
2011-12/S4 BAFS Scheme of work 1 

SHUN LEE CATHOLIC SECONDARY SCHOOL 

2011-2012 

BUSINESS, ACCOUNTING AND FINANCIAL STUDIES 

SCHEME OF WORK  

 

Classes  : S4C & E2 

Teachers  : Mr. LAU Tsz Kin, Ms. LEUNG Kwan Yee Carol 

Textbook  : Business Environment and Introduction to Management (1
st
 Edition) Longman 

    Frank Wood’s Introduction to Accounting (1
st
 Edition) Longman 

    Frank Wood’s Financial Accounting 1 (1
st
 Edition) Longman 

 

 

Cycle 

No. 

No. of 

Periods 

Topics Learning objectives Concepts / Values Remarks 

1 5 1. Hong Kong’s 

Business 

Environment 

 Describe the structure of the Hong Kong economy 

 Describe the historical and recent development of 

the Hong Kong economy   

 Explain the role and importance of business to the 

Hong Kong economy 

 State the major characteristics of the Hong Kong 

economy 

 Identify Hong Kong’s success factors in its 

economic development 

 Types of production 

 Entrepôt 

 4 Pillar Industries 

 Free market economy 

 Externally-oriented open 

economy 

 Private property rights 

 PowerPoint 

 Companion website 

 E-book 

 Question bank 

 

2-3 7 2. Hong Kong and 

the Global 

Economy 

 Explain how economic, technological, physical, 

socio-cultural, and political and legal factors 

affect business decisions 

 Describe Hong Kong’s economic and business 

relationship with the Mainland 

 Explain the economic policies and business 

practices in the Mainland 

 Examples of economic, 

technological, cultural, 

physical, social, political 

and legal factors 

 Corruption 

 Business ethics 

 Globalisation 

 PowerPoint 

 Companion website 

 E-book 

 Question bank 
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 Point out the drivers of globalisation and evaluate 

its impact on business 

 Describe the roles of major international and 

regional trade organisations 

 Multinational corporations 

 Social responsibility 

 Comparative advantage 

 

3-4 7 3. Forms of 

Business 

Ownerships 

 Distinguish major forms of business ownership 

 State the characteristics of different forms of 

business ownership 

 State the advantages and disadvantages of 

different forms of business ownership 

 Comparison of small and medium enterprises and 

multinational corporations in Hong Kong 

 Unlimited liability 

 Sole proprietorship 

 Partnership 

 Private vs public limited 

company 

 Public enterprise & public 

corporations 

 Small and medium 

enterprises (SME) 

 Multinational corporations 

(MNCs) 

 PowerPoint 

 Companion website 

 E-book 

 Question bank 

 Quiz 

4-5 5 4. Business Ethics 

and Social 

Responsibilities 

 Explain what social responsibility is and its 

importance 

 Identify the stakeholders of a firm and explain 

how a firm can be responsible to them 

 Describe how social responsibilities affect 

business decisions 

 Explain what business ethics are and their 

importance 

 Describe how business ethics affect business 

decisions 

 Explain the principles and objectives of corporate 

governance and its importance 

 Environmentally-friendly 

 Corporate governance 

 Stakeholders 

 Social responsibility 

 Sustainable development 

 Business ethics 

 Fraud 

 Identifying the differences 

between laws and ethics 

 Executive vs non-executive 

directors 

 Code of conduct  

 PowerPoint 

 Companion website 

 E-book 

 Question bank 

 Video clips 

 Activity organized 

by JA 

5-6 5 5. Management 

Functions 

 Explain what management is and the importance 

of management 

 Describe the roles and tasks of the three levels of 

management 

 List the four main management functions 

 Explain what planning is and describe the 

 Efficiency &  

effectiveness 

 Top, middle, first-line 

management 

 Strategic plans & 

operational plans 

 PowerPoint 

 Companion website 

 E-book 

 Question bank 

 Quiz 
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different types of business plan 

 Explain what organising is and describe the 

different methods of forming departments 

 Draw a simple organisation chart 

 Explain what leading is and describe the three 

leadership styles 

 Explain what controlling is and describe the 

process of control 

 Directional& specific plans 

 Organisational structure 

 Organisation chart 

 Functional, product, 

geographical departments 

 Identifying the difference 

between line authority and 

staff authority 

 Autocratic, participativ , 

laissez-faire leadership 

6-7 5 6. Effective 

Management 

 Explain the three management skills 

 Illustrate the management skills required by 

different levels of management 

 Explain division of labour and its importance 

 Explain unity of command and its importance 

 Explain unity of direction and its importance 

 Explain authority and responsibility and their 

importance 

 Explain management by objectives and its 

importance. 

 Conceptual, interpersonal 

& technical skills 

 Division of labour 

 Unity of command 

 Unity of direction 

 Authority 

 Responsibility 

 Delegation 

 Management by objectives 

(MBO) 

 PowerPoint 

 Companion website 

 E-book 

 Question bank 

7-9 7 7. Key Business 

Functions 

 Explain the functions and importance of human 

resources management 

 Describe the five major human resources 

management tasks 

 Explain the functions and importance of financial 

management 

 Explain what a financial plan is and how a 

business can obtain funds 

 Explain the functions and importance of 

operations management management and risk 

management 

 Describe how an effective production process can 

be designed 

 Human resources planning 

 Recruitment and selection 

 Training and development 

 Performance appraisal 

 Compensation and benefits 

management 

 Financial management 

 Equity financing 

 Debt financing 

 Operations management 

 Production capacity 

 Inventory management 

 Quality assurance 

 PowerPoint 

 Companion website 

 E-book 

 Question bank 
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 Explain the functions and importance of 

marketing management 

 Explain the four management functions involved 

in marketing management 

 Explain the functions and importance of 

information management  

 Explain how information management supports a 

company’s decision-making process 

 Explain the functions and importance of risk 

management 

 Describe the four risk management strategies 

 Explain the interrelationship of different business 

functions in solving business problems 

 4Ps 

 Data vs information 

 Risk 

 Risk avoidance 

 Risk assumption 

 Risk reduction 

 Risk transfer 

 Insurable risks 

 Non-insurable risks 

9-10 8 

 

8. Business 

Communication 

 Explain what communication is and describe the 

communication process 

 Distinguish different forms of communication 

 Explain the principles and importance of effective 

communication 

 Identify the barriers to effective communication 

and the means to enhance communication 

 Distinguish between different types of business 

data 

 Describe the characteristics of quality business 

information 

 Describe the major ICT devices 

 Explain the importance of information and 

communication technology 

 Communication 

 Encoding 

 Channel 

 Decoding 

 Feedback 

 Oral & written 

communication 

 Non-verbal communication 

 Downward & upward 

communication 

 Lateral communication 

 Formal & informal 

communication 

 One-way & two-way 

communication 

 Internal & external data 

 Primary & secondary data 

 Information and 

communication technology 

(ICT) 

 PowerPoint 

 Companion website 

 E-book 

 Question bank 
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First-term Examination 

12 2 9. The 

Fundamentals of 

Accounting 

 Distinguish between bookkeeping and accounting 

 Explain the nature of accounting 

 Explain the functions of accounting 

 Distinguish between financial accounting and 

management accounting 

 Explain what financial statements are 

 Explain the uses of financial statements 

 Explain the limitations of financial statements 

 Bookkeeping vs accounting  

 Decision-making 

 Recording transactions 

 Processing data 

 Communicating 

information 

 Financial & management 

accounting 

 Financial statements  

 Income statement  

 Balance sheet 

 Accounting policies and 

methods 

 Past information  

 Personal judgments 

 Qualitative information 

 Teaching notes 

 Companion website 

 E-book 

 Question bank 

 

 

13-14 9 10. The 

Double-entry 

System 

 Explain the business entity concept 

 Illustrate the concept with examples 

 Explain the meanings of assets, liabilities and 

capital 

 Explain the accounting equation 

 Explain the effects of business transactions on the 

accounting equation 

 Explain the nature of double-entry bookkeeping 

 Describe the layout of a double-entry account 

 State the principles of double entry 

 Apply the principles of double entry to the 

recording of business transactions 

 Explain the need for balancing off accounts 

 Describe the process of balancing off accounts 

 Distinguish between debit and credit balances 

 Describe the layout of a computerised account 

 Business entity 

 Assets 

 Liabilities  

 Capital 

 The accounting equation  

 Debtors/accounts 

receivable 

 Creditors/accounts payable 

 Double-entry accounts 

 Debit & credit 

 Balancing off accounts  

 Bal c/d & bal b/d  

 Debit & credit balances 

 Computerised accounts  

 Running balance method 

 Teaching notes 

 Companion website 

 E-book 

 Question bank 

 Quiz 
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 Distinguish between conventional T accounts and 

computerised accounts 

14-16 7 11. Books of 

Original Entry 

and Ledgers (I) 

 State the major classifications of books of original 

entry and ledgers 

 Explain the relationship between books of original 

entry and ledgers 

 Explain the functions of books of original entry 

and ledgers 

 Explain what transactions should be recorded in 

the purchases journal 

 State the source documents for credit purchases 

 Describe how credit purchases are recorded in the 

purchases journal and posted to the ledgers 

 Explain what transactions should be recorded in 

the sales journal 

 State the source documents for credit sales 

 Describe how credit sales are recorded in the sales 

journal and posted to the ledgers 

 Explain what transactions should be recorded in 

the returns outwards journal 

 State the source documents for returns outwards 

 Describe how returns outwards are recorded in the 

returns outwards journal and posted to the ledgers 

 Explain what transactions should be recorded in 

the returns inwards journal 

 State the source documents for returns inwards 

 Describe how returns inwards are recorded in the 

returns inwards journal and posted to the ledgers 

 Books of original entry  

 Source documents  

 Ledgers  

 Accounts receivable ledger 

 Accounts payable ledger 

 General ledger 

 Trade vs. non-trade 

creditors/ payables  

 Trade vs. non-trade debtors/ 

receivables 

 Posting 

 Purchases journal 

 Credit purchases  

 Purchase order 

 Purchase invoice 

 Trade discounts 

 Sales journal 

 Credit sales  

 Sales invoice 

 Returns outwards journal 

 Returns outwards 

 Allowances  

 Debit note 

 Returns inwards journal 

 Returns inwards  

 Credit note 

 

 Teaching notes 

 Companion website 

 E-book 

 Question bank 

 Quiz 

 LCCI exam 

questions 

16-17 7 12. Books of 

Original Entry 

and Ledgers (II) 

 Explain what transactions should be recorded in 

the cash book. 

 State the source documents for cash and bank 

transactions 

 Cash book (two-column vs. 

three-column) 

 Cashier  

 Cheque counterfoils 

 Teaching notes 

 Companion website 

 E-book 

 Question bank 
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 Describe how cash and bank transactions are 

recorded in the cash book and posted to the 

ledgers 

 Identify a bank overdraft from the cash book 

 Explain what transactions should be recorded in 

the petty cash book 

 State the source documents for petty cash 

transactions 

 Explain what the imprest system is 

 Describe how petty cash transactions are recorded 

in the petty cash book and posted to the ledgers 

 Explain the advantages of keeping a petty cash 

book and implementing the imprest system 

 Pay-in slips 

 Cash discounts (discounts 

allowed and received) 

 Contra items 

 Receipts 

 Payments 

 Revenues  

 Expenses  

 Drawings 

 Bank overdraft 

 Dishonoured cheques 

 Petty cash book   

 Petty cashier  

 Petty cash voucher 

 The imprest system  

 Cash float 

 Quiz 

 LCCI exam 

questions 

17-18 4 13. The Trial 

Balance 

 Explain what a trial balance is 

 Describe how a trial balance is prepared 

 Explain the functions and limitations of a trial 

balance 

 Trial balance  

 Agree or disagree  

 Errors 

 Teaching notes 

 Companion website 

 E-book 

 Question bank 

 Quiz 

  

18-20 10 14. Financial 

Statements for 

Sole 

Proprietorships 

(I) 

 Explain what final accounts are 

 Explain the purpose of preparing an income 

statement 

 Describe how the income statement of a trading 

firm is prepared 

 Distinguish between horizontal-style and 

vertical-style income statements 

 Describe how the income statement of a service 

firm is prepared 

 Identify the features of income statements for 

service firms 

 Final accounts 

 Income statement 

 Trading firms 

 Cost of goods sold  

 Gross profit/loss 

 Other revenues 

 Expenses  

 Net profit/loss 

 Horizontal/vertical style  

 Opening/closing inventory 

 Returns inwards/outwards 

 Teaching notes 

 Companion website 

 E-book 

 Question bank 

 Quiz 

 LCCI exam 

questions 
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 Carriage inwards/outwards 

 Service firms 

 

20-21 5 

 

15. Financial 

Statements for 

Sole 

Proprietorships 

(II) 

 Classify assets into current and non-current assets 

 Classify liabilities into current and non-current 

liabilities 

 Explain the purpose of preparing a balance sheet 

 Explain the difference between an income 

statement and a balance sheet 

 Describe how a balance sheet is prepared for a 

sole proprietorship 

 Explain how the capital account is balanced off at 

the end of an accounting period 

 Describe the steps in an accounting cycle 

 Classify ledger accounts into personal and 

impersonal accounts 

 Classify ledger accounts into nominal and real 

accounts 

 Current & non-current 

assets 

 Current & non-current 

liabilities 

 Net current assets/liabilities 

 Liquidity 

 Horizontal/vertical style 

 Accounting cycle 

 Personal accounts  

 Impersonal accounts  

 Nominal/temporary 

accounts  

 Real/permanent accounts 

 Classifications of ledger 

accounts 

 Teaching notes 

 Companion website 

 E-book 

 Question bank 

 Quiz 

 LCCI exam 

questions 

21-22 5 16. Accruals and 

Prepayments 

 Differentiate between cash accounting and accrual 

accounting 

 Explain the difference between accruals and 

prepayments 

 Show the adjusting entries for accruals and 

prepayments 

 Prepare financial statements after adjusting for 

accruals and prepayments 

 Accrual concept  

 Cash & accrual accounting 

 Accrued expenses (C.L.) 

 Accrued revenues (C.A.) 

 Prepaid expenses (C.A.) 

 Unearned revenues (C.L.) 

 Teaching notes 

 Companion website 

 E-book 

 Question bank 

 Quiz 

 LCCI/ HKAAT  

exam questions 

22-24 12 17. Depreciation of 

Non-current 

Assets 

 Distinguish between capital expenditure and 

revenue expenditure 

 Calculate the total cost of a newly acquired 

non-current asset 

 Explain the meaning of depreciation.  

 Calculate depreciation using three common 

methods: straight-line, reducing-balance, and 

 Capital expenditure 

 Non-current assets 

 Revenue expenditure 

 Expenses   

 Cost capitalization 

 Depreciation 

 Tangible non-current assets  

 Teaching notes 

 Companion website 

 E-book 

 Question bank 

 OAC 

 Past exam 

questions 
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usage based  

 Compare the three depreciation methods 

 State the accounting treatment of depreciation 

 Calculate the profit/loss on disposal  

 State the accounting treatment of disposal of 

non-current assets (Includes trade-in) 

 Prepare financial statements with adjustments 

made for accruals, prepayments, bad debts, 

allowance for doubtful accounts, depreciation and 

profit/loss on disposal 

 Matching concept  

 Straight-line method  

 Cost  

 Useful life 

 Residual value  

 Depreciable cost 

 Reducing-balance method 

 Net book value  

 Usage-based method 

 Depreciation account 

 Accumulated depreciation 

account  

 Disposal account  

 Trade-in of non-current 

assets   

 Consistency principle 

 LCCI exam 

questions 

 Quiz 

24-25   7 18. Bad debts and 

Allowance for 

Doubtful Debts 

 Explain the meaning of bad debt and state the 

related accounting treatment 

 Explain the meaning of bad debts recovered and 

state the accounting treatment of bad debts 

recovered 

 Explain the reason for making an allowance for 

doubtful accounts 

 State the accounting treatment of the allowance 

for doubtful accounts 

 State the accounting treatment of the allowance 

for discounts allowed 

 Bad debts 

 Bad debts recovered 

 Prudence concept 

 Allowance for doubtful 

debts 

 Specific allowance 

 General allowance  

 Allowance for discounts 

allowed 

 Teaching notes 

 Companion website 

 E-book 

 Question bank 

 Quiz 

 LCCI/ HKAAT  

exam questions 

25-26 4 Revision 

Final Examination 

 


