
Subject:BusinessStudies

Topic:Book-keeping

Class:JSS1

LearningObjectives:

1.DefineBook-Keeping

2.Importanceofbook-keeping

3.QualitiesofaBook-Keeper

4.CommonBook-KeepingPractices

DefinitionofBook-keeping

Book-keepingmaybedefinedastheartofrecordingbusinesstransactionsinasystematic
mannersothatthebooksofaccountwillrevealatanytimethefinancialpositionofthe
businesstotheownerandotherstakeholdersinthebusiness.

Book-Keepingistheactofrecordingcashandcredittransactionsofthebusinessdailyona
businessbooksoastoshowthebusinessownersandstakeholders.

ImportanceofBook-keeping

1.Itisforeasyreferenceofbusinessfinancialrecords.

2.Itshowsanaccuratestandingpositionofbusinessinrelationtoitscustomersi.e.whatis
owedandwhatisowedbythefirm.

3.Itrevealsprofitsandlossespositiontothecompanythroughtrading,profitandlossaccount.

4.Itprovidesinformationtomembersofthepublicwhoareinterestedinthebusinessthrough
thebalancesheet.

5.Auditorsusethebookstoissuetheirauditreports.

6.Therecordskepthelpinmanagementdecision-making.

7.Therecordsprojecttheimageofthebusinesstothepublic.

8.Itisameansbywhichfinancesofabusinesscanbecontrolled.

EssentialQualitiesofaBook-keeper:

Abook-keepermustpossessthefollowingessentialqualities:

1.Heorshemustbetruthfulandhonest

2.Falseentriesshouldnotbemadeintothebook

3.Heorshemustbehardworking,punctualtoworkandmustshowinterestinthejob

4.Heorshemustbeabletokeeprecords

5.Heorshemusthavealegiblehandwriting



6.Heorshemusthaveretentivememory

7.Heorshemustbetrustworthy.

8.Abookkeepermustalwaysappearneatandattractive.

CommonBook-keepingPractices

1.Theuseofrulerwhendrawingsingleordoublerulingsmakeforneataccountingwork.

2.TheNairaandKobosignsareusuallywrittenontopandnotinaruledcolumn.

3.Twozerosarewritteninthekobocolumnwhenanamounttobewrittendoesnothavethe
aspect.

4.Thekobocolumnmustnotbeleftblank.Itshouldbefilledwithtwozeros

5.Whenabookkeeperappliesadoublerulingacrossanamountcolumn,thisindicatesthatthe
workabovehasbeencompletedandaccurate.

Date Particulars Amount

# : K

June12 Officesupplies 20000.00

June15 OfficeEquipment 40800.00

60800.00

Book-keepingEthics

1.Accountability

2.Probity

3.Transparency

4.Objectivity

5.Fairness

ASSIGNMENTS/TEST

1.StatefiveimportanceofBook-

keeping.

2.Explaintheterm book-keeping.

3.Statefivequalitiesofbook

keeper.


