INAE (At Cost Plus Profit)
@ Zwihl s 54 375 3R K P (Head Office & Branch Current
Account), BFE/EEDH
® FERE 5 55 30 WK I A 4 5 45K il %
® il 2k R SIMEC RIS CHIE” K CHIET ), A
- f£i&¥ 4(Cash In Transit)
- EIETY), %A (Goods In transit, At Cost)
- 3 S BIARAE BRI R SR
(Unrealised Profit On Branch Closing Inventory)

6.8 L%
(Bills Of Exchange)

6.8.1 FARAT VIR H i 5 s e

6.8.2 B ISEARAEA LSS IR B WL Bk, BRERlL RS
1 (Payment On Maturity, Discounting, Negotiating, Retiring,
Dishonour & Renewal)

6.8.3 1ERY 5 M Af EE 8 (Bills Receivable & Payable) < ilid %, AN
7 BRI (Days Of Grace)
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