Perry-Lecompton High School


Accounting I- Syllabus

	Instructor
	Mrs. Dugan
	E-mail
	sdugan@usd343.org


Contact Hours

I am available each day from 7:30 am—8:10 am, block days from 1:00-2:28, A day from 1:00-1:42.
Course Description:

The student will learn the accounting cycle from balance sheet to closing entry procedures utilizing those accounting principles for small merchandising and service businesses.  Accounting procedures will also be implemented through the use of automated software
Text(s):

South-Western Publishing--Century 21 Accounting, 7th Edition, 2000;  Quickbooks Pro 04 Manual—Intuit Education Program, Financial and Managerial Accounting, 7th Edition, 2005.
Grading Scale:

USD 343 Grading Scale

A+ 
(100% & above)
B- 
(80%-82%)

A   
(93%-99%)
C+ 
(77%-79%)

A-  
(90%-92%)
C 
(73%-76%)

B+
(87%-89%)
C-
(70%-72%)

B
(83%-86%)
D+
(67%-69%)

D 
(63%-66%)
F
(59% & below)

D-
(60%-62%)


INC:  Student has not completed all the given requirements at this time.

Assignments missed while absent will be recorded as a “Zero” and will count toward their grade.  

Students have a minimum of 2 days for each day absent to submit missed work for credit.  

Should a student become ineligible they are guaranteed the opportunity in each class to raise their grade to become eligible in the following week.
Student Evaluation:


Tests: 60%

Homework/Assignments/Projects: 40%
Requirements:

Required to participate in lecture, demonstration, and individualized learning techniques.
Projects:

Available upon request.
Behavior Plan:

Classroom Expectations for all Classes

1) Respect

a.  Manage personal space.

b.  Listen while others speak.

c.  Avoid negative comments.

2)  Responsibility

      a.  Come to class prepared/punctual.


b.  Follow directions immediately.


c.  Ask for help as needed.


d.  Complete assignments promptly.


e.  Contribute positively to learning environment.

Consequences for choosing not to meet expectations:



1.  Reminder



2.  Warning



3.  Conference with teacher/verbal improvement plan.



4.  Removal from class/parent contact/written improvement plan.



5.  Referral to office.

Course Outline:

Fall Semester
  I.  SERVICE BUSINESS



A.  The Accounting Equation


B.  Sole Proprietorship


C.  Balance Sheet


D.  Analyzing transactions



1.  Debit



2.  Credit


E.  Journal transactions


F.  Posting to a general ledger


G.  Cash control systems


H.  Work sheet for a service business


I.    Financial statements


J.  Adjusting and closing entries


K.  End of fiscal work period

 II.  AUTOMATED ACCOUNTING 





 


A.  Starting a system


B.  Using the system

III.  PARTNERSHIP ACCOUNTING FOR A MERCHANDISING BUSINESS


A.  Journalizing purchases and cash payments


B.  Journalizing sales and cash receipts


C.  Posting into general and subsidiary ledgers


D.  Preparing payroll records


E.  Payroll accounting taxes and reports


F.  Work sheet for a Merchandising Business


G.  Financial statements


H.  Adjusting and closing entries


I.  End of fiscal work period

 IV.  CORPORATE ACCOUNTING FOR A MERCHANDISING BUSINESS


A.  Special journals



1.  Purchases



2.  Cash payments



3.  Sales



4.  Cash receipts



5.  General journal


B.  Accounting for uncollectible accounts receivable


C.  Accounting for plant assets and depreciation

  V.  ACCOUNTING FOR INVENTORY

 VI.  AUTOMATED ACCOUNTING 


A.  Setup for a small business


B.  Simple transactions

C. Design reports

VII.  MANAGEMENT AND DECISION MAKING PROCESSES

Spring Semester
Same as Fall
State Standards:

APPLY ACCOUNTING CONCEPTS

P / F  Define terminology relating to accounting concepts (R:1.4.5)

P / F  Explain the purpose of the accounting system

P / F  Classify items as assets, liabilities, or capital

P / F  Apply generally accepted accounting principles and concepts (W1.3.7)

P / F  Explain the double-entry system of accounting

P / F  Apply the accounting equation

P / F  Apply debit and credit rules when analyzing business transactions

P / F  Classify accounts

P / F  Define the three forms of ownership

P / F  Compare the accounting implications of different types of business ownership (R: 1.4.9)

P / F  Describe and use source documents (R:1.4.10)

P / F  Demonstrate competence in the structure and sequence of the accounting cycle using an electronic system

COMPLETE THE ACCOUNTING CYCLE PROCESS

P / F  Define terminology relating to the accounting process cycle (R1.4.5)
P / F  Analyze transactions relating to the purchase of merchandise and record into special journals

P / F  Analyze transactions relating to the sale of merchandise and record into special journals

P / F  Use spreadsheets and/or software to complete the accounting cycle

P / F  Prepare and utilize a chart of accounts

P / F  Journalize and post entries related to uncollectible accounts (e.g. writing off accounts, reinstating accounts)

P / F  Post transactions to general ledgers

P / F  Post transactions to subsidiary ledgers

P / F  Prepare subsidiary schedules

P / F  Prove cash

P / F  Prepare a worksheet

P / F  Calculate estimated uncollectible accounts expense

P / F  Prepare and analyze an income statement for a service business (M1.4.1A)

P / F  Prepare an income statement for a merchandising business

P / F  Prepare a balance sheet for a sole proprietorship

P / F  Prepare a balance sheet for a partnership

P / F  Prepare a balance sheet for a corporation

P / F  Prepare a schedule of accounts receivable

P / F  Prepare a schedule of accounts payable

P / F  Prepare a statement of owner’s equity

P / F  Prepare a statement for distribution of net income

P / F  Prepare a statement of stockholders’ equity

P / F  Journalize and post adjusting entries ( e.g., supplies, insurance, merchandise inventory, federal income tax)

P / F  Journalize and post closing entries

P / F  Prepare a post-closing trial balance

MAINTAIN CASH CONTROL

P / F  Define terminology relating to cash control

P / F  Identify cash control procedures (e.g., signature cards, deposit slips, internal/external controls, check clearing)

P / F  Use spreadsheets and/or accounting software to maintain cash control

P / F  Write checks

P / F  Maintain a check register or stubs

P / F  Endorse checks

P / F  Reconcile a bank statement

P / F  Journalize and post to establish and replenish petty cash

P / F  Journalize and post entries related to banking activities

P / F  Perform electronic funds transfer (e.g., ATM transactions, debit card, direct deposit)

COMPLETE PAYROLL PROCEDURES

P / F  Define terminology relating to payroll (R1.4.5)

P / F  Use spreadsheets and/or accounting software to prepare payroll

P / F  Calculate time cards (M: 1.4.1A)

P / F  Calculate gross earnings ( e.g., hourly rate, piece rate, salary/commission) (M: 1.4.1A)

P / F  Calculate net earnings ( e.g., FICA, federal withholding, insurance) (M1.4.1A)

P / F  Prepare and maintain payroll records

P / F  Prepare payroll checks

P / F  Calculate employer’s payroll taxes ( e.g., social security, federal and state unemployment, Medicare) (M1.4.1A)

P / F  Prepare federal, state, and local payroll reports

P / F  Journalize and post entries related to payroll

PREPARE DATA IN SPREADSHEETS (EXCEL)

P / F  Identify basic concepts: column, row, cell, sheet, and workbook (R1.4.5)

P / F  Enter data ( labels: values)

P / F  Create a worksheet

P / F  Save a workbook

P / F  Open a workbook

P / F  Print a workbook

P / F  Close a workbook and exit Excel

P / F  Select cells

P / F  Apply character formatting with the formatting toolbar and menu

P / F  Move through a worksheet

P / F  Preview a worksheet

P / F  Change column width and row height

P / F  Format data in cells

P / F  Format cells

P / F  Correct data in a cell

P / F  Erase contents of a cell

MAINTAIN AND ENHANCE WORKSHEET

P / F  Insert/delete rows and columns

P / F  Format a worksheet page

P / F  Complete a spelling check (W: 1.3.17)

P / F  Find and replace data in a worksheet

P / F  Sort data

INSERT FORMULAS IN A WORKSHEET

P / F  Use the auto sum button

P / F  Use auto fill

P / F  Write formulas with mathematical operators (M:2.2.3K)

P / F  Insert a formula with the paste function button

P / F  Plan a worksheet

CREATE A CHART IN EXCEL

P / F  Create a chart (M:4.2.1A)

P / F  Delete a chart

P / F  Size and move charts

P / F  Change the chart type

P / F  Change data in cells

P / F  Change the data series

INTERNET

P / F  Connect to the Internet

P / F  Log-on to a network

P / F  Find an Internet host’s address

P / F  Log out of a service

P / F  Create and use bookmarks

SEARCH TOOLS

P / F  Identify various types of searches

INTEGRATION OF ACADEMICS

MATHMATICAL SKILLS AND CONCEPTS

P / F  Solve problems that involve whole numbers, decimals, and fractions including use of appropriate conversions when necessary ( e.g., fractions to decimals or decimals to fractions) 

P / F  Solve problems that involve percents, ratios, and proportions including use of appropriate conversions when necessary ( e.g., decimals to percents, percents to decimals, or ratios to percents)

ALGEBRA

P / F  Recognize, describe, and predict patterns of data

P / F  Construct and solve an algebraic equation for a given problem

P / F  Solve for the unknown variable in an equation

MATHMATICAL APPLICATIONS

P / F  Calculate gross earnings (e.g., salary, hourly rate, commission, or production)

P / F  Calculate payroll withholdings, other deductions, and net earnings

P / F  Calculate income and expenses for a given time period

P / F  Calculate the distribution of profit/loss to the proprietor, partners, or stockholders. 

CAREER DEVELOPMENT SKILLS

LISTENING SKILLS

P / F  Follow oral instructions

a. Listen for and identify key words

b. Listen for words that identify a procedure

c. Listen for steps or actions to be preformed

d. Listen for clues regarding the order or sequence in which a task is performed 

P / F  Distinguish fact, opinion, and inference in oral communication

P / F  Interpret nonverbal cues (eye contact, posture, gestures)

P / F  Analyze a speaker’s point of view

P / F  Draw conclusions or make generalizations from another’s oral communication

P / F  Restate or paraphrase in a conversation to confirm what was said

P / F  Reduce barriers (or interference) that may impede effective listening

HUMAN RELATION SKILLS

P / F  Define the term “self concept”

P / F  Demonstrate characteristics of a positive self concept

P / F  Identify defense mechanisms that are used to protect self concept

P / F  Demonstrate interpersonal skills:

a. Tact and diplomacy

b. Respect for others

c. Respect for diversity

P / F  Recognition of others’ strengths

P / F  Positive assertiveness

P / F  Positive attitude

DECISION MAKING/PROBLEM SOLVING

P / F  Apply the steps in the decision making process

P / F  Utilize problem solving skills:

a. Identify the problem for resolution

b. Define critical issues

c. Analyze causes of a problem

d. Utilize research and assessment skills

e. Examine results of a problem

f. Offer solutions to a problem

g. Select a solution to a problem

h. Implement an action or plan

RESOURCE MANAGEMENT

P / F  Identify and explain the use of common supplies for a given occupational area

P / F  Locate information and select the materials, tools, equipment, or other resources to perform the activities needed to accomplish a specific task

P / F  Identify fixed and flexible expenses

P / F  Identify planned and impulse buying

P / F  Explain the purpose and use of the following:

a. Petty cash voucher

b. Receipt and payroll register

c. Employee’s withholding exemption form

d. Payroll Check

TIME MANAGEMENT

P / F  Set priorities or the order in which several tasks will be accomplished.

P / F  Estimate the time required to perform activities needed to accomplish a specific task

WORK ETHICS

P / F  Interpret standard workplace policies related to:

a. employee theft

P / F  Create a portfolio or other means that display academic and technical skills.

CAREER PLANNING

P / F  Access and use information to develop educational and career options.

LANGUAGE ARTS

ORAL COMMUNICATIONS

P / F  Participate in group discussions, for problem resolution

P / F  Organize and lead discussions
INFORMATIONAL READING

P / F  Expand scope of reading materials to include business-related publications

P / F  Use basic research techniques

P / F  Interpret information from manuals, computer printouts, and electronic sources
SCIENCE

P / F  Describe positive and negative impacts of technology on the environment
P / F  Apply scientific method to solve problems
P / F  Explain how the advancement of technology enhanced the way telecommunications have affected our lives

P / F  Define artificial intelligence
P / F  Identify scientific laws and principles that are applicable to business and office technology
LEADERSHIP
COLLEGIALITY

P / F  Specify and cultivate elements of a desired professional image

P / F  Identify roles and responsibilities of a leader in relation to one’s own aptitudes as a leader or follower
TANGIBLE SUPPORT

P / F  Exhibit the role of leader in teamwork situations

P / F  Apply one of more problem-solving processes to a given situation(s)

 P / F  Identify leadership opportunities in the school, workplace and community
