APPENDIX 3

National Occupational Standards in Accounting Level 2

Mapping of IAB Level 3 Diploma in Accounting and Advanced Book-keeping 

	Unit 1:  Recording Income and Receipts
Element: 1.1 Process documents relating to goods and services supplied

Element: 1.2 Process receipts
	Learning Outcomes

B3.1 – B3.14

	THE STATUTORY FRAMEWORK

Know and Understand:


	

	The Business Environment

1 Types of business transactions and documents involved (Element 1.1)
	(

	2 Basic law relating to contract law and Sale of Goods Act (Elements 1.1 & 1.2)
	implied

	3 Document retention policies (Elements 1.1 & 1.2)
	implied

	4 General principles of VAT (Element 1.1)
	(

	5 Types of discounts (Element 1.1)
	(

	6 Cheques, including crossings and endorsements (Element 1.2)
	(

	7 The use of banking documentation (Element 1.2)
	(

	8 Automated payments (Element 1.2)
	(

	9 Credit limits(Elements 1.1 & 1.2)
	(

	10 Basic law relating to data protection (Element 1.2
	(

	Accounting Methods

11 Double entry book-keeping including balancing of accounts (Elements 1.1 and 1.2)
	(

	12 Accounting for receipts from credit customers and customers without credit accounts (Elements 1.1 and 1.2)
	(

	13 Methods of coding data (Element 1.1)
	implied

	14 Operation of manual accounting systems (Elements 1.1 and 1.2)
	(

	15 Operation of computerised accounting systems including output (Elements 1.1 and 1.2)
	

	16 The use of the cash book and petty cash book as part of the double entry system or as books of prime entry

    (Elements 1.1 & 1.2)
	(

	17 Batch control (Elements 1.1 & 1.2)
	

	18 Relationships between accounting systems and the ledger (Elements 1.1 and 1.2)
	(

	19 Credit card procedures (Element 1.2)
	

	20 Methods of handling and storing money, including the security aspects (Element 1.2)
	

	21 Petty Cash procedures; imprest and non-imprest methods; analysis (Elements 1.1 and 1.2)
	


	Unit 2:  Making and Recording Payments

Element: 2.1 Process documents relating to goods and services received

Element: 2.2 Process payments
	Learning Outcomes

B3.1 – B3.14

	THE STATUTORY FRAMEWORK

Know and Understand:


	

	The Business Environment

1  Types of business transactions and documents involved (Element 2.1)
	(

	2  Basic law relating to Contract Law and Sale of Goods Act (Elements 2.1 and 2.2)
	

	3  Document retention policies
	

	4  General principles of VAT (Element 2.1)
	(

	5  Types of discount (Element 2.1)
	(

	6  Cheques, including crossing and endorsements (Elements 2.2)
	

	7  Automated payments (elements 2.1 and 2.2)
	(

	8  Different ordering systems; Internet, verbal and written (Element 2.1)
	

	9  Documentation for payments (Element 2.2)
	

	10 Basic law relating to Data Protection (Element 2.2)
	(

	Accounting Methods

11 Double Entry book-keeping, including balances accounts (Elements 2.1 and 2.2)
	(

	12 Accounting for payments to credit suppliers, and to suppliers where a credit account is not available (Elements 2.1 and 2.2)
	

	13 Capital and Revenue expenditure (Elements 2.1 and 2.2)
	(

	14 Methods of coding data (Element 2.1)
	implied

	15 Operation of manual accounting systems (Elements 2.1 and 2.2)
	(

	16 Operation of computerised accounting systems, including output (Elements 2.1 and 2.2)
	

	17 The use of the Cash Book and Petty Cash Book as part of the double entry system or as Books of Prime Entry (Elements 2.1 and 2.2)
	

	18 Batch Control (Elements 2.1 and 2.2)
	

	19 Relationship between accounting system and ledger (Elements 2.1 and 2.2)
	(

	20 Credit Card procedures (Elements 2.1 and 2.2)
	

	22 Payroll accounting procedures; accounting for Gross Pay and statutory and non-statutory deductions through the Wages and Salaries Control Account; payments to external agencies, security and control; simple gross pay to net calculations but excluding the use of tax and NI tables (Element 2.1)
	

	23 Methods of handling and storing money from a security aspect (Element 2.2)
	

	The Organisation
24 Relevant understanding of the organisation’s accounting systems and administrative systems and procedures (Elements 2.1and 2.2)
	(

	25 The nature of the organisation’s business transactions (Elements 2.1 and 2.2)
	(

	26 Organisational procedures for authorisation and coding of purchase invoices and payments (Elements 2.1 and 2.2)
	

	27 House style for correspondence (Element 2.1)
	

	28 Organisational procedures for filing source information (Elements 2.1 and 2.2)
	


	Unit 3:  Preparing Ledger Balances and an initial Trial Balance

Element: 3.1 Balance bank transactions

Element: 3.2 Prepare ledger balances and control accounts

Element: 3.3 Draft an initial trial balance
	Learning Outcomes

B3.1 – B3.8

	THE STATUTORY FRAMEWORK

Know and Understand:
	

	The Business Environment

1 Types of business transactions and the documents involved (elements 3.1 and 3.2)
	(

	2 General principles of VAT (Element 3.1)
	(

	3 General bank services and operation of bank clearing system (Element 3.1)
	

	4 Function and form of banking documents (Element 3.1)
	

	Accounting Methods

5 Double entry book-keeping, including balancing accounts (Elements 3.1, 3.2 and 3.3)
	(

	6 Methods of coding (Elements 3.1, 3.2 and 3.3)
	

	7 Capital and Revenue expenditure ((Element 3.1)
	(

	8 Operation of manual accounting systems (Elements 3.1, 3.2 and 3.3)
	(

	9 Operation of computerised accounting systems, including output (Elements 3.1, 3.2 and 3.3)
	

	10 The use of the Cash Book and Petty Cash Book as part of the double entry system, or as Books of Prime Entry (Elements 3.1, 3.2 and 3.3)
	

	11 Identification of different types of errors (Element 3.1)
	(

	12 Relationship between the accounting system and the ledgers (Elements 3.1 and 3.2)
	(

	13 Petty Cash procedures; Imprest and non imprest methods; analysis (Element 3.2)
	

	14 Methods of posting from primary records to ledger accounts (Element 3.2)
	(

	15 Inter-relationship of accounts – double entry system (Elements 3.2 and 3.3)
	(

	16 Use of Journals (Elements 3.2 and 3.3)
	(

	17 Reconciling Control Accounts with Memorandum Accounts (Element 3.2)
	(

	18 Function and form of the Trial Balance (Element 3.3)
	(

	The Organisation
19 Relevant understanding of the organisation’s accounting systems and administrative systems and procedures (Elements 3.1, 3.2 and 3.3.)
	(

	20 The nature of then organisation’s business transactions (Elements 3.1,3.2 and 3.3)
	

	21 Organisations procedures for filing source information (Elements 3.1, 3.2 and 3.3)
	


	Unit 4: Supplying information for Management Control

4.1 Code and extract information

4.2 Provide comparisons on costs and income
	Learning Outcomes
B3.1 – B3.14

	THE STATUTORY FRAMEWORK

Know and Understand:
	

	The Business Environment
1   Types of cost centres, including profit centres, and investments centres (Element 4.1)
	implied

	2   Costs, including wages, salaries, services and consumables (Element 4.1) 
	

	Accounting Methods

3   Identifying cost centres (Element 4.1)
	(

	4   The purpose of management information: decision making, planning and control (Element 4.1)
	        ( implied

	5   The make up of Gross Pay (Element 4.1)
	

	6   The relationship between financial and management accounting (Element 4.1)
	(

	7   Methods of analysing information in spreadsheets (Element 4.2)
	

	8   Methods of presenting information, including word-processed documents (Element 4.2)
	

	9   Handling confidential information (Element 4.2)
	

	10 The role of management information in the organization (Element 4.3)
	implied

	11 Awareness of the relationship between financial and management accounting (Element 4.2)
	implied

	The Organisation

12 Relevant understanding of the organisation’s accounting systems and administrative systems and procedures

    (Elements 4.1, 4.2)
	implied

	13 The nature of the organisation’s business transactions (Element 4.1, 4.2)
	(

	14 The goods and services produced, bought and delivered by the organization (Element 4.1, 4.2)
	(

	15 The cost centres within the organization (Element 4.1)
	(

	16 Organisational coding structures (Element 4.1)
	(

	17 The organisation’s confidentiality requirements (Element 4.1)
	Implied throughout

	18 House style for presentation of different types of documents, including word-processed documents(Element 4.2)
	


National Occupational Standards in Accounting Level 3

Mapping of IAB Level 3 Diploma in Accounting and Advanced Book-keeping

	Unit 5: Maintaining financial records and preparing accounts:

5.1 maintain records relating to capital acquisition and disposal
5.2 Collecting and collating information for the preparation of final accounts

5.3 Preparing the final accounts of sole traders and partnerships
	Learning Outcomes

B3.1 – B3.14

	THE STATUTORY FRAMEWORK

Know and Understand:


	

	The Business Environment
1 The types and characteristics of different assets and key issues relating to the acquisition and disposal of capital. (Element 5.1)
	(

	2  The relevant legislations and regulations (Elements 5.1, 5.2 and 5.3)
	(

	3  The main requirements of relevant Statements of Standard Accounting Practice and Financial Reporting Standards (Elements 5.1, 5.2 and 5.3)
	(

	4  Legal requirements relating to the division of profits between partners (Element 5.3)
	(

	5  The methods of recording information for the organizational accounts of sole traders and partnerships (Elements 5.2 and 5.3)
	(

	6  The structure of the organizational accounts of sole traders and partnerships (Element 5.3)
	(

	7  The need to present accounts in the correct form (Elements 5.2 and 5.3)
	(

	8  The form of final accounts of sole traders and partnerships (Element 5.3)
	(

	9  The importance of maintaining the confidentiality of business transactions (Elements 5.1, 5.2 and 5.3)
	(

	Accounting Techniques
10 Methods of depreciation and when to use each of them; straight line; reducing balance (Element 5.1)
	(

	11 The accounting treatment of capital items sold, scrapped or otherwise retired from service (Element 5.1) 
	(

	12 How to use plant registers and similar subsidiary records (Element 5.1)
	(

	13 How to use the transfer Journal (Elements 5.1 and 5.2)
	(

	14 The methods of funding ; part exchange deals (Element 5.1)
	(

	15 The accounting treatment of accruals and prepayments (Elements 5.2 and 5.3)
	(

	16 The methods of analysing income and expenditure (Element 5.2)
	(

	17 The method of closing off revenue accounts (Element 5.2)
	(

	18 The methods of restructuring accounts from incomplete evidence (Elements 5.2 and 5.3)
	

	19 How to identify and correct different types of error (Element 5.2)
	(

	20 How to make and adjust provisions  (Elements 5.2 and 5.3)
	(

	21 How to draft year end final accounts of sole trader and partnerships (Element 5.2)
	(

	Accounting Principles and Theory

22 Basic accounting concepts that play a role in the selection of accounting policies – accruals and going concern
	(

	23 The objective and constraints in selecting accounting policies- relevance, reliability, comparability and ease of understanding, materiality (Elements 5.1, 5.2 and 5.3)
	(

	24 The principles of double entry accounting (Elements 5.1, 5.2 and 5.3)
	(

	25 The distinction between capital and revenue expenditure and what constitutes capital expenditure (Element 5.1)
	(

	26 The function and form of accounts for income and expenditure (Elements 5.1, 5.2 and 5.3)
	(

	27 The function and form of a trial balance and an extended trial balance (Element 5.2)
	(          

	28 The function and form of a profit and loss account and balance sheet for sole traders and partnerships (Element 5.3)
	(

	29 The basic principles of stock valuation including those relating to cost or net realisable value and what is included in ‘cost’ (Elements 5.2 and 5.3)
	implied

	30 The objectives of making provisions for depreciation and other purposes (Elements 5.1, 5.2 and 5.3)
	(

	The Organisation
31 The ways the accounting system of an organisations are affected by its organisational structure, its administrative systems and procedures and the nature of the business transactions (Elements 5.1, 5.2 and 5.3)
	(


	Unit 6: Recording and Evaluating Costs and Revenues 

Element 6.1 Record and analyse information relating to direct costs and revenues

Element 6.2 Record and analyse information relating to the allocations, apportionments and absorption of 

                     overhead costs

Element 6.3 Prepare and evaluate estimates of costs and revenues
	Learning Outcomes

B3.1 – B3.14

	THE STATUTORY FRAMEWORK

Know and Understand:


	

	The Business Environment
1   The nature and purpose of internal reporting (Elements 6.1, 6.2, 6.3)
	 ( 

	2   Management information requirements (Elements 6.1, 6.2, 6.3)
	(

	3   Maintaining an appropriate cost accounting system
	

	Accounting Techniques
4   Recording of cost and revenue data in the accounting records
	(

	5   Methods of Stock Control and valuation, including LIFO, FIFO,  weighted AVCO (Element 6.1)
	implied

	6   Methods for, and calculation of payments for labour (Element 6.1)
	

	7   Procedures and documentation relating to expenses (Elements 6.1, 6.2)
	implied

	8   Bases of allocating and apportioning indirect costs to responsibility centres: direct and step down methods 

     (Element 6.2)
	

	9   Marginal versus absorption costing for costing and reporting purposes
	

	10 The arbitrary nature of overhead apportionments (Element 6.2)
	

	11 Bases of absorption (Element 6.2)
	

	12 Calculation of product and service cost (Elements 6.1, 6.3, 6.3)
	

	13 Analysis of the effect of changing activity levels on Unit costs (Elements 6.1.6.2, 6.3)
	

	14 Methods of presenting information in written reports (Element 6.3)
	

	15 The identification of fixed, variable and semi-variable costs and their use in cost recording, cost reporting and

     cost analysis (Element 6.1, 6.2, 6.3)
	

	16 Cost-volume-profit-analysis (Element 6.3)
	

	17 The identification of limiting factors (Element 6.3)
	

	18 methods of project analysis: payback and discounted cash flow methods (NPV and IRR) (Element 6.3)
	

	Accounting Principles and Theory

19 Relationship between materials costing system and stock control system (Element 6.1)
	

	20 Relationship between the labour costing system and the payroll accounting system (Element 6.2)
	

	21 Relationship between the accounting system and the expenses costing system (Elements 6.1, 6.2)
	

	22 Marginal Costing (Element 6.1, 6.3)
	

	23 Absorption Costing (Element 6.1, 6.3)
	

	24 Cost behaviour (Element 6.3)
	

	25 The principles of discounted cash flow (Element 6.3)
	

	The Organisation

26 Costing systems appropriate to the organisation: job, batch, Unit and process costing systems (Elements 6.1, 

     6.2, 6.3)
	

	27 The sources of information for revenue and costing data. (Elements 6.1, 6.2, 6.3)
	


National Occupational Standards in Accounting Level 4
Mapping of IAB Level 3 Diploma in Accounting and Advanced Book-keeping 

	Unit 15: Operating a Cash Management and Credit Control System

Element 15.1 Monitor and control cash receipts and payments

Element 15.2 Manage cash balances

Element 15.3 Grant credit

Element 15.4 Monitor and control the collection of debts
	Learning Outcomes

B3.1– B3.14

	THE STATUTORY FRAMEWORK

Know and Understand:


	

	The Business Environment
1   The main types of cash receipts and payments: regular revenue receipts and payments; capital receipts and 

     payments; drawing/dividends and disbursements; exceptional receipts and payments (Element 15.1)
	(

	2   The basic structure of the banking system and the money market in the UK and the relationships between 

     financial institutions (Element 15.2)
	

	3   Bank overdrafts and loans; terms and conditions; legal relationship between bank and the customer (Element 

     15.2)
	

	4   Types of marketable security (Bills of Exchange, Certificates of Deposit; governments securities, local authority

     short term loans); terms and conditions, risks (Element 15.2)
	

	5   Government monetary policies (Element 15.2)
	

	6   Legal issues: basic contract; terms and conditions of contracts relating to the granting of credit; Data 

     Protection Legislation and credit control information (Element 15.3)
	

	7   Sources of credit status information (Element 15.3)
	

	8   External sources of information: banks; credit agencies and official publications (Element 15.3)
	

	9   Legal Issues: remedies for breach of contract (Element 15.4)
	

	10 Legal and administrative procedures for the collection of debts (Element 15.4)
	

	11 The effect of bankruptcy and insolvency on organisations (Element 15.4)
	

	Accounting Techniques

12 Form and structure of cash budgets (Element 15.1)
	

	13 Lagged receipts and payments (Element 15.1)
	

	14 Basic statistical techniques for estimating future trends: moving averages, allowance for inflation (Element 15.1)
	

	15 Computer models to assess the sensitivity of elements of cash budget change (e.g. price, wage rate changes) 

     Element (15,1)
	

	16 Managing risk and exposure (Element 15.2)
	

	17 Discounts for prompt payment (Element 15.3)
	(

	18 Interpretation and use of credit control information (Element 15.3, 15.4)
	

	19 Methods of collection (Elements 15.4)
	

	20 Factoring arrangements (Element 15.4)
	

	21 Debt insurance (Element 15.4)
	

	22 Methods of analysing information on debtors: aged analysis of debtors; averaged periods of credit given and 

     received; incidence of bad and doubtful debts (Element 15.4)
	(
Partial

	23 Evaluation of different collection methods (Element 15.4)
	

	Accounting Principles and Theory

24 Cash flow accounting and its relationship to accounting for income and expenditure (Element 15.1)
	

	25 Liquidity management (Element 15.2, 15.3, 15.4)
	

	The Organisation

26 Understanding that the accounting systems of an organisation are affected by its organisational structure, its

     administrative systems and procedures and the nature of its business transactions (Elements 15.1, 15.2, 15.3,

     15.4)
	

	27 Understanding that recording and accounting practices may vary in different parts of the organisation 

     (Elements 15.1, 15.4)
	(

	28 An understanding that practice in this area will be determined by an organisation’s specific financial 

     regulations, guidelines and security procedures (Element 15.2)
	implied

	29 An understanding that in public sector organisations there are statutory and other regulations relating to the 

     management of cash balances (Element 15.2)
	

	30 Understanding that practice in this area will be determined by an organisation’s credit control policies and 

     procedures (Element 15.3)
	Implied

	31 An understanding of the organisation’s relevant policies and procedures (Elements 15.1, 15.3, 15.4)
	(
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