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Uncompleted Consignment.

. BRANCH ACCOUNTS

franch Operations — advaniages — powers of Pranch.
Principles of Branch Accounting, ;

Methods of Maintaining and Closing the Branch Books,
Secounts reguired,

Reciprocal of Control Accounis,

Methods of charging wmerchandise to Branch .

— COBY price,

— Selling »rice.

- WMominal price or Cost Flus,

Accounting Entries under sach method,

inter-Branch Transfers.

Consvtidated Staternents.

Foreign Branches —

—- Foreign Bxchanges,

- Accounting for the Foreign Braveh,

-~ Concession of Branch Account Halances.

-~ Combined Statements,

HEADINGS

Preseribed Texis,
P -'.ﬁ By ol o iy 5 E1g e E oy V g\gq o y
(11 “Intermediate Accounting”™ — Compre wpsive Volume

' o karrenbrock & Simons..-
{2} UAccounting Principles” — Noble and Miswomnger — &

o

T . b

: f}«-ﬂ&;ﬂi
e

(1) "Principles of Accounting” -— {Capadian Bdifion) - Fioney
& Milier, : ,

(2} “Accosintancy” — Pickles and Dunkerlay,

{3} "Advanced Accounting” — Comprebensive Volume
Rarrenbrock & Simons.
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The Balance Shest Lo K & 8 Iowr--Chap
The Income and  retained
eaTning siatements .. K & & Inter—Chap, Z
Mannfacturing Accounts .. N & N InterChap. 247
K & & Imjer-Chap. 5 P

Departmental Accoonts .. N & N Imter--Chap, 23 ‘
Cant .. K & 8 Inter—Chap. 64
Temporary Investments .. & & & Inter—Chap, 68
Reovivables .. K & 8 Inter-~Chap. 7
Inventories . K & 8 Intere-Chap. 8, % & 10
Currgnt Liabilities .. K & 8§ Intep-Ohap, 1
Lopg-dernn  Investinemt  io
Sranks. . K & 5 Imger-Lhap. 12
Long-terrn  Investment  ip
Bonds .. K & 8 Inter—Chap, 13
Rfisestlapsous Invesmmeunts B & 5 Inter-—Chap 14
Plant snd Eguipment B & S InterChap, 158 & 16
Intangible Assets K & 8 Tnaer—Chap, IB
Bonds Payable K & 8 Inter—Chap, 19
Joint Ventures .. ¥ & B Adve~Chap. 5.
Instelment Sales (Pages 159

and 178 1o 181}, _
Consigmments. Lk 8 Ade e’:%m% 7.
Braneh Accounis N & N Chap., 26

FUNDAMENTALS OF COST ACCOUNTING

INTRODUCTORY —

The Relm,imsbig of Cost Accounting to General Accounting.

The Finapcial Siatements of s Mansfacturing Business.

The piace and purposse of Coest Acooumiing.

Organization  and | Functions  of the Cost
Deapartoment.

THE COST BYETERM -
Flen ents of Lost,
Apalysts of Factory Costs.
Chart of Acooiants,
Determining Unit Costs.

THE CO8T ACCOUNTING OYCLE —
sanuiscturing accounts,
Introduction o Process and Job Cost Accounting.
Materials, Labour and Mamclacturing Expense Actounting
HEntries on the Geoersl HBooks and on the Cost Records.
The Complete Cyole.

VOUCHER SYSTEM
Outline of Youcher Systom.

The Voucher.
The YVoucher Register.

Aceounting



B THE

< _
The Pl and purpose of the Facloyy Ledger.
The Factory fournal,

£, MATERIALS -~
Fondamental Principles of Accounting for Materials,
Material Acoounting Records. s &
Tne Cycle of Marerial Feocurement and Use.
purchasing - Procedurs
—The purchase Requisition and the Puychase Qrder,
Receiving — Procedure -
o The Receiving Report, ihe Suppliers, Involce, ebit and
Credit Memaos. ;
Storing — System and Conirol in the slorevoont
S Win and Stores Ledger Cards.
Issuing - The stores Requisition, the Roguisition.
Journal, Retumed Materials Reporis.
Material., *
Costing -~ The Cost of Materials,
o Costing Matecial Tssues.
e Bavage-LOSTL
----- First-in-FrrseOuat,
e LastdneFhrstOut,
- Oiher Methods.
Material — Principies and ¥ rocsdares.
Control,
Warerial Inysniory - Physical - Parpetual ~- Priving.
 Grores Work in Process and Tinished Goods.
Sorap and Waste.
Spofied Materials.
Defective Work.

G, LABOUR.
Lmportance of Labour Costs and Labour Control.
Departments . Personnel, Planning, aecounting and Time
keeping. _ _ _
The Clock Record, the Time Report, Tokens.
Fovme and Recording Machings .
Pavrolls — The preparation af the Payroll.
) o Thsuabution of Labour Time and Cost to jobs
and Processes.
o Procedure and Control.
e Pyyinent.
{ abour — Tormover — (auses, {gsts, Controls
Wage Systerms— :
Time Rates
Pioce Rales. , L i
Incentive Flans - Princinles — Conditions for successiv
oraraiions - .
100 Bouns Pian, Halsey, Ermerson, Premie
tor, Group Honus Pians.
Cotllective Burgalning.
flements of Labour Lost— ) )
o Base Pay, Overtime, Premiurns, Yacalion Pay, Peusions.

Gratuiiies.

Poing, Tay
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Dedoctions from Gross Wages, Statutory and Voluntary.
Control of and Accounting for Labour Costs and Pavrolls.

H. MAN&;E*&{“WRENG EXPENSES — Applied -

ng for a '??’“ edetertnined Rate,

Classification of Manvfacturing Expenses.

Fined, Variable and Semiwariable expenses.
.?-*}.wpiifx*‘*m“l of manufaoturing supoenses to Production o
— Matgrial Cost Basis,

————— Frime Cost Basis,
----- Labour Cos?t Baeiw,

- Labowr Hours Basis
-~ Maching Hour Basis.
Mechanics of applving meanufacturing xpenses,

f, MANUFACTURING EXFTENSES - ACTUAL »—

g

Manufacturing Expense Accountss {2} Control, (b} Sobsi
dinry.

Applied Burden in Mapufacturing *’im e Contrel Accou

f”mdmpp;m and under-applied 1‘!‘,??- Tl

sposition of Overor underapplied Burden,

AT

o MARNUPACTURING BXPENSES - DEPARTMENTALILZED -
Productive and Service Departements

TR Lm.h.
&

Dirset and Indirect Deperumental Oh
E?rf:m dure —
S ate Diveot Do f“‘z:':amim
{5y Frocaie %mel "3
tive and '“-ww
(3 Prorate Servics
J R H] fi-””‘ Ju“?”,};f‘}ﬁ w
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Hrpenses to Departments.
s Ry e,
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PR {‘W‘”“w COST ACCOUNTINT
Costing by Depariments, Processes or Lost Cenines,
Accounting for Materials, Lebour and Maoufasturieg

Hupenses. .

Cost of Production Report — by Deparfzpends,
Bguivalent Unis,
Uniy Costs, '

Loss n Produstion — First Denariy

"“"‘6311 gfaw;ﬁﬂﬂi"ﬁ‘i@ﬂ

?}Aa{}x“: of the é’}t;s._ chargs

ditfony of roate vials durios oo

rease in Units
ming Inventory of Work on




READINGS

Fresoribed Texi:
“Cast Aocountlng” ~Matz, Curry & Fraok —2ad BEdo.
Heferences:

:(!e:s»s?; Accounting, Prineipies & Fractice” - 5. 1 W, Mouner,
cst Accounting”’ - Blocker and Weltmer.

“Cost Ascroniing” - Lawrence and Ruswinckel.

sCost Accounis” - Walter W, Dige,

“Cost_Accounting and Costiog Methods” — H. J. Whaldon,

%
. Ioteoductiory .o MOF Chap. 1
B, The Cost Svstam .. o 5 Z
€. The Cost Accounting Tyele : % " . £
0. Voucher System ,.,, y & (A}
B. The Factory Ledger - e 4 (&
g;n. &%ﬁgﬁmﬁ v ¥z ¥ 5 and o
5. Labouy . i & T and &
¥, Manufacturing Expenss -

A%:,pﬁ@d i - » b 9
Manufacturing Expanse - _

Faie]
H

Actual o it
¥, Mamufacturing Expensge -
Deparunentalized Ca " . 31
% Yob Cost Practice Set - . © % 12 and
Supplementary File of Material
L. Process Cost Accounting - .. MCF Chap, 13 & 14

BTATISTICS

A STATISTICAL MBETHOD
Mature,
Types of Frobiems,
Busness Dala
Sratisticnl Procedurss
Limitations

o, STATISTICAL TATA
Maire, ‘
BOnTees - Luternal.
— Bxternal,
Pagistan Published Data

I3



G,

H.

METHOLS OF COEIBCTING DATS
— Personal intervipw,
v Mi2il Dard Enguiry,

PLANNING STATISTICAL SURVEYS

-~ Prodiminary Siens,
~e Urganizing Fleld Work,
- Qestionnaiee,

e DifCA RS,

METHOD OF ORCANIZING COLLECTED DAY

Editing Returns,
Accuracy & Approuimatipns.
Errors. :

BABIS OF CLASSIFICATIONS OF DATA
Types of Statisticel Series,

FRESENTATION OF DATA
Texiual or Report Form.
Tabubar Form,

Grapbic Form.
Dingrammatic Form,

TECHNIOUE OF AMALYSI®

Hates, Ratics & Percentages.

Measures of Central Tendency {Averapes),
Measures of Vardation,

Mensures of Composite Variation {Index Nusnbers)
Measurement of Relationship.

Imerpolation & Extra-Polation,

TECHNIQUE OF INTERPRETATION OF DATA

Mature of Statistical Reasoning.
Limitations of Statistical Analysis.
Commnon Statistical Fallacies.

Causes of Misuse.

Common Errors in Interpreiation.
Rules & Precantions.

interpretation of Simple Business Data

APPLICATIONS OF STATISTICS
Statistics in Business.

Market Research,

Statistical Guality Contral,

11
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REFERENUES

STATISTICS AND THEIR APPLICATION OF COMMERCE
- Bodington,

[P TR ———

&, Bratistics!l Maethod 5 s ilevsic Chap, I

B, Siatistics! Data " o It

2. Techrigue of Collection Y o Iy
o

E

3

L

) Method of Orpenizstion .. . e il
. Basis of Classificatioons of i 3 v
Data,
F. Presentation of Dot . o o T wa¥
5 Techwigue of Analysis o Vil ¥IV, XV
H. Technigue of Interpreto. -
tion of Data.
L Applications of Balistics in
Business,

ry EE "

Fo i }l ; K

PRODUCTION METHODLS
A, PRODUCTION THRMINOLOGY

Work, Horse Power, Kibetie Bnergy, Potential Eners, Machines.
< i o " ' [
Liiciency, Temperature & thelr Measurements.

Heslstance, Current, Voltage, Watts, RKilowatts, Kilowait
Hours, Voltmeter, Ammeter,

Uses of Current & ifs effecis vim Heating (Stoves, Radiator
Heater) Chemical {Electro-plating, Purificalion of Meals) ano
atherg ke welding, Furpaces, Alr ﬁmz%ﬁimﬁw s,

it
B, MECHANICAL MACHINES
Steam Eagine,
Boller.
Interpal Combustion Engine,
Turbines.

€, BLECTRICAL MALRHINES
Gensralors.
Maotrrs,
Transtormers,

{oCverteys,
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iines.

Cround Cabley

athes — Tuning {Plain & Taper),
Pattornmaking, Moulding, Casting, Foundry,

Grinding Machines.
Milling Machines,
?ui}h e of Dirdvese.
elting.
Rope Driva,
Flietion Drive.
Lndependant Drive,

FABRICATION

f{}'é‘}'m 1
ass Production Work
i (}(ﬁﬁ.
{ranges,
Jigs & Figtures.

PRODUCTION CONTROL.

Planning and Routing,
Machine Loading.

TIME & MOTION STUDY

Generalizations.
AppHeation,

ERTIMATING & COSTING

PRACTICR

Knurling,

L

Berew Cutting.
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MANAGEMENT ACCOUNTING

CAPITAL STOCK
‘Share Capital.
Preferred Stock — particulars of privicges.
5 & &
Lommon Stock,
ta) suthorived, (b} Subscribed, (¢} Aliotted, () Caled
te} Paid-up and Issued Capital Siock.
Racording the Capital Stock Issue,
ssue of Stock at a premium,
Forfelted Shares, —{a) Particulars, {h) Aecounting,
?enaieé Bharses —. {8} Particulars, (b Acootniing.
issue of Shares with Boods.
Stock Issuced for property or Services,
Stock Dividends,
Stock righis.
Convertible shares,
Radecmable Preferred Stock.
Capital Stock on the Balance Sheet.

SURPLUS OR RETAINED BARNINGS

Source of Retained Parnings.
— Paldin or Contributed Surplus.
-~ Appraisal or Revaluation Surplus.
== Harned. Surplus,

Anpropriated Earned Surplus—
Reserves

- Dwidends, (2) Cash, (b) Stock.

Stock Splus,

Corrections for Previous Periods.

- s

Statement of Retained Earnings.

STATEMENT ‘

sview of the purposes of accounting,
Pra-requisites for Statement Analysis,
Analvtical Procedures.
Comparative Starements.
Horizontal Analysis,
Vertical dnalysis,
Comraon-size Starements. _ »
Accounting for Variations in (a) Gross Profit, (b) Net Income.
Bregkeven Peint. “ )
Report on Comparative Operations and Financial Position

2
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F.

STATEMENT ANALYSIS — RATIOS AND MEASUREMENTS
Imporiance of Ratios.

Current or Working Capital Ratio.

Amount of Working Capital.

Cick or Acid — Test Hatio.

Accounts Recelvable Turnover.

Age Schedule — Amounts Receivable,

Merchandise Tumover,

Ratio of Owners’' Eguslity to Liabilines.

Ratic of Fixed Tangible Assets to Fixed Liahilities.

Book Value of Shires—-(a) Preferred, ( by Common.

Rate Harned — {a) on Total Assers, (b) on Owners’ Bquity,
Ratic of Gross and net Profir to Sales.

Batio of Net Profit to {a} Qwaers’ Eguity, {b} Capital Stock
Times Bond Interest Recuirements Bamed.

Thmes Preferred Dividend Requirements Farnd.

Earnings per share. .

Gther ratios and measurcments, :
{nterpretation of Analysis.

SOURCE AND APPLICATION OF FUNDS
Nature and Purpose of the Statement of Application of Funds
Working Capital,
Preparation of Statement of Major Funds—
-—¥arious Sources of Punds,
- Application of Punds. ..
-~ Adjustments, *
Adiustment of profits on statermnent of funds.
Preparation of Statement with or withour 2 working sheer.

REFINANCING, RECAPITALIZATION AND MERGERS
Financing by Loans, Bond or Shares.

Srock lights and Stock Purchase Operations.

Stock Concession.

Recapitalization.

S1ock Splits.

Stock Dividends.

Mergers,

Issue of shares of different classes to participating cosnpanies
Preparing of Interssis,

Pro-forma Statements.

Purchase of Assets and Purchase of Shares.

CONSOLIDATIONS

Holding Company and Subsidiaries.

Recording Investment in the Subsidiary,

Natire of the Consolidated Balance Sheat.

Mustration.

Acquisition of 100% ownership, — {a) at Book Value, (b} a
more than Book Valug, (¢} at Less than Book Value.

Acquisition of fess than 10069 ownership.

Minority interest,

Eliminations. _

Working papers for Lonsolidated Balance Sheet.

3




Investinent carried on Eguity Basis—
Equity methed — Explanation and IHustration.
Corrections, adjustments and Eliminations.
Cansclidated Balance Sheet.
Proof of Geoodwill and Surplus Ttems.

Investment carried at Cost—
Cost Method — Explanation and IHustration.
Corrections, Adjustments and Eliminations.
Consolidated Balance Sheet.
Proof of Subsidiary Surplus.
income and Surplus Staterment—
Working Papers for Consolidated Ststements -~ fa} Equity
_ Method, {b) Cost Method.
Consolidated Statements.

#. LIQUIDOAIONS AND INSQOLVENCY ;

Definitions.

Procedures.

Assigoments, Receivership, Bankruptcy.
Legal Aspects.

Payment of Creditors.

Siatemenis and Scheduies.

1. ACCGUNTING SYSTEMS

Matuye of the Accounting System.
Problems of Acconting System Instaliation.
Sources of Information.

General Principles.

The organization of Accounting Work.
General Considerations ip System Design
Svstems Insiailntions.

Personnel and Organization Charts.
Managerial Control,

Ausiness Papers and Forms

Work Flow .

5. MACHINE ACCOUNTING

Importance, Advantages and Selection of Mechanical Appiiances.
Calculating Machines,

Billing Machines.

Addressing Machines,

Accounting Machipes.

Binders and Visible Index Records,

Sorting Devices.

Pusiched-card Accow nting Muthods.

Blactronic Accounting Machines.

%. THE ACCOUNTANT AND MANAGEMENT

{2} Aids to Management Decisions—
— The relationship of Cost, Volume, Price and Profits.
- To Continue or Discontinue Production and Sale,

&



e TQ Mmufacgz@ze or 1o Purchase.
—-»-Précing Additional Business,
- Differential or ¥Fali Cost Pricing.

u-}{ctmn or replace preseni equipment oOF Processes.

— Planwing Captal Gutlay.
— Foracasting.

Differential and Comparative Cost Analysis
Profit Planning.

{b} Cost Repurts—

— Need and Characteristics,
~ Daily, Weekly, Monthly and Annual Reports.
— Special Ermgmiar Reports.

(¢} General Reports 1o Management—

Technigue of Report Preparatiod and Fresentation,

Tables, Charts and Graphs.

ADVANCED COST ACCOUNTING

PROCESS COST ACCOUNTING

-~ Advanced Consideration and Review Section ‘L.
- Fundamentals of Cost Accounting

BY PRODUCTS AND JOINT PRODUCTS

Definitions of Byproducts and Joint produets,
Methods of Costing Byproducis—

- Bavenues included on Income i"fstaﬁmﬂ 1.

- Rovenues jess additionad costs Dncluded  on
Siatement.

~— Reduction of Cost of the main product

— Valuation of Byproduct Inventories.

~- Methods of Costing Joint products.

ESTIMATED COST 3YSTHEM

Definition of and need for Estimated Cost Systems.
Importance of Accounts Estimates.

Hstimated Cost Accoonting Procedure.

Work in Process Inventories,

Variances form Estimates.

Revising the Estimates.

Advaniages and Disadvaniages.

BUDGETARY CONTROL

Obisctives and advantages of Em{gc,tmw.
Cost Accounting sud Budseting Control.
Acevmnulation of Budget Data.

5
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The Budget Programme—
-~ Organization and Supervision.
- The Budget Period.
—- Betting up the Budget.
— Comparison of Budget and Actual Figures

The Bales Hudget—

« Forecasting Sales.

— Setting the Profiy Ubjective.

- Seagonal Variations.

- Divisions of the Sales Budget
Estimating Production and Inventory Regquirements
The Production Budget.

The Manufacturing Budget-—

- Materials,

—Purchases,

-— {sage.

e §2BOUT

— Mapufacturing Bxponses,
Repairs and Maintenance Budget,
Plans and Bquipment Budget,
-Budget of Seiling and Adnunistrative Expenses.

e s

The Cash Dudget—
— Heceipts, Disbursaments, Balancs.

Projectad Income Staternent.
Projecied Balance Sheer
The Master Dudger,
illustrative Budget Probiom.

THE FLEXIBLE BUDGET _
Meed and Objectives of the Flewible Budpss.
Capacily and Volume.

Normal Capacity.

Fixed, Variable and Semi-variable Expenses,
Determining the Variability of Expenses.
Betting up the flexibie budgets.

Control through the Flexible Budget.

STANDARD COSTS
Purpose and advantages of Standard Costs. ]
Betting  Standards —- Materizls, Labour and manufactoring

EXENSes,

Capacity Material Variances—
price a} guaniity )
fime b} wage rate. .

Manufacturing Fxpense Variances—
@ a) Fixed Budget.
D b Variable Burdget,



Ascounting Procedure—

- Where work in process is debited at actual and credited

at standard,

— Where work in process is carried at standard-material

variance on issue of materials from Stores,

—Where work in process is carried at standardanaterial

rice variance on purchase of materials.

Completion of the Product,
Disposition of Variances—-

~—Income and Expense items.

— Cost of Geods Sold Adjustroent.

— 08t of goods sold and invemtorics.
Tilustrative Problems,
Cost Ratios.

COST REPORTS

Communication and Control through Cost Reports,
Characteristics of Cost Reports, 7
Content and Style,

Routing and MNMumber.

Prompiness and Accuracy.
Terminology.

integration.

Revorts for Management.

Thming and Freguency-— Daily, Weekly, Monthly, Annually.
Special Reports al irregolar intervals.

Examples. :

DISTRIBUTION COSTS
Definition of Distribution Costs.
Comparison with Manufacturing Costs,

Distribution Cost Clagsifications—

— Direct and Indirect Cosis.

- Fired and Variable Costs,
Coliecting and Recording Distribution Costa,
Allucating Expenses — 0 Functions,

- — 0 Froducts.

Distribution Cost Analysis.
Summary for Determination of Profit or Loss.

DIFFERENTIAL COSTS

Definition of DHfferential Costs,
Advantages of D fevential Cost Apalysis.
Total and Differentiai Costs, :
Variable Costs in Ditferventinl Cost studies,
Use of Flexible Budpets.

Flant Shul-down 2r Abandonment.
Importance of ‘Tull® Costs,

DIRECT COSTING
Definition of Direct Costing.
Fixed Costs as Pericd Cests.
The Chart of Accounts, ‘



The Income Statement — comparison of absorption Lost and
tirect Costing Methods— ;
- {ross Profit or Marginal Income.
e iventory Valuas.
-~ Not Profit, ..
Direct Costing and Selling Prices.

“u

Advantages and Disadvanmiages of E}éx'mi Lasting.
11, UNIFORM COST ACCOUNTING

Definitions. _
Advapiages, _ -
Bevelopment of Uniform Cost Accounting Procedures.

12, FURTHER USES OF COST DATA

Replacement of Bouipment— N

~-Lost of old and new machines

— Depreciation,

- Inierest on Investment,

v Capacity,
To make or 1o Buay—

- Cormparison of Cost,

- Fixed Expenses,

= Ll Camacity, .

— inclusion of Profit or Intersst or Invesiment
The Relationship of Costs to Prices— :
— Methods used for determining Selling Prices,
~Use of Cost Data in making Pricing Decisions.
- Copnpetition, :
- The Direct Costing or Marginal Ineome Aypproech.

READINGS
PRESCRIBED THXT 4

"COST ACCOUNTING --Matz, Curry and Frank; 2nd Hdition.

"Cost Accounting Principles & Proctice™ ], I W Neuner.
“Cost Accounting” - Blocker And Weltmer. :
“Lost Accounting” Lawrence and Ruswinckel,

“Studies in Costing” — D, Solomon..

"Cost Accounting and Costing Methods” — H, §, Wheldon,

1. PROCESS CosT ACCOUNTING — Advanced Considerations - .
Review, . .. MCF Chap. 13& 14

2. By¥Products and Joint Producks | . i i3

3. Bstimated Cost System U oo 18

&



4. Budgetary Control ¢ G

5. 'The Flexible Budget c
G, a) Standard Costs o,
u. b} Standard Costs — Iustrative Problem. .
7. Lost Reports

&, Distribution Costs

8. Differsntial Costs

10, Direct Costing .
i1, Uniform Cost Accounimy -

12, Purther Uses of Cost Do i

i 5 17 & 18

P

£ i 2{} & 2%
o 22
R 2 :’23
IE 23 24
3 ” 28
29

Meuner {ffgap 29
MC¥ Chap. 30

FNDUSTRIAL ORCAMIZATION AND MANAGEMENT

1. BACKGROUND OF MODERN MANAGIMENT--

-~ Home to Factory.
- The Indusirizl Hevolution.

2. MODERN MANAGEMENT-—

~ Methods of Managemesal.
— Drefinitions,
w Growth of Modern Indusiry.

3. MANAGEMENT PROBLEMS—

e FERATICES,

e R brO0IE,

—- flarketing,

—~- Purchasing.

— Buy or Produce,

— Specialization vs. Diversily,
- Bizchine Replacerent,

- Break-Even Point.

- Ptgcentralization of Operation,
— Ownership and Management,
- Ciperating Standaras. ,
— Reseavch and Development.
- CGovermment Regulation.

- Business Cycies.

4. MANAGEMENT PRINCIPLES~ .

Laws and Principles.
Yoty of Command,
Span of Control.
Singleness of Task.
Delegation of Autbority.
Planning. .
Folicy-making
Leadership.



Balance in activities.
Staff Functicns.
Co-ordination.
Responsibility and Authority,
Decision-making.
Standardization,

Control,

Flexibility,

Action based on facts,
Human relagions.
Specialization,
Stmplification.

Individual Productivity.
Accomplishment of Task.
Incentives,

TOP AND MIDDLE MANAGEMENT-.

Executive types.
Executive dities and actions.

F

Executive qualities, rating and selection.

THE FOREMAN-—

Duaties, responsibilities and problems,

Seleetion and Training.
Foreman incentives.
The needs of the Forerman,

PRINCIPLES OF ORGANIZATION-—

Urganization levels,

Yhe principles of organization — primary and subsidiary.

Measuring the organization.

ORCGANIZATION
Organization Charts
'Tyy;ge.a of Crganizations—
—Line,
—Line and Staff
~Functional .
The Committee Plan of rgan
Manuals, 5y

MANAGERIAL CONTROL-—

tzation,

Definition and Purpose of Control.

Setting Standards.

Allocation of responsibility for Control.

Duties of @emmﬁl Com;"oﬁ. .

FINANCIAL MANAGEMENT--

Assets, Liabilities and Working Capital,
The financial statement - presentation aud anslysis.
Forms of Business Organization—— . »

—FProprietorship, Partnsrship,
Bstimnating Asset Requirement
Sources of Capital.

Financing the Small Concern.

10

Corporation. -
s.



11. BUDGETARY CONTROL-—

Preparation of the Dudget.
ias;,onwbzmy for the Budgei.
Types of Budgei—
~—bivod -~ Flexible,
Departimental Budgeis.

i2. PLANT LOCATION AND LAYOUT—
Location Fundamenials and Problems.
Plamt layout-—-hasic considerations.
mnpmduw and procgss layout,
S— e Phii’"{.
~Charts-op

13, MATERTAL HANDLING-

Considerations and Cost.
Baquipment,

Analyiis of material handling.
Bbjectives and Principles,
Grganization.

4 MAINTEMANCE.
Scope and Cost of Maintenance
Prog mw Hecords,
ptive ] 3“_.1*1@?:%.{:&3.
':‘g.an"ms..‘a}z;, Policies and Management,

s tinns-[iow

MANAGERIAL PLANNING -

lmportance and Bconomics of Planning,
Types and lovels of planning.
Production Planning.

Types of Manufaciuring.
Wm\nimf and Process Charts,

Cost of Planning,

s
Lt
2

16, PLANNING CONTROLS
Emz?zmr-m(‘mxsidu'aféom and Forms,
Scheduiing c—Minimizing waste of equipment and
i}{ﬂmai{_hwyrmwm & mz:._ angd Controls,

7. METHODS AND TIME STUDY—

Purposes.

Methods Analysis.

Timestudy eguipment and procedures.
Fluman Varﬁabzmy

Bating.

Allowances,

Standards.

18, QUALITY CONTROL—
Objectives.

£
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Cuality Standands and specifications.
Types of Inspections
Inspection procedure,
Extent of inspections.

g, INVENTORY CONTROL-—
Control Factors.
Iaventory organization and problems.
Advanrtages of Control,
Material procedure and Forms.
Control of guantities—ordering, classifications siandardiza.
tion.
Stores-keening.

20, PERSONNEL MANAGEMENT—

Basic personnei problers, o4 reouin
Organization ;
Personnsl E-“mwz.i@ns, Principles and Funcions.

The Persannel Director.

Emploviment activities—

—The Labour Budget.

— Sl Bpecifications.

wi{t,mmmg, Interviewing and Testing,
~-Seloction, mmumzzi, training.
-—Transfer ang prometion,

21, PERSONNEL RELATIONS—
Imps owving Produ 1ctivity,
Building and maintaining morale.
Personnc! services —W mking conditions, sroaminic security,
recmamrrm, f{mzz, health.
Grievanoes emz disciphine ~— ragulations, absences.
Women in Industry.

22, COLLECTIVE BARGAINING—
Background and development.
Contravt negotiations.
Contract provisions.

General considerations.

23 HEALUTH AND SAVETYw
The programmme,
Industrin! Health,
Health Services — Direct and Indirect.
Indusirial Safetye
-—accident measurement and costs,
~personal and physical hazards.
--accident prevention,

4. WAGE FACTORS IN INDUSTRIAL RELATIONS—

Fundamental Wage Principles and Policies-—
e Levﬁs

—Guaranteed Annual Wage.

2
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28,

33,

Prinpe Renefits,
Profit Sharing and Swck Ownership.
Pensions,

WACGE PLANS—

Day Work.
Piace Work
Incentive-wange Plans—
—Siandard-tme  Plange.
190 per cent. Premium Plan.
-Tavior Differential Ploce Rate,
--Marrida Multiple Piece Rate.
—Halsy.
—~Kowan,
—LCmarson Bfficient — Bonus,
—{antt.
—Redaus, g
—Multiple - Factor PFlans——
~Uroun Incentives, _
—incentives for White-Collar Workers.
Problems and Limitations of Incentive Plans,
Varinticns of Day Work Plaps,
Executive Salaries.

SO EVALUATION-—
Wage Ineguality,
Job-Evaluation Plaus.
The fvaluation Manunal,
Wage rates and ranges.
Labour-Market Survey,

SERVICE RATINGS.
Factors, Grades and Degreos,
Ruting Characteristics.
Rating Svstems and Procedures,

TRATNING -~
Training Policics and Programmes.
Traines Grouns—
--Lxecutive, Foreman, Worker,
Training Materiale, Costs and Resulis,

PROCUREMENT OF MATERIALS AND EGUIPMENT.—
Hesponsibilities and Duties,
Urgapization, direction and Ilayout.
Source of Supplv,
Ouality, Price, Specifications.
Porms and Procedures.

MARKETYNG. -
The Cnst of Distribation,
Urpanizstion and Direction.
Policy Decisions.
Department Co-operation.
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Selection and Training of Salesmen,
Sales Quotas and Compensation,
Packaging.

Seirvices,

3. DFFICE MANAGEMENT -
Extent of office work and office problems,
Urganization and Management.
Technigques—
—Simplification, Standardization, Centralization.
Physical Facilitioge
—Location, Layout, Machines.

32, APPRAISING A DERARTMENT—
Purpose,
Measurement — Organization, Activities,
Making the Survey,
Reports « Controls — Policies, 3

33 RESEARCH AND DEVELOPMENT -
Fields of Industrial Research.
Costs and Value of Research.
Resenreh Organdzation and Management.

34, PUBLIC RELATIONG-

Contacis-—Perennnel.
~nstomers,
e Prab e,
—&Shareholders,
~—Vendors,
—Press and Radie,
——Government,

Organization,

Professional Counsel.

READINGS

Preseribed Texr
Relfgrences:—"Management” — Henry D. Hodges

“Essentials of industrial Managenient” . Fnthal Atventar,
and Stackman,
"Factory Administration” — Hiscox and Stirling.
“Industrial Management” W, R. Spreigel.
“Business Policies” — Newman,

Backeronrd of Modern Managernent .. Hodges Chap.
Modermn Management ;
Managesment Problems

20 Pood e
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4. Manapement Principles B . 4
3. Top and Middie Management ” " 5
6. The Foreman » 5 o
7. Principles of Organization . . o 7
8. Orgenization ' ' i 3 5
9. Managerial Control P ’” ¢
t0. Financial Management o . O
11, Budgetary Conirol . w11
12, Plant Location and Layout o o b
13 Material Handling v I
14. Maintenance 3 L4
{5, Managerial Planning s 15
i6. Planming Controls . P
17. Methods and Time Study ' w17
18, Quality Control o » I8
19, Inventory Controls 0 i P &
20, Personnel Management v s 2D
21, Persenme! Relations o . 21
22, Collective Bargaining » . 22
23, Health and Bafety _ 35 w23
24, Wage Factors in Industrial Relations 5 PR
25. “?agﬁ P?m;ﬁ ’ ) i oh
26, Job Fvaluation . R
27, Service Ratings ;; 6 R
;‘38 . T}‘aiﬂing 28 * 23
29, Procurement of Materials and Eguipment o 28
30, Marketing i o 3D
3. Offior Management g . w31
32, Appraising a Department , » 32
53, Rescarch and Development. " w33
34. Public Relations o po 34

AUDITING

THE FIELD OF AUDITING—

Definition and purpose of Aunditing,
Kinds of Auditors,

Responsibilities of Auditors.

itules of Professional Conduet.
Internal and External Audits.

Types of Audit—{a) Test or (b} Detailed Audit.
— {2} Continuous or {b} Completed Audit.
-~ Balance Sheet Audit.
-~ Cash Audit,
- Investizations,
Audit Principles, Standards, Techniques and Procedures,
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RIGHT, DUTIES AND LEGAL POSITION~-
Appointment, rights and duties of &mi’z%m
Laability of an auditor — {a} Fraud, (b} Negligencs,
Liability to Third Parties.

Cbligations of the Auditor other than e rgal.

BEGINNING THE AUDIT-—
Preparations by the Auditor and the Client.
Audit Routine.
Audit Progromme.
Relations with the Client,
The Toal Balance.
The inutes.

INTERNAL CONTRCOL—
Meaning and Examples of Intemal {,zm{mi
internal Control Questionaire.
Liffect of Internal Control on Avdit Pr@gramme

AUDIT WORKING PAPERS
Importance and Conient of Audit Working Papers.
Crwvnership aod Conlrol of Audit Working Papers.

The Working Triel Balance — Ong, Two or Four Seclions

The Account Form of Working Papers.
Detzailed Schedules and ﬁmaiyses.
Adjusting BEntriss,

Preparations, arrangeynsnt and indexing of Working Papors.

Files _
&) Permanent, (b)Y Current, (¢} Correspo
() Srarement, and {(e) Income Tax Files.

AUDITING THE ORIGINAL RECORDE—
Detailed Work — Teuts, Check  Marks, Extension,
Examination of Vouchers, Postings.
General Journal,
Cash Receipis and Disburscments.
Peity Cash Records.
Sales and Porchases Journals,
Manufacturing Cost Records.
?xpezm‘
Example of Prograoune.

CASH—
Cash Belances - Examining Cash on Hand,
Bank Balance — Confirmation and Reconciliation.
Subsequent Reeonciliation.
Cash Receipts.
Lash Payvments.

SECURITIES—
Types of Investments.
Security Schedules.
Examination of Sccurities,
Verification of Ledger Accounts,
Valuation. g
8
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RECEIVABLES —
Bills Receivable —-
— Classification and Characteristics.
~— Audit Procedure,
Accounts HRecelvable —
- Classification.
mgo‘niifmationsm(a} Mepative (b) Positive.
s Tigr,
--{Zﬁédxt Balances.
- Sundry Receivablas,
-~ Valuations -—— Allowance for Bad Debis,
— Audgit Procedure.

INVENTORIES—
Types of Inventories.
Goods in Transit — Goods Pledged. \
Valuation. ‘
Methoas of Determuning Cost.
Legal and Professional Responsibility.
Auditing Procedure — Quantity and Quality,
- Cleread Accuracy.
- Pricing,
Inventory Certificate.

FIXED ASSETS— ‘

Tangible Assets, Audit Procedure for Tangible Fixed Assets,
Land, Buildings, Machinery and Equipment, Tools and
implements, Patterns, Dies, Drawings, and Electroypes,
furpniture and Fixture, Automobiies and  Trucks, Wasting
Assets, Intapgible Assets, Audit Procedure for Intangivle
Assets, Goodwill, Patents, Copyrights, Trade marks, Fran.
chises, Capital ¥Expenditure and Revenue Expenditures,
Aflowances, Insurance.

DEFERRED ITEMS~

Deferred Charges to Operations, Insurance, Inierest, Discount
cn Bonds, Discount on Capital Stock, Experimental Expen-
ses, Organization Expenses, Advertising, other Deferred
Charges, Deferred Credits to Income, Interest, Rent, Insial
wment Sales, Other Deferred Credits, Auditing Procedure
Applicable to Deferred Iiems,

CURRENT LIABILITIES—

Nates Payable, Accounts Payable, Accoonis with Trade Credi-
tors, Accounts with Officers and Eanployees, Dividends Pay-
able, Merchandise received on Consignment, Contracts for
Future Delivery, Goods in Transit, Accrusis Pavable, Sala.
ries and Wages, Interest, Commissions, Rovaltizs, Taxes,
Liability Certificate, Contingent Liabilitiss, Auditing Proce-
dure Applicable to Current Liabilities,

FIXED LIABILITIES —

- Morigages, Classification of Mortgages, Verification of Morteages,

Bonds, Classification of Bonds, Recording the Bond Tssue,
Verification of Bonds Payable, Amortization of Bond Pre-
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Presoribed Fext.

mium and Discount, Straight-Line Meibod, Effective—Rate
Method, Bonds— Outstandmg Method, Smkmg Fund  Pro-
visions, Sinking Fund, Sinking fund Rmuves Qther Fixed
Liabilifies, Loeng-Term Notes Payable, Pension Fund Reserve,
Other Reserves, Auditing Procedure Applicable to  Fixed
i iabilities, 3

PROPRIETORSHIP—

The Sole Proprictorship, The Partnership, The Corporation,
Organization, Capital Stock, Examining the Charter and
the Minutes, VeVrification of Capital Stock Records, Stock
Sold to Emplovees, Treasury Stock, No-Par-Value 3tock,
Surplus, Surplus Reserves, Other reserves, Dividends, Audit-
ing Procedure Appilcable to Propristorship,

THE INCOME STATEMENT—

Extent of Verification, SBales, Cost ¢f Sales, Gross Profiy,
Selling, General, and Administrative Bxpenses, Cther In-
come and Other Charges, Auditing Procedurs Applicable 1o
the Profit and Loss Accounts.

CONCLUDING AN AUDIT—

The Audit Working Papers, Purpose of Working ?qper Index-
ing the working Papers, Care of Working Papers, Correcting
and Adjusting Rniries, Closing the Audit.

BALANCE SHEET AUDITw

THE AUDIT REPORT—

Factors in Report Writing, Purpose of the Report, Form of the
Report, Preparation of the Report, Scepe of Audit Report
Inircductory Section, Comments on  the Audit, Auditor's
Opinion or Certzﬁcate Legal Reguirements for Certificates |
Examples of Certificates, Bxhibits, Schedules, Procedure in |
Preparing the Audit Rnport

READINGS

SUBJECT 35a

“AUDITING” «— Culey ana Bauer.

References,

>

PRACTICAL AUDITING — Spicer,

PRINCIPLES OF AUDITING — de Paula,

AUDITING PRINCIPLES AND PRACTICE — Holmes.
AUDITING PRINCIPLES — Stettler,

PRINCIPLES OF AUDITING — Meigs.

The Field of Auditing .. C & B Chap. 1

Rights, Duties and Legal ]
Position .. Pakistan Statutes
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pages 470, 474

e b g s

$ of income Tax in Pakisian

ay Acts, {b) Rules, (¢) Finance Act, (d) Case Law,
! Income and Taxable Irncome

sseasment vear and Previous Year,

INCOMES EXEMPTED VROM TAY -
Agricultural Income.
Casual Employment Income.
Barned Income Religf,

ASSESSEES AND THEIR LIABTLITY FOR TAY
Individunis.
L i F. Filrms.
Companies.
Associations.
Residenis,
Ordivary Residents.
Non-Oesidents,

COMPUTATION oF TAXABLE INCUOME
Salaries,
Interest in Securitiss,
Income from Property.
Business and Professionat Tneome,
3ther Income,
Dividends,
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£. ASBSESSMENT PR(}C?{}DREW
Returns.
Asscssment,
Advance Payment of Tax.
Colieciton of Tax - Peasalties.
Appeals and Revisians,

F, SPRECIAL PROBLEMS OF ASSHESEERS

Individuals — Married Womoen.

- Minors.

— Degeased Persons,

Agent of a Non-Resident.
Firms - R%mm ad.

- Uniregistered.

Companies,

G, INCOME TAX AUTLORITIES—
: Inspeciors. <
Examiners.
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