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PREFACE

It’s great pleasure to introduce the Text Book of Book keeping 
& Accountancy as per revised syllabus for Std XI from the academic  
year 2019-20.
A student in the commerce stream studies various subjects, which covers 
business, management, finance, economics, costing, accounting etc. Book, 
keeping & Accountancy is one of the most important subjects in commerce, 
which deals exclusively with the accounting part of different business 
organizations.
	 As students are learning this subject first time in their academic career, 
due care has been taken to put the subject matter in a simple manner. As far 
as possible the content is designed in such a way that students will be able to 
understand the basic principles of Book-keeping & Accountancy. The contents 
are supported with charts, diagrams, tables etc. The exercise given at the end 
of each topic contains different types of questions to test conceptual clarity and 
accuracy. Students are given ample opportunity to solve practical problems 
which are based on application. Q.R. code is given on title which will help to 
get more knowledge and clarity about the contents. 
	 This book introduces the basic concepts of topic like meaning and 
objectives of Book Keeping, accounting terms, concepts and conventions, 
classification of accounts, rules of accounts, various source documents, 
Journal, Ledger upto preparation of Final Accounts. We have also introduced 
some new concepts and trends followed in actual practice in this book e.g. 
GST, NEFT, RTGS, Debit card, Credit card e.wallet etc. We have also included 
so many activities for the students to gain practical knowledge. 

We are greatful to the subject committee members, study group members, 
translators, reviewers, quality reviewers and all those who have taken efforts 
in designing this textbook.
We hope the textbook will be well received by academicians and students.

					         	

Pune
Date : 20 June 2019, 
Indian Solar Year : 30 Jyeshtha 1941		   

(Dr. Sunil Magar)
Director

Maharashtra State Bureau of Textbook
Production and Curriculum Research, Pune.



Book-keeping and Accountancy 
Competency Statements 

Standard XI

Unit 
No. Topic Competency Statements

1
Introduction to

Book- Keeping and    
Accountancy

•	 Students  understand the meaning, features and the importance 
of accounting.

•	 Students understand basic accounting concepts & 
Terminologies

•	 Students can Analyse the role and benefits of book- keeping.
•	 Students will be able to know the latest accounting standards.

2
Meaning and 

Fundamental of 
Double Entry
Book-Keeping

•	 Students understand fundamental principles of Double Entry 
System.

•	 Students understand classification and types of Accounts.
•	 Students are able to apply the golden rules to prepare 

classification tables.
•	 Students can prepare a statement of analysis of transaction and 

accounting equations  system.

3
Journal

•	 Students are	 able to prepare accounting documents. 
•	 Students can get ability to analyse the effects of each 

transaction.
•   Students become familiar with the standard form and 

arrangement of Journal entries.
•	 Students can calculate GST on purchase of goods.
•      Students can calculate GST on sale of goods.
•	 Students are able to pass Journal Entries correctly.

4 Ledger

•	 Students are able to post recording from Books of original 
entry to Ledger.

•	 Students learn the balancing of various ledger accounts
•	 Students are able to prepare Trial Balance

5 Subsidiary 
Books

•	 Students understand the meaning & need of Subsidiary 
Books. 

•	 Students know the actual recording of transactions in special

         
Journal.

•	 Students can classify cash & credit transactions.
•	 Students are	 able to prepare & balance different types of 

Cash Book.
•	 Students learn to give accounting treatment for banking 

transactions & contra entries.
•	 Students can prepare various Subsidiary Books.



6
Bank 

Reconciliation 
Statement

•	 Students can prepare specimen of different Bank Documents.
•	 Students will understand the difference between Cash Book 

and Pass Book
•	 Students will know the reasons behind the differences in Cash 

Book balance and Pass Book balance
•	 Students can prepare Bank Reconciliation Statement 

competently

7 Depreciation

•	 Students  understand the Concept, Methods and Importance 
of  Depreciation.

•	 Students understand the difference between Fixed Assets and 
Current Assets.

•	 Students are able to calculate the amount of Depreciation
         of different fixed assets.
•	 Students are able to differentiate the amount of depreciation

by Straight Line Method and Written Down Value Method.

8 Rectification of 
Errors

•	 Students will know the meaning and effects of Rectification of 
Errors. 

•	 Students will know the different Types of Errors and there 
Examples

•	 Students are able to detect the errors and rectify them.
•	 Students will learn the meaning and need of Suspense A/c. 
•	 Students know how to prepare Suspense A/c.

9
Final Accounts 

of a Proprietary 
Concern

•	 Students understand the Meaning, Objectives and Importance 
of Final Accounts.

•	 Students are able to understand the effects of Adjustments
•	 Students use the skills in preparing Trading Accounts, Profit 

& Loss Account and Balance Sheet with competency.

10
Single Entry

System

•	 Students are able to understand the meaning and importance 
of Single Entry System.

•	 Students can distinguish between single entry & double entry 
system.

•	 Students are able to prepare Opening & Closing Statements of 
affairs & statement of Profit or Loss of sole trading concern 
competently.
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