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Definition Accounting HM

Accounting: The accountingis the art of
recording, classifying, reporting, and interpreting
the financial data of an organization.
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Accounting :process of identifying, measuring, and
reporting financial information of an entjty
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Objectives of Accounting.
The following are the main-ojectives ol
accounting:

1..To maintain full and systematic records of
pbusiness transactions:

2. To ascertain profit or loss of the business:

3. To depict financial position of the business:
4. To provide accounting information to the
Inferested parties:
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U JINESS OF ACCOUN

(1) The accounting keeps a sy
record of all financial fransactions of a business.

(2) The accounting keeps a record of revenues and
expenses so that the net results of the business can be
quickly known for any period.

(3) The accounting keeps a record of assets and liabilities
projecting the financial position of the business at any
moment of time

(4)The accounting protects the property of the business by

designing the required system of accounting.

(S) The accounting keeps a control on expenses to minimiz

the same.
(6) The accounting provides information for meeting variol
legal requirements such as realization of the income tax
PUrposes
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Assumptions, Principles and Constraints Accounting:

A-Assumptions of Accounting:
1-Economic Entity 2-Going Concern 3-Monetary Unit
4-Periodicity

B-Principles of Accounting:
1-Historical Cost Principle  2-Revenue Recognition
3-Matching Principle 4-Full Disclosure Principle

C-Constraints of Accounting:

1-Cost-benefit Relationship  2-Materiality  3-Industry
Practices

4-Conservitism






Financial Statements :

1- Balance Sheet : It is designed to embody the Accounting
Equation . Assets equal liabilities plus owner's equity ,i.e.,

Assets = Liabilities + Equity.
2- Income Statement: sometimes called the "profit and loss"
statement , designed to show the change in the company's
condition through a
given period .
3) Statement of Change in Equity:
that show the movement in equity. and equity balance at the end
of the accounting period.
4) Statement of Cash Flow:
that show the movement of the entity’s cash during the period.
This statement help users understand how is the cash movement
in the entity



.:\Tg..u:lAAM sjﬂ‘ Lw & )




Revenues:

Revenues refer to sales of goods ¢
generates

during the specific accounting pe’

Expenses: |
Expenses are operational costs t
specific accounting period.

Profits mean that revent

Losses mean that exp
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Accounting Equation - assets = liabilities + equity
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Asset - property with a cash value that is owned by a
business or individual
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Equity - money owed to the owner or owners of a
company, also known as "owner's equity
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liability is something a person or company owes, usually
a sum of money. ... Recorded on the right side of the
balance sheet
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Accounts Payable - money owed to creditors, vendors,
etc.
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Accounts Receivable - money owed to a business, i.e.
credit sales
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Credit - an account entry with a negative value for
assets, and positive value for liabilities and

equity.

SLgllol) &>g0 doudy JgoW adlw dowss wlws Jlss| - 5ol
a,Sloll 998>9

Debit - an account entry with a positive value for assets,
and negative value for liabilities and equity.
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Types of Accounting  auwlxoll glgil

1- Financial accounting is concerned with
external reporting to parties outside the firm and
none of whom control the actual preparation of

reports or have access to underlying
details.
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2- managerial accounting is primarily concerned
with providing information for internal
management. Its information is intended to serve
the specific needs of management.
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there is a third type . , Cost Accounting.
Accounting is also broadly classified into two
other groups which are namely :
Public Accounting and Government Accounting
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assumptions or conditions accountancy
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1- Business Entity Concept : In accounting,
business is treated as separate entity from its
owners.
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2- Going Concern Concept : that the business
will exist for a long time to come.
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3- Money Measurement Concept : Accounting to
records only those transactions which can be

expressed in terms of money. .
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4- Accounting Period Concept : the life of the
business is divided into appropriate segments
for studying the results shown by the business
called accounting period.
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English Term

Account

Accountant

Accounting Equation

Accounts Payable

Accounts Receivable

Accrual Accounting

Assets

Auditors

Balance

Balance Sheet

Bookkeeping

Budget

Cost Accounting

Credit

Debit

Arabic Meaning

English Term

Revenue

Arabic Meaning
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users of
Accounting
information
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users of Accounting information

- Internal users of Accounting information

Internal users are that individual who runs, manages and operates
the daily activities of the inside area of an organization.

So who are the internal users of account information;

1-Owners and Stockholders.
2- Managers,

3- Internal Departments.
4-Employees

5- Internal Auditor.
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managers.
They need detailed performance information about each segment of
the business, so that they can make ongoing corrections and
enhancements to the organization.
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Owners
use accounting information to determine their return on
investment, based on the reported cash flows being generated by
the business.
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Internal Auditor
Internal Audit team is to ensure that Internal Controls are there and
all the statutory compliance are followed by the organization.
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Employees
accounting information This can result in decisions to remain with
the firm or seek employment elsewhere.
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external users of Accounting information

External users are those individuals who take interest in the account
information of an organization but they are not part of the
organization’s administrative process.

External users have a direct or indirect interest in information.
accounting
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Examples of external users of accounting information are;

Creditors.

Investors.
Government.

Trading partners.
Regulatory agencies.

International standardization agencies.
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Creditors
Creditors or lenders use the accounting information to find out the
ability of the borrower to repay the loan,

Gy gt
N Ao (a silal) 3 jab Ad pal dadacal) Cila glaal) ¢ gua 8al) gl 0 glilal) andiiey
el

Investors
Financial information is important for an investor for making sure
that the investment is secure.
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Trading partners

trading companies look at the financial information and decide to
trade with the particular economic entity
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Government Regulatory Agencies
The financial information is vital for government regulatory
agencies as it allows them to monitor the economy and market
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(I The accounting cycle is a step-by-step process of recordin@
classifying and summarizing the economic transactions of a business,
to generate usetul financial information in the form of financial
statements including income statement, balance sheet, statement of

cash flows and statement of changes in equity.
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Close Identify
Your Books Transactions
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Financial Record Journal

N ACCOUNTING T
. CYCLE 2

Trial Balance Entries
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/—IT‘IG accounting cycle begins with the occurrence of a financial transaction for t}h

COmP any
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1-General journal:
This book records all the events and deals that the company undertakes during
the financial period using double entry
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2- General Ledger: A filing system for company financial statements with debit
and credit folder validated by Trial Balance
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3-Trial Balance: It is a maintained worksheet, the data of which is collected in
the balances of all ledgers in the sum of the columns debit and credit account are

equal.
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4- Adjusting Entries : daily entries that are worked out at the end of the
accounting period, and they are restrictions that are used to allocate revenues and

expenditures during the period in which they actually occurred
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ﬁ— Financial statements are written records that convey the business activit%&\

and the financial performance of a company. Financial statements are often
audited by accountants, firms, :
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6- Closing entry

Close the all Revenues and expense accounts and record them zero for the next

accounting cycle
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using double entry

1- A simple journal entry for a single transaction (a single debit and a single credit ) as shown in

this format :

Date Accounts Debit Credit
m/d Account to be debited 0000.00
Account to be credited 0000.00

2-A compound journal entry for more than two accounts affected by a transaction so more than two lines
are required

Date Accounts Debit Credit
M /d Account to be debited 0000.00
Account to be credited 0000.00
Account to be credited 0000.00

Posting to the General Ledger




GENERAL JOURNAL

Date Account title and explanation Debit Credit
2015
Jan. 15 | Cash 25,000
Sales 25,000
(Sold goods for cash)
GENERAL LEDGER
Cash
1115 25,000 =
Sales

1/15 25,000 =




English Term

rent

interest

Loans

entries
valuable
amounts
sales

purchases

Fixed costs

Variable costs
Bonds

stocks

salary

Arabic Meaning
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PARTS OF A BUSINESS
LETTER




Parts of a Business Letter
do jladl) Al ¢ Al

Date Line: current date formally written out as month, day, and
complete year such as May 3, 2016

Inside Address: name and address of the business and person (/f you
Know the person to whom you are writing)

Salutation: letter’s greeting — use the same name you used in the
Inside Address — using Dear Mr./Mrs./Ms./Miss

Body: message or ‘meat’ of the letter

Complimentary Closing:— using phrases such as Thank you for your
time. Best regards or Sincerely yours

Signature: writer's handwritten signature
Writer’s Identification: writer’s typed name and address
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Keys Letterhead |
555 Main - Street, - Loscvile, - GA. 30043, Tolephone (SS55) 6863333 “

Marccs 15, 2003 —g——! Date

M=z Heleo Jooes =

Prezidecs 4=__:__———J Inside Address
Jooesz, Jooes & Jooes =
123 Jeseccasconall aoe

Bosoa, Maszzachuzens 01234

= Body
Salutation ¥

Dear Mz Jooes:

Whes you use e block form 10 wrne 3 business Jedeg all e mformasion &= yped fuch lefy
=il ooe-och margms all arouad. Frs: provide your ows addoess, Bea sioip 3 Ioe and poovide
De dade, oo siip 0o moce Eoe and provide Be mzide addoess of e pany 0 whom He Jemer =
addceszed If vou are usang lemedhead that akready provides your addenss, SO oot retype Tt
m=formason; yost begic wilh e dae. For formal Jemers, avodd abbrevasoas whess possidle.

Sip acother Bioe Defore ®e alonason, whickh should be followed by acoloa. Then wrne e
Dody of your Jemer as dissyaled bere, wilh o0 mdectatoa 3t e begmnings of pasagraphs Sk
Iines betwreen paragrapghs Afier wriing Be body of e Jemeg Bype e dosng, followed by a
comema, Jeave 3-4 black Boez thes Type YOur same and e (f apphcable) all fiuch Joft Siza e
Jemer o e dlack space above your nvped came. Now doeszat Bat ook professiocal?

Seocecely. i -
— Complementary Closing
j and Signature
Joke Doe Writer's Identification
Adminmwasve Aot (Nzame and ritle)

Eacliosuce (1) 4 =
3 " — Enclosure Line

Typist's Initials
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- Date:. You can represent this in either of the following two ways:
- 3 June 2003 or June 3, 2003
il sy Hlall gaaly Sllb Jiiad Sy |1 )l

- Inside Address is separated from the date by at least one blank line
) e ¢ 5l aal s sl ol e J30al o) siall Juad a1
Salutation: Always try to address your letter to a person by name rather
than title
O sind) e Yo anh Gadd ) il ) apa g Gils Jgla il
-Complimentary Close This separated from the message by a blank line
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Signature, which includes your signature, name and title
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BUSINESS
CORRESPONDENCE

BUSINESS LETTERS, DEFINITION, RULES AND TYPES
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A business letter : is a professional, formal letter that is
sent by one company to another. These letfters can be
used for professional correspondence between business
clients, employees, stakeholders as well as individuals
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The business letter is the basic means of communication
between two companies ,Most business letters have a
formal tone.
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The types of business correspondence:

There are different kinds of business
correspondence that are typically used in
organizations. The 5 most common types of
business correspondence include internal
correspondence, external correspondence,
sales correspondence, personalized
correspondence, and circulars. :
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1- Internal Correspondence

IS a writfen communication between the employees,
units, departments, and branches of the same
organization. Infernal correspondence can either be
formal or less formal.
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2. External Correspondence
External correspondence takes place between different
organizations, or between an organization and their
individual clients. who do not belong to |
their vendors, creditors, suppliers, customers,)
organization.
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. 3- Sales Correspondence

Sales correspondence refers to sales-related
communications. it include marketing letters, offer and
discount letters, sales proposals, invoices, and such.
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4. Personalized Correspondence
Personalized correspondence involved personal and
emotional factors. for Examples letters of gratitude,
letters of favors or requests, , letters of congratulations of
commendation, and such
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.5- Circulars

Circulars are nofices that are communicated to a large
number of people within the organization. It is also
referred 1o as office instructions
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What information should you consider when writing a business letter *
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Use plain English abuauww Ul aRl piasuiowl

Write in active voice when possible LS U3 UgSH losue i weny S|

Use short sentences when possible | LSow S UgSy bodic 8,009 Jo> paxiwl

Use everyday words and avoid | wlxllhaoll wuixig dawwgdl wledSJl pazsiwl
technical jargon asll

Use lists to present complex materials d 820l Slgoll puasid pilgs)l oaziwl

Select the words you use very | a0 @lies lpodziws il wledSJl sa>
carefully

Use a strong organizational strategy a9 duoulnis il yiwl pazsiwl

Use a reader cenfered fone &Sl sde S ) dosy pasiwl




The five C’s of Business Letter Writing

&, el J5lw,Jl LS oo C's duosd]

Completeness
Conciseness 5= VI
Clarity ool
Courtesy alol=xoll
Correctness as, o=l 9l Llg.all




