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KAPLAN PUBLISHING’S STATEMENT OF PRINCIPLES 

LINGUISTIC DIVERSITY, EQUALITY AND INCLUSION 

We are committed to diversity, equality and inclusion and strive to deliver content that all users can 
relate to. 

We are here to make a difference to the success of every learner. 

Clarity, accessibility and ease of use for our learners are key to our approach. 

We will use contemporary examples that are rich, engaging and representative of a diverse 
workplace. 

We will include a representative mix of race and gender at the various levels of seniority within the 
businesses in our examples to support all our learners in aspiring to achieve their potential within 
their chosen careers. 

Roles played by characters in our examples will demonstrate richness and diversity by the use of 
different names, backgrounds, ethnicity and gender, with a mix of sexuality, relationships and 
beliefs where these are relevant to the syllabus. 

It must always be obvious who is being referred to in each stage of any example so that we do not 
detract from clarity and ease of use for each of our learners. 

We will actively seek feedback from our learners on our approach and keep our policy under 
continuous review.  If you would like to provide any feedback on our linguistic approach, please 
use this form (you will need to enter the link below into your browser). 

https://docs.google.com/forms/d/1Vc4mltBPrfViy8AhfyKcJMHQKBmLaLPoa_WPqFNf4MI/edit 

We will seek to devise simple measures that can be used by independent assessors to randomly 
check our success in the implementation of our Linguistic Equality, Diversity and Inclusion Policy. 
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INTRODUCTION 

This is the new edition of the Foundations in Accountancy study text for FA2 – Maintaining 
Financial Records reviewed and approved by the ACCA. 

Tailored to fully cover the syllabus, this textbook has been written specifically for Foundations level 
students. Clear and comprehensive style, numerous examples and highlighted key terms help you 
to acquire the information easily. Plenty of activities and self-test questions enable you to practise 
what you have learnt. 

At the end of most of the chapters you will find exam style and practice questions. These will give 
you a very good idea of the way you will be tested. 

This document references IFRS® Standards and IAS® Standards, which are authored by the 
International Accounting Standards Board (the Board), and published in the 2022 IFRS Standards 
Red Book. 

 

  



KAPLAN  PU BL ISHING P.7  

SYLLABUS AND STUDY 
GUIDE 

Position of FA2 in the overall syllabus 

Within the Foundations in Accountancy syllabus there is an initial qualification of the Introductory 
Certificate in Financial and Management Accounting. 

Completion of FA2 Maintaining Financial Records along with MA2 Managing Costs and Finances 
and Foundations in Professionalism will achieve the Intermediate Certificate in Financial and 
Management Accounting. 

FA2 Maintaining Financial Records introduces the fundamental principles of accounting and 
develops the knowledge and understanding required to maintain accounting records. You will learn 
to produce accounting records, extract a trial balance and make necessary adjustments to produce 
an extended trial balance and basic financial statements. The syllabus covers accounting for the 
business transactions of sole traders and partnerships. 

 

Detailed syllabus 

A Generally accepted accounting principles 
and concepts Chapters 4, 5 

1 The key accounting principles and 
characteristics 

2 Maintaining Financial Records 

3 The regulatory framework 

B The principles and process of basic 
bookkeeping Chapters 1, 2, 3, 4 

1 The elements of financial statements 

2 The books of prime entry and flow of 
accounting information in the 
production of financial statements 

C The preparation of journals and ledger 
accounts Chapters 1, 2 

1 Preparation of journals from the books 
of prime entry 

2 Preparation of ledger accounts 

D Recording transactions and events 
 Chapters 1, 2, 6, 7, 10, 11, 12, 13 

1 Sales and purchases 

2 Cash and bank 

3 Inventory 

4 Tangible non-current assets and 
depreciation 

5 Accruals and prepayments 

6 Receivables, payables and provisions 

7 Capital and finance costs 

E Preparing a trial balance and errors 
 Chapter 3 

1 Trial balance 

2 Correction of errors 

F Reconciliations 
 Chapters 8, 9 

1 Control account reconciliations 

2 Bank reconciliation 

G Extending the trial balance  
 Chapters 14, 15, 17 

1 Preparation of the extended trial 
balance 

2 Preparation of the final accounts. 

H Partnerships Chapter 16 

1 Partnership agreement 

2 Partnership accounting records 

3 Partnership financial statements and 
change in partnership 
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