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1. INTRODUCTION 
As an Accountant you’ll most likely be asked to write various types of documents. The 
different types of documents will all have to be in a specific format. Format refers to the 
layout of a publication as well as the way it is presented and arranged. 
 
The formats discussed in this chapter/study guide are important for both Assignment 01 
and the CBC1501 examination. 

 
2. KEY CONCEPTS 

Below are the most important terms/concepts for this chapter (See Study Guide p.47). 
Ensure that you are familiar with each of these after working through the chapter. 
 
Letter 
Covering letter 
Address 
Salutation 
Subject line 
Block format 
Memo 
Instructions and procedures 

SOPs 
Report 
Terms of reference 
Methodology 
Findings 
Conclusions 
Recommendations 

 
 

3. SUMMARY OF MAIN SECTIONS 
As always, please make a point of working through all the content in this chapter/study 
unit. See summaries of a few of the document formats below: 
 

 
  

Prescribed textbook: Chapter 4 (p.76-97) 

Study Guide: Study Unit 4 (p.47-55) 

 



STANDARD OPERATING PROCEDURES (SOPs) 
 
See the Study Guide (p.51-52) and Textbook (p.85-88). 
 
SOPs: 
• tell people how to do a particular task in order to ensure the smooth functioning of the 

business. 
• often serve as training manuals. 
• are formal policy documents. 

Steps in writing SOPs: 
1. Give the document a heading. 
2. Give the document an appropriate subheading. 
3. State the purpose of the document. 
4. Give the scope of the document. 
5. Explain any specific definitions. 
6. Name the affected departments. 
7. Explain the relevant procedure step-by-step. 

See Activity 3 on p. 51 of the Study Guide. Your response should be similar to the SOP below. 

The Pink House Hotel 
How to check in guests 

 
Purpose 
The purpose of this SOP is to describe how to check guests into the hotel. 
Scope 
This SOP applies to all reception staff. 
Definitions 
Walk-in – A guest who walks in off the street without booking. 
Pre-booking – A guest who booked before arrival. 
Affected departments 
Guest Relations 
Procedure 
1. Greet guests and make small talk. 
2. Establish whether it is a pre-booking or a walk-in. 
3. Request the credit card with which the booking was made. 
4. In the case of walk-ins, request a credit card or cash. 
5. Wish the guests a pleasant stay. 
 
It is important that the above instructions and format be followed when writing SOPs. 

 

  



MEMORANDA 
 
See the Study Guide (p.49-50) and the Textbook (p.83-85). 
 
Memos are used for day-to-day communication in the office and are circulated ‘in house’. It aims 
to bring problems to the attention of staff members and is also used to suggest solutions to 
problems. 
 
Steps in writing memos: 
1. Write down the name of the company. 
2. Write the heading: MEMO. 
3. State who the memo is from. 
4. State who the memo is aimed at. 
5. Give the date of the memo. 
6. Give a suitable heading to the message to be communicated. 
7. Write down the message. 
 
See Activity 2 on p. 50 of the Study Guide. Your response should be similar to the memo below. 
 
 

Department of Home Affairs 
MEMO 

 
From: Jorandi Scholtz, Senior Accountant 
To: All senior state officials 
Date: 31 March 2018 
 
Expense claims 
 
As you know, senior state officials are allowed to claim for expenses such as business travel, 
accommodation at four star hotels, meals while on business, and gifts given to foreign dignitaries. 
It has however come to my attention that there are a number of irregularities in claims recently 
submitted. Invalid claims for things such as five star hotels, expensive rental cars, leisure trips, and 
alcohol with meals have been submitted. Many claims are also not supported with the required 
documentation. 
 
Irregularities such as these are not only unethical, but it also takes up a lot of precious time to sort 
them out. 
 
I want to urge all officials to make sure of what the claim requirements are. If there are any 
uncertainty with regards to what is deemed a valid claim and what not, please feel free to contact 
the claims department. 
 
Remember to leave lines open between paragraphs in the memo. Also be sure to proofread the 
memorandum in order to correct any spelling and grammatical errors. 

 

  



FORMAL REPORTS 

As the writer of the report, you decide how the information will be organised. You determine what 
the various sections/headings in the report will be. There is however a number of components 
that all reports must have in order to ensure that all the relevant details are communicated by this 
report. 

The essential components are: 
1. Terms of reference (Introduction) 
2. Overview/Summary/Abstract 
3. Methodology/Procedure 
4. Findings 
5. Conclusions 
6. Recommendations 
7. References and Appendices 

Please refer to your Study Guide (p.52-55) and the textbook (p.88-96) for simple explanations of 
what each of these components entail. 

Always remember that the main purpose of any formal report is to present the findings of an 
investigation, audit or appraisal, and it is therefore imperative that all the relevant information 
that was gathered be included. 

 

  



DESIGNING INTERVIEW QUESTIONS 
 
See the Study Guide (p.98-100) and the Textbook (p.173-176). 
 
We’ll all most likely go to multiple interviews throughout our working lives. You might also one day 
be the one doing the interviews…  
If you are the interviewee, it’ll be very beneficial if you knew what type of questions to expect and 
prepare for. And if you’re the interviewer, you must be sure to ask proper, relevant questions in 
order to attain the aim of the interview. 
 
There are four different types of questions: 
Type of question: Explanation: Examples: 
Open-ended 
questions 

Allows for unrestricted answers. 
Provides for a more detailed and 
personal response. 

Why did you major u=in tax 
law? 
Why did you choose to study 
through Unisa? 

Closed questions The respondent cannot elaborate or 
give an explanation because specific 
answers are expected. 

What starting salary do you 
anticipate? 
Do you smoke? 
Did you go to university? 

Probing questions Aims to obtain more specific or more 
detailed information from the 
respondent. 

You feel that we need a better 
advertising campaign – why? 
You say that you’re a good fit 
for our business – why? 

Leading questions Guides the respondent to answer in a 
particular way. 
Tricks respondents into saying things 
that aren’t really correct. 

So you are saying that Mr 
Smith has not done a good job 
of managing this business? 

 
Different types of interviews also call for different types of questions. 
See Activity 7 on p. 99 of the Study Guide. 
 
Type of interview: Typical question: 
Employment interview What do you know about our company? 
Performance appraisal Your colleagues rated your punctuality as 5 out of 10. How would you 

rate yourself? 
Orientation Have you been given a copy of our SOPs for this task? 
Exit Was there a bad relationship with a particular colleague that caused 

you to resign? 
Counselling How long have you been experiencing this level of stress? 
Disciplinary Could you give us your side of the story? 
Research interview Is there a correlation between risk aversion and the size and reputation 

of the auditing firm concerned? 
 
All interviews have a purpose. In order to fulfil this purpose the interviewer must make sure that 
they plan the questions to be asked. Once the interviewer is satisfied that the interview has served 
its purpose, the interview can be closed. 
 
Remember: A question is not a question without a question mark at the end of the question!  



LETTERS 
 
See the Study Guide (p.48-49) and the Textbook (p.77-83). 
 
• Letters are seen as an important form of formal correspondence. 
• The block format is most commonly used (see the example below). 
• Subject headings ensure that the recipient of the letter can instantly see what you are writing 

about. 
• The first paragraph of the letter must make the purpose of the letter clear. 
• The second paragraph gives further relevant information. 
• A third paragraph can be added to close the letter off with. It is usually only one sentence such 

as: “I hope you’ll give this matter your careful consideration.” 
• If you’ve addressed the letter to a named person (Dear Ms Scholtz), then end the letter off with 

“Yours sincerely”. 
• If you’ve written the letter to an unnamed person (Dear Sir/Madam), then end the letter with 

“Yours faithfully”. 
• Letters must be polite and exact. 

See Activity 1 on p. 48 of the Study Guide. The format of your response should be the same as that 
of the letter below. 
  



 
J. Scholtz 
3 Blue Street 
Greenville 
0123 
j.scholtz@email.com 
012 321 4567 
082 891 0321 
 
09 April 2018 
 
Mr Xoli Ntuli 
HR Manager, Masai Imports and Exports 
PO Box 336 
Menlyn 
0053 
 
Dear Mr Ntuli 
 
Application: Accountant 
 
I am writing to apply for the post of accountant as advertised in the City Press of Thursday, 3 April 
2018. I have a BCom Accounting degree from Unisa and performed exceptionally well in my 
Communication for Accountants exam. 
 
I am experienced in managing cash flows, bank reconciliations, PMG and ledger accounts. I also 
have great interpersonal skills, and have above average computer skills. Please see copies of my 
Curriculum Vitae and degree enclosed. 
 
Yours sincerely 
 

J,Scholtz 
Jorandi Scholtz 
 

 

 

  

mailto:j.scholtz@email.com


4. QUESTIONS 
Here are a few key questions from your Study Guide (p.47) for us to discuss on the forums: 
• Have you written many formal letters in your life? 
• Do you feel confident about writing and sending letters? 
• Do you know what a memo is and why we write them? 
• Have you ever come across the abbreviation SOP? 
• Have you ever written a set of instructions? 
• Do you know what a “report” is in the context of a business? 
• Are you ready to format documents in a business environment? 

 
 

5. ACTIVITIES 
Did your responses to the activities done above look similar to mine? Let me know on the 
‘Lesson 3’ discussion forum. 
 

 
 
 

END OF CHAPTER 4 
  



ORAL PRESENTATIONS 
 

 
 

1. Work through Chapter 10 in the textbook and Unit 10 of the Study Guide. 
 

2. KEY CONCEPTS 
Oral presentations 
Speeches 
Business talks 
Informative talks 
Instructional talks 
Persuasive talks 
Audience 
Time 
Venue 
Preparing an outline 

Time limit 
Introduction 
Body 
Conclusion 
Preparing notes 
Rehearsing 
Nonverbal behaviour 
Voice 
Monroe's motivated sequence 
Evaluating talks 

 
3. QUESTIONS 

1. Do you break out into a sweat at the thought of having to speak in public? 
2. Do you secretly hope that you will be able to get through your career without public 

speaking? 
3. Do oral presentations have to be boring? 
4. What makes someone a good public speaker? 
5. What can you do to make public speaking less stressful? 
6. Do you know how to capture and keep your audience's attention? 
7. Do you feel confident about explaining new information? 
8. Do you feel competent enough to tell a group of people how to do something? 
9. Are you brave enough to try to persuade a group of people to adopt a certain 

course of action? 
 

4. ACTIVITIES 
Work through the various activities in the textbook and study guide. Post any questions 
and comments on these activities on the ‘Lesson 3’ discussion forum. 

 
Please remember that you are more than welcome to start a discussion with your fellow 
group members on these forums! That is why these e-tutoring groups exist! ☺ 

 

Prescribed textbook: Chapter 10 (p.193-213) 

Study Guide: Study Unit 10 (p.111-123) 

 


