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K/

< It contains introduction to accounting, functions and goals, importance ,the accounting
system. Double entry system, balance transactions ,trial balance and preparation of final
accounts (financial statements). Accounting treatments for merchandize, commercial paper,
depreciation. It contains also adjustments in deferrals and accruals, fixed and current assets,

classification of financial statements and owners equity statement ,errors and corrections.

haud ) B3 il
(LMY i) gudald e [l e O bl e g gl Salad sdb A e
1. Identifying what we mean by accounting, its concepts and principles.
2. Recognizing the actual accounting practices of recording transactions and preparing
T accounts.
Accounting for assets.
Accounting treatment for merchandize operation.
Accounting for depreciation using straight line method.
Accounting treatment for Bill of exchange.

Making adjustment for Accruals & Deferrals.

® S, AW

Preaparing financial statements.
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Unit
number

topics

contents

week

Unit-1-

Introduction Of
Accounting

Defintion of accounting

The users of accounting information
Classification of accounting
Definition of book keeping

Identifying accounting principles,
concepts, conventions

weeks

Unit-2-

Double entry book-
keeping

Understand meaning of double entry
book — keeping
Meaning of basic accounting
terminologies
Meaning of account
Classification of accounts
Rules for journalizing
Understanding the balance sheet equation

Analyzing transaction using the
accounting Equation (debit, credit)

weeks

Unit-3-

Accounting Cycle

Process of accounting cycle
Definition of Journal

Recording transaction in the Journal
Definition of Ledger Account
Posting to the Ledger accounts
Balancing of Ledger accounts
Preparing Trial Balance

weeks

Unit-4-

Accounting for Assets

Definition of assets

Types of assets ( fixed & current )
Determining cost of assets
Classification of current assets
Cash

Cash shortage and overage

weeks
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= Accounting treatments for purchase and
sales
= Accounting treatments for purchase &
. Merchandize sales returns and allowances. 2
Unit-5- operation » Definitions of discounts and its types. weeks
= Accounting treatments for discounts
= computing gross profit & cost of goods
sold using mathematics formula
=  Meaning of depreciation
= Basic Depreciation factors
Unit6 Depreciation = Straight line method 1 week
= Accounting entry for depreciation(direct,
indirect method )
=  Meaning of capital & revenue expenditure
= Accounting treatment for capital &
revenue expenditure
Unit 7 Capital and Revenue | ® Meaning of adjusting entries 2
expenditure = Definitions and Accounting for accrued weeks
expenses& prepaid expenses
= Definitions and Accounting for accrued
income & income received in advance
= Meaning and types of cheques
= Meaning and parties of Bill of Exchange
Unit 8 Accounting for . Meaning and pali*ties of ‘Promissory Notes | week
commercial papers " Accounting entries of Bill of Exchange
kept by the drawer in both of drawer and
drawee books. ( Drawing, collection,
Dishonour)
= Definition of Trial Balance
= Types of Trial Balance
) Trial balance & = Preparation of Trial Balance
Unit 9 Errors & . 1 week
Rectification = Definition of Errors
= (Classification of Errors
= Rectification of Errors
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Meaning of Final Accounts

Preparing of Trading Account.& Profit
and Loss Account

. Final accounts & : 2
Unit 10 . = [ncome summary account and its
financial statements . weeks
specimen
= [ncome statement and its specimen
= Balance sheet and its specimen
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Main Text Book

1. Financial Accounting In English , Principles And Practices, Dr. Abdul Naser 1. Nour Dar
Al-Maseera Publishing-Distributing-Printing,3th Edition 2004

i.  Other Text Books

2. —Accounting Principles ,Weygandt ,Kiso, Kimmel, John Wiley &Sons ,7th Editions,2005
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¢ Developing the student, skills in reading and writing business administration terms, in

English and training them in composing business letters and reports.

gl ) Bala) il a
AUl Gl gdad e 00 e of Gilal) (e ad g Balal) oda A 3 day
1. Improving the students, skills in understanding the business administration terms in

English.

2. Training the student in filed of composing and constructing the letters and reports in

business language.
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Terms Administration Unit One
» Exercises 1-1
» Language Practice 1-2
» Common Mistakes 1-3
* Synonyms and 1-3-1
antonyms Letters 1-3-2
writing 1-3-3
= Comprehension 1-3-4
Production: Unit Tow
= Terms 2-1
= Exercises 2-2
* Language Practice 2-3
» Common Mistakes 2-3-1
* Synonyms and 2-3-2
antonyms 2-3-3
* Comprehension
Commercial business firms: Unit Three
= Terms 3-1
= Exercises 3-2
» Language classification 3-3
= Common Mistakes 3-3-1
* Synonyms and 3-3-2
antonyms 3-3-3
= Letters writing 3-3-4
» Comprehension
Commercial activity: Unit Four
= Terms 4-1
» Exercises 4-2
» Language practice 4-3
» Common Mistakes 4-3-1
* Synonyms and 4-3-2
antonyms Letters 4-3-3
writing 4-3-4
» Comprehension
Domestic trade: Unit Five
= Terms 5-1
sExercises 5-2
= Language practice 5-3
= Common Mistakes 5-3-1
= Synonyms and antonyms 5-3-2
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Letters writing 5-3-3
» Comprehension 5-3-4
Foreign trade: Unit Six
*Terms 6-1
=Exercises 6-2
*[anguage practice 6-3
»*Common Mistakes 6-3-1
*Synonyms and antonyms 6-3-2
Letters writing 6-3-3
= Comprehension 6-3-4
Shops, stores: Unit Seven
= Terms 7-1
= Exercises 7-2
* Language practice 7-3
* Common Mistakes 7-3-1
* Synonyms and 7-3-2
antonyms Letters 7-3-3
writing 7-3-4
» Comprehension
Marketing: Unit Eight
= Terms 10-1
=Exercises 10-2
»Language practice 10-3
»* Common Mistakes 10-3-1
*Synonyms and antonyms 10-3-2
Letters writing 10-3-3
=comprehension 10-3-4
Business letter: Unit Nine
» Layout business letter 11-1
* Punctuation 11-2
* The sentence 11-3
= Capital letters 11-4
Kinds of business letters: Unit Ten
* Employment application 12-1
* Order of goods 12-2
» Requests for payment 12-3
= Sales promotion letters 12-4
= Letters of information 12-5
= Letters of complaints 12-6
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1. Sameer Hadad : “Practical Studies in Business English and letter Writing”,
Institute of Banking Studies,1994.
2. Dr:khadaer K.Bussiness Administration In English.3rd ed.Dar Almassira, 2006.
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This course consists of three main components:

Effective presentation : which focuses on the main skills involved in giving
presentation from starting and concludind , to handling questions.

Effective telephoning: which focuses on the strategies needed to structuring
information, responding positively ,asking the right question ,clarifying
,andgiving feedback.

Effective meetings: which focuses on teaching student how to deal with the key
elements of meetings, from preparation and organization through to decision —
making and follow — up action.
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This Course Concentrates On Providing Students with The Core Communication
And Language Skills Needed To:

Make Clear ,Well-Organized Presentations ,And Enables Them To Develop
These Skills In Realistic Ways.

Make And Receive Telephone Calls In English .

Partisipante Effectively In Meeting.

2009/2008 2alall alad) Aay (e Tlie) dpad jall dad) oda gudali o

(111 o+ (109) diw



Al-Balga’ Applied University

g bl Ll L
AEs WML AT

Agpgelasll clalgdl Zealy

1997 sle cals
) ag)
o S ) Oy S gl gl S gl o8
Key Features An Effective Presentation
g Making Good Introduction
S\}M:j " How To Introduce Yourself & Your Talk d )‘2\
geites
yI Advantages Of Speaking Versus Reading
C Making Awell-Designed And Well-Presented Effective
<l Visual Aid. Presentation Al
o My The Importans Of Body Language
Making An Effective Endingto Presentation
¢ pn Handing Questions Effectivley )
" Evaluating The Effectiveness Of A agu)
o resentation
Preparing For A Telephone Call
N paring p
(ol Key Vocabulary About Telephonin
oLl Receiving Calls And Taking Messages dald-1
i Effective
o Telephoning
Structuring A Message
|
(ol ¥ Asking For Repetition
ot Clarifiction And Responses dodlad)
cu\::j\ 9
¢ pn Active Listening And Reflective Questions
Sl Handling Complaints
S Recqgnizing Closing Siggnals And Effective il
$3\ g Closing
s
¢ pn Key Features At An Effective Meeting
) Opening Ameeting
g Controlling The Direction Of Ameeting
v i)
EJudhy
e Effective
Meetin
9 Interrupting And Finishing Apoint SRS
& Questioning And Clarifying
re ) Eliciting ideas and managing interruptions daldl
ol Obtaining Consensus and difficult decisions
e Summarizing, clarifying & closing ameeting
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1. Jeremy Comfort, “Effective presentations”, Oxford University Press, 1995.
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2. Jeremy Comfort, “Effective Telephoning ”, Oxford University Press, 1996.
3. Jeremy Comfort, “Effective meetings ”, Oxford University Press, 1996.

(111) oo 111y Gt

2009/2008 2alall alad) Aay (e Tlie) dpad jall dad) oda gudali o




