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ACKNOWLEDGEMENT

1Y

The 1olinwing accounting systcm was developed in the spring and summer
of 1975 in the Pereira, Colombia, regional office of the Corporacifn Financle-
ra Popular. it is the result of the many Pejce Corps Colombla Volunteers
. who pteceeded me, as I have only studied and consolidated the systems and
ideas of others who often worked in igolation without the benofit of éach othors
work or host country national support.’ ) . .

/- . %

.On this last%point,. I gonsidér myself very fortunate to have worked with
Drs. Alvaro Tribin A, and Guillermo Ramirez Ramfirez of the Corporaclién
Financiera Popular. Their initial faith and continual support have been key
in providing the time and flexibility needed to develop, test and promote

‘ the system. :

‘This particular marual is the sgiond of two efforts. The first,
"Contabilidad para la Pequefia Empresa: Un Sistema Nuevo " is only available
in Spanish and is intended to be a reference and self-learning text forgthe

all‘busmessman- It gives a more detailed approach to understanding and
usi the accounting system but does not attempt to explain teaching procedure
or methodology. i
The idea for this work is that Augusto A, Noronila a Volunteer working
for Sena (Serviciv Nacional de Aprendizaje) in Manizales,” Colombla. I have
generally taught small business owners on a one t0 one basis while Augusto
- has amplified the approach te successfully meet classroom ueeds, . He noticed
~——the need for a teacher's version and the following text owes much to his
. ~ personal ideas and organization of the teaching method. I want to specially
thank him for" his assistance. i “

Do

L]

'Other thanks go to Dr. Ramiro Rodas, who assisted Augusto in Manizales;
Peter Fraser, the coordinatoriof the Peace Corps Small Business Program in
Colombia; Carmen Lucia Montoya and Alba Lucia de Ramirez of the Corpora-
‘cibn Financiera Popular, Robert Duncan of Peace Corps/Colombla and ma.r?y
others.

'MICHAEL W. RONAN




INTRODUC TION

|

.

“Horo in Co]omhln..nn in moat Parts of the world, ye l‘i‘nd Northamerica.,
-nnd WtﬁtornlEi:ropoan-t%xlhnokn and tn;:hnolngias for all levels of busincasn

activity, hocnua‘:s theso northern societies have dovolc-:pod ;:an‘;parnﬂvaly
qt\rcmg economies, it is assumed that lessor dow;ippod "countrléa'cw- - )

succeasfully follow the same pifl‘n. Unfortunately, expetionce has shown that
- "aside from lorge ca;;ltnl intensaive lnduatd;aa, ﬂw a’.ppliént(onlot wolt.rn‘ ‘I

tachnolog'ion acldom fite’ very cioqoly. Conscqu}mtly,- it Is the theosie t:.-l' thle

manual that thf:so technologios should not’ be moraly transnlantad but ased

to be atudipd, modified and {allored to meét nOncl:}saical'ci rcumstances
h-' * - ! -
throughout the world.

r »

An ox;zmple of a ‘western technology that has beon b:\saod intgce,

without even considering alteration, is the science of business A copnt:lng.r .

One finde all the classical texts (in foreign -editions) taught in the commercial
* high schools, universities, and. adult educaﬁon centersof the thizd- wo"ld. The

debit on a particular deferrod payment i8 the same y Pereira, Conlombia, ans
it is in Columb'mr;, Ohio.- -One\must Icoegratulate' the accountants of the wg;l;ld
for \having creat;d one of the few international langun&ea.‘ .
Un.fo;t_unatgly, this hnguage ia difﬁcult"to learn 'WB;u and ie s.oldom
applics;ble in ite mote ‘complex forms. .iDOes 4 household indu-stry ;';ner,

-

lets say.a carpenter, really have to understand deferred paymént's to carry

an :‘a.cl:ounting system? What that carpenter needs is a very basic, simple
. i .

system that he can understand- and apply to hxs ‘own busmeés. Obviouely,

" i

he has no need for a fine undgrstandmg of deferred payments or any other

Ny N

‘complex transaction that he will never use, The s'hanie is that sufn a

system has never been taught.
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: ]
Sophisticated eystems and transactions of,th‘!? large induatries are taught

regardless of whather or not they are usefql. and students must I;arn avery
posasible commercial movement known to man, Every accounting course

available assumes- that its studente wn.nt to be licenced accountanta, There

- -

are no courses that nddreu themaelvea to the limited needs -of the hounhold
; and small industries up to about w employees,

' Accdunting is one of many examples of @ Western technology thought too

aacred to be quesitoned, altered or modified to meet local needs, Our

carponter friend need spend only 2 few minutes in an accounting class to
realize that what he hears has no relation to his needs. Cbnsoquentl},,

the la»rg'est industries have accurate accounting while amaller ones have

-

little or none. . . L
N . ! . , .t .
what has to be developed then is a system of accounting and a method "

of teaching that are applicable to the ait:iati_on. We must base mccounting

upoen the particular needs of the small :bUsin_asa and the capabilities of its

owner, Lets develop something i;hat the ov.:ner, hia secretary, his ‘vr,rife or

1

Q‘me of the childrbn cun manage and apply. A basic understanding of our

™
potenhal studenta, their needs and capabilitiea, will guide ug to dzaign

systems that thg ntudent himself can apply without the ncceaaity of ta.king
absgtract a.i:counﬁng courses or hiring an expensive a.ccounta_nt; Our goal
should be Eo give the cwners and ?nana.gera of small industries pracﬁcai
systerﬁa that ‘th'ey ca;l proudly uase to\g.a.in an understanding of their own
companies-and, cornsequently, manage them‘better.

‘Who then is this person? 1s he always th; same? Can we easiiy ,
cha.ra_ctelrize him? Of cours;:e, evel').l small business owner is distinct
but we car make a'few;.v genefalizaﬁona that will helpwua work mf;re

succesasfully with hirﬁ. In Colombia the following ‘observationa have been

rr;a.de:
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Abstract Thinking

The great majority of the businesemen who hire between one and ten

ernployees have onﬁ a few years of education. ... two, three, or maybe .

four years‘. Consequently they ca;n read, write, add, substract, and

construct their products - 6‘ - ‘

What does this impiy?' Well, although 'they have had litﬂo adu'i:;tlon.
» ‘ . -
"thde doen Mot meap their intelligence is limited. ,They kave not been

- o+

taught systematic approache§ mors abstract than those of‘a.ddltign and’

mblrraction‘md as a consegquence have not becﬁmo very ' no;:hls'ti'cated

thinkers, However, their production &r‘oc‘asses deu;;.metrate that'they can .
. - .\ ’

lezrn logical work syetems. What we must attempt 1 do is Hevelop

' ‘e f

buslnese aystéms that are as mechanical as the construction of their *
,

pmdl.ictl. -

To do this we must a;roid-uaing absiract concepts. whenever possible, -

/

V}e must concentrate on teaching a few basic ideas and their practical /

¥

applications. We must construct mechanical ayétams that will enable thoae,

. .

wlf.n.o have the desire to learn but nat the basic education. t0 understand .

[ .
‘simple systems. _ . ’ <

Learning Atmosphere . ‘ .

_S;lnce‘ tl':e majority have 20 more than three or four years of formal
educatio;u. we must realize that they arer ngt accustomed to classes o
traditional teaching methods, It n-mat be kept in @inhat:

&)  With 1ittle experience in gréup learning, tiw'y ;ra sometimes timid,
uncomfortable 'and Ipos_s‘ibly suspicious. Their attention spanrmay be short
and the major}ty are 'o«r;.rner.labgrers.who' cannoil‘-hiielnd long parioda away

" from ths shop,. In -thiks difﬁcul; teaching atmoaphorg it is suggested that
.chuen- be kept amall in number and short in duration. Two hours should
Pe the maxdmum. The teaching ehould also Ige as pprsonal andtcreativ:e .

as possible to hold theiz atténtion which will be lost if the lesson plan iz not

practical and dﬁnamic.

{
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b) Due tg their ahért.formal' éduc#ﬁorr.thoy tend .to read for ehjoy‘men-t'
and not to learn. Because of this, written materials should be kopt to a
misnimum and ho'me;vork exercises a;zoided unless they pertain directly to
their particular buainoufzs. Pictures, drawings und disgrams are preferable
to detailed wryitten !hii.ndo;.lta thi;t they will rarely, if ever, rezd.

£} Without formal education thex have llmad to lga_nr‘n by irial and error
ant tend to appreciate aot:":ethin_g or'lly_when it is revocled before their oycs.
As said earlier, _theie are "prac_:tic'al" people who want to see how to apply
" an idv.:a and get imﬁidiét; relauits. Wher; an idez ip con{plcx and fairly
subtle, -it's"";:hanceo of successfully being hugixt are slim because this student
demands to immediately know the npplicn’tior; ui the c'o_r'lcebt.-- Bclcn'uae of
this, teachers must captivaie the student jnduc-tivaly by mixing as ;puch
practice with theory as ?onsible and aunimpt to teach him by the fnmj}iir_
*trial and error" method. ' |

?iﬁally‘, it must always pe kept in mind that the owner of the small
business is paychologicél]y very different than ;n empioyee, " He has
faith 1r| himself, wants rleapowibililiy..ax;é ‘desires to irn’p;om his social.
‘econork?ic status, '

Unfortunately this difference is seidom taken ‘into account whilc'h gl'reatly'
affects the success of amall business aasistance pro-iec'ts. We !'ind'thlatla :
problem .lies not in the student but in the heart of the.teaching: the’
attitude of the instructor. |

The majority of business counselors -and instructors that we knéw always

~

assume the role of a “patrdén™ in front of smail business owners. U the

>

Sparfish word "yatrdn" is forelgn to you, the book I'm Ok, You're Ok demon.

strates the point quite well., Instead of having an "adult : adult’ relation N
7 ) * "
ship where both parties are considered equals, the roles of "adult:child"

are assumed. Within the Latin culture this paternalistic attitude is quite
_ ; .

natural t0 both parties, but it defeats the whole point of business assistance.

10 o 6
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rO'u:- gaal s to cap%citntc this peraon, ta give him cenfidence hl'n himeelf,
and teach him that ke can manage his businass and use simple imsines-r.
aystems withovt the help a "palmln". We want s help liborate him {rom
his feclings of irfenor!!v. nﬂt rc«mph‘;si:e tham, For l!;i;t reason, if

/(e give him orders apd nduico instead of planting: idmm and soeds ol’ idcas,

’ i

we Are npver going to hclp hitry bcmusc we have nevcr given h!m the

opparwmty to think and gaia the con(idcnce that ip .50 necesaary in hig

L~ - i
dm'n!opm.ent. . .

What have we said then about the smalt busmess awagr?  Well, we
have said that he i different. We musi cuns;dcr this dil’ference in his

level uf abstract thinking, learning experidnce, asd particular pride. To®
: ' 3 ; .
be helped, he needs a gpecial tieatment which should com_t'ist"of the

following:

.

~

A. Mechanival Sysieme. thal avoid using abstract concepts. -

B. Instruction by trial and ers.7 that is both prrineal and creative,

Lo

i

€. Instructors that understand and respoct s ¢lass of swner,
! - H

R
- ' L

i
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The MICRON accounting syatem and teaching mothod have boen founded

on points “A" and “BY of the Mtrocduction. . Whenever possible abstract
sccounting concepts have been simplified and the teaching ‘method streamlined

to ke x8 officient and c-!?nnmic as possible,  The aﬁecﬁgenesa-of point "C*

(!.nstructofa that unilerstand.and respoct this clﬁgn of ownor) is, of course,

, : S
in the hande ef you, the instructor. If yeu are interested and want to teach’

thase people, you wuill spccessfully instruct them, If it iy a chore you
weuld rg'thc.;- not do: then no system caan motivate ;'ou: students, and it

weuld be bost if you warked in somolhing e‘lse. .

MICR{D'\: is based upon a fow changos in aceount:lng prihciplos *ha:

from some profeuional\a often elicit the same rsspOnse. "That is not

right! " These profassionals ave corract u’ one considers standard
accounting rules a gospel rather than a guide, Pu’;.if one looks at the
largeé aims of accounti;zg :1 the acéi.\rale.'i'egls.n"nﬁon a&:i reprosoma_.tic;n .
of bunnesk transactions « there mav be mora than one way to gain the
same resuit, MICRON is another “way" and whot.har dr not it meets
“standard accounting principles” is bedides the point. T’hia systemr works

and it is tailored to meet a specific audience who canne =rgap the

complexitins of those "standard principles".

The primary sin"lplicatic.m in this accounting relates to tha\t{ﬁniﬁon .

\.

o‘.r .debits and credi.ts. Herg, all dabits are. "more" B\f somethizlxg'-oi. value

while all credits are "less" of goﬁethiné of value. 'I'.'!'{is is to eliminate

the ¢t roublesome redefinition -of aabit and credit on- the liabilities side of

tha balance shect. The change is made pﬁssible by a speciai organization
e . -

of the accounts into two digtinct groups with two sets of hooks. This

civigion is between cash and ¢redit traneacj&ions.

The first group of accounts consiais of all cash transactions and is

.t
T

12




organized into what might be called a large checkbook. The second éroup,
!

consgisting of credit transactions, is in a book or books designed much like

auxiliary .accounts payable and accounts Ireceivable books.

-

"The success of MICRON lies in this 'concepmﬂ and organizational

separation of cash and credit transactions. FPrototypes.to this system
. b i : .

~ _attempted to unite the "two books into one page and, although it is .

mechanically p'o'ssible, the results were not satisfactoxry, It was found
"Y' that those owners who could not understand the unified approach could

. easily use I'tlh'e separated version that distinguishes between cagh and
.credi't.transact:ione: - Therefore, we - urge you not to take a step backwards

by using one 1n5~'cea:d of two books‘ save yourself the frustrahon.

‘The teaching method is one based on both-individual 'and class

ingtruction with 2 very strong emphaBIs upon a "trial and error" approach

“to .underetanding. “ 'I'he procedure is tc teach basic ideas and the fun-

J-

damentals - of Ibookke_epmg in a, classroom atmosphere and then immediately
Lo - . . . B , “ . i
emerse the owner into” thé "practice’” by openning the company's booka.

Follow-up wisits check the students :pregress and ser\?éjas" sessions to .. .
further explain theory or particula::_ bock entries. As you will see, tho:se_
owners who have a genuine desirc to learn will 'quiclic‘ly‘a‘ssiﬁiila_te-_ the

material. , N . b

s '

- [

It ‘is felt that this qulck assimilation is due to two factors.' Flrst, the

. student 15 not gwen tlme to be bored as he Jmmrdxatoly sees and” experlences

-

theory changcd :nto actlon. Secondly, after only S Iessons the student
himaelf becomes the centra.l parhcrpant in a very relevant pro;ect‘ his own
compan‘y.'. Thls :mmodlate transfor of l‘eSpOnSlblllty from teacher to, student

creates ‘2 smk -or swn-n s;tuahon where thc owner rcal:zes that h:s success

A S
rests totall upon his. own abil‘ities‘. I{ the mstructor makes periodic visits’

to help and cncourage thc student, the student lrealizes that he . ha.s no one

e s

te blame but himself- fgr__failure.' Therefore, hc ufﬁma,&success of this |
' 10
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system rests upon the participation and responsibility of the student. We are

. . i T T e -l
"c\mly trying to "help him help himself",

N -;.
* Our teaching abeas shownathat this process can be accomplished
Ll ) \ .

in an average of 33 hours instruction time. The following line graph will

"y

serve as. a guide:

" The Teaching Plan

s

. Objectives

Eiplanaﬁon of the Financial Statements

-

Expla‘ﬂ&!:ion of: = Transactions
The System
Cash Book

g ‘ :
' Explanation of the Credit Books and the purchase
of the Accountinq Booksa

Eixplanation of Auxiliary Sections and Review

»

Openning ©f the Books, elaboration of the initial
Balance Statement. and entering the first
transactions.

8 follow-up visits
¢ i

l- .
Instructions to elaborate Financial! Statements
Elaboration of the Fina.nc.!-ia.l Statements

A
Seminar on Financial Analysis
-y

Review and Analysis.of Financial Statements

Review transactions during month

- a—

Elaboration and analysis of 'Finanqial Statements

|l

Sessions should never be more than 70 hour& to avoid losing the
4

students attention. If the students canno rasﬁ a point, divide a lesson

/
: . . f :
into two gessions. Also it is suggestedthat the classes be held on
- i
consecutive days and that the systém be imn{ediately installed. This will

.1“ ,hﬁure/qui'&k movement from the theory to the pragtice.
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Before explaining the lesson plan,a few other’ important points must be

mentioned ... -

3
b}

First, it is imperative that eac%&tmctor understand the mechanics of - _

this system perfectly before attempting to teach it . . . It

lncluded in tﬁe" "Financial Statements! fsection of this manual are a trial
balance, beginning and ending balance sheets, and an income statement for -

i;he transactions Qflf'Colom[bia Industries" during the n"lon!-;h c;f July. . I

During the lesson, if one follows th.é cornmefcial movements of this.”compa.ny‘;*

’

the evolution of the system from- the Beginning balance sheet to the elaboration

*

of month end statements will become clear. Also'@verall px-'oceduralh
diagram of the system may be found in Aid # 16 ot-Tesson # 2.

\ b
Other aids to greater proﬁ‘cienéy are provig’le:d by the sections entitled
¢ !
"Additional Controls" and "Odd Entries". However, it is assumed that the

instructor knows or has had experience in accounting. Many small businesses

—
—

"often conduct transactions that are, Ito say the leas/.t:,_odd-a.nd-expe_rien’ég-ﬂin_ ’
a.ccounting-c—omes in handy when :decidiﬁg_ \_a}hif ’to -debit and credit. Such o
rare entries become an intellectual challenge but we have yet to -find one
that can't be handled.l In shert, be imaginative. MICRON is as effective
as its application. g:

Second, it is preferred that the instructor initially -teach two. or three
companies on a personal non-classroom ba.lsis to gain ina‘sterv of the
system and teaching method, -'I'he‘ benefits of the "trial and error' method
of‘l‘ learning can be of uge to teachers as well as s_tudlenta. It should also bt;
s-uggested thaf the number of students per teacher be kept ';:0' manageable
levels. At month end statement time 4 or 5 companies ave a lot.

Third, the teacher must remember fhat his audience has a shﬁrt
attentiog span, Again, we emphasize as many visual la,ncl dynami?'

teaching techniques as possible. Asking spot questions, taking examples

from theé students' industries, reviewing important concepts from new
- 12

-
H]
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lpoints_.of view, etc. will'maké a boring session into an exciting one. A good teacher

] :

is an actor ... so let yourself get into it!

Fourth, the selection of students s'hould be a careful process.  Whether the’

,

students be businegs owners, theﬁ w‘;ves, children oxl"trtisted e;mployees, the first ,
considera‘;:ic‘a'p must be desire. Only t.hoz.:e who wa.ﬁt to learn wili lea¥n and you ulqu
be wasting T'::oth your time and -tl.'leirs_if'there isn't this important ;ommon
denominator. For those of you who work with credit related ins-:titutior'w. itlrnight .

be noted that those students who are awaiting ap;;roval of loans often have shown

-

more desire before receivin ' he mc‘mey‘ than after. Consequently, we
discourage teaching tho::é awaiting loan approval-las their motives rhight be

" camouflaged. -
P ’

“- If during the preliminary interview the person shows desire and has a

_.company that might e judged '"ongoing" rather than in a "liquidation" state,

the final decision rests upon his ilntellectual capgbilities. Years of education

are not neceasarily indicative of a person's ability ttl:; assimilate new ideas,

n'lxa.ke rational-.jngme:;ts, and show common sense. This is your valﬁe judgment.
‘We_urFge you not to accept obvious failures for instruction as only ili-will will

result.

w \6 Given the class.xjoom sihjai:ion, it is I;est to grc;up those of equal int'e ’
‘ . ;-;_abilitieé. Also iflthey can be drawn from'tliu;.. samé industrial secﬁor‘o; --
have similar types of business transactions, the tea_ching- process will be eaqieii.

Fiﬂalljr, if someone other than t;ne own.er is to E;e bookke;aper, it is very ;-

;
i

important that the.owner also attend classes and learn some accdounting. . /
\ .

!
he often ignores it or may even distrust it. ™, {

N

Fifth, it is recommended that a pencil, not a pen be used to make all /

I
)

'Expérience has shown that where the owner knows nothing of the accounting,

entries. Students are expected to make errors at first {it is part of the
teaching miethod} and they will probably continue doing s0 even after the system
is mastered ... we are all human., JustBecause something is written :in pen does

r

not ina.ke it more correct ... only harder to erase.

18 1
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Now that you.have an overview of MICRON and its teaching methed, we '

- -

~ have organized approach,llesson,and follow-up outlines that can either serve
ds a step by step reference to class instructicn or as 2 guide to one-on-one

teaching. The.basic structure of these cutlines will be 2 listing of the

S N

objectives, teaching or instructional sids, and the -recommende:d»procedqra,l'\-

PR

approach to each session.

5
ey

~Included in this manual is a detacha.ble "Tea.clung and Instructural Aids"

section thal: will prove to be quxte helpful, It consmts of a chroncvlogxcal

sequence Of\ questionnaires, visual azids, handouts, and examples that are
’ ‘numbered to conform to the session outlinee-::' They W'Il] not only help
expiain the aystem tlo you an‘d"ym:;r students; but should_ add an important
viépal dimensilon to what is generally a very boring ‘subject to tea.c_h.
Fmal]y, good luck, You are about to mako accounting both relevant
and dyna,xmc l:o ar eccnomic sector that despera!ely needs the help. You
should also have a very satisfying éxperience as those you teach will be

most appreciative of your assistance.




THE INTRODUCTORY -;\ITER'_VI_EW

5
» .

g - ' ;
OBJECTIVES:; a. To establish a working relationghip with the

L] o 1
1
owner,

To study his learning potential and knq\yladga

& N
- (S

of ﬁccoupting.
To unde;rstan;'l eve’ry-business tré.nsé;ction tifat -
the ’company,“makés in order éffit.:iently

' oréanize the books. -

MATERIAL AIDS: Aid # 1. The Questionnaire.

| 4 PROCBDURE:
‘ Thv: shoul_t:l be a 10031-3 interview session "?.l;i.;:xg
the questiénnairé asg a guitie. |
I should be conducted in the owner's cornpa.ny ‘
80 tha.t the teacher can get a ﬁrst ha.nd 1dea. of
the company's operahons, review the firm's
pa.._perworban'd look at any rudirﬁenhf accounl.:ing . 1"
‘system that riﬁgﬁt?be in use. In thisg way the
instructor shcn.;ldl_ be able to judge the difficulty
or ease that teaching thils_‘ person may pPresent.
The understanding of all commercial transactions
is indispensable, After the iﬁterview you should
" be able to state all the pﬁsiﬁess poligies' of this
company. This will include how postdated ';:hecks
ax;e is‘sued, received and handled; whether the
company incurs expenses or receives: income -
from outside the business; who pays i.'or the
tra.nspo:;tation of merchandise, etc.
| After thm list all .tﬁe accounts this

company needs to carry and in wha.t manner you

ought to organize the pgoks to facilitate entries.

8 . “ 15




e . - X .

It might be point;:zd out Ithat the te‘aéhér should .
not attempt 'to change the com_pan-y's i;usinesé |
practices at this point. He ;ahould only figﬁ‘f.e
out h-i-now to account for them. ﬁunng the le;sson
the concept of the s'eg'aral_ltri'm; of the ox_mzer's'l

5 - cash fror-lithat of the comp‘any w*ﬁl be introduced,

" ‘Mbpst ;fundamental business policy changes should
l:-»e_suggested'only after the first month's - |

financial statements are comﬁile‘:l.' In -t;.hisl f

manner the instructor can demonstrate ﬁ?’ith

+ facts how changes tm:y'improve the compah-y's

- L]

condition. -y




LESSON K1

\
OBJECTIVES: To -explain: ~ .a) The reasons for accc;upting

_b) - -BalanceSheet. Profit and Loss
Statement, and the Trial Balance.

-

" MATERIAL AIDS: - Bulletin Board Aids: 2, 3, 4, 5, 6, 7. 8

L
P

o Handout Aids: 3, 6 8 9
L -
METHODOLOGY: . , The followi.né'xs a detailed outlire
; presenting the oral lesson: .
x . - o7
. ~ What is the object of Accounting? Discussaion.

"The object of accounting 's to collect
the tra:sactions, to organize and register
them. and to present them in a way that
facxhtates analzsxs " .

“'I‘he presentahon that facilitates analysis
talces the form of the Balance Sheet and
the Proﬁt and Loss Statetnents. ' .

What is the Bﬂahce’Sfatement ? Dissussira.

""The Balance Statement represents the
- financial condit’ on'of a company in $
on a particular day. "

" Explain eir'er’y"‘aci:'o,uﬂt_. especfally cash .
on hand, inventory, investments, fixed
assets, current liabilities and capital.

. For example: "Investinents are funds
of the company invested outszde the
businegss. ™ ’

Aids 4, 5. Explain: Assets - Liabilities
= Capital. :

Asggets = What the cornpany has. B
Liabilities= What the company owes.’
Capital = What remains after paying
deb or your investment in the company.




v

‘ lﬁid 6. Wha is a Profit and Loss Statémeht'f Di;cussion.

1 | It is the apphca.tmn of costs to sales
: during a given pefiod of time to

" determine profitability,
Aid 7. Explain each account,

‘Concentrate on Cpat of Gooda Sold.

W'ha.t is a. Trtal Balance ?

" vt is an orgamzatlonal tool compnzed

- of all the company' 35 accounts taken '
from both the Balance and Ircome

" Statements. It is proof that ajl trans.
actions have been prope rly reco rded.
T

Do not explain it further-as it will only
. confuse the student,

L

It is the information needed to sta.rt
an a.cc0unt1ng systerri.

Asggign the uleed A.sseta List and
Values" for the next class. -




L

OBJECTIVES: |

MATERIAL AIDS:

METHODOLOGY:

- . -11

-

a)  Transactions

b) Paper Work

¢) Overview of System

d) Cash Book

e) The gathering of information for
initial balance sheet,’

Bulletin Board Aids: 2, 10, 11, 12, 13,

14, 15, 16, 17, 18, 19. '

’ * Handout Aids: 16, 18, 19.

*

NOTE: Cover one classroom ‘wall with Aid l‘f.

o

<
Aid 2. The object of at:counting is to collect tranaactiorss,

to organize and register themn and to present them id a
way that facilitates analysis.

What is a transaction? Discussion,

2. 1. “An interchange of two things of value™,

2.2 Ajd 10. In every transaction there is
more of one thing and less of another.

2.3 ‘The more is called Debit.

The lesa is called Credit.

Aid 11. The evolution of Debit and
Credit.

. If I give you two oranges, I have two
less (make entry).

If you give me two apples I have h'uo
more (entry).

I give you three oranges, I ha.ve
fthree less or-a "credit'.

If you give me three apples, I have ,
three more or a “debit", !ﬁ

I buy $100 of raw materials, I entefr‘
00 as a ''credit' to cash and $100 as
a "debit* to raw matorials.
IfI sell $500 in merchandise, I enter
$500 as a '"debit" to cash and $500 as
a "credit” to raw materials. .

22 _ : /le



2. 52

Aid 12, How many types of trans-
actions are-there? Diascussion.

Cash ... where the intercli.a.nge of
two thinge of vdlue takes place on the

- pame day, Examples.

Credit... where the interchuge takes

_place on two\diﬂ'ere_nt days. Examples.

- Why Paper Work? Discussion.

R

-
-

Evidenceto prevent errors, omissionu,
and tricks. -

A record for accou.nt:mg.
Demonstrate a cash voucher (Aid 13),

4 salee voucher {Aid 14}, and a
receipt (Aid 15). —

Ajd 16, Diagrant of the System. Explain first two steps.

 Cash transactions are entered in the Cash Book,

. Credit, transactions arlel entered in the Gredit Book.

Aid 1'7 The Cash Book .. this modal ‘ahould be on’ the

walls

5.1

5.2

.5.3

E)

,

Explain the book's three sections:
Information, Money, Accounts,

Explain’ each one of rhe accounts.

Aid 18! Handout the "Guide to

"Account Entries " and use it to

explain entries. »

Aid 19. Present this list of trans-
actions one by one saying, )

*Is this a cash or credit transaction?"
Caﬂh- ’ )

Where do we énter cash transact:ons ol

" Cash-Bonk. .

“How 7"
¢




Explain how to "squ_ re" the Cash
Book page. .

: The total of all dehit , muat equal all
the credits.
Add all columns vertically, then add:- .
all debit balances and all credit S
balances. :

L

if not egual, a) check all entries for
) ) debits and credits;
" b} check addition

5.6, . - Page squared account balances on to
' the next page.

Reviaw list of ﬁxed asgets and their va.h}c&

Referring to the "Imtiaﬁon Sheet" requeat st of all
suppliers, clients and credxl:ora with account* balances
for the next session. .

Advise students that ;hey will buy their books at the
next session and announce their price. )

.'-w: -




LESSON # 13

OBJECTIVES: “To explain Credit Books
- To sell and distribute accoun books,

MATERIAL AIDS: .- ., Bullétin Board maa. 16, zr.s. 21, 22.
- ' 23 24. - - '

ME THODOLOGY: = - * Distribute work sheets for the Credit
' " Btoks.

Aid 16, Review the Diagram of the System.
The Credit Books are diﬁdedinto two groupe:

C redit Sales a.nd Payments are entered in the
Credit Sales Boaok.

Cregi_t Purchases and APaxments are entered
in the Credit Purchases Book. .

Both the QOrganization and Entries are
the same in cach book. R

The Books are divided into Amount,
Individual Account, and Summary
sections. Explain using Aids 20, 21.

Credit Transactione are rocorded
in all these sections.

Handout six worksheets to each
student, refer them to the "Guide
to Account Entries" and (Aid 22)
present the st of examples one by
one asking
"1s this a cash or credit sale ?"
Credit. -
'Where do we enter credit sales ? o
Credit Sales Book -

- "How 7' "Pick a st'ude.nt

Aid 23. Repeat the procedure of 2. 2
for Credit Purchases examples.

Emphasize importatice of credit
balances asking, "How much does .
client "'x" owe us 7"

VALY clients 7", ete. ~

Credit Payments - review difference between credit and
cash payments, :

3.1 If sale occurs at delivery, advances
before and payments after delivery
are credit payments.




liefer to the "Guide to Accounting
Entries', read the examples {Aid 26)
‘one by one and have the students make
the entries in their handouts as you do
on the bulletin board aeking,

“Is this a cash or credit traneaction ?®
Cash because we receive money.
“"Where do we enter cash transactiona ?"
Casgh. Book.

"Does this cash transaction affect

a credit account also ?". Yes.

"Will this transaction affect the
summary ?" Yes. '

Advancea on coatracts. ... teach this
part of the "Guide to Aélcounﬁng -
Entriea’ only to thobe who receive ..
advances.. Make up-enm‘plu’. s
sttribute and sell accounting bookns to. preveu:
mistakes, gain aadjacount.a.nd secure a aupply of
. mteﬁa]a. - .

4. 1 ..The"bboks are: |

The Cask Book: Soft cover accounting
notebook with bahveen 12 and 26 "I
acdcountg. -, .

The Credit Bookas: Adjusta_ble, 2 porew
binding, hardcover accounting books'
with three columns. An alphabetic?/
index (for individual accounts) an,d
pages are needed in each. ‘.// .

The Accoudt Book: 40-pages softcover
accounting noteboop’wi/th\three columns,
S

" Folders: B mmp! cardboaxd folders
to.file: . , ¥

{’
2

Banks Oth e '
Clients C rraspondence
Sup / nancial Statements
. itors’ Taxes
Review the list nf Clie:tZApplierq and crechtors
and thei ¥ accyﬁnt balances. . '

VAR

7




osi'E*c'mms:

 MATERIAL AIDS:

METHODOLOGY:

1: S

A To explam tha amdhsa.ry seotions. "

vl

- By ”To review bookkeeping procégduraa ih aub-groups.

o

= ~

’ c} To orga.nize their boaka.

Aids 25, 26, 27 28 [

.
"Should we control other accounts like- accounts -
receivables and accounts paya.bles" stcusmou

1.1 o , - Lbans’ to Employees ... Have

students auggéatprga.nization.-

Aid 25. -Individual Account a.nd Summary
Sactmns A :
Aid 2o, Read list and make entnes

in workshaets.

Creditors ... " “Have students suggest
organization. ’

Individual Account and Summary
.. Sectmns '

These may be divided into short and
long term individual account and
summary sections,

Review “Guide to Account Entries" and "Diagram of
System'', -

- S Stress control accounts: bahka cash

on Hand, accounts receivable, accounts
payable, crechtnra, loa.na to-employees.

Discuss value of Control Accounts.

Divide class into aub‘groupa; pass out
‘receipts and vouchers-of fictitious
transactions; have them madke entries,

Have at least aa‘m_an-y entries as students.

Have a representative from each group
make entries on bulletin board - every
sttdent must-make one entry,

Add up debits and credits to check work.

AR
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Qrganization éf the Books .... help students.

3.1 Place Account titles in Cash and
" Credit Books according to company,
Auxiliary Sectiong are in Credit
Books.

" List fixed assets on the last pages
of a Credit Book.

Aid 27. Place account headings
. (all possible o account for future
growth) in Account Book:.

Aid 28. Explain how to take an
inventory of merchandise., Using
last page of Cash Book, list raw
materials, products in process
and finighed goods. '

L .

- Set the date of system initiation with each student
++++ they must have all information required by
the "Initiation Sheet" at that date.




INSTALLATION OF THE SYSTEM

PN

OBRJECTIVES: a) 6pm the Books

b) Make the first day's entries

MATERIAL AIDS; Aid 9

PhOCEDURE: The first section ig for teachers who are instructing
) : students individually. The second eeclaon resumes
the group approach. : .

The one-on-one approach {Aid 9)
1.1 " Give student "Imhalaon Sheetit

All balances must be from the
night before initiation.

: Inventory is only the value of raw

materjals, Neither sales price nor

. mveste& labor is 1mporta.nt. -

Do not sta.rt system without 95% of
" information, Bank balances,

Inventory and Cash on Hand are

imperative. ‘

Teaeher buys and organizes books. -

“L21 Orgamzalaon based on origmal :
' interview and new information.-

1. 22 Place account he'adings in all books.
The Day of Initiation - in the company.

2.1 - Fill out Account Book wzth balances £rom
the Initiation Sheet, ’

2.2 : Pass bala.nces to a Balance Statement
' and compute Beginning Capital

Pass Beginning Capital balance back
to Account Book.

X the owner £orgets something, the
affected atcount must be changed
and the Beginning Gapital readjusted,

Open the Cash Book.,

Enter Cash on hand and Bank Account
Balances. T

-Check last page inventory section.
If.not complete, require completion
by the next visit.

29 -
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Open the Credit Books

2.41 = Place names and account balances
in the respective "individual account”
sections of Accounts Receivable,
Accounts Payable, Loans to Employeea
and Creditors.

2.42 Addup ind;vidual acconnt balanceu and
enter the sum in the respective "summary"
section, These balances muat coincide
with those in the Account Books.

2.43 Check list of Fixed _Aauets. If'not
-—.complete, require completion by the
next visit. ——— ' .
2.5 ‘ Place all papers and documem in their
roapectivo {olders.

Make firat day's entries. Entries are to be mado daily,

.

.1 L, Help owner if meded. Explain
X questions.

3.2 . Have ownar list doubts or omissions
for the next visit.
Congratuiate owner and get a weﬁ
deserved beer or twol’ ’

7

L. L/

/




OBJECTIVES:

'PROCEDURE:

1.

Y

FOLLOW-UP VISITS

L]

a) Check Entries

b) Explain theoretical or pré;:t;ica_f_l,‘nﬂaunderstanding.s__

c) Check paper ﬂow
d). Balance first Cash Book page
Visit the company as n.eeded. Every other day at first.

Check entries ... at first read every one
1 ¥ error is found ;...

-

a, Ask why entry was made as it was.

b. Repeat theoretical argument behind
the omission,

¢. Have him correct error and explain
what he has done and why,

Common errors include ...

Entering payments from clients
in the sales column,

Entering payments to supplmra
in the raw materials column,
Addition and substraction in 'bala.nces :
ard summaries.

Entering transportation, discount
or commission expenses among =
"general expenses'.

Forgettmg to make all three entries
-on a credit transaction.

Not entering a sale at time of

elivery.

Entering either sales or purchases
in the payments columns of the
credit bookas. :

NOTE; In the Credit Books the second
column is always for payments,

Check Paper Flow

, Help Balance the first Cash Book page ++ he ahould do

the rest‘




OBIECTIVES:

-

MATERIAL AIDS:

PROCEDURE;

MONTH END FINANCIAL STATEMENTS

a) To closge the books
b) Elaborate Financial Statements
Handout Aid 29,

The following is not a lesson plan but a detailed explanation
of statement elaboration. Two or three days before month
end give a short class on this subject.

Often studente will do better if given a ‘step by step
approach: squaring the month, completing the Account
Book and, then, elaboration of the Statem.cnt.

The best students will learn in two months; the rest in
4. If they have not learned by this point, have them
drop the Cash Book and only carry the: Credit Books for

control.

Closing the Booka

L1 Take a month end inventory using
the inventory section of the Cash
Book. Pasa balances to the Accoung
Book. .

Squara Cash Book on the last day of
month. .

a) This effectively squares the month.

'b) Leave a margin of lines between-
months for correctionsand omigsions.

_c) Start'next month with Back and |
Cash on Hand bala.nces, :

Account Book

2.1 Pasg all balances from the Cash Book
- : " to the appropriate account.

22 . ' Paes the "Amounts" of Credit Sales ~

and Purchases when indicated.
a) These amount sections are cleared
at month's and, o

b) Do not merely pass control section
balances!

32




Figure account balances:

Past Month's Balance
+ Debit Entries

~ Credit Eniries .
This Month' Bialance

" a) If balances on control accounts do not
match those in the Account Book,
compare all entries and check all
mathematica until the discrepancy
is found,

Group all variable expense-s in
"MCoat of Sales"

Group all fixed extj:»:a;-n.s'e’at in "Other
Expanses"

' Figure accumulated balances for.
year end purposes.

-Trial Balance

3.1 ' - Pass all account balances by filling
‘ “ .in thé blanks.

3,2 ‘" Use last month's inventory figure,

‘3.3 2 The sum of Column I must equal
) Column IT.

3.4 . ' ¥ the Triai Balance does not square...

a) Wereall numbérs correctly passed?

' b) Are the mathematical operatmns
in the Account Book correct?

c) Were the balances from _the squared
- Cagh Book and the Amounts of .
Credit Sales and Purchases correctly
passod? .
d) Are control account balances and the -
Account Book squared?

“Financial Statement

4.1 S The Profit and Loss Statement




a) Pass the aﬁpropriabe accounts.

b) Pass amount of profit or losgs to
the Account Book and the Balance

Statemnent,
The Balance Statement

a) Pass i;pl;rOpriﬁta accounts -
this month's inventoxry and’
profits also,

b) Check accu:r;‘acy by comparing
sum of Capital accounts to
Assets minus Liabilities.

-




ANALYSIS

: g )
CBJECTIVES: _ a) apply and interpret financial statements

b) une other parts of the system for ~
analysie - .

c) use the gystem as a base for budget
and cost analysis,

MATERIAL AIDS: Ajds 30, 31, 32. S : ]. :
PRECEDURE:, A month or two aftor the students have completed sets
. of financial statements, give them 2 class on the use and
application of these statements a.nd the rent of the
tyltern. _

The Profit and Loss Statement - organized to facilitate
_marginal uhlity a.nalyius. .

1. 1. o Demonstrate the effect of variable
coste upon sales revenues,

a} Show how ''costs of salea" and
“coat of goods scld" affect

marginatl utility.

Labor costs, general.ly. may be
treated as 2 fixed coat, Only
treat it as a variable cost when
it truly (in accordance with the -
accounting data, not intuition)
slicws a marked monihly variance
reflected in production changes.
To match labor and inventory
cosats is extremely complicated
and we suggest-the fixed cost

" method. -Any variance is -
averaged out over time.

Démonstraté how marginal utility
must cover fixed costs to have
profits.

"a) The salary of the owner (or owners)
-" is included among the fixed costs
for psychological reasons.

- We.never want him to see profits
unless they are over what he .
personally tikes out of the business,

Thie way he will treat his personal
axpenges as a cost and perhaps
thirks twice before spending money
he knows his company needs.

- To convince him he should budget
his expenses in a fixed weekly.
salary and live within it.

: a5

35




3.1

,f ;.
,"a

b) H sales taxens are;pa:ld and do not

really have a relationlhip to sales,

they should be troated as a fixed

cost, . * ;; g

o
Jln

Exa.rmne the relation between As setl.
Liabilities, and Capital and the effect
of profit or louos. T

- Explain c,u-ront g.uets, <current

liabilities, and the concept of
Working Capcltai’.

" a) Working Ca.pxtal is included in our

.

Balance t.

b) Show how the purchasge of mch.inary,
payment jf long term debt, and

» monthly Josses affect Working

Capita.l?f Aids'30, 31. °

‘t:)"Explain difference between
liquidity and Working Capxtal.

- Othe /\ ytica.l Aspects of ;.ho System,

Controlf;of Inventories a.nd Receivables

"If theffcompany has Working Capital
hut no ‘cash on Land, it hag probably
imrelted too much in inventories,
has a large amount receivables with
a alow rotation, or both™,
i -
a), ‘Explain inventory control and
suggest simple waya to const ruct
systems {Aid 32). -

-

. b) Demonfrate how to speed;ui) )

rocotvablﬁy rotation,

. - the Individual Account Section
can serve as a Kardex if payment.
*  dates are included in the entries.

The Book of Accounts

a) The analysis of all monthly. aceounts
and costs shows seaaonality as well
as changes in costs.

b) Facilitatea historical analysia.

of

36
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5.1

5.2

5.3

T,he Focus of Class Instruction
purchase it.

_analysis to the group for discussion.-

Other Forms of Ana.lysis

b} Agsign monthly variable costs of

The cwner should e;valuaie has own
company as if he were.plaaning to

Poinh‘ng out weak pcints-and strong
pointe {he <ivner should present his

Create a fictitious company if you,
the ims tructor, see that the owners
would prefer not to discuss their
companies' problems in front of
others,

r

ow Systems . .. all the
tion is provided

Cash E
info

Budgetary Control ... based upon
historical dat: and cash £10w
projections - ) A

Variable Cost Analysis of Products,’

a) Jsolate monﬂﬁy Fixed Costs.

. raw materiala and sales costa tc
each product and compoie them

te gales figures ... this comparison
will show the break-aven point

for each product.

c). The percentage of total sales per

product. the gales cost pexcentage .
~ petr product and the cost of goods _ .
- gold percentage per product are

all one needs to establish an-

elementary break-even point and

cost analysis. . Remember that this -

does not take 1nto account 2 very:

important variable .. the time of .
production ! One must take the :
appropriate time measurements.

L
o
-
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THE FINANGIAL STATEMEN

Beginning Balance Stateme

Trial Bajance .

Income Statement .

-Ending Balance Statement
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BALANCE STATEMENT

Company; Colombian Indistries : - Date: June 30

Agseta

Current

.

Cash'on hand ‘ o - 280

Banks

2,500

Loans to Employees RO S 180

‘5,600

Receivables .

Inventory -

Short.te rm-,‘inveatments -0 -

Total Current Assets 18,530 (a)

Fixed Assets

) Investmenu-

O i - f .
Machinery, equipment, tools, etc. . - 7 /

TOTAL ASSETS 48,530.() !

Liabilities’
Current
Accounts Payable

Current Obligations
: Q . - )
‘Total Current Liabilities

Long Term

Accumulated Social Benefits ‘
'B;nk Otligations '
F‘ina:;c‘e Obligations

Others .

TOTAL LIABILITIES 40,500 (2)
Caﬁital - ‘
Begianinrg Capital :

Profii[Lou prévio;:s ‘years

Profit/Loss this year (P&L)

TOTAL CAPITAL
Working Capital . 1,130 (¢)

- -
CAPITAL o , 3
WORKING CAPITAL 9

39

o __8,030 "(3)




’ BALANCE
+ Y . ~ . ) .
Company: Colombian Industries . © Dater _July 31
rd = . : ' ' L

- . 9
COLUMN I COLUMN I
"'Cash on hand - o .. 290
Banké_
Loans t\h_\E:ﬁi:lby"’
Rece{vabl\-qg

§ -
\
Inventory (previous month) .

Investments e -:
Fixed Asaets -
Depreciation
Accounts payabie
Current Obli:gat_ioqq'
Accumula?ed Soci;i Benefita
Bani 6bligaéi§na -
Finance IObliiga‘t_ion_n
Othef Obligati;.ms
| Beginning bapital

8,030

Profit /Loss previous years ' ' ‘ o .
N . : T} . T{BroAn
 Profit/Loss this year - L -
' : . - > : (Profit)
Sales ' S . 30,000

Cest of Salas .

Purchases of Raw materials C e

: Labor”

So;.:i;.l Boneflita
Paroona-‘l Expenace
Other Expanses |
Interest .- 1

Other Revenue or Expenses

1
TOTALS (Must be equal)

’
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PROFIT AND LOSS STATEMENT

Compapy: Colombfan Industries  Period: 1 - 31 of July
. SALES | L 30,000
" Less Cost of Sales L K . - -0 -
NET SALES . o / _ 30,000 (D)

Gost.of Goods Sold

Initdal Inygntory - _ B 10,000
- Plus:Purchases of Raw materials + 16,000 - R
Subtotal o 26,000
Less:. Final Inventory = 6,;300
Coat of Goods Sold ‘ 20,000 - __20,000(2)
'+Mar§ina1- Utility Z('n-{z_ﬂ : E _ : 10,000(3)
Otl:aer Reveﬁw & Expenses |
_ I.I.a.bor ' ‘SIIBOO
'Social,ﬁanaﬁta ) a 447
Personal Expenses - 4,700
Other Expenses - 1,800 ‘
. Interest . - 333 ‘
‘Other Revenue or expenses o -0 -
'I'otal.' Costs /#-f’”’" 11,080 - - 11,080 (4)
Yorofit .
A-++L;" C . . T (80

+ Net Sdles less Cost of Goods Sold
L) - (?; ;:;jmgg;nal Utility (3)
4 I mrgi;:mluﬁlity is greater than expensges
() S(4). = “Protit .
+++Ifmrgmaj _:;:til:lty':_ia less than e:lcpenales )

@)-(3) = Lons




' BALANCE SHEET

Company: Colombian Industries
. a S

| Current .
Cash on hand _ 8
Banks -
Loans to employees L . 110
Receivables _ 19, 600
Im‘rentoyly . = " 6,000
Short-term investments ' -0
Total Current Assets . ' __ 26,833 {a)
Fixed Assets |
‘lnveatrhent! | -0 - N
Machinery, equipment.‘ tools, etc. 30,000
TOTAL AéSETé 56,833(1) -
Liabilities '
Current
Accounts Payable : ‘ 15,783

Current Obligations 12,000

Total Current Liabilities ' o 27, 783(b)

Long Term
Accumulated Social Benefits

Bank Obligaticne
Finance Obligations

Others
TOTAL LIA‘BILITIES o 49,883 (2)

Capital

Beginaing Gapital

Profit/Loss previous years

Profit/Loss this yeaf {P&L)
TOTAL CAPITAL - 6,950(3)
Working Capital é‘iu;;‘ 42 ' (950) (c)

1+ 2=3=CAPITAL
a -'b = ¢ = WORKING CAPITAL




OBJECTIVES:

MATERIAL AIDS:

PROCEDURE:

ADDITIONAL, CONTROLS

By example show how auxi]iary systema must meet )

. particular needs,

Aidg 32, 33, 34.

. The following are three simple control syeteme, We
.urge all instructors to create similar ones to meet the

anxiliary control problems of the Micro Industzy,

Inventory Contrel - For the owner who wants tos.. -

. a) Study individual product movement

b) Have'a "Cost of Goods Sold" for each ’pr_o;luct

¢} Check against robbery
d) Control the amount of :.mrentories.

1. 1 "~ -Aid 32, This simple entry and
withdrawal system must be applied
fo raw materials, work in process,

.» finished goods, or all three.

1.2 ‘ " Itisas good as the people who make '
the entries.

Aid 33, Pestdated Check Control System

2.1 ) This simple system is only
applicable if the company has too
many checks to remember. -

2.2 It should 1nd1rect1y create cash
flow planning, .

Aid 34, Use an Auxiliary Cashg‘on Hand Book for the
company with a lot of cash transactions.

Make summary entries into the CASH Book at end oi
da.y.




OBJECTIVES:

MATERIAL AIDS:

PROCEDURE:

l-

ODI3 ENTRIES

™

To stinmia'te creativity in the application of mtﬁes and |
accounts when spplying odd transactions. .

Aids 35, 36.

|

Dividing Tnﬁts among more than o OwRer, - . ,"
X owners tak/e cash from the comp’any

on a monﬂ:ly basis, expense the '
‘amoutits ,,.(rom proﬂtn. Instead of ,
"Personal Expenses™ an account J
cal.led "Owners- Erpanus" would’
us/ed. !

/

i owners roihveut their proiits, ,

/liabllity account for "owners profit"
/ —/ should be opened. Thia might include
/" ¢ an individual account and summalry’

control section. .The entries would
be a debit to "Owners Expenses’
and a credit to the "Owners Profits"
account. No cash is interchuged.
|
Paumg postdated checks from cl.ients to suppliers. ; .'

2.1 : Credit "Payments from Clicnta"
Column and debit "Payments to
Suppliers" Column. Then make
similar entries in the Individual
Account and Summary sections of
the Credit Books. ;

2.2 . Again, no cagh fs ;;aasod.

Aid 35, Paying Workers or Creditors with product
instead of caeh,

| Aid 36, Another .auxiliary method to organize accounts

receivable when clients make payments in advance.’ :

4,1 To be used only when student cannot
master traditional approach.

4,2 Oiffere individual client cantrol w:thout

a summary.
0

Individual section for those who have_
advanced money.

‘Individual section for those who -o'we
money.,

Must add up individuale debts at
end of month,

44




Muet organize Account Book
a.ccordmgly v

Those who advance become abilities
listed among a.ccou_nts paydble.
‘The list of debtors is the accounts

. receivable,

v L

o




DESCRIPTION

&
o

= |

Accounting Interview
The Object of Accounting
Balance Statement ‘
Agsets = Capiiu;
Aggets - Liabilities = Cap:tal
Profit and Loss Statement
. Cost of Goode Sold
Trial Balance
Initiation Sheet .
 Definition of Debit and Credit
" Evolution of Debit and Credit
Transactions
Cash Voucher
Sales Voucher
Receipt . .
Diagram of the System
Cagh Book )
Guide to Accounting Entries
Cash Transactions
Credit Sales Book Sections
Credit Purchases Book Sectmns .
Credit Sales List -
‘Credit Purchases Lis{ .
Payments List :
» Loans to- Employees Sections
J Loans to Emplo;re!es List
Book of Accounts: ~Titles of
Account pages
Monthly Inventory Listing
Guide to Financial Statement
Elaboration
“Uninterrupted Working Capital Flow
Interrupted Working Capital Flow
Inventory Control
Control of Postdated Checks
Auxiliary Cash on Hand She@_ii .
Credit Payments with Merchandise
Alternative Acc/Rec Section

Do =3osth bW
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ACCOUNTING INTERVIEW

I

Company Pl . Owner

Address - ; "I:elephone

1,/ How did you start your business ?
. a. How many years ago .
b, What previous experience had you had?
¢. With how mmuch capital did you begin?
d. What factors have had positive and negative effects upon your business ?

Accounﬁ.ng

%« Have you paid an accountant in the paet? How rnnch?

b. What books, files; oxr account lista do you use”?

c. ' ‘What paper work do you use {(receipts, vouchers, etc.)?
d. Do you save receipts, vouchers, orders, etc, ?

I am interested in knowing the financial state and business policies of your
company to have an idea of ite condition and manner of doing business.

a, Where do you have your ba.nkaccount" More than one ?
= How mmch money is there in the accounfat this momnt?
- Have you borrowed money from this bask ?

Ie there a petty caeh system ?

- Who controls it ? .

- How mmch cash is kept on hand ?

- Do you use personal cash for expensen?

_ Is there a savings account? Where? °

- How much do you have saved?
Do you take funds out of the account? Why?
Amount of annual intereat?
/
d Cl.i.ents Receivables
- How many .firm clients do you have ?
. Where are they located?

Who payse transportation coata ?

Credit terms ?

*What percentage of sales are credit sales?
Discounts ?

Payment period?

How does this compare to thé industry?
Do you-receive postdited checks ?

What d6 you do with'these checks ?

- Wait till due-date?
-' Pay supplier?’
- Sell them to broker ? Rate of Commiea:on'?
Do you recefvs orders?

{ = Im money adyanced?
- What percentage?
- = Are orders met on time?

I

AID# 1. 1




Are there sporadic clients? ,
- all lIocals or from farther away also ?
- Orders? - .
- Postdated chetks?
iIs there productioz without firm orders ?
- Why? '
- What percentage ?
Are the orderg in amall or large quantiﬁes ?
Do you have salesmen ?
~ Commissjon policy ?
Base wage?
Travel expenses ?
- Percentage o all sales due to salesmem?

Do you loan money to friends?
- How mmch?

- For how long? -

- At what interest rate?

How many employees are there ?

~ -~ When are they paid ?
What social benefits do they receive ? 7
Is there much turnover? . o €
More than ‘one ghift ?
What are their hours? Overtime?
Paid by the hour or contract ?
Do you loan them money?
- Often?

- Are these loans reduced from then- sa.lary?

Do you.have investments ?
- Stocks. honda, certificates, etc, ?
* ~ Parts of other business? '

Fixed Asgsets
- What machines are there? Value?
-Tools ? Vaiue ?
‘- Plant
- Mortgage? Monthly payment ?
- Rented or loaned? Monthly payment?
- Do you have a house, car, farm, motorbike, etc, ?

Suppliers

Have you. firm suppliers? How many?
Where ?
Who pays transportation ?
Credit terms ? Limit? s
Do you pay them with postdated checks ?

. Are there sporadic suppliers ?:
- can you obtain credit? )

" =. What percentage of rurchases?
What materials do you surchase? % of total? y
- Which are gcarce? .
- Which have risen dramatically in purchase cost?

AID# 1.2

A




Domhave bank loans? Morethanone?
- Name of Bank
- Amount ? -

' Other finami{i obligatione ?
3 Finance Companies ?- Amount? Term?
- Private loan? Amount? Term? .

1. Are there reserves to pay social benefits ?
= How much do you owe your workers ?

m. Sales
- Which months have more sales?
- The least sales,?
- Your monthly average?
- Cap you immediately increaee your selling price to meot rises
in purchasing cosate ? v -
- Why not?

n. Personal expenses ?
- Do you have a salary?
- How mnch do you spend per week ? Month ?

a. Are there income or expenus ontaide of your normal buni.neu ?
- What kind?
- How much per month?







BALANCE STATEMENT

Company: . i Date:

Asgsets
Current

Cash on hand

Banks

Loans to employees
Receivables '
Inventory

Short-term investments

Total Current Assets
-Fixed Asgets

Inveastments .
Machinery, equipment, tools, etc.

TOTAL ASSETS
Liabilities
Current

Accounts Payable
Current Obligations

Total Current L{abilities‘ .

Long Term —

Accumulated Social Benefits
Bank Obligations :
Finance Obligations

Cthers

TOTAL LIABILITIES.

 Capital

Baginning apital

Profit/Lolls from previous years

Profit/Lofs this year £
(see P&L Statement) \

TOTAL CAPITAL

Working Capital . (c)
3 = CAFITAL

1 '.
a -'b = c = WORKING GAPITAL

=
=

2
b




CAPITAL
$ FE
PROPERTY
OF OWNER
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Now I have more...
‘But it's not all mine

R
PROPERTY
OF OWNER

[

_‘_,.

b

LIABILITIES
R
LOANS

A

o i
ASSETS - LIABILITIES
' y




PROFIT AND LOSS STATEMENT .

Company: Pariod:

Less Cost-of Sales

NET SALES

Cost of Goods Sold -

" Béginning Imventory - (el
Plus; purchases of materials /'’
Subtotal" Sy
Less: Ending inventory. _
Coat of Goods Sold

+ Marginal Utility (1 - 2) |

Other Revenues & Expenses -

Labor . -
Social Benefits . .
Personal Expenses iy
Othsr Expenses

Interest :

Other Revemies or expenses

Total Costs

“
Profit

+i+
Losa

+ Net. Sales iess Cost of Goods Sold’
(1) - (2) = Marginal Utility (3)
. ++ Ef margin;l utility is greater than expai;se_s
.. ) - 4) = Profit o
CHeE I marg'inal utility is less than expenses
(4) - (3) = I.I.O-ss u

t
i




COST.OF GOODS.SOLD -

Inventorjr - June )

-

Plus: Pnrchases"during‘ the réontl'lx\ B -

“Available during the tionthi

s “thygtory' June 30; 1976
Coat of © ;-ang'és -aq_lii""in.-f the

o P




‘ Company:

Cash on Hand

Banks .

Loans to employeeg
Receivables :
Inventory (previous month)
Investments

Fixed Assets

Depreciation

Accounte payable

Current Obligations
Accumulated Social Benefits
‘Bank Obligations :
Financi al Obligations
Others

Beginning Capital
Profit/Loss from previous years

Profit/Loss this year

Sales

Cost of Sales

Raw Materials Purchasps
Labor -, '
Social Benefits

Personal expenseés
Other expenses
Interest )

Other revenue Or expensges

TOTAL {Musat be equal)

COLUMNII .

————
———— — et
—————

(Profit)

(Profit)




INITIATION SHEET

To start the accounting system in your company, you have to obtain the following
information: ‘ g '

1. All clients and their outstanding debt.
Z. Al 'supplier:r; and the outstanding debt.
3. Al c:{eaitors and ﬂtei:“p_‘fy:n.ent schedules
a. Banks
b. Finance Corporations
¢. Individuals -
All fixed assets and theit value.
Employees and any loans out;mdjng.
6. Starting date of work for each employee.

Algo ... ‘ ’:__'t

1. The last bank statement and the outstanding balance at system's initfation.

2. All pending receipts, vouchers, orders, etc.

3. Apinventory at the value of raw materials (not labor) in:
a. Raw materizals
b. Products in process

¢. Finished Products

4




DEFINITION OF DEBIT AND CREDIT

A Transaction is an interchange of two things of value.

There is more of one thing while there is less of - another.

\ MORE (+) is a DEBIT

‘ LESS () is a CREDIT

[N




=

THE EYOLUTION OF DEBIT AND CREDIT
. —1 . . )

APPLES ‘ ' ORANGES

- ] . :
More (+) l':l-ess {«) . o More {+) Less (-)

\

]

i

* APPLES . ‘ ORANGES

. Debit {+) - Credit (-) Debit (+)

b

CASH ON HAND RAW MATERIAL SALES

! )
Debit \ Credit * Debit . Credit -

AID# 11
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o .. CASH VOUCHER

p

To the favor of

- For the sum cf

To purchase

Value $ 50.00

Date: November 6, 1975 -

Richard Coldstein -

Fifty dollars

Thread

Mike Mullally




SALES VOUCHER

Voucher NS. 17 . . Dite: June 30, 1975

Mr., _Davad Rosgon

Address _ 62 Walbridge Road -

- Payment Terms _50% down/the balance in 60 days

.- \ !
Article ' Unit Value] Total

Boys Shirns Ref. 3212 ‘ 1.00 $ 6.00

-

Boys Shirts Ref. 2406 1. 00 12. 00
“.’

Paid $9.00 Balance $9.00

Check A Cash

Leslie Dow




REGEIPT

NATIONAL FURNITURE

P

N
by

City: _ Richmond

"\

Received from Robert Moellar

The sum of Two hundred dollars

Purpose __ Round livingroom table

Paid _ $200.00 __ Balance _$100, 00

Check Cash__ X | Sup. Rgf Cramer

AID# 15




DIAGRAM OF .THE SYSTEM

First Step
Save all vouchers and
receipts

Receipts & Vouchers ‘ . Vouchers

Second Step

PAN— . 3| Gredit ‘and
) Daily Entries . Auxiliary Books

f.
I

/

/

Aécounl: Balances . Account Balances

/

Third Step
Book of Accounts

Register every month .

Take inventory

A;count Balances

i)

qurt_&h Step
Trial - Balance

“Every month

N

Account Balances Account Balances

P —

Fifth Step

Fitl out
monthly

Balance Statement Prefit and Loss

Statzment

o4 . AID#16
64 S
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- GUIDE_TQ AGCOUNTING_ENTRIES

Save all receipts, vquéhera, orders, etlc. together by date with a paper clip.
Every tré.nsaétion must have pape:? work as evidence.

1n each transgction debits equal credits.

A}way; write entries from left to right.

Sales are entered at the date of del.i\;ery. |

Cagh transactions are entered in the Cash Book..

Credit transactions are registered in one of the two ci-edit books: '
Sales or Purchases.” |,

a. Inthe Amount Section,

b, In the Individual Account -Séction.

¢. In the Sumi;na.gr“ Section. Co. N
Advances (monejlr_ received before delivery of merchandise} and ééyments-
(money received after merchandise delivery} are registered:

a, In the Caph Book.

b. In one of the credit books: Sales or P}t_rci;'ases. :

1) In the Individual Account Section
2} In the Summary Section. )

N

After entering the transaction, file the paper work,’,

AlD # 18
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CASH TRANSAGCTIONS

.
Payment from Bob's Shop
Receipt # 100 - $1,000

Purchase of glue and nails for $500
Paid with check # 198612 )
Voucher ¥ 864

_Paid rent with check # 198613
of $1,800. Receipt #374

Cash sale of $300, 06 .,
Voucher # 200 ' \

Deposited $1,300 in the bank. Receipt # 18345
Loans to employees I'
Cash voucher # 76 for $60 T

Recéived a payment from Fashion First of
$2, 500 that was deposited id the bank
Receipt # 101

]
Payment to Stan's Hardware, $2,000, w:lth
check #198614. Reciipt #098

Labor costs of $750 discounted to $600 with
check #198615 due to loan payments of $130
and Social Security payments of $20./
Voucher # 77 /

Paid Social Security $467. 00 with
check # 198616, : /

Payment {rom The Ideal Storé. /
Receipt # 103, $8 500 that was déposited in
* the Bank,
: !
Paid to Zappa-and Sons with cl'reck # 198617
for $1,117. Receipt # 0278, |




- ) CREDIT SALES BOOK .

NOTE: Reproduce without numbers for the leason.

Amount Section

Description . | Voucher Bzlance

Ideal Store 011
Faghion Firat 012
Bob's Shop 013

9,000
12,000
26,000

Individual Account Section

THE IDEAL STORE

Description . Voucher Sales Balance

. -0-‘
Sale , 9,000 1 9,000

Initlal Balance ' 3T
Payment 500

FASHION FIRST

Deacription ' Youcher Sales

—— —

In;itial Balance

- Payment 101
Sale . 012

BOR'S SHOP

Description Voucher Sales Balance

Initial Balance
Payment
Sale

2,100
1,100
15, 100




Cheg\l“:\ i

Voucher K

Sales

Initial Balance
Bob's Shop
Ideal Store
Fashion First
Fashion First
Bob's Shop
Ideal Store

——

9,000




CREDIT PURCHASES

NOTE; Reproduce without numbers for the lesson,

Amount Section

B

/‘_/ Supplier | Voucher Purchases Returns

Zappa & Sons | 016l 5,700

Stan's Hardware| 038- ' I §00

Individual Acc ount Sectic;n '

STAN'S HARDWARE

Description Voucher {" Purchasge Payme 1t Balance

_Initial Balance—|— o
| Payment 098 . 2,000
Purchase 038

-—

r

ZAPPA & SONS

Description Voucher | Purchase Balance

Initial Bzlance 3, 4ﬁ0
Purchasge 0161 5,700 9,100
Payment 0278 ) _ e 983

Summary of Accounts Payable

—

Supplier Voucher | Purchases Payments Ba ance

- Initial Balance o . ‘ 5,400
Zappa & Sons 0161 5 700 11,100
Stan's Hardware 098 2,000 100
Stan s Hardware 038 7,800 ' 16,900
Zappa & Sons ) \02?8 ] . 1,117 15,783

"

AID # 21. 4

AID # 21




_GREDIT SALES

Sold to the 1deal Store
$9,000 credit - Voucher 011

Credit Sale to Faghion First $3.000,
Voucher 012 4

Sold Bob!s Shop with Voucher # 013,
$14,000 with a term of 12 months.




CREDIT PURCHASES

Bought from Zappa & Sons with
Voucher # 0161, $5,700in
raw materials.

-

Purchase of raw materials f{rom Stan's
Hardware - $7,800 - Voucher ¥ 038
with a term of 3 months.




S YR

PAYMENTS

- Paymeht from Bob's Shop - Receipt # 100
for $1,000,

k3

Received payment frpm‘Fashion First for
$2,500 that was deposited in the Bank,
Receipt # 101 o

Paid Stan's Hardware $2, 000 with
check # 198614. Receipt # 098.

Payment from The Ideal Store -
Receipt # 103 for $8,500,

Paid Zappa and Sons $1,117 with
check # 198617 - Receipt # 0278,




LOANS TO EMPLOYEES

NOTE: Reproduce without numbers for the lesson,

N
-

Individual Account Section

ANTONIO LOFASQ

Description Voucher Loan

Initial Balance
Loan ~
Discount

’

CHIF CHANDLER

Description - Voucher Loan . Payment Balance

Initial Balance ' 60
Loan ; ' 90
Diacount ) B8O 10

AID # 25,2

‘Su-mmarx - loans to Employees

wil

Description Vouch-qr Payment Balance

. Initial Balance ) . ' _ 180
A, Lofaso . 76 210
C. Chandler “240
A, Lofaso - 50 190
C. ‘Chandler 80 110

AID # 25,3
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LOANS TO EMPLOYEES

Loaned $60 - Cash Voucher # 76
- $30 to Chip Chandler
$30 to Antonio Lofaso’

Labor Costs of $750 - Diascounting
Voucher # 77 for $130.

$80 from Chip Chandler

$50 from Antonio Lofaso




BOOK OF ACCOQUNTS '

Title of Accou.nt‘ Pages .

CASH ON HAND

Deposits  Withdrawals

Initial Balance
Squared

1,900 1,860

" .

BANKS
Daposits

Withdrawals

l.i:iﬁa.; Balance
Squared

17,800 19,467

LOANS TO EMPLOYEES

Loana - Discounts

Balance

Initial Balance
Squared

60

180
110

ACCOUNTS RECEIVABRLE

Credit Sales Paymeonts

Balance

Initial Balance \
Squared

26,000

123400

5,600
19, 600
Y

Raw Material

INVENTORY
In Procesas

Findshad Goods

- 2,000
1,500

3,500
3,000

4, 500
1,500

INVESTMENTS

Investments Liquidations

Initial Balance
Squared

AlD # 27.1




Purchases

30 | Initial Balance ™
3 1 Squared "? -0-

+ 4
[ ]

DEPRECIATION (Each Year)
' . Yoar

.

ACCOUNTS PAYABLE
Cp' 3t Puymnt. .
Purchases

L3

13,500 3,117

CURRENT OBLIGATIONS
Loans Liquidatians

Inttial Balance
Squared . -0

-

ACCUMULATED SOCIAL BENEFITS {6 months)
. incrpases Liquidatons

Isitial Balance
" { Squared

- BANK OBLIGATIONS
Loans Liquidations

initial Balancs
Squs red ) -0- ‘ -0-

FINANCE OBLIGATIONS
Loans Liquidations

Initial Badance
Squared -0- 1,000

AID # 212
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OTHER OBLIGATIONS -
Loans . Liquidations

Initial Balance g o
Squared -0.

BEGINNING CAPITAL (at initiation of system) {

-

Permanont Balance

3

Accuomlated
»

! . -o-l
/

. / :
PROFITS/LOSS - This/Year
! ' Profit Loss Balance ~

« Loss (from P & L State- 1,080 (1,080)
- mont)

-~

. -

SALES
‘Cash Credit . Total Accumulated

43000 26,000 1 30,000 .30,000 °

COST OF SALES |
" Commisslons Discounte’ Total.  Accumulated

-o-c -o‘

PURCHASES OF a;w: MATERIALY
Cash . Credit Total . Aceurmulated

2,500 | 13,500 | 16,000 16,000

~

81




SOCIAL BENEFITS, =~

Conat of
. Benelits

Paymonte -
from workers

Balanée

467

20 47

-

47

SALARY AND PERSONAL EXPENPITURES
- ~ Month

4, 706'/

¥

omize sfPmEs

‘ -G’en@:é‘l_ Coats Transport

" 1,800 -0- 1,800

[

 INTEREST PAYMENTS
: . Month

‘Accumulated .

333

333

T
-

OTHER INCOME OR EXPENSES ( OUTSIDE}

Incomae Expcnie Balance

o
Accumulated

:‘0-

)

:0- -o-a

-o-

po. - T

+

L

COSTS OF COODS SOLD
- Month

Accum;ﬂnmd .

Tin

From P & L Statement , 20,000

20.000
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GUIDE TO FINANCIAL STATEM:ENT ELABORATION

Cn the iast day of the month:

1.

2

Take an i.nvenfory of raw materials, goods in process and finished goods.

et

Close the Books
a. Square the Cash Book
b. Close the Amount Sections of Sales 2nd Purchases

c, For the next month, leave a few spaces and begin Cash Book
and Amou.nt entries once again.

To construct the Statement:

I.

2.

Pass 211 the ending debit'and credit balances from the Cash Book
to the Book of Accounta. . "

Pass the balances from the Amoant SectiorBof Sales and Purchases
to the Book of Accounts.

Calculate the balances of the accounts in the Bock of Accourts liko this:
Cash on Hand . '
Date Deposit . Withdrawal Balance

30 Irnitial Balance T 250
31 Squared 1.%00 1,860 2%

Initial Balance 250
+ Deposit" + 1, 900

——

2,150
- Withdrawal - 1,860

/ Final Balance 290 .
Compare control account balances {Cash on Hand, Banks, Accounts
Receivable and Payable, Loans to Employess) to the balances in the
Book.of Accounts,
a. Tney ahould be equal
b, If not eq\al proof read and correct the entries.
Paesns all balances from the Book of Accounts to the Trial Balance,
a. Usge last month's Inventory
b. Columna I and II muet be 8qual.
If they are not equal:
1) Review ﬁxe balance entries checking the numbers carefully.
2) Review the mathematics.

3) Make sure you have included every account.

Pass the Balances from the Trial Balance to the Profit and Loss Statement
and tbe General Balance Sta.te.ment. ) -

85 AID‘ # 29




UNITERRUPTED WORKING CAPITAL FLOW

CHARGING THE BATTERY

Raw Materials
Labor

eneral Expenses
Vet Ecxpens 8,

- PRODUCTS

. ¢ Cash .+ ;

Banks
ohee/ Rec/ BATTERY

'
¢Iinventofy .

vI nve stma‘am'!

f

REVENUES

o e - om

GENERATOR

The BATTERY of Currert As ets ignites and charges the motor of produc.
tion with its funds. Finished products are then produced and, if sales-are '
generated, reveuues and theu' accompanying profits recharge the I:oatten'jdr

of current asset%

Mre are ’nfﬁcmnt sales and a profit, there is no drain upon the battery
and a‘healthy working capital is maintained indafinitely. .
Ve .




< QCash
o Banks s{
.Accounta

o Acc/Rec- _
\ Payable
o Inventor + §
b4 - .

o Investments

REVENUES

ROFITS’

1]:0{ SALES ‘

GENERATOR

Any accessories drain energy or funds from the Battery of Working Capital

without recharging it,

yd




1
ot

'INVENTORY CONTROL - PAGE EXAMPLES

RAW MATERIAL A - UNITS
Deposits Withdrawals |

Balance

Initial Balance
' ' 40

60

80
120

20
80

RAW MATERIAL B - POUNDS

Balance //

Deposits Withd raivalg

Initial Balance . -
90

50

=

e
30~
120 °
/85

'/ 5

55

.
-
-

RAW MATERIAL C - GALLONS
Deposita _Fithd_rawalé

Balance

Initial Balance

. PRODUCT A - UNITS
’ Deposits Withdrawals

Balance

Initial Baiance
135
100

350
2i5
115
165

PRODUCT B - UNITS
Depoaits Withdrawale

Balance

Initial Balance .
' 150

T 85
235
185




l

CONTROL OF POSTDATED CHECKS

»

DUE

DATE

Description

Check

July

Numbe r{Date [Amount

Date

August

Amount

September

Date

Amounj:

Stan's Hardware
Shoemakers Coop.
Ron's Meat h%a.rl;et
Patrick's Furniture

Patrick's Furniture

198618
198620
198 624
198625

198626

1,000

2,800




AUXILIARY CASH ON HAND SHEET
ﬁ‘ .

Doecription - | Deposit Withdrawals

Initial Balance

Sale

Coffea

Purchase of glue

Sale

Sale

Loan to a wortker

Paymant from the Ideal Store
Grocerics

Deposited in Bank

\ TOTAL

s

Summeary of account entriess

Sales 145
Paymonts 3,000

Poraoan)l Expenson
Raw MatoeTials
Loan to omploynes

Crodits 3,145 Deponita

Dablts

ALD # 34




CREDIT PAYMENTS WITH MERCHANDISE

Transaction: ‘ Paymant to Bob'a Store with $1,000 :
in merchandiee. July 13, Receipt # 150

1

Entry: lat,

CASH BOOK

Description Receipt Soles Payment to Supplier-]
No. | (Credit Account) ﬁ {Debit}

Paymant to Dob's Store 150 1,000 ' 1,000

Entry: 2nd.
CREDIT BOOK: Purchases
a) Reduce the Individual Account Section

b} Reduce the Sumumnary

+
i




Altermtive Accounta Receivable Auxilinry Organization far those with client
advances on orders.

CREDIT BOOK

AMOQUNT SECTION: .
An before, sales likted at time of delivery.

INDIVIDUAL SEGTION

Now divided {nto twe sections (all advances and pay-
ments are firet entered into the cash book).

ADVANCGCES

Glients Order Delivery Advances

Long John's ($1,800) ‘ 800
Long John's : o0
Delivery . . 200
The Intropid ($2, 200) 800

DEBTORS

Date ‘ Clients - Delivery Payments B::::ii‘ "

Aug. 15 Long John's - Delivered X . 500

Aug. 20 Final Pay ment - ' -0 -

SUMMARY SEGTION: ELIMINATED

ACGOUNT BOOK
AGCOUNTS REGEIVABLE

DPabtore

Initial-Balance
From liat

ACTCOUNTS PAYABLE
+ +

-

Date Ax"ﬂ{‘c“ ggcdﬁﬁ son | Paymenin

Aug. | Inttial Balance
Aug. 3]

g o
ARO Aoy




Since 1961 vwn the Peace Corps vee ciwated, mte than 80,

a5 Wolunteers in developing countiies, living and working arong the
an COMOKIBTS .

to held strengthen locsl capacity to addrwes ouch
production, vater supply, snevgy dw?lowmt. mte

wovid as colleaguas

reforestation.

Lovet hiller kippe, Dirwctor -
Bward Curtan, Daputy Director Dealgmate
fichard B. Abell, Director, Oftioe of Program Developrent

Poace (Drps overneas of £icest

BELLIZE
.0, Box 48 -
belize City

HENIN
b
Lotona

BOTYWANA
£,0, Box 93
Gaborone

CAMEMOON -
Ho
Faworwe

CENTRAL AFRICAN
REMULLIC

3 T
fan §

OUSTA NICA
RNartaoe Posrs)
1266 '
San Joee )

MM CAN K PULLIC
| Apartaoe Postal
L1414

Sahta Doingo

EASTURN CARRIBRENN -
Tnciudthgr Antigus
Barhados, Grons’s

Montaerrat,

s, Kitra-Nevin,
st Lacia,S5t,

T Vincent, DoMANICD
‘trin Court™ .
Bishops Court hill
P.O. Hox §96-C
Hridgetosm, Barhados

ECUAXOR
CaslliTa 03%-A
Quito

F1JI
F.0. box 1094
Suva

GABON
[
Librweville
GNBIA, The
F.0. bor 3R

Banjul

GHANA
$.0. hox 3796
Accra (North)

CUATERNALA

ta Avenida | 14
ifona 2
Guaterala

HONTURAS
Apartaco Posal
C-51
Tegucigalpa

JAMAICA
] MBSOV Averoe
Kirgeton 10

KENYA
F.0. Box Jus1a
Malrobi

LESOTHD
F.0: Box 554
ety

LIBERIA
Box a7

Honrovia

HALAK]

ox 208

Lilongwe
HALAYSIA

T77 Jalan Raja Puds
Kuala lumpur

MALL

.
Nounkchott
MICRONESIA
S;tpm. Mariana
talands

HORUOCO
T, fanquat Renzerte
Rahat

- NEPAL
F.0, Box 813

Kathrancy

KRIGER
W03
Niarey

AN
0. Box K6
ol et 1

PAPUA NEW CUINEA
atde g
Boroko

PARAGUAY
i Arerican Brbassy
Asuncion
PILIPPINES

Manjla

RRANTA

‘¢fo Nerican Mn‘nw. ;

Kigali

SENEGAL
P 53 .
Dakas

YCHELLES
-Box oA 4
victoria

,000 U.5. citizens have served

2 of the Third

Teday 6000 POV ame involved in progries designed
fundspental concerme as food
ftion and health sducation axd

T7 501 Sorprasong 2
Petchiurl Road
Rar. kol 4

OG0
BF 5194
Lo

4ONGA
oYy
Nuku'Alofa

TUNSIA
E-"n .s;
1002 Tunin-Belviore
Tunie

UPPER VOLTA -
.ﬁ EYT-Samandin
Cuagadougt

HESTERNY SAMOA
.0, fox
Apia

YENEN
7.0, Pox 115)
Sansta

ZAIRE
BF 697
Kinshasa




