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DETAILED SYLLABUS 
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2. Consequences of ineffectiveness at work 

 personal 
development 

4. Sources of conflicts and techniques for conflict 

n business. 

F Professional ethics in accounting and business 

1. Fundamental principles of ethical behaviour  
 
2. The role of regulatory and professional bodies 

in promoting ethical and professional standards 
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paper-based 
s will 

st 
plication 

onsist of 
duce longer 

pproved 
t materials will contain some of 

these longer style questions.  ACCA will provide 
sufficient notice on when the longer style questions 
will be introduced. 
 
 
 

 
The syllabus is assessed by a two hour 
or computer-based examination.  Question
assess all parts of the syllabus and will te
knowledge and some comprehension or ap
of this knowledge. The examination will c
50 two mark questions. ACCA will intro
style questions in the future and as such a
learning conten

 



 

8 

Study Guide 
A , ITS 

STAKEHOLDERS AND THE EXTERNAL 

 

 
)  and explain w  

ed.[K] 
 

ess 

 
c) Outline how business organisations differ.[K] 

al and commercial sectors in 
rganisations operate.[K]  

 
e) business 

[K] 
 i)  Commercial  

 
  

 
a) Define stakeholders and explain the agency 

ay vary
ss organisation.[K] 

al 
d explain their impact on the

organisation.[K]  

c) nd the

 
d) Explain how the different stakeholder groups

interact and how their objectives may conflict 
with one another.[K] 

 
e) Compare the power and influence of various 

stakeholder groups and how their needs should 
be accounted for, such as under the Mendelow 
framework.[K] 

 
 
 
 

3. Political and legal factors affecting business  

ystem and 
ect the organisation.[K] 

 the sources of legal authority, 
including supra-national bodies, national and 

c) Explain how the law protects the employee and 
ment legislation for 

the manager and the organisation.[K] 
 

ata protection and 

tes and protects 
e workplace.[K] 

of the individual 
ompliance with laws on 

data protection, security and health and 

consumer protection such 
e contract.[K] 

[K] 

plain the main determinants of the level of 
 activity in the economy and how 

tions in the level of business activity affect 
and businesses.[K] 

mic issues on the 
nd the business: [K] 

i) inflation 
 ii) unemployment 

ts disequilibrium. 
 
d) Describe the main types of economic policy 

that may be implemented by government and 
supra-national bodies to maximise economic 
welfare.[K] 

 
e) Recognise the impact of fiscal and monetary 

policy measures on the individual, the 
household and businesses.[K] 

 
 

 
THE BUSINESS ORGANISATION

ENVIRONMENT  

1. The purpose and types of business 
organisation  

a  Define ‘business organisations’
they are form

hy the implications of employ

b) Describe common features of busin
organisations.[K] 

 
) List the i dd n ustri

which business o

 Identify the different types of 
organisation:

 ii)  Not-for-profit 
iii)   Public sector 
iv)   Non-governmental organisations 
v)    Cooperatives 

2. Stakeholders in business organisations

relationship in business and how it m
different types of busine

 in business

 
b) Define internal, connected and extern

stakeholders an  
 
c) Explain the impact of econo

individual, the household a
  

 Identify the main stakeholder groups a
objectives of each group.[K] 

 

 

 
a) Explain how the political s

government policy aff
 
b) Describe

regional governments.[K] 
 

d) Identify the principles of d
security.[K] 

 
e) Explain how the law promo

health and safety in th
 
f) Recognise the responsibility 

and organisation for c

safety.[K] 
 
g) Outline principles of 

as sale of goods and simpl
 
4. Macro-economic factors 
 
a) Define macro-economic policy.
 
b) Ex

varia
individuals, households 

 iii) stagnation 
 iv) international paymen
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5.  Micro economic factors 

a) pt of demand and supply for 

 
b) Explain elasticity of demand and the impact

[K] 
 
)  costs in t

d long term.  
 

and monopolistic 
markets.[K] 
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m effects o
usiness 

s nd the economy.[K] 

b)  social 
 on the

ation.[K] 

 the 
 demographic 

factors 

a) al change o
structure and strategy:[K] 

 i) Downsizing 

 
b) Describe the impact of information technology 

on 

 

 
ist ways in which the businesses can affect or 

be affected by its physical environment.[K] 
 
b) Describe ways in which businesses can operate 

more efficiently and effectively to limit damage 
to the environment.[K]  

 
c) Identify the benefits of economic sustainability 

to a range of stakeholders.[K] 
   

9. Competitive factors 

hs, weaknesses 
n a market 

and the main sources of competitive 

ribe the activities of an organisation that 
ct its competitiveness:[K] 

 purchasing 
 ii) production 

es that influence the 
eness in an industry or sector 

using Porter’s five forces model.[K] 

TION STRUCTURE, 
RNANCE 

 
ormal business organisation 

organisation.[K] 

nformal 
[K] 

2. Business organisation structure and design 

Describe the different ways in which formal 
ctured: 

ctional, matrix, divisional, 
 by geographical area and by 

nal structure  
concepts: [K]  

 i) separation of direction and management 
r chain 

sations  
 
c) Explain the characteristics of the strategic, 

tactical and operational levels in the 
organisation in the context of the Anthony 
hierarchy.[K] 

 
d) Explain centralisation and decentralisation and 

list their advantages and disadvantages.[K] 
 
 
 

 
 Define the conce

goods and services.[K] 

 of advantage.[K]  
 substitute and complementary goods.

c  Explain the economic behaviour of
short an [K]

he affe

d) Define perfect, imperfect 

 
. Social and demographic factors 

a) Explain the medium and long-ter
social and demographic trends on b
outcome  a

f 

 
 Describe the impact of changes in

structure, values, attitudes and tastes
organis

 1. The formal and inf
 

 
c) Identify and explain the measures that 

governments may take in response to
medium and long-term impact of
change.[K] 

 
7. Technological 
 

 Explain the effects of technologic
the organisation 

n a) 

 ii) Delayering 
 iii) Outsourcing 

and information systems development 
business processes.[K] 

8. Environmental factors 

a) L

 
a) Identify a business’s strengt

opportunities and threats (SWOT) i

b) Desc

 i)

 iii) marketing 
 iv) service 
 
c) Explain the factors or forc

level of competitiv

 
B BUSINESS ORGANISA

FUNCTIONS AND GOVE

a) Explain the informal organisation and its 
relationship with the formal 

 
b) Describe the impact of the i

organisation on the business.
 

 

organisations may be stru
entrepreneurial, fun
departmental,
product.[K] 

 
b) Explain basic organisatio
 

 ii) span of control and scala
 iii) tall and flat organi
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e) f the main 
rganisation: [K] 

d development 

 
provision 

g 
 vi) 
 
 

arketing in an 

 tion of marketing  

eting plan to the 

 

 
)

 
b  culture o

anisation.[K] 
 
c) riters on 

culture:[K] 
ganisational 

culture 
types 

 

 
tions 

 
[K] 

b) Describe the types of committee used by 

 
c) List the advantages and disadvantages of 

 
d) Explain the roles of the Chair and Secretary of 

a committee.[K] 
 
5. Governance and social responsibility in 

business 
 
a) Explain the concept of separation between 

ownership and control.[K] 
 

e and social 
nd explain their importance in 

[K] 

onsibility of organisations to 
aintain appropriate standards of corporate 

governance and corporate social 

he main recommendations of 
fective corporate 

e:[K] 
xecutive directors 

e) Explain how organisations take account of their 
es through analysis 

akeholders.  
 

onmental 
 business organisations to 

external  
ers.  

 
RTING SYSTEMS, 

The relationship between accounting and 

a) Explain the relationship between accounting 
ithin the business 

such as procurement, production and 

b) Explain financial considerations in production 
.[K] 

ues associated with 

  
d) Identify the financial costs and benefits of 

effective service provision.[S] 
 
2. Accounting and finance functions within 

business 
 
a) Explain the contribution of the accounting 

function to the formulation, implementation, 

 Describe the roles and functions o
departments in a business o

 i) research an
 ii) purchasing 
 iii) production
 iv) direct service 
 v) marketin

administration 
vii) finance. 

f) Explain the role of m
organisation: [K] 
i) the defini

 ii) the marketing mix 
 iii) the relationship of the mark

strategic plan 

3. Organisational culture in business  

a  Define organisational culture.[K] 

) Describe the factors that shape the
the org

f 

Explain the contribution made by w

 i) Schein – determinants of or

 ii) Handy – four cultural stereo
 iii) Hofstede – international perspectives on

culture 

4. Committees in business organisa

a) Explain the purposes of committees.
 

business organisations.[K] 

committees.[K] 

b) Define corporate governanc
responsibility a
contemporary organisations.

 
c) Explain the resp

m

responsibility.[K] 
 
d) Briefly explain t

best practice in ef
governanc

 i) Non-e
 ii) Remuneration committees 
 iii) Audit committees 
 iv) Public oversight 
 

social responsibility objectiv
of the needs of internal, connected and external 

[K]st

f) Identify the social and envir
responsibilities of
internal, connected and 

 stakehold [K]

C ACCOUNTING AND REPO
CONTROLS AND COMPLIANCE  

 
1. 

other business functions 
 

and other key functions w

marketing.[K] 
 

and production planning
 
c) Identify the financial iss

marketing.[S] 
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’s policies, 
procedures, and performance.[K] 

b) in financial 
ss:[K]  

 g financial information  
 g financial 

 
ement

gement 

 s and revenu  
 t accounting 

 d preparing budgets and 

 
d in finance and 

 i) calculating and mitigating business tax 

taining finance 
orking capital 

 iv) treasury and risk management.  

e) and 
ance roles in business 

 
rnal 

 how they 

3 n governing 

 
)  relation to 

[K] 
 
b) Explain the broad consequences of failing to 

comply with the legal requirements for 
maintaining and filing accounting records.[K] 

 
c) Explain how the international accountancy 

profession regulates itself through the 
establishment of reporting standards and their 
monitoring.[K] 

 

 of internal and 
external financial information, provided by 

Explain the various business purposes for 
wing financial information is 

ent 
 flows 
cial position 

scribe the main purposes of the following 
of management accounting reports.[K]: 

 (iii) Variance reports 

res and related IT 
applications 

 organisation’s system requirements 
bjectives and policies of the 

rganisation.[S] 

sed 
:[S]  

voicing  
ii) payroll 

 iii) credit control 
ital management.   

t to adhere to 
 for handling clients’ 

al for error and 
inefficiencies in accounting systems.[S]  

 
ts to accounting 

to prevent error and fraud and to 
ll efficiency.[S] 

f) Explain why appropriate controls are necessary 
in relation to business and IT systems and 
procedures.[S] 

 
g) Identify business uses of computers and IT 

software applications:[S] 
 i) Spreadsheet applications 
 ii) Database systems 
 iii)  Accounting packages 
 
 

and control of the organisation

 
 Identify and describe the ma

accounting functions in busine
i) recordin
ii) codifying and processin

information 
 iii) preparing financial statements 

c) Identify and describe the main manag   
accounting and performance mana
functions in business:[K]  
i) recording and analysing cost
ii) providing managemen

es   i) Cost schedules 
 (ii) Budgets 

information for decision-making  
iii) planning an

exercising budgetary control. 

) Identify and describe the ma
treasury functions:[K] 

liabilities 
ii) evaluating and ob 

 iii) managing w

 
 Identify and describe the main audit 

assur
 i) internal  
 ii) external audit.[K] 

f) Explain the main functions of the inte
auditor and the external auditor and
differ.[K] 

 
. Principles of law and regulatio

accounting and audit  

a  Explain basic legal requirements in
retaining and submitting proper records and 
preparing and auditing financial reports.

4. The sources and purpose

business 
 
a) 

which the follo
required:[K] 

 (i) The income statem
 (ii) The statement of cash
 (iii)  The statement of finan

b) De
types 

 
5. Financial systems, procedu

 
a) Identify an

in relation to the o
o

 
b) Describe the main financial systems u

within an organisation
 i) purchases and sales in
 

 iv) cash and working cap
 
c)  Explain why it is importan

policies and procedures
money.[K] 

 
d) Identify weaknesses, potenti

e) Recommend improvemen
systems 
improve overa
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h nefits and 
inancial 

nisation ] 

6. Internal controls, authorisation, security and 

 
) l check.[K

 
cial 

.[K] 
 

anagement for 

 
rnal 

ganisation, 

 
e) rmation

gy and information systems used by 
the business organisation for internal control.[S] 

f) s ribe features for protecting the 
e within 

 
) ms 

usiness.[K] 

eir 
prevention in business. 

a)  circumstances under which frau
[K]

b  different types of fraud in the 
organisation.[K] 

c) Explain the implications of fraud for the 

 
ual 

 fraud detection and prevention 
process.[K] 

 
e) Define the term money laundering.[K] 
 
f) Give examples of recognised offences under 

typical money laundering regulation.[K] 
 
g) Identify methods for detecting and preventing 

money laundering.[K] 

ns of money laundering 
should be reported to the appropriate 

[K]

D LEADING AND MANAGING INDIVIDUALS 

 
supervision  

a) Define leadership, management and 
ain the distinction between 

ent:[K] 
f management 

Fayol, Taylor 
ool – Mayo 

 the functions of a manager – Mintzberg, 

agerial authority and 
.[K] 

 
tional and 

reference to the theories of Adair, Fiedler, 
etz.[K] 

 
d contexts: using 

ridge, and Blake and 

2. Recruitment and selection of employees 

e of effective recruitment 
organisation.[K] 

 Describe the recruitment and selection process 
and explain the stages in this process.[K] 

e nvolved in the 
cesses.[K] 

d) Describe the methods through which 
organisations seek to meet their recruitment 
needs.[K] 

 
e) Explain the advantages and disadvantages of 

different recruitment and selection methods.[K] 
 
f) Explain the purposes of a diversity policy within 

the human resources plan.[K] 

 

) Describe and compare the relative be
limitations of manual and automated f
systems that may be used in an orga

 
.[K

compliance within business 

a  Explain internal control and interna ] 1. Leadership, management and 
 

b) Explain the importance of internal finan
controls in an organisation

c) Describe the responsibilities of m
internal financial control.[K] 

d) Describe the features of effective inte
financial control procedures in an or
including authorisation.[K] 

 Identify and describe the types of info
technolo

 
Drucker 

 
c) Explain the areas of man

responsibility
 

Identify and de c
security of IT systems and softwar
business.[S] 

g  Describe general and application syste
controls in b

 
7. Fraud and fraudulent behaviour and th

 
 Explain the d is  

a) Explain the importanclikely to arise.  
 
) Identify

 

organisation.[K] 

d) Explain the role and duties of individ
managers in the

h) Explain how suspicio

authorities.  
 

AND TEAMS 

supervision and expl
these terms.[K] 

 
b) Explain the nature of managem
 i) scientific/classical theories o

 ii) the human relations sch
 iii)

d) Explain the situational, func
contingency approaches to leadership with 

Bennis, Kotter and Heif

e) Describe leadership styles an
the models of Ash
Mouton.[K] 

 

and selection to the 
 
b)

 
c) Describe the roles of thos  i

recruitment and selection pro
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g) f an equal 
nities policy within human resource 

[K]

h  organisat
may take to ensure the effectiveness of its 

licy.[K] 
 

siness

 
) f individual 

teams to organisational success.[K] 

c) Identify dividual and team approaches to 
[K]

4. Team formation, development and 

 
) up and

 
b
 
) r in building the 

v loping individuals within the 

  
 n’s theory of team development 
 

fective and 

 
e) Describe tools and techniques that can be used 

eam 

 
s 

 
a) Define motivation and explain its importance to 

the organisation, teams and individuals.[K] 
 
b) Explain content and process theories of 

motivation: Maslow, Herzberg, McGregor, and 
Vroom.[K] 

 
c) Explain and identify types of intrinsic and 

extrinsic reward.[K] 
 

ned 
and implemented to motivate teams and 

[K]

 at work 

a) Explain the importance of learning and 
place.[K] 

ocess: Honey and 

c) Describe the role of the human resources 
anagers in the 

 
velopment process: 

objectives, 
 and validation.[K] 

e) Explain the terms ‘training’, ‘development’ and 
 characteristics of each.[K] 

ve training and 
ce.[K] 

 
al of individual 

 
erformance 

assessment.[K] 

b) Explain how organisations assess the 
ources.[K] 

sal and describe its 
purposes.  

erformance appraisal process.[K] 
 
e) Explain the benefits of effective appraisal.[K] 
 
f) Identify the barriers to effective appraisal and 

how these may be overcome.[K] 
 
g) Explain how the effectiveness of performance 

appraisal may be evaluated.[K] 
 
 
 
 
 
 

 Explain the purpose and benefits o
opportu
planning.  

 
) Explain the practical steps that an ion 6. Learning and training

 
diversity and equal opportunities po

3. Individual and group behaviour in bu
organisations 

 

a  Describe the main characteristics o
and group behaviour.[K] 

 
b) Outline the contributions of individuals and 

 
in

work.  
 

management 

a  Explain the differences between a gro
team.[K] 

 a f) List the benefits of effecti
development in the workpla

) Define the purposes of a team.[K] 

c  Explain the role of the manage
team and de e
team.[K] 
i) Belbin’s team roles theory
ii) Tuckma

d) List the characteristics of ef
ineffective teams.[K] 

to build the team and improve t
effectiveness.[K] 

5. Motivating individuals and group

d) Explain how reward systems can be desig

individuals.  
 

development in the work
 
b) Describe the learning pr

Mumford, Kolb.[K] 

 

department and individual m
learning process.[K] 

d) Describe the training and de
identifying needs, setting 
programme design, delivery

 

‘education’ and the
 

7. Review and apprais
performance 

a) Explain the importance of p

 

performance of human res
 
c) Define performance apprai

[K]

 
d) Describe the p
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E SS AND 
COMMUNICATION IN BUSINESS 

es 
 
a) Explain the importance of effective time 

 
b) tive time 

 
echnology in 
[S] 

2. Consequences of ineffectiveness at work 

a)  people and 
[S] 

b) Explain how individual or team ineffectivene
mance.[K] 

 
sonal 

 
) petence 

 

needs.[S]

 
c) Explain how personal and continuous 

ase 

 
aching, 

unselling in promoting 
employee effectiveness [K] 

e) ribe how a personal development plan 
monito

ividual.  
 
4. Sources of conflict and techniques for conflict 

resolution and referral 
 
a) Identify situations where conflict at work can 

arise.[S] 
 
b) Describe how conflict can affect personal and 

organisational performance.[S] 
 

c) Explain how conflict can be avoided.[S] 

Identify ways in which conflict can be resolved 
 

 
ating in business 

 

ication used in the 
re used.[K] 

ain how the type of information differs and 
fferent 

strategic, tactical 

d) List the attributes of good quality information.[K] 

iver, feedback, noise.[K] 

f) Explain formal and informal communication 
nce in the workplace.[K] 

equences of ineffective 

h) Describe the attributes of effective 

ective 
munication and identify practical steps that 

may be taken to overcome them.[K] 

ethods and patterns of 

F PROFESSIONAL ETHICS IN ACCOUNTING 

ndamental principles of ethical behaviour 

ethics and explain the 
importance of ethics to the organisation and to 
the individual.[K] 

 
b) Describe and demonstrate the following 

principles from the IFAC code of ethics, using 
examples.[K] 

 (i) Integrity 
 (ii) Objectivity 
 (iii) Professional competence 

. PERSONAL EFFECTIVENE

 
1. Personal effectiveness techniqu

management.[K] 

Describe the barriers to effec
management and how they may be 
overcome.[K] 

c) Describe the role of information t
improving personal effectiveness.

 

 
 Identify the main ways in which

teams can be ineffective at work.
 

ss sender, message, rece
 can affect organisational perfor

3. Competence frameworks and per
development 

a  Describe the features of a ‘com
framework’.[S] 

b) Explain how a competence framework 
underpins professional development   

professional development can incre
personal effectiveness at work.[S] 

d) Explain the purpose and benefits of co
mentoring and co

 
 Desc

should be formulated, implemented, 
and reviewed by the ind [S]

red 1. Fu

 
d) 

or referred.[S]

5. Communic

a) Define communications.[K] 
 
b) Identify methods of commun

organisation and how they a
 
c) Expl

the purposes for which it is applied at di
levels of the organisation: 
and operational.[K] 

 

 

e) Explain a simple communication model: 

and their importa
 
g) Identify the cons

communication.[K] 
 

communication.[K] 
 
i) Describe the barriers to eff

com

 
j) Describe the main m

communication.[K] 
 

AND BUSINESS 
 

 
a) Define business 
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 (v) Professional behaviour 

lues which promo
haviour using examples.[K] 

 (vi) ountability  
 

blic 

 
onal bodies 
nal 

untancy profession 

) ional and 
 and codes of 

 IFAC, ACCA etc.[K] 
 

wareness and 

 
) sh a profession 

[1 
 
d) Explain the role of the accountant in promoting 

 
) m illegal, or 

 or 
 the organisation should be 

reported [K]  

3

[K] 

b ribe the typical contents of a corporate 
code of ethics.[K] 

 
c) Explain the benefits of a corporate code of 

ethics to the organisation and its employees.[K] 
 
4. Ethical conflicts and dilemmas 
 
a) Describe situations where ethical conflicts can 

arise.[K] 

b) Identify the main threats to ethical behaviour.[K] 

i ations at work where ethical 

d) List the main safeguards against ethical threats 
and dilemmas.[K] 

 
 
 
 
 
 

 (iv) Confidentiality 

 
nisational vac) Describe orga te dilemmas may be faced.[K] 

 ethical be
 (i) Openness 
 (ii) Trust 
 (iii) Honesty 
 (iv) Respect 
 (v) Empowerment 

Acc

d) Explain the concept of acting in the pu
interest.[K]. 

2. The role of regulatory and professi
in promoting ethical and professio
standards in the acco

 
a  Recognise the purpose of internat

organisational codes of ethics
conduct,

b) Describe how professional bodies and 
regulators promote ethical a
prevent or punish illegal or unethical 
behaviour.[K] 

c  Identify the factors that distingui
from other types of occupation.

ethical behaviour.[K] 

e  Recognise when and to who
unethical conduct by anyone within
connected to

 
. Corporate codes of ethics 

 
a) Define corporate codes of ethics.
 
) Desc

 
c) Outline s tu

 


