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1
INTRODUCTION

The overall aim of this qualification is to accredit candidates’ knowledge and understanding of the fundamental principles concerned in the use of a manual accounting system. 

Within the qualification, candidates have the opportunity to gain knowledge of manual book-keeping routines concerning the documentation and processes related to making and receiving payments, entry of transactions into the double-entry book-keeping system and preparation of a Trial Balance. They will gain a further insight into both cash and credit business transactions, VAT calculations and other manual routines.
The qualification requires candidates to understand those transactions, which are necessary for the day-to-day function of a double-entry accounting system and for processing of documents and transactions using that system. Accuracy, integrity and security of data should always be uppermost in the candidates mind. 
Candidates may use this qualification as the basis of further study of manual systems and use it as underpinning knowledge for the study of the IAB Level 2 Certificate in Computerised Book-keeping and also progress to the IAB Level 3 Diploma in Accounting and Advanced Book-keeping.  
To be awarded the full qualification, candidates are required to successfully demonstrate their competence by means of an external examination. It will also provide progression to the NVQs in Accounting at Levels 2, 3 and 4.  Candidates will receive acknowledgement of successful completion of the qualification.
2
AIMS
In summary, the qualification aims to enable candidates to: 

1 
Assess their competence and understanding in carrying out a range of basic day-to-day book-keeping routines and activities using a double-entry manual book-keeping system. The activities will include entry of business transactions, and routine book-keeping tasks.

2
To assess their understanding of the importance of maintaining accuracy, security and integrity in performing any book-keeping tasks using a double-entry manual accounting system.

3
Upon completion, progress in their learning to further develop their knowledge, understanding and skills by:

· Further studies of accounting routines and procedure at Level 3
· Progression to the IAB Level 2 Certificate in Computerised Book-keeping.
3
TARGET GROUP
The IAB Level 2 Certificate in Book-keeping is aimed at individuals who wish to further their studies of book-keeping and gain a qualification at Level 2 of the National Framework having completed studies of the IAB Level 1 Certificate in Book-keeping.  It could also be used by those candidates who have some practical knowledge and skills and wish to gain an accredited qualification in the subject.
4
STATEMENT OF LEVEL

This qualification has been designed to assess the knowledge and skills of manual Book-keeping at Level 2 of the National Qualifications Framework.

5
ENTRY REQUIREMENTS

As the examination tests the application of knowledge and understanding and not the recall of facts and figures, candidates will be expected to demonstrate an understanding of the subject area and to apply this knowledge in the examination.

Information regarding equivalent qualifications can be found via the IAB web-site (www.iab.org.uk) or by contacting the IAB directly.  

It is recommended that before commencing a course leading to the IAB Level 2 Certificate in Book-keeping the prospective student will already have basic skills in numeracy and literacy and some understanding of basic book-keeping practices and terminology as covered in the IAB Level 1  Certificate in Book-keeping or having some practical knowledge and skills at this level.
6
PROGRESSION

The qualification has been designed to provide the essential knowledge, understanding and skills required to complement and enable candidates to progress to other related qualifications at Level 3 of the National Qualifications Framework.

The qualification will provide a basis for progression to the study of the IAB Level 2 
Certificate in Computerised Book-keeping and the IAB Level 3 Diploma in Accounting and

Advanced  Book-keeping. It will also provide progression to the NVQ in Accounting at Level 3 with

a small number of aspects of Unit 7 of the National Occupational Standards also being covered.
It will also provide progression to GCSE level in Accounting and related units in the General Vocational Certificate of Education (GVCE) qualifications.

7
THE STRUCTURE OF THE QUALIFICATION

This Level 2 qualification is a single Unit qualification.  It contains the manual aspects of the syllabus and comprises eight mandatory Learning Outcomes with associated Assessment Criteria.  It should be noted that the qualification only contains work in a manual environment.
Teachers/trainers may find it necessary to address the Learning Outcomes in a different order initially.  Teachers and trainers should ensure that learning programmes are designed to meet the needs of individual candidates.  They should also ensure that learning programmes take account of the need for candidates’ to continue to be fully competent in the knowledge and skills gained during this initial study of manual book-keeping.

It is considered that this qualification has a ‘notional’ estimate of 60 Guided Learning Hours (GLH) or 120 hours of Notional Learning Time (NLT).  It is ‘notional’ because the actual GLH, or NLT, of course must take into account the specific needs of the individual candidates for the qualification.  For example, candidates who are relatively new to working with numbers may need significantly more GLH/NLT as opposed to those with substantial experience who may need less.  Teachers/trainers should use their professional judgement in assessing the needs of candidates and deciding the GLH/NLT to be provided.  

8
ASSESSMENT AND GRADING

All Learning Outcomes will be assessed through an externally set and marked examination lasting two hours, consisting of a series of four hand-written tasks.  The examination will build on the candidates’ book-keeping knowledge and will assess the candidate’s ability in relation to the Learning Outcomes. Candidates will be required to carry out the tasks accurately and in keeping with current book-keeping and accounting concepts and practice.  
Faults will be incurred where candidates make numerical errors or fail to follow required procedures and formats. 

In order to achieve a Pass, candidates will be required to complete the assessment tasks without exceeding the permitted error tolerance.

To achieve this qualifications, candidates must obtain at least 55%.  Such candidates are categorised into four grades, namely; Distinction with Commendation; Distinction; Credit and Pass.
Candidates obtaining less than 55% are categorised into Marginal Fail and Fail.
PASS AND FAIL MARKS/PERCENTAGES

A*
DISTINCTION WITH COMMENDATION

95% and above

A
DISTINCTION




85 – 94.99% 

B
CREDIT





70 – 84.99% 

C
PASS






55 – 69.99% 

M
MARGINAL FAIL




50 – 54.99%

F
FAIL






Below 50%

Candidates may sit the Examination on either the specific dates set and published by the IAB or on dates set by Centres on an ‘On-demand’ basis. Centres are advised to consult the IAB Centre Handbook on the IAB website (www.iab.org.uk) or contact the IAB for details of how to arrange an 'On-demand' examination.  All necessary security of candidate data and information will be undertaken by the IAB.
9
CERTIFICATION
All candidates who achieve a Pass grade will receive a Certificate for the successful completion of IAB Level 2 Certificate in Book-keeping.
10
NVQ IN ACCOUNTING LEVEL 2 and 3 SIGN-POSTING 

A sign-posting map is provided at the end of the Unit Specification demonstrating the links between this qualification and the knowledge and understanding requirements of the NVQ in Accounting at Level 2 and 3.
11
KEY SKILLS LINKS  

During their study towards the qualification, candidates may have opportunities to develop the knowledge and skills necessary to produce some of the evidence required for the Level 1 for the following Key Skills:
· Communication

· Working with Others

· Application of Number

· Information Communication Technology

· Improving Own Learning and Performance

· Problem Solving

Appendices 1 and 2 provide details of the links between this qualification and potential opportunities to develop the Key Skills.
12
SPIRITUAL, MORAL, ETHICAL, SOCIAL AND CULTURAL VALUES

Tutors preparing candidates would have opportunities to introduce relevant ethical, social and moral values throughout a course leading to this qualification.  Of specific relevance would be matters of honesty and integrity, probity and confidentiality of information.  In addition, the IAB Framework for Regulation and Code of Best Practice (provided at Appendix 4) also underpin all Learning Outcomes of the qualification.

13
HEALTH AND SAFETY ISSUES, ENVIRONMENTAL ISSUES AND EUROPEAN DEVELOPMENTS

There is no specific coverage of these issues within the qualification.

14
REASONABLE ADJUSTMENTS FOR CANDIDATES WITH PARTICULAR REQUIREMENTS

The IAB and IAB Accredited Centres are required to ensure that candidates with particular assessment needs are not disadvantaged and that appropriate arrangements are made to meet their assessment needs. The procedure to make an application for arrangements to meet a candidate’s specific needs is detailed in the IAB Centre Handbook.

15
ENQUIRIES AND APPEALS

The IAB and IAB Accredited Centres are required to process all enquiries and appeals in accordance with the IAB established procedures.
16
UNIT SPECIFICATION INCLUDING NVQ LEVEL 2 AND 3 IN 
          ACCOUNTING SIGN-POSTING
See Pages 6 - 9

IAB LEVEL 2 CERTIFICATE IN BOOK-KEEPING

SINGLE UNIT TITLE: (IAB Code B2) Book-keeping to Trial Balance
GLH:  60 hours 




ASSESSMENT TIME: 2 hours
Aims of the Unit

Upon completion of study for this qualificaation it is intended that the candidate will be able to:

· Understand and apply basic accounting concepts

· Make Value Added Tax (VAT) calculations 

· Recognise and use Source Documents

· Demonstrate a knowledge and understanding of payment methods

· Use a sub-divided Book-Keeping System

· Account for Payroll

· Prepare checking devices, identify and eliminate Book-Keeping Errors
· Prepare a Trial Balance
Prior Knowledge and Skills Requirements 

Before starting a course of study or training to the assessment for this unit, it is assumed and is advisable that the candidate has already acquired the knowledge and skills as specified in the IAB Level 1 Certificate in Book-keeping.

	Learning Outcome
	Assessment Criteria

	
	

	1
	Understand and Apply Basic Accounting Concepts and book-keeping ethics
	Understand and apply the basic accounting concepts and ethics which underpin the functions of book-keeping and accounting
Understand fundamental double entry Book-keeping terms and

Processes.



	
	Be able to:

	
	·  Explain the function of Book-keeping and Accounting

	
	· Recognise and apply the basic accounting concepts of:

· Business entity

· Money measurement

· Duality

· Historic Cost

	
	· Identify 

· assets, capital and liabilities

· capital income and expenditure

· revenue income and expenditure

	
	Understand and demonstrate the need for security and confidentiality in the keeping of financial records.

	2
	Make VAT calculations
	Understand the workings of Value Added Tax (VAT) for the standard, Cash Accounting, Flat Rate and Annual Schemes.  

	
	

	
	Be able to:

	
	· Explain basic terms relevant to VAT:

	
	· VAT output tax

· VAT input tax

· VAT standard rate

· VAT reduced rate

· VAT zero rate

· Exempt from VAT/outside the scope of the Scheme


	Learning Outcome
	Assessment Criteria

	2
	Make VAT calculations (continued)
	Be able to:

· Make basic VAT calculations and record VAT in the Books of the

      business and the VAT Account:

· Make VAT calculations given VAT inclusive amounts
· Make VAT calculations given VAT exclusive amounts

· Make VAT calculations when a cash/settlement discount is

      offered for early or prompt payment of an invoice.

· Check the VAT calculations on incoming business

      documents

· Keep a VAT account, recording VAT input and output tax

	
	· Balance the VAT Account

· Explain the balance on a VAT Account 

Be able to provide VAT Input and VAT Output information relating to the completion of form VAT100 (VAT Return).


	
	

	3
	Recognise and use source documents 
	Understand the requirement of documenting business transactions.  
Be able to identify source documents used in business and to demonstrate awareness of the legal requirement for retaining business documents.

	
	

	
	Be able to:

	
	· Explain the function of a range of source documents used in business, ie:

	
	· Purchase order

· Acknowledgement of order

· Advice note

· Delivery note

· Invoice 

· Debit/credit note

· Statement of account

· Remittance advice

· Receipt

	
	· Calculate Trade Discount and a Cash/Settlement discount and apply when preparing business document

· Process business transactions using source documents
· Prepare and present business documents in accordance with the organisational procedures

	
	

	
	

	4
	Demonstrate a knowledge and understanding of payment methods
	Understand and identify appropriate methods of making and receiving payments.

	
	Be able to:

	
	· Demonstrate an awareness of common methods of payment used in business

	
	· Make payments using appropriate payment methods, including the calculation and deduction of any cash / settlement discount offered and taken.

	
	· Check payments received, including the calculation and deduction of any cash/ settlement discounts offered and taken.




	Learning Outcome
	Assessment Criteria

	
	
	

	5
	Use a Sub-divided Book-Keeping System
	Understand the need for a suitable book-keeping system to allow for the processing of a high volume of transactions quickly and accurately.  

	
	
	

	
	Be able to:

	
	·  Process a range of business transactions through a sub-divided
     book-keeping system

	
	· Appreciate the advantages of using a sub-divided book-keeping

     system

	
	·  Explain the methods of processing used in high volume systems,  

     appreciate the advantages and disadvantages of:

	
	· Batch processing

· Real time processing

	
	· Process a range of cash and credit based transactions through a sub-divided book-keeping system:

	
	· List information from invoices and credit notes issued and
        received into day books

· Total and code day books

· Make postings from day books to appropriate accounts in
       the Sales, Purchase and General Ledgers (including
        Control Accounts)

	
	Be able to use the Journal to:

	
	· Open double entry books

· Account for the purchase and sale of fixed assets

· Account for a bad debt write off

· Correct book-keeping errors not disclosed by the Trial Balance

· Support wages/salaries transactions

	
	Be able to record receipts and payments in a columnar Cash Book:

	
	· Balance off/total and code the Cash Book
· Code the transactions and totals entered in the Cash Book
· Make postings from the Cash Book to appropriate accounts in the main books (including control accounts)

	
	Be able to record petty cash transactions in a Petty Cash Book:

	
	· Balance off/total and code the Petty Cash Book

· Restore the petty cash imprest balance
· Code the transactions and totals entered in the Petty Cash Book
· Make postings from the Petty Cash Book to appropriate accounts in the main books

	
	

	6
	Account for Payroll
	Understand the purpose of the payroll and process transactions relating to the cost of employment

	
	
	

	
	Be able to:

	
	· Explain the purpose of the payroll

	
	· Explain elements of gross pay, ie:

	
	· Basic pay

· Overtime pay

· Shift pay

· Bonuses and commissions

	
	· Explain the terms:

	
	· ‘Gross pay’

· ‘Net pay’

	
	

	6
	Account for Payroll (continued)
	· Identify typical statutory and voluntary deductions, and employer on-costs

	
	

	
	· Keep a Wages/Salaries Control Account and clear total costs of employment to a wages/salaries expense account

	
	

	
	· Keep PAYE/NIC and pension creditor accounts and clear the balances on such accounts

	
	

	7
	Prepare Checking Devices, Identify and Eliminate Book-Keeping Errors
	Understand the need for reliable error free financial information.  Prepare checking devices and identify and eliminate errors

	
	Be able to reconcile the Cash and Bank Account balances:

	
	· Prepare a statement to reconcile cash held in the cash box to the

    Cash Account Balance

· Account for time-lag differences between the Bank Account and

    Bank Statement

· Carry out a Reconciliation of opening and closing Cash Book and

    Bank balances (where opening balances do not agree)

· Prepare a Bank Reconciliation Statement

· Update the Bank Account following reconciliation

	
	Be able to prepare Purchase Ledger Control and Sales Ledger Control Accounts:

	
	· Collect data from relevant sources to prepare Control Accounts:

	
	· Transfer totals from the purchase Day Book to the Purchase Ledger Control Account

· Transfer totals from the Purchase Returns Day Book to the Purchase Ledger Control Account

· Transfer totals from the Sales Day Book to the Sales Ledger Control Account

· Transfer relevant information from the Cash Book including

· Receipts from Credit Customers

· Payments to Credit Suppliers

· Discounts Allowed and Received

	
	· Reconcile Control Account balances to schedules of debtors and creditors extracted from the Sales and Purchase Ledgers

	
	Be able to prepare a reconciliation of a Supplier Statement to the Purchase Ledger Account:

	
	· Compare the transactions posted to the personal 
account of the Trade creditor in the Purchase Ledger to the postings per their Statement of Account and account for differences between the two sets of records

· Prepare a Reconciliation Statement bringing the personal account balance into agreement with the Statement of Account balance

· Identify invoices falling due for payment

· Pay invoices falling due for payment taking credit for goods returned, and taking advantages of cash / settlement discounts on offer

· Prepare a Remittance Advice to be issued with payment.



	Learning Outcome
	Assessment Criteria

	8
	Prepare a Trial Balance
	Understand the form and function of the Trial Balance

Be able to prepare a Trial Balance:
· Explain the form and function of the Trial Balance
· Explain the limitations of the Trial Balance and have a knowledge 

      of the types of error not disclosed by the Trial Balance
· Prepare a Trial Balance from the main books of the business

· Prepare a Trial Balance from a given list of ledger accounts

· Redraft a Trial Balance following the correction of errors




UNIT ASSESSMENT

Candidates may sit the Examination of this Unit on either the specific dates set and published by the IAB or on dates set by Centres on an ‘On-demand’ basis. Centres are advised to consult the IAB Centre Handbook on the IAB website (www.iab.org.uk) or contact the IAB for details of how to arrange an 'On-demand' examination.  All necessary security of data and information will be undertaken.
 NVQ IN ACCOUNTING LEVEL 2 SIGN-POSTING

IAB Level 2 Certificate in Book-keeping

Single Unit (IAB Unit Code B2) –  Book-keeping to Trial Balance

	Learning Outcomes of the IAB Level 2
Certificate in Book-keeping
	
	Related to the following Elements of the NVQ in Accounting -  Level 2


	2.1 Understand and Apply Basic Accounting Concepts 
          and book-keeping ethics

	1.1, 1.2

2.1, 2.2

3.1, 3.2, 3.3

4.1, 4.2



	2.2 Make Value Added Tax (VAT) calculations


	1.1

2.1

3.1



	2.3 Recognise and use source documents


	1.1, 1.2

2.1, 2.2

4.1, 4.2



	2.4 Demonstrate a knowledge and understanding of payment methods


	1.1, 1.2

2.1, 2.2

3.1, 3.2



	2.5 Use a sub-divided book-keeping system


	1.1, 1.2

2.1, 2.2

3.2



	2.6     Account for Payroll
	2.1, 

4.1, 4.2

71.1, 71.2, 71.3

72.1, 72.2

73.1



	2.6 Prepare checking devised, identify and eliminate 

          book-keeping errors. 


	1.1, 1.2

2.1, 2.2

3.1, 3.2

4.1, 4.2



	2.8     Prepare a Trial Balance

	1.1, 1.2

2.1, 2.2

3.3




NVQ IN ACCOUNTING LEVEL 3 SIGN-POSTING

IAB Level 2 Certificate in Book-keeping

Single Unit (IAB Unit Code B2) –  Book-keeping to Trial Balance

	Learning Outcomes of the IAB Level 2
Certificate in Book-keeping
	
	Related to the following Elements of the NVQ in Accounting -  Level 3



	2.1      Understand and Apply Basic Accounting Concepts 
          and book-keeping ethics

	

	2.2 Make Value Added Tax (VAT) calculations


	7.3

	2.3 Recognise and use source documents


	7.3

	2.4 Demonstrate a knowledge and understanding of payment methods


	

	2.5 Use a sub-divided book-keeping system


	7.3

	2.6     Account for Payroll
	

	2.6 Prepare checking devised, identify and eliminate 

          book-keeping errors. 


	

	2.8     Prepare a Trial Balance
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