	Fiscal Specialist Examination Breakdown

	 

Subject Areas:
Reading Comprehension
Progression
Arithmetical Computations
Office Practices & Procedures
Bookkeeping Principles, Practices, and Procedures
Transactions-Debits & Credits

Recommended Study Guides:
ARCO.

Bookkeeper - Account Clerk (Accounting Terms, Practices & Journalizing)

NLC.

Account Clerk

ARCO.

Assistant Accountant

NLC.

Civil Service Arithmetic

You may want to use any available resource materials relative to the above subject areas. 

Sample Test Questions
Reading Comprehension
Directions:  Read the following paragraph. Your answers should be based only on the information contained in the paragraph. You may reread the paragraph as often as you wish.

1) Often additional copies are needed of letters received. When this occurs, it will be necessary to make a notation on the back of the letters quoting the number of copies needed. Place all letters to be Xeroxed in the folders designated for this purpose. Place a rubber band around the folder and place it in the messenger bin.

Usually letters are sent out once a day, depending on the quantity of papers received that day.

According to the above passage:

1. a rubber band should be placed around all letters to be Xeroxed before placing them in the designated folder
2. the number of copies needed of a letter should be noted on the front of the letter in the upper right-hand corner
3. special folders are set aside in which to place letters that need to be Xeroxed
4. generally, the messenger photocopies letters once a day, depending on the quantity of papers received that day

2) To close out records of patients on the daily closure listing, follow these steps:

1. Pull patient's orange appointment card and chart.
2. Indicate "closed" on the chart and date closed.
3. Update the master card showing "closed" and date of closure:  write in red ink.
4. Destroy orange appointment card.
5. File chart and master card in closed files.

According to the above passage:

1. when a patient's records are closed, his chart and master card are retained in closed files, but his appointment card is destroyed
2. once "closed" and date of closure are properly shown on a patient's chart, master card and appointment card, the three documents should be filed in the closed files
3. "closed" and date of closure should be written in red ink on the patient's master card and orange appointment card
4. the orange appointment card should be destroyed after writing "closed" and date of closure on it

Progression
1. 5, 7, 10, 14, 19, The next number should be:

1. 24
2. 23
3. 25
4. 20

2. In this series which number comes next: 7, 14, 28, 56, ? 
1. 112
2. 84 
3. 42
4. 63

3. A, D, E, H, I, The next letter should be:

1. K
2. L
3. M
4. J

4. In this series which letter comes next:

C, B, A, F, E, D, I, H, ? 
1. K
2. J
3. G
4. L

Arithmetical Computations
Perform the computation as indicated below and find the answer among the list of alternative responses.

1. 83 - 56  =

1. 23
2. 29
3. 33
4. 27

2. 15 + 17 =

1. 22
2. 32
3. 39
4. 42

3. 32 x 7 =

1. 224
2. 234
3. 324
4. 334

4. 0.14 + 0.748 =

1. 8.88
2. 0.088
3. 0.788
4. 0.888

5. 50 + 49 =

1. 89
2. 90
3. 99
4. 109

6. 39 x 2 =

1. 77
2. 78
3. 79
4. 81

Office Practices & Procedures
Directions:  Each question or incomplete statement is followed by several suggested answers or completions. Select the one that best answers the question or completes the statement.

1) A push-button telephone with six buttons, one of which is a hold button, is often used when more than one outside line is needed. 

If you are talking on one line of this type of telephone when another call comes in, what is the procedure to follow if you want to answer the second call but keep the first call on the line? Push the:

1. hold button at the same time as you push the pickup button of the ringing line
2. hold button and then push the pickup button of the ringing line
3. pickup button of the ringing line and then push the hold button
4. pickup button of the ringing line and push the hold button when you return to the original line

2) Suppose that you are asked to prepare a petty cash statement for March. The original and one copy are to go to the personnel office. One copy is to go to the fiscal office, and another copy is to go to your supervisor. The last copy is for your files.

In preparing the statement and the copies, how many sheets of copy paper should you use:

1. 4
2. 5
3. 6
4. 7

3) Which of the following is the least important advantage of putting the subject of a letter in the heading to the right of the address:

1. make filing of the copy easier
2. makes more space available in the body of the letter
3. simplified distribution of letters
4. simplifies determination of the subject of the letter

Bookkeeping Principles, Practices, and Procedures
1. A credit to a revenue account:

1. decreases revenues
2. increases equity
3. decreases equity
4. increases assets

2. Funds that have been consumed in producing revenue are referred to as:

1. losses
2. charges
3. liabilities
4. expenses

3. An amount, payable in money, goods, or services, owed by a business to a creditor is known as a/an:

1. equity
2. debt
3. liability
4. asset

4. The inventory valuation system which assumes that merchandise is sold in the order in which the purchase expenditures were made is called the:

1. perpetual inventory system
2. first in-first out (FIFO) system
3. periodic inventory system
4. weighted average system
5. last in-first out (LIFO) system

5. The "Straight-Line" method of depreciation assumes that:

1. the amount charged to operation, if placed on interest, will accumulate to more than the amount to be depreciated
2. the asset being depreciated will usually require heavier repairs in the later periods
3. the rate of return of an asset depreciated decreases with the age of the asset
4. the depreciation of an asset is a uniform function of time

Transactions-Debits & Credits
Rook, Incorporated is a major department store in this area. Below is a partial list of accounts used in the business.

Accounts Payable

Interest Receivable

Accounts Receivable

Notes Payable

Allowance for Bad Debts

Prepaid Taxes

Bad Debts Expense

Purchases

Cash

Purchase Returns & Allowances

Cash Dividends

Retained Earnings

Common Stock

Sales

Insurance Expense

Sales Returns & Allowances

Interest Expense

Taxes Payable

Interest Income

Tax Expense

Questions 1 through 3 are based on transactions which occurred during the current accounting period. In answering the questions you should choose the correct journal entry for the transaction listed. Use only the above listed accounts in formulating your journal entry.

1. The company bought merchandise totaling $500 on account:

1. debit accounts payable; credit cash
2. debit purchases; credit accounts payable
3. debit cash; credit sales
4. debit accounts payable; credit purchases
5. debit purchases; credit cash

2. A customer returned merchandise that he had previously purchased on account:

1. debit sales returns and allowances; credit accounts receivable
2. debit sales returns and allowances; credit cash
3. debit cash; credit accounts receivable
4. debit sales returns and allowances; credit accounts receivable, sales

3. Received payment from a customer on account; the payment included interest charges:

1. debit interest income; credit cash
2. debit notes payable, cash; credit interest income, accounts receivable
3. debit cash; credit accounts receivable
4. debit accounts receivable; credit cash, interest income
5. debit cash; credit accounts receivable, interest income

Answers to Sample Test Questions/Fiscal Specialist
Reading Comprehension
1) 3
2) 1
Progression
1) 3
2) 1
3) 2
4) 3
Arithmetical Computations
1) 4
2) 2
3) 1
4) 4
5) 3
6) 2
Office Practices & Procedures
1) 2
2) 2
3) 2
Bookkeeping Principles, Practices, and Procedures
1) 2
2) 4
3) 3
4) 2
5) 4
Transactions-Debits & Credits
1) 2
2) 1
3) 5


