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Official Report of the State Technical Committee for Accounting

Prepared by: Claudia Jensen, Specialist
Business, Office and Marketing

I. Background and Summary of Activities:

A. Background

A group of people from business and industry were selected to serve
on the State Technical Committee for Accounting to meet federal law
requirements. Business and industry participants were asked to
validate task inventory listings performed by entry-level,
retention level, and advanced level by an initial mailing to be
completed as an activity prior to the first committee meeting (see
attachment A).

1. State Technical Committee for Accounting
a. Employers from relevant businesses and industries which
represent the occupations being reviewed. (Four to seven
members)

1) Jane Andrews, Bookkeeper
Sel1f-Employed
. Self Employed Bookkeeper

2) Jim Eveson, CPA :
Eveson, Snyder and Lincoln
Small Accounting Firm

3) Jeanie Nebeker, Bookkeeper
Connie's Moving and Storage
Bookkeeper/Many Agencies

4) neorge Ormsby, Jr.
Freightliner Corporation
Trucking Company

5) Rosemary Venne, Paraprofessional
Number$ Plu$ Bookkeeping Service
Small Business

b. Members of trade or professional organizations which
represent the occupation being studied. (Two to Five
members)

1) Jackie Babicky, CPA
Member of Oregon Association of CPAs
National Association of CPAs

. 2) Joyce Vandehey, Sr. Accountant
Don Riggs, Sr. Accountant
Deloitte, Haskins, and Sells

American Institute of CPAs

R)
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c. Organized labor is not applicable

d. Other persons may be appointed based upon some particular
expertise as relates to the occupation being studied.

1) Jan Stennick, Instructor/Publisher
Clackamas Community College
Community College Instructor/Publisher

e. One representative from each of the following groups will
serve as an ex-officio member:

1)  SECONDARY VOCATIONAL PROGRAM
John Sprenger, Instructor
La Grande High School

2) COMMUNITY COLLEGE VOCATIONAL PROGRAM
Greg Harpole, Instructor
Lane Community College

3) HIGHER EDUCATION/VOCATIONAL TEACHER PREPARATION

Jim Schoelkopf, Instructor
Eastern Oregon State College

4) SACCVE REPRESENTATIVE
Alden Knapp, Exec. Director

B. Summary of Activities
1. On August 19, 1986, the committee met as a group to:
a. Compare the assessmenf of ski1ls and produced a validated
task inventory listing with an equipment and tools 1ist
needed for the performance of the task.

b. Validated performance guide to match validated task.

The committee met on October 20 and 21, 1986, and used the
validated task inventory to:

r

a. Identify occupational title, duty, task, and performance
guide.
b. Validate performance objective with performance guide

C. Adopted Arizona State employability skills at three
occupational levels in the three areas of math,
communicative arts, and reasoning.

3. The committee met on November 15, 1986 to revise and complete
the rough draft copy of task inventory, performance guide,
employability skills, and essential knowledge needed for
entry, retention, and advanced levels of the occupatioral
titles identified.




II. Identification of the Occupations Studied

A. Occupational Titles

1.

The initial assessment of sxi11s inventory was taken from the
following vocational titles:

Accounts Receivable Clerk
Accounts Payable Clerk

Bi1ling Clerk

Credit Clerk

Purchasing Clerk

Accounts Payable Supervisor
Accounts Receivable Supervisor

The committee identified that in most organizations there are
five major accounting jobs:

Accounts Payable Clerk
Accounts Reveivable Clerk
Fixed Assets Clerk
General Ledger Clerk
Payroll Clerk

The committee based the performance guide on those five jobs.
In addition, ten major duties, which include the task
inventory, were identified as six for entry level, six for
retention level, and four as advanced level.

The six entry and retention level duties are:

Maintain records: "maintain files"
Journalize and post: ‘'process transactions"
Correct errors

Prepare business forms: “"prepare reports"
Resolve problems

Communicate with outsiders

The four advanced duties are:

Audit records
Establish policies
Execute policies
Supervise and instruct

B. Labor Market data and trends

1.

Projected employment for 1991 for the accounting occupation
include: CIPS Title Classification and Data

° Accountants and Auditors 7,461
(] Accounting Clerk 12,125
° Bookkeeper Hand (1 & 2) 12,820
. Payroll Clerk 2,246
0 Bi11ing Clerk 1,529
° Cost Estimator (Purchasing Clerk) 1,492



2. The current trends for the accounting occupation are an
increase in Job opportunities in all areas of the profession.
Employed women in the accounting area is on the rise and will
continue to increase. Computer applications related to
accounting procedures and manipulation of data will continue

to improve the efficiency of the accounting field.

III. List of Competencies

Each occupationai title is cross referenced to its duties and specific

tasks. The tasks have been numbered using the number on the

corresponding performance objective.

0 Initial task inventory - Attachment A

° Duty, Task, Performance Objective - Attachment B

IV. Employabilicy, Essential Learning, and Basic Skills

A. Employability Skills
The committee adopted the “"Arizona Employability Study" is Math,
Science, Communication and Responsibility. They suggested Oregon

adopt and use these skills in their statement of required
competencies. (Attachment C)

B. Part of the Employability Ski11 1ist was cross referenced to
Oregon's essential learning and basic skill. (Attachment 0)

V. Attuachment A

Comments:

Business and Industry participants worked together in a dedicated and
enthusiastic effort to produce the attached documents. The preface to the
performance guide clearly states their intent and purpose for classification
of job titles and format.

11976661V



ATTACHMENT “A"
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OCCUPATIONAL INVENTORY: MEMBER BACKGROUND INFORMATION
DOMAIN:
Name e
Street Address o
City State lip Code

Phcne Number

Job Title

How long have you held the job title marked above?

Years Months

How long have you worked in this occupational area?

Years . Months

Jh/4387V



Snli.L INVENTCRY

Lirection Sheet

Directions: Please place a check (V/) in the space provided fer every Luse
performed on the job for the titles listed regardless of how freguent

job i3 perrormed. Add any taske which are not listed on the bettc

st in ench duty area.

hext place a check (V) in the appropriate space indicating i the tasw o oan
entry ievel sxiil, a s«ill necessary to retain the job (retenc :
”m

O

ERIC BEST COPY AVAILABLE

Aruitoxt provided by Eic:



Technical Committee ACCOUNTING - SKILLS INVENTORY Menber

Job Titles Accounts Payable Clerk
Accounts Receivable Clerk

Billing Clerk
. Credit Clerk

Purchasing Clerk N

Accounts Payable Supervisor/Accounts Receivable Supervisor Skill Level

- | E

51 ¢

Outy | Task Currently | | 2 &
No. | No. Duty or Task/Skill Done on Job | = | 2| 3

. w [«4 <
1. AUDITING RECORDS sl

1.1 Audit Accounts Payable/Receivable Computer Records 1/

1.2 Audit End of Month Accounts PayabTe/Receivable Totals / !
1.3 Audit Payment of Purchases on Account / }
1.4 ‘Audit Statement Sent to Charge Customers | /| T
.5 Audit Work CompTeted by Accounts PayabTe Employees i A
T.6 Audit Work CompTeted by Accounts Receivable Employees = i
T Compare Invoice Received with Accounts Payable Records ]j7fy”‘if"f
1.8 Compare Payment Received with Receipts or ; ,/l : —
| Ramittance Stubs _ -“{:_l_?7
e
N R
i
: S — — g p—b o
2. COMMUNJ CATING WITH QUTSIDERS S
2.1 Accept Payments on Account Made in Person N
| 177 Assist Customer with Credit Application Tz T
. }t 2.3 Check Credit Rating of Credit Applicant T }
2.4 Communicate with Bank Concerning NSF Checks o
B 2.5 Conmunicate with Charge Customers CToncerning IRr2s
Complaints and Requests .
2.6 Communicate with Credit AppTicants Regarding V2
Acceptance or Rejection T
2.7 |- Communicate with Creditors Regarding Complaints ‘"“f'"{"'ﬂ
and Requests T T
EEE N Communicate with Creditors Regarding Damaged ~“} 1T
u Goods Received T
**** 1779 Communicate with Creditors Regarding LoSt SHipments -4 0
| __|¢-T0 ] Communicate with Delinquent Charge Customers 7 ] 2
_ 1211 Inform New Customers of Credit PoTicies PARREN
1 2.12 Obtain Information for Purchase Order J ‘
C T 7.3 PTace Order for Merchandise 1 v !
2. 14 Provide Request Credit Information on Charge IV }
u Customers . |
_12.15 Verify Credit Reference of Credit Applicants oV
2.16 Verify Freight Charges 2R
- 2.17 Contact Customer Regarding NSF Check “_+;fi““l
| S
1 \ "‘I o
- S
- i
@ -
— k|

- —_—t— -
. -
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Technical Comittee _ACCOUNTING - SKILLS INVENTORY Member

Job Titles
Skill Level
e e
] lE
: °lE
Outy | Task Currently | | 2| & |
No. No. Outy or Task/Skill Done on Job | S l g3
< v . O .
i [ 4 H
3. CORRECTING ERRORS IN RECORDS — g - L2
3.1 Correct Accounts Receivable Error in Journal !~-4,7r~
3.2 Correct Errors in Journalizing ACCOURT Payable 7 2
3.3 Correct Errors in Posting Accounts PayabTe ! (Rl Sl Rt
3.4 Correct Errors in Posting Accounts Receivable A
L 3,5 Correct Inaccuracies of Purchase Invoice 72 S
; 3.6 Correct Inaccuracies of Purchase Returns and A
Allowances T
3.7 Correct Inaccuracies of Sales Invoice 2R
3.8 Correct Inaccuracies o+ Sales Returns and ATTowances e
13.9 Reconcile Bank Statement on Company Account Ty
| L P e e e e
| ! l T e
! s b
!""""‘.’ —— b P .
1 : .
&1 T ESTABLISHING POLICIES -~ : e
| ___ & T T "TEstablish Company Credit Poli.i6s , - ~z—7.
- 4.2 | Establish Company Policy for Writing OfF Bad Uebts T A
L3 Establish Company Policy Redarding Damaded_Goods e
] _ Received R Ea i
; - ESt??;!ShDCO"‘Pa”)t’ 2011% Regarding Payment Invoice K o
[ within Discount Period. i I
,_’ib: i “Stamﬁh Company Policy Regarding Return of Goods . '~ '~
T T TReceived T
. _|4.6 . Execute Company Credit Policies e B R
; 4.7 1 Execute Com Bolicy R ‘ s
b oe—n ol hXecule Lompany Bolicy Regarding Damaged Goods . i
L. ; Received T o
L———-'4'8 ' Execut(_e Company Policy Regarding Payment of torr e
S Invoices Within Discount Period T e
%9 1 Execute Company Policy Reqgarding Return of Goods | I
R Received T A
) | « § b e ey
oo t
! ) [ O G
'},g._mz i - : - ! R
y ) S
L2 |JOURNAI IZING/P,STING ENTRIES R
+-—-+2.d__i__Journalize Dishonored Checks from Customers e
c——.2.2 + _ Journalize Payment on Account e
: __ﬂf;S‘l_;___Jmu:niLizp Purchases on Account v b
—o— 2.4 1 Journalize Purchase Returns and Allowances v
L _};3.5 ~4-—Journalize Receipt of Payment_on Account 1___3_./
| 15.6_  Journalize Sales on Account : — A N
|« o—i2:d_L__Journalize Sales Returns and Allowances_ | VA
o 2.8 Journdlize Writing Off Bad Debts [ [ "”’i L 1

ERIC 11




Technical Conmittee ACCOUNTING - SKILLS INVENTORY Member

Job Titles
‘ e
| Skiln tever |
T T
&l ¢
Duty | Task Currently ~; 2! ‘3'
No. | No. Outy or Task/Skill Oone on Job | = l g ! 2
£ &8
5.9 Post Dishonored Checks to Customer's Account —— _:f./:_J ‘
9.10 Post _Journal Totals to Accounts Payable/Accounts IR
Receivable Control Accounts AN
T Post Payment on Account to Subsidiary Account |
; 512 | Post Purchases on Account to Creditor's Account — f— "':'_(’: T
| 5. 13 Post _Purchase Returns & Allowances to Creditor's '____:'""": T
L Account ; T e
_15.14 Post Sales on Account to Customer’s Account ] YT TR
5.15 Post Sales Returns and Allowances to Customers R
i L Account TrLATT
15.16 Post Writing Off Bad Debts to Customer's Account A
—— - — e el .y
| S
B S S (R
6.  MATNTATNTNG RECORDS - m b
L“"fé'.i"_ Maintain FiTe of Charge Customers ' Names - N f"“f ‘
R and_Addresses T
_....p:¢_ I Maintain File of Credit Applicatinns RV ST
6.3 1 "Maintain File of Items Transferr-ed Between ) T
o ' Departments T T
6.4 Maintain File of Purchase Invoices 2
| 16.5_ | _Maintain I'ile of Purchase Order copies e
[ 6.6 - "Maintain File of Raceiving Reports T o f}','/f '
b/ Maintain File of Suppliers’ Names & AddFesses T
T 16.8 i Maintain Summary of Freight Charges ? L -
L. 16.9-, _Maintain . Summary of Purchases_ _ B IV
. 6 101 Maintain File an Fixed Accetc ———— / :
i R — e e S
i i . tum T
7., ___|SOLVING ACCOUNT PROBLEMS ‘ SRR
; L) Approve New Charge Customers AR
L ;7 2 | Authorize Charge Customer's Purchases _.1 A
7.3 Calculate Amount Owed by Customer ] AN
! !4 | Determine Amount Owed to Creditor _____,?v_’_wz o
| ____11.5__ . _ Determine Uncollectable Accounts Receivable e
‘ _ .6 Determine When to Order Materials by Checkina LS
S [nventory Records L
. —-.i.7_ | Determine When to Order Materials by Physical Check A
LA Establish Date to Pay Invoice . A )
b3 Identify Cost Variances on Raw Materials b
. L :T_:T_TJ_ Verify Credit Limit of Charge Customers } _[ AN
U S : —_ — - . - I
S . T ISR




Technical Cammittee __ACCOUNTING - SKILLS INVENTORY Membor

Job litles
!r;;m Leve 1.‘
r T - I R e
| - lré !
Outy | Task Currently i - | "E‘! ‘2 i
No. ! No. Outy or Task/Skill Oone on Job: i-; ! g ! g ;
w i i
e PERFORMING SUPERVISORY & TRATNING FUNCTTOUNS ' “'?“-_'J'! SR
L 18,1 Evaluate Accounts Payable tmployees in Company [l !'“’i"?
R Policies R
8.2 Evaluate Accounts Payable tmployees in Company's L
! ' Accounts Payable Procedures ' T T
L 8.3 Evaluate Accounts Receivable Employees 1n | I At Rl
L L Company Policies ! R =
8.4 .  Evaluate Accounts ReceivabTe Employees 1n f ﬁ e
t—“ i ' Company's Accounts ReceivabTe Procedures A AL
i ‘3.5 Instruct Accounts PayabTe EmpToyees Tn_Company - T T
: 3 Policies e b
NGN: Instruct Accounts PayabTe EmpToy€es in COMPany 3 [~ ==~ ="t -
| { k Accounts Payable Procedures T T
+—_.b.7 i Instruct Accounts Receivable Employees in St
P Company Policies | ;" Ve
| 6.0 |___Instruct Accounts Receivable EmpToyees 1N Tolipany "y R A
L “;x____% Accounts Recejvable Procedures .. ,,.___'7
'L____E‘U 9 —i—— Instruct Fmployees in Correcting Accounts i _ L .
e __+ Beceivabhle Errors in Journal P RS
L4810 Instruct Fuployees in Correcting Errors in | e
N R Posting_Accounts Receivables R .
} L1l | Instruct Employees to Correct Accounts Payable ! c .
A O | Errors in Journal U S S )
o212 Instruct Employees to Correct Ervors in Posting
e [_ % Accounts Payables sl
- "“"f" . - — _ R ! : f
b b —-—-;— —t —_ = - - n
5. T T PREPARING BUSTRESS FORMS e S A
9.1 | “Prepare Bank Deposits i SN N
i ..89.2 " Prepare Check for Payment — — ST
| 9.3 77 " Prepare Check Voucher — T o P
9.3 Prepare CoTTecFion Reports Tz T
S ) Prepare Correspondence on Accounts I "____, Tt
! Payvable Discrepancies ‘.._-- e L Y r
[ —_ " 96| Prepare Credit Metno _ N
oo w9 i Prepare Customers' Statements —— L _ _' Ve e
i __{9.8 ' _ Prepare Debit Memo AR
P __19.9_ | Prepare Inventory Inpul Information ! i,
Lo 19.10 Prepare Invitation of Bid Forme l s
» _ _.9.11  Prepare Purchase Ordcr T T .
L _19.12. Propare Schedule of Accounts Payable/Accounts T T
: | _ i ___ Receivable _ - T i ! BV B
| (9.13.  Prepare Use Tax Informatmn [ | __i Vo '

i - . = r—— & = 2 s e . e e ——— e

{3




Technical Caumittee _ ACCOUNTING = SKILLS INVENTORY L Memer

Job Titles __
. ibkill fevel
i _ L ey, .
| T
! | & §
POuty | Task | Currently | >; {j‘ g
No. No. Duty or Task/Ski\l l00nc on Jub TS 8 ‘ ‘
| SN AT T O
} cemmnen —_— —_— J— ——— e e e e e - 4.
P i TS v :
llr_.,,___}________ _— .,!.____._ — e =
Mo COMPUTER APPLICATIONS T T T T e ey
0T Create a general Tedger on an autonated T system— i C
i____:I_T_Q-Z Assemble and arrange source docuwents in T TTTTTOC !
L l _ preparation for computer processing. P
N [ ! Format, analyze, and code data m__ge_garatmn _"”‘t Tk
b e ! for entry on a data e_nt_[y form T
o .. 110.4 Operate a computer 1rlput dev1ce !
! . .10.5 Correct errors in transactwns “enfered.” ) l
|- 10.6 1 Produce the appropmate JournaTs used Tn &~ - i
S __gglqputemzecf accounting sSystem. ‘“"”“""i T
L 107 “Prove the journals a aga1n§t “the source R S
L ____documents and to_the checkbook ™ T T
. . :10.2]___Post using_an automated system”and product ™" T -
. N and updated general ledger. T b
; 0. 91 Produre a trial balance from the updateE T
: __general Tedger. T T T Ty
o 1010 _Prove the trial baTance and correct™dny errors™ - !
L 'k_______t_rla_t. may cause it to be 0ut™of BaTance. ™"~ 1
: 110 11 _Produce a ha]anre sheet and an income statement . f ’
; ,JO_.,LZL_ Check prmtouts of_hbil_a_r_]ce ‘shect and ‘income =~ T " i '
R statement for errors and correct them B
013 Ident1fy the information required— m AT T ""“'f
o L computerlzed payroll sysfem. "~ = - f
x 10.14 Produre an earnmgs'"i"e‘c”érd Tor a'lT empToyees
7 "and a _payroll register T _ ' P
i — i LT
S ey T
e g e e
S — — .i___-.._-__.f R
Lo ey e e o _— e . '
! |
T T T T e T e e e e e {
Foeee - . . | ~mmmm————— - o — fe e me e i e e o e e e a— e — ——— I P —
T T SN
e e i
. ' tT oyt - T T T Ty TT
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TOOLG, FEQUIPHMENT, AND WORK-AID LIST

virearion Sheet

Pionse place a cheek (V) to the right of cach tcol, piece of equipment, o
wiorv=ald that you use in your current job. Also indicate the level of frsquen

.....

“he ool vquipment, or work-ald ioc used.  Add iy toolo/equipment/worw-cld
nan o ynu use which are not listed.

ERIC 15
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OUCUFATIUNAL INVENTURY: TOULS, cOUIPMENT, mny wonn mtis cadlt

Technical Comittee ACCOUNTING

. TOOLS, EQUIPMENT, AND WORK-AIDNS L1ST Page 1 of 7 |
I - |
_.-_..._—._-..-..-—._‘
Directions: Please place a check (v) to the right of each tool, "
piece of equipment, or work aid that you use in your current job. Check if | :
Also indicate the level of frequency the tool, equipment or work None In ‘ I
aid is used. Add any tools/equipment/wor k aids that you use which Fresent ! Freguency !
are not listed. Job | Low | Medium | High .
|
-1 A
1 | "
I._Telephone A :
; R
. 2. Special Devices : Voo ‘
—f
| 3. Calculators | W
|"——; ottt TT 0 ".'"".
|_4.__ Electronic (Full Key) i . Y
| 5. Electronic (Ten Key) | | I
— 1=
| 6. _Manual (Full Key) : ! i
: S
lb 7. Manual (Ten Key) f \
- .
‘ | a._Electronic Typewriter ' ! ’
! - T s s e
o Manual . ! :
. T S R
L]_()_,_ﬂ?fxecutive i / : r
| X . I-—--.....J'— —— —— e e
! [ - . . l H 1
Bl ___Automatic L 1§_\_/__j o
H ! - l
]‘2_ File Cabinet ; i : / ,
; , o 1 R
1y [ndex/Card File i : f b
P e ———— - - - I.. _ _____E_ - '._.’.._
114 Rotary } l |
, | R
It"l-‘)'*-' Upright ! ‘ | |
! ‘hi T
6. Cog_y Machines | ! -
i . | ; el EEICHE T
1 Microfiche Reader/Reprnducer ! |-v- i :
. R
w, _ Duplicator - ] |
R e ——p— e N
{ 3 ! [ ! .
[y, ffset P ;
' R , . 0 T - - e i
‘ l;_/..Q.-___- _Eni.]‘ Duplicator L | j . |
| Check Protector » l |
L . DU SSSS AR S S
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OCCUPATIONAL INVENTORY: TOOLS, EQUIPMENT, AN WORK AINS LISt

Technical Camittee  ACCOUNTING

TOOLS, EQUIPMENT, AND WORK-AIDS LIST

Page _2 of _2

. —— -

Directions: Please place a check (v) to the right of each tool,
piece of equipment, or work aid that you use in your current job.
Also indicate the level of frequency the tool, equipment or work
aid is used. Add any tools/equipment/work aids that you use which
are mat listed.

Check if
None In
Present
Job

[ Low

1. Check Register

l
2. Computers

| 3. Microcomputers

| 4. Main Frame

|
E 5. Electronic Mail

6 Networking Systems

- -

7. Computer Operating Systems

Frequency

Medium

8 Data Bases

e e et g e

9 Diskettes Electronic Filing System

[ —~—

0. Operations Manual

| Software Programs

| P

g Spreadsheets |
General Ledger Accounting Cycle for Service ?
M. ___Business and Merchandising Business L

M .. —Accounts Payahle Transactions and Reports

k
J3_____Accounts Receiyable Transactions and Reports _ |
}'6- Cash Discounts, Debit Memos, and Credit Memos L o ;
" Payroll Transactions and Reports

High

18, FUTURE_PROJECTIONS FOR EQUIPMENT USE:

. —— ——— - can— -

19._ Voce_Communications

s ——— e t—————

l?o Telecommunications Through Laser, Image and

Satellites

s
N
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INTRODUCTION

Assumptions to Project--Accounting

1.

In most organizations, there are five major accounting jobs that must be
done. We have chosen to approach these jobs by first naming the specific
accounting position, then the dutles, tasks, performance objectives,

tools, performance guide and teaching strategies relating to the position.

The five accounting positions are:

Accounts Payable
Accounts Recelvable
Fixed Assets
General Ledger
Payroll

In addition, of the 10 major duties as outlined by V-Tech for which there
ys a task inventory, we have identified six that we belleve to be entry
level and four we believe to be higher level. In naming the positions,
we have called the lower level "clerk® and the higher level "“supervisor.*

The six entry level duties are:

"Clerk"
Maintain records: *maintain files"
Journalize and post: “process transactions"
Correct errors
Prepare business forms: “prepare reports"
Resolve problems
Communicate with outsiders

The duties we identified for the higher level job are:

"Supervisor"
Audit records

Establish policies
Execute policies
Su, orvise and Instruct

Each jJob position 1s cross-referenced to 1ts duties and specific tasks.
The tasks have been numbered using the number on the corresponding
performance objective. Because, once this matrix was established, all
job positions and duties did not have tasks written for them in the
original documentation, we have added numerous tasks. Any task numbered
#106 or higher is a new task description as of today (October 18, 1986).
None of these tasks are in the higher level dutles or supervising level
positions, but we have also added tasks for payroll clerk and fixed asset
clerk.

>



4. The terms used in this document generally reflect those commonly used in
Industry. It 1s suggested there be a general awareness that these are
changing and are reflective of the broadening scope of the tasks required .
for each position. '

5. As a statement of philosophy, we of the business/industry portion of this
task force believe that the skills as 1isted on the "Arizona Employ-
ability Study® in Math, Science, Communication and Responsibility are
appropriate for entry level (Arizona "Accounting Clerk") and higher level
(Arizona "Bookkeeper®) and are well written. We suggest Oregon adopt and
use these skills in their statement of required competencies. (See
attachment)

6. Although the vocational technical document refers to entry, retention and
advancement levels, we have decided that entry and retention skills are,
for our purposes identical. There would be only a minimal elapse of time
before an entry level person would have to exhibit proficiency in the
tasks outlined in order to be retained. We expect, however, that for
advancement, a higher level of proficiency; the ability to make Judgments
and to supervise and instruct others, would have to be achleved.

It ¥s important to remember today that most functions that used to be
entry level rote tasks, are now performed by computers. Employees must
perform the tasks of evaluation, quality control, and analysis and must
make correct and critical judgments in order to stay employed, to advance
and to succeed in their work. Employees will have to understand the
workings of the computer as well as the general accounting process.

Jacqueline Babicky
Jim Eveson

Jeane Nebeker
George Ormsby

Don Riggs

Rosemary Venne

October 21, 1986
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Aruitoxt provided by Eic:

Bookkeeper

The Bookkeeper has mastered the accounting clerk skills and:

Related Basic Skills

MATHEMATICS

Inrpiets binancial data presented 0 a
s ety of toemats: chaits, tables and graphs.

Uses the accounting formula {assets equal
Labidities plus owner’s equity) when record-
ing financial data.

Apolies anithmetic skills in making change
and  maintaining  accuiate petty  cash
accounts

COMMUNICATIVE ARTS

Reads and interprets computer printouts.
Reads maternials related 1o (he job.

Clarthies  with  client information that s
uniclear.,

Presents information trom various resources
m finanual reports 0 a clear, logical and
concise manner,

. 'a XA

Job Skills

ldentities and selects appropriate financial
{format 10 tecond financial data.

Piepaies hanking recoids and manages petty
cash account.

Arranyes tor collection of upaid bills.

Calculates and maintains accurate employee
payioll records.

Applies accounting principles  for  assets,
habihities, owners’ equity, 1hcome and
expense accounts when analyang and
recording transactions,

Supervises other otfice workers.

Responsibility Skills
Works well under pressure and stress.

Organizes and prioritizes woik to promote
eftective and etficient use of time,

Works without close supervision.

Assists with on-the-job traming of other
staff.

The 1991 estimated employment
projections for this occupation/job

cluster: 12,820. .

ro
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- Accounting Clerk

Related Basic Skills

MATHEMATICS

Lhes addition, subtraction, multiphication dand division to
compute account balances.

® Uses percentages, fractions, decunals and formulas for com.
puting mterest charges, depreciation, discounts, sales tax and
other financial calculations.

® Venfies for each recorded transaction that the sum of the
debits equals the sum ot the credit amounts.

® Makes accurate judgments as to the reascnableness of answers
to problerns,

® Balances checkbook.

SCIENCE

® Apphes keybodrding and hiteracy skils of basic computer

seiengce?

COMMUNICATIVE ARTS

Uses effective written and verbal communcation skills vath
c¢hients, co-workers and supervisois.

Asks questions to find essenual information and diaw con-
clusions from the information.

Follows written and verbal instructions.

Writes numbers and letters leqibly and concisely .

Proofreads to ensure accuracy .

Uses correct accounting ternunology and abbreviatiany
Colects, sorts, and organizes informaton chionologically,
namenically and alphabeticaliy.

Writes  concisely using correct grammar . spelaog and punge
atioon

>
1

-
~

Job Skills

Locates, gathers, sorts, analyzes
and records tinancial data.

Calculates individual employee
payroll  1ecoids according to
hours worked, 1ate. of pay and
deduction,

Records amounts of money
owed to the company and by
the company and makes neces-
sary adjustments in the recoids.

Uses both manual and com-
putenized accounting proceduies
to record and maintain accuiate
financial records.

Uses standardized recordkeeping
procedures and accounting prin-
ciples i recording  financial
tiansactions.

Composes memos and reports.
Establishes and maintans files,

Operates calculator, computer,
typewriter, check protector and
tnctofiche  reader 1o perform
accounting tashs.

Prepares workpaper analysis and
reconciys account activity

Responsibility Skills

Comphlies with company policy and
governmaent regulanions.

Establishes and initiates long- and
short-range goals for self-development
and piofessional improvement,

Works as a team member within he
work setting,

Demonstrates  punctuality, depend-
abulity and honesty,

Uses imitiative and imagination to solve
problems within the scope of the job.

Accepts change and makes adjust-
ments as needed.

Accepts constructive criticism and
responstbility for own actions.

Takes pide i workmanship  and
development of sate work habits,

Practices neatness in work habuts and
personal appearance.

Learns and applies new technoloyies
and procedutes.

Ensures accuracy and completeness of
ddta entered i gccounts.

Completes warh  within the  given
puriod of timwe.

cluster: 12,125,

The 1991 estimated employment
projections for this occupation/job




Non-degreed Accountant

The Non-degreed Accountant has mastered the accounting clerk and bookkeeper skilis and.

Related Basic Skills
MATHEMATICS

® Piosents financisl data in a varety of tor-
muats: charts tables and graphs.

® Venfies recorded financial data against other
written sout Ces.

SCIENCE

® Apphes logic and problem solving methods
1 angly2ing fimancral records and forecasting
himagncial conditions,

COMMUNICATIVE ARTS

© Reads recent legislation affecting financial
recurdkeeping

® Rugds from a company established chart of
JGCOUNLS

® inturpeets  financial  statements to  kinow
financial condiion of the company.

Job Skills

Prepares and analyzes tinancial records to
report present condition and results of
operation of the company.

Orqganizes procedures for conducting annual
mventory of merchandise and equipment on
hand,

Mdintains  accounting records for various
types of business including: partnership, cor-
porations, divisions and sole pioprietorship.

Maintains  controls over financial and
accounting actiyities to protect company
assets,

Piepares, analyzes and interprets budgets for
use by mganagement

Prepares federal, state, county and city tax
reports.

Supervises other otfice workers,

Presents  financial  ieports  to  company
othcers.

Responsibility Skills

©® |nteiprets company policies and procedures
to other staft members.

The 1991 estimmated employment

projections tor this oc tion/job
cluster: 7,461, l
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EMPLOYABILITY SKILLS*

RELATED BASIC SKILLS ESSENTIAL LEARNING SKILLS

A. Mathematics
Accounting Clerk

1. Uses addition, subtraction, mutiplication 1.4 - 110
and division to compute account balances.

2. Uses percentages, fractions, decimals and 1.4 - 110, E
formulas for computing interest charges,
deprectation, discounts, sales tax and
other financial calculations.

3. Verifiles for each recorded transaction 1.4 - 110, E
that the sum of the debits equals the
sum of the credit amounts.

4. Makes accurate judgments as to the reason- 1.7 - 118
ableness of answers to problems.
5. Balances checkbook. 1.4 - 110
Non-Degreed Accountant .
6. Presents and interprets financial data in 1.6 - 118, 0, F, G
a varlety of formats: charts, txi:les and
graphs.
7. Verifled recorded financial data against 1.4 - 118, 0

other written sources.

Bookkeeper

8. Uses the accounting formula (assets equal 1.6 - 118, E
11abil1ities plus owner's equity) when
recording financial data.

9. Applies arithmetic skills in making change 1.4 - 110
and maintaining accurate petty cash
accounts.

*A portion of the related basic skills from the "Arizona Employabiiity Study”
were used to identify employable skills by the technical committee. . ’

l? ()




‘ RELATED BASIC SKILLS ESSENTIAL LEARNING SKILLS

B. Communicative Arts

Accounting Clerk

1. Uses effective written and verbal communi- 2.3 -11D
cation skills with clients, co-workers 5.3 - 11A
and supervisors.
2. Asks questions to find essential informa- 2.3 - 11C
tion and draw conclusions from the infor-
mation.
3. Follows written and verbal instructions. 2.1 - 11t
2.3 - 111
4. Writes numbers and letters legibly and 1.4 - 11A
concisely.
5. Proofreads to ensure accuracy. 5.7 - 11A
6. Uses correct accounting terminology and 5.5 -11C
abbreviations.
7. Collects, sorts and organizes informa- 5.2 - ND°
’ tion chronologically, numerically and
alphabetically.
8. Writes concisely using correct grammar, 5.7 - 8A, B, C
spelling and punctuation.
Non-Degreed Accountant
9. Reads from a company established chart 3.1 - 11A, 8, C
of accounts.
Bookkeeper
10. Reads materials related to the job. 3.1 - 11A, 8, C
11. Clarifies with client information that 3.1 - 11F
is unclear.
12. Presents information from various resources 5.2 - 11C

in financial reports in a clear, logical
and concise manner.




RELATED BASIC SKILLS ESSENTIAL LEARNING SKILLS

C. Reasoning .

Accounting Clerk

1. Composes memos and reports. 6.1 - 11C

2. Uses initiative and imagination to solve 6.3 - 118, 0, F
problems within the scope of the job.

3. Applies logic and problem solving methods 6.3 - 11A
in analyzing financial records and fore-
casting financial conditions.

4. Analyze and apply new technologies and 6.4 - 11C
procedures.

Non-Degree Accountant

5. Prepares and analyzes financial records to 6.2 - 11A
report present condition and results of
operation of the company.

6. Prepares, analyzes and interprets budgets 6.2 - 11A
for use by management. )

7. Interprets financial statements to know 6.4 - 118 .
financial condition of the company.

8. Interprets company policies and procedures. 6.4 - 118

Bookkeeper

9. Identifies and selects appropriate financial 6.3 - 11D
format to record financial data.

10. Organizes and prioritizes work to promote 6.3 - 11D
effective and efficient use of time.

11. Applies accounting principles for assets, 6.5 - 118
11abilities, owner's equity, income and
expense accounts when analyzing and record-
ing transactions.

32




Entry/R i v

Cross Reference

Position Duties Tasks Performance Guide

Accounts Payable Clerk 1. Maintain Records 1. Maintain file of purchase order
' copies. ]
2. Maintain file of receiving reports. 2
3. Maintain file of purchase invoices. 3
2. Process Transactions 4. Verify invoice received. 4
5. Establish date to pay invoice. 5
6. Prepare check voucher. 6
7. Verify freight charges. 7
8. Accrue invoice for payment. 8

9. Journalize purchase returns and
allowances. 9

10. Post purchase returns and allow-
ances to subsidiary account. 10
11. Prepare check for payment. 11

12. Jourrxlize payment on accounts

payable. 12

13. Post payment of accounts payable
.to subsidiary account. 13

14. Post journal totals to accounts
payable control account. 14

30




Position

En

Duties

Tasks Performance Guide

Cross Reference

Accounts Payable Clerk
(cont.) :

Correct Errors

Prepare Reports

Resclve Problems

Communicate with
Outsiders

15.

16.

17.

18.

19.
20.
21.

22.

23.

24,

25.

26.

27.

Covrect inaccuracies o.. , <chase
invoices.

Correct inaccuracies on purchase
returns and allcowarnces.

Correct errors in journalizing
accounts payable.

Correct errors in posting accounts
payabl..

Prepare amount owed to creditor.
Prepare use tax information.

Prepare schedule of accounts
payable.

Audit payment of purchases on
account.

Audit accounts payable computer
records.

Audit end of month accounts payable
totals.

Prepare correspondence on accounts
payable discrepancies.

Communicate with creditors regarding
lost shipments.

Communicate with creditors regarding
damaged/defective goods received.

15

16

17

18
19
20

21

22

23

24

25

26

27



dvan
Cross Reference
Position Duties Task Performance Guide
Accounts Payable 1. Audit Record 1. Audit work completed by accounts
Supervisor ' payable employees. 28
2. Establish Policies 2. Establish company policy regarding

damaged/defective goods received. 29

3. Establish company policy regarding
payment of invoices within discount

period. 30
4. Establish company policy regarding
return of goods received. 31
3. Execute Policies 5. Execute company policy regarding
damaged goods received. 32

6. Execute company policy regarding
payment of invoices within discount

period. 33
7. Execute company policy regarding
return of goods received. 34
4. Supervise and 8. Instruct accounts payable employees
Instruct in company policies. 35

9, Instruct accounts payable employees
in company's accounts payable

procedures. 36
10. Instruct employees to correct errors
in accounts payable records. 37
~ 11. Instruct employees how to correct
R errors in posting accounts payable. 38

38



Cross Reference

Position Duties Task Performance Guide
Accounts Payable 12. Evaluate accounts payable employees
Supervisor (cont.) in company policies. 39

13. Evaluate accounts payable employees
in company accounts payable
procedures. 40




Entry/R ion

Cross Reference

Position Duties Tasks Performance Guide
Accounts Receivable 1. Maintain Records 1. Maintain file of charge customers'
Clerk : names and and addresses. 41
2. Maintain file of credit applications. 42
2. Process Transactions 3. Post sales on account to customer's
subsidiary account. 43
4. Record receipt of payment on account. 44
5. Compare payment received with
remittance. 45
6. Post sales returns and allowances
to customer's subsidiary account. 46
7. Post journal totals to accounts
receivable control account. 47
8. Correct errors in accounts receiv-
able records. 48
3. Correct Errors 9. Correct errors in posting accounts
receivable records. 49
10. Correct inaccuracies in sales records. 50

11. Correct inaccuracies of sales
returns and allowances. 51

11
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Entry/R ion
Cross Reference
Position . Duties Tasks Performance Guide
Accounts Receivable 4. Prepare Reports 12. Prepare customers' statements. 52
Clerk (cont.)
13. Prepare schedule of accounts
receivable. 53
14. Audit accounts receivable computer
records. 54
15. Audit end-of-month accounts receiv-
able totals. 55
16. Audit statement sent to charge
customers. 56
5. Resolve Problems 17. Hrite off bad debts to customer's
account. 57
18. Post dishonored check to customer's
subsidiary account. 58
19. Determine uncollectable accounts
receivable. 59
6. Communicate with 20. Inform new customers of credit
Outsiders policies. 60
21. Communicate with charge customers
concerning complaints and requests. 61
22. Contact customers regarding NSF :
checks. 62
23. Communicate with delinquent charge
customers. 63

10



Entry/Retenti vel

Cross Reference

Position Duties Tasks Performance Guide
Accounts Receivable 1. Audit Records 1. Audit work completed by accounts
Supervisor receivable employees. 64

2. Establish Policies

N
.

Establish company credit policies. 65
3. Establi.. company bad debts

policies. 66

3. Execute Policies 4. Execute company credit policies. 67
4, Supervise and 5. Evaluate accounts receivable

Instruct employees in company policies. 68

6. Evaluate accounts receivable
employees in company accounts
receivable procedures. 69

7. Instruct accounts receivable
employees in company policies. 70

8. Instruct accounts receivable
employees in company accounts

receivable procedures. 71
9. Instruct employees to correct
accounts receivable errors. 72
40
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Entry/R i

Cross Reference
Position Duties Tasks Performance Guide

Fixed Assets Clerk 1. Maintain Records i. Prepare fixed asset records. 73

N

Make copies of supporting documen-
tation for fixed asset acquisitions
and retirement. 74

2. Process Transactions

3. Record and file capital expeﬁditufe
requests. 75

4. Calculate depreciation on fixed
asset additions. 76

5. Reconcile fixed assets and accumu-
lated depreciation to subsidiary

records. 77
3. Correct Errors 6. Correct errors in postings to fixed
asset records. 78
4. Prepare Reports 7. Prepare a monthly report summarizing
fixed asset additions, sales and
retirements. 79
5. Resolve Problems 8. Review gains/losses on sales of
fixed assets. 80
6. Communicate with 9. Obtain bids on sales of fixed assets. 81
Outsiders
- AC
15 1o




Adva L
Cross Reference
Position Duties Tasks Performance Guide
Fixed Asset Supervisor 1. Audit Records 1. Audit fixed asset computer records. 82
2. Audit end-of-month fixed asset
totals. 83
3. Audit new asset purchases. 84
4. Audit work completed by fixed asset
clerk. 85
5. Compare invoices with contract or
purchase order. 86
2. Establish Policies 6. Establish company policy regarding
return of assets. 87
7. Establish company policy regarding
receipt of damaged goods. 88
3. Execute Policies 8. Execute company policy regarding
damaged/defective assets received. 89
4. Supervise and 9. Evaluate fixed asset employees in
Instruct company policies. 90

10. Evaluate fixed asset employees in
company's fixed asset procedures. 91

11. Instruct employees to correct errors
in fixed asset records. 92

12. Instruct employees in company's
fixed asset procedures. 93

13. Instruct fixed asset employees in
company policies. 94

Q . ;1(‘) 4

=
N




Advanced Level

Cross Reference

Position Duties Tasks Performance Guide
General Ledger Clerk 1. Maintain Records 1. Estahlich chart of accounts. 95
2. Maintain chart of accounts. 96
3. Assign account numbers to new
general ledger accounts. 97
2. Process Transactions 4. Post summary totals from subsidiary
records to the general ledger. 98
5. Reconcile the general ledger to the
working trial balance. 99
6. Reconcile company bank accounts. 100
7. Prepare bank deposits. 101
3. Correct Errors 8. Proof end-of-month general ledger. 102
9. Proof work completed by general
ledger employees. 103
4. Prepare Reports 10. Prepare month-end general ledger. 104
11. Prepare trial balance. 105
12. Prepare financial statements. 106
5. Resolve Problems 13. Communicate to supervisor or owner
regarding specific accounts, prob- :
lems and results of operations. 107
02




Adv v
Cross Reference
Position Dutjes Tasks Performance Guide

General Ledger 1. Audit Records 1. Audit end-of-month general ledger
Supervisor totals. 108

2. Establish Policies 2. Establish company policy regarding
month-end cut-off. 109

3. Supervise and 3. Evaluate general ledger employees

Instruct in company policies. 110

N
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Entry/Retention Level

Cross Reference

Position Duties Tasks Performance Guide

Payroll Clerk 1. Maintain Record 1. Maintain file of employees' names,
addresses, and pay rates. 111

2. Maintain file of employees' deduc-
tions. ' 112
2. Process Transactions 3. Calculate amount of withholding tax. 113
4. Calculate gross pay. 114
5. Calculate net pay. 115
6. Prepare payroll checks. 116
3. Correct Errors 7. Correct error in payroll checks. 117
8. Correct error in payroll records. 118
4. Prepare Reports 9. Prepare month-end payroll reports. 119

5. Resolve Problems 10. Communicate with employees concern-
ing complaints and requests. 120

6. Communicate with NOTE: As a policy, entry level
Outsiders personnel will not be authorized to

communicate with outsiders. This
duty in payroll work is higher level.




Advanced Lgyg!'
Cross Reference
Position Duties Task Performance Guide
Payroll Supervisor 1. Audit Records 1. Audit payroll records. 121
2. Audit end-of-month payroll. 122
3. Audit payment of payroll checks. 123
4. Audit work completed by payroll
clerk. 124
2. Establish Policies 5. Establish company policy regarding
overtime and work week. 125
6. Establish company policy regarding
authorization of time cards. 126
3. Execute Policies 7. Execute company policies regarding
time cards, overtime, pay dates
and payroll checks. 127
4, Supervise and 8. Instruct employees to correct errors
Instruct in posting payroll. 128
9, Instruct payroll employees in com-
pany policies. 129
10. Evaluate payroll employees in com-
pany's payroll procedures. 130
5. Communicate with 11. Communicate about payroll matters
Outsiders to any outside creditors, banks, -
taxing authorities, courts, etc. 131
05
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ENTRY/RETENTION LEVEL
DUTY: MAINTAIN RECORDS

TASK: Maintain File of Purchase Order Copies

1. PERFORMANCE QBJECTIVE

Given a file of purchase order copies, new purchase order copies, tools
and equipment, maintain a file of purchase order copies. Copies of pur-
chase orders must be filed numerically or alphabetically, purged of old
copies, and retrievable upon request.

ENABLING OBJECTIVE

Identify purchase orders and procedures for filing numerically and
alphabetically.

TOOLS/EQUIPMENT

Document retention media, i.e., file cabinet

Stamp
Purchase order copies
PERFORMANCE GUIDE
1. Obtain purchase orders '
2. File purchase order copies numerically and alphabetically uepending
on system already established
3. St?mp purchase order received based on receipt of signed packing
slip
4. Mark purchase order when order received is incorrect or incomplete
5. File received purchase order copies alphabetically by supplier
6. Purge old purchase order copies from files after one year

TEACHING STRATEGIE

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook

Study guide/workbook
Computer software




ENTRY/RETENTION LEVEL

DUTY: MAINTAIN RECORDS
TASK: Maintain File of Receiving Reports
2. PERFORMAN BJECTIV

Given a file of receiving reports, new receiving reports, tools and
equipment, maintain a record of receiving reports. Receiving reports
must be filed numerically or alphabetically, purged of old receiving
reports, and retrievable upon request.

NG OBJECTIVE

Identify receiving reports and procedures for the processing of
receiving records.

TOOLS/EQUIPMENT

Document retention media, i.e., file cabinet
Receiving reports

PERFORMANCE GUIDE

Obtain approved receiving report

Match purchase order with receiving report and file in alphabetical
order by supplier

Complete cross-reference

Investigate file of old receiving reports after one year

Hw n —

TEACHING STRATEGIES

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTICNAL MATERIALS/RESQURCES

Practice set
Textbook

Study guide/workbook
Computer software



ENTRY/RETENTION LEVEL
DUTY: MAINTAIN RECORDS .

TASK: Maintain File of Purchase Invoices

3. PERFORMAN BJECTIV

Given a file of unpaid purchase invoices, new purchase invoices, tools
and equipment, maintain a file of purchase invoices. Purchase invoices
must be filed, purged of paid invoices, stored, and retrievable upon
request.

EN BJECTIV

Identify purchase invoices and procedures for the processing of purchase
invoices.

TOQLS/EQUIPMENT

Document retention media, i.e., file cabinet
Stamp

Microfilm equipment

Purchase invoices

ERFORMANCE GUIDE .

1. Receive purchase invoices
2. Match purchase invoice with receiving report
a. Process for payment if quantity and prices agree
b. Investigate and resolve any differences
3. Complete cross-reference if necessary
4. Attach purchase returns and allowances to invoice if necessary
5. Stamp invoice "paid"
6. File "paid" invoices separately alphabetically by supplier
7. Purge files of "paid" invoices
8. Store "paid" invoices

TEACHING STRATEGIE

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

TRUCTIONAL MATERIALS/RESQURCE

Practice set
Textbook

Study guide/workbook £ .
Computer software )]




ENTRY/RETENTION LEVEL
‘ DUTY: PROCESS TRANSACTIONS

TASK: Audit Invoice Received

4. P RMAN ECT

Given a ledger, invoice, receiving report, tools and equipment, verify
invoices received. A1l discrepancies must be corrected and invoices
filed.

ENABLING OBJECTIVE

Identify proper accounts payable procedures.

TOOLS/EQUIPMENT

Ledger invoice
Receiving report
File rabinet
Calculating device
Computer program

‘I" PERFORMAN

Obtain invoice and receiving report
Compare invoice to receiving report
Verify extensions

Correct any errors

a. Draw line through error

b. Record correct amount

c. Notify creditor of error on invoice
5. File invoice

a. File alphabetically or

b. File numerically

TEACHING STRATEGIES

Case studies (C)
Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Textbook
. Study guide/workbook
Business accounting forms

WA —
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ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS .

TASK: Establish Date to Pay Invoice

5. MAN BJECTIV

Given an invoice to be paid, tools and equipment, establish date to pay
invoice. Date to pay invoice must provide greatest financial advantage
(i.e., discount allowed balanced against cash-flow needs, rebates or
potential interest earned) for the company. (1)

NABLIN vV

Identify an invoice and appropriate dates.

TOOLS/EQUIPMENT

Purchase invoice
Purchase order
Telephone

Company Policy Handbook

PERFORMANCE GUIDE .

1. Obtain invoice
2. Compare terms on supplier invoice with purchase order
a. Obtain purchase order
b. Determine if terms on invoice agree with purchase order
c. Contact creditor to resolve difference
3. Determine if it is advantageous to take discount
a. Determine if invoice is eligible for discount
b. Determine cash flow needs
¢. Determine date to pay invoice in order to take advantage of
discount or
d. Delay payment until due date
4. File invoice with established payment date noted

TE NG STRATEGIE

Small groups
Discussion/demonstration
Chalkboard/overhead

NSTRUCTIONAL MATERIALS/RESQURCE
Textbook

Computer software
Guest speakers




. ENTRY/RETENTION LEVEL
. DUTY: PROCESS TRANSACTIONS

TASK: Prepare Check Voucher

6. PERFORMANCE QBJECTIVE

Given an invoice, receiving report, a voucher, tools and equipment,
prepare a voucher. Voucher must be prepared without error, and ready
for disbursement.

ENABLING OBJECTIVE

Identify the procedure for preparing a voucher.

TOOLS/EQUIPMENT

Check register
Voucher check

PERFORMAN

1. Obtain voucher
2. Record voucher in voucher register
‘ a. Enter number of the voucher
b. Enter date of the voucher
¢c. Enter the name of the payee
d. Enter the amount of the voucher

TEACHING STRATEGIES

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set

Textbook

Study guide/workbook
Business accounting forms
Computer software




ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS

TASK: Verify Freight Charges

7. MAN TIVE

Given a freight bill to be verified, tools and equipment, verify freight
charges. Charges must be verified without errors and must be submitted
to Accounts Payable.

EN 0 v
Identify proper point of origin/destination rates.
PMENT

Freight bill

Class Tariff

National Motor Freight Classification
Table of Class Rates

Calculating device

PERFORMANCE GUIDE

1. Obtain freight bill
2. Review freight bill
a. Determine point of origin
b. Determine point of destination
3. Identify Rate Base Number in Class Tariff document based on
origin-destination information
Identify item number and description on freight bill

Locate item number and description in National Motor Freight

Classification document
Compare maximum weight number to weight listed on freight bill

Select Class Rate Number from Truck Load (TL) column, or
Select Class Rate Number from Less than Truck Load (LTL) column

a.
b.
c.
6. Select Table of Class Rates for time period of date on freight bill
a.
b
c
d

o

Locate the Rate Base Number

Select the correct weight category

Locate the Class Rate Column

. Intersect Rate Base, weight, and Class Rate
e. Identify rate per 100 weight figure at the intersect

7. Compare rate figure to rate on freight bill
8. Correct rate figure if necessary
9. Multiply rate x weight to determine freight charge
10. Compare calculated figure to charge on bill
11. Correct charge if necessary
12. Submit verified freight bill to Accounts Payable
13. Send freight bills to freight auditing agency




DUTY: PROCESS TRANSACTIONS
TASK: Verify Freight Charges

T RAT

Case studies (C)
Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration

Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES
Practice set

Textbook

Study guide/workbook
Business accounting forms
Computer software

b6



ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS .

TASK: Accrue Invoice for Payment

8. PERFORMA BJECTIVE

Given an invoice, journal, tools and equipment, record purchase on
account. Entry for recording purchases on account must be without error
and invoice must be filed.

ENABLING QBJECTIVE

Identify procedures to process invoices.

TOOLS/EQUIPMENT

Journal
Invoice
Stamp

File cabinet

PERFORMANCE GUIDE

1. Obtain approved invoice .
2. Check invoice totals for accuracy
3

Write entry in purchases journal

a. Record date

b. Record amount

c. Record accou~t titles

d. Record source document

Stamp invoice with journal page number
File invoice

a. File alphabetically or

b. File numerically

TEACHING STRATEGIES

Simutlations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Textbook £
Study guide/workbook !

Computer software .
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ENTRY/RETENTION LEVEL
‘ DUTY: PROCESS TRANSACTIONS

TASK: Journalize Purchase Returns and Allowances

9. PERFORMA v

Given a debit memo, journal, tools and equipment, journalize purchase
returns and allowances. Entry for recording purchase returns and allow-
ances must be without error and memo must be filed.

ECTIV

Identify procedures for the process of returned merchandise.

TOOLS/EQUIPMENT

Ledger
Journal
File cabinet

PERFORMANCE GUIDE

1. Obtain approved debit memo
. 2. MHWrite entry in general journal
a. Record date
b. Record amount
c. Record account titles
d. Record source document
3. File memo
a. File alphabetically or
b. File numerically

TEACHING STRATEGIES

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook

Study gquide/workbook
Computer software

£5




ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS

TASK: Post Purchase Returns and Allowances to Subsidiary Account

10. REQORMAN

Given a journal entry, creditor's account, tools and equipment, post
entry for recording purchase returns and allowances to creditor's
account. Posting of journal entry must be without error.

TIV

Identify purchases returns and allowances transactions and proper
subsidiary accounts.

TQOLS/EQUIPMENT

Journal

Ledger

Calculating device
Debit memo

PERFORMANCE GUIDE

1. Obtain correct journal entry
2. Post journal entry to creditor's account
a. Record date from journal
b. Record amount from journal
c. Record post reference in ledger account
d. Record post reference in journal
3. Obtain new account balance

ACHING STRATEGIE

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook

Study guide/workbook
Computer software
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ENTRY/RETENTION LEVEL
. DUTY: PROCESS TRANSACTIONS

TASK: Prepare Check for Payment

11. N BJECTIV

Given an invoice, checkbook, tools and equipment, prepare check for
payment. Check stub and check must be prepareu without error and check
must be ready for signature.

BJECTI

None.

TOOLS/EQUIPMENT

Checkbook
Invoice

PERFORMANCE GUIDE

1. Obtain approved invoice(s) (check voucher)

2. Prepare check stub
. a. Record check number

Record date of check

Record payee
Record invoice number or description
Record amount of check
Subtract amount of check from previous balance
Record new balance
Carry forward new balance to next check stub
omplete voucher check
Enter date on voucher check
Enter payee's name on voucher check
Enter amount of check in figures
Enter amount of check in words
Record invoice number on voucher
Record date of invoice on voucher
Record discount on voucher
Enter amount of check in amount paid column on voucher

TEACHING STRATEGIES

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

3.
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DUTY: PROCESS TRANSACTIONS
TASK: Prepare Check for Payment

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Textbook

Study gquide/workbook
Business accounting forms
Computer software
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ENTRY/RETENTION LEVEL
. DUTY: PROCESS TRANSACTIONS

TASK: Journalize Payment on Accounts Payable

12. PERFORMANCE OBJECTIVE

Given a payment, journal, tools and equipment, journalize payment on
account. Entry for recording payment on account must be without error
and check must be mailed to creditor.

EN BJECTIV

Identify and analyze an accounts payable transaction.

TOOLS/EQUIPMENT

Ledger
Journal
File cabinet

PERFORMANCE GUIDE

Obtain payment and journal
Compare payment with creditor's account
Record discount
Record credit memos
Record freight charge
Check payment for accuracy
Write entry in cash disbursements journal
a. Record date
b. Record amount
c. Record account titles
d. Record source document
8. File receipt
a. File alphabetically or
b. File numerically
9. Mail check

SN AawN —

TEACHING STRATEGIE

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration

Chalkboard/overhead
INSTRUCTIQONAL MATERIALS/RESOQURCES
Practice set

‘ Textbook

Study guide/workbook
Computer software

~J
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ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS .

TASK: Post Payment of Accounts Payable to Subsidiary Account

13. PERFORMANCE '

Given a journal entry, subsidiary account, tools and equipment, post
entry for payment on account to subsidiary account. Posting of journal
entry must be without error.

ENABLING OBJECTIVE

Identify accounts payable transaction and proper subsidiary account.

TOOLS/EQUIPMENT
Journal
Ledger

Calculating device

PERFORMANCE GUIDE

1. Obtain correct journal entry
2. Post journal entry to subsidiary account .
a. Record date from journal
b. Record amount from journal
c. Record post reference in ledger account
d. Record post reference in journal
3. Obtain new account balance

TEACHING STRATEGIES

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

NSTRUCTIONAL MATERIALS/RESQURCE

Practice set
Textbook

Study guide/workbook
Computer software




ENTRY/RETENTION LEVEL
‘ DUTY: PROCESS TRANSACTIONS

TASK: Post Journal Totals to Accounts Payable Control Account

14. PERE( 0B v

Given a journal entry, control accounts, tools and equipment, post
journal totals to accounts payable control account. Posting of journal
totals must be without error. (1/2, 238-246)

N NG OBJECTIVE

Identify accounts payable transactions.

TOOLS/EQUIPMENT

Journal

Ledger

Form for schedule
File cabinet
Calculating device

‘ RMANCE IDE
. Obtain control account and journal
Check accuracy of column totals
Post correct totals to control account
a. Record date from journal
b. Record amount from journal
c. Record post reference in ledger account
d. Record post reference in journal
Obtain new account balance
Prove the subsidiary ledgers
Prepare schedule of accounts payable
Compare total of all subsidiary accounts to total of the schedule
Check accounts if totals are not equal
Obtain correct schedule
File schedule by fiscal period

w N —
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TEACHING STRATEGIE

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

~1
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DUTY: PROCESS TRANSACTIONS

TASK: Post Journal Totals to Accounts Payable Control Account

N TIONA / R

Practice set
Textbook

Study guide/workbook
Computer software




ENTRY/RETENTION LEVEL
‘ DUTY: CORRECT ERRORS

TASK: Correct Inaccuracies on Purchase Invoices

15. PERFORMANCE OBJECTIVE

Given a purchase invoice, tools and equipment, correct inaccuracies of
purchase invoice. Correction must be made on the purchase invoice with-
out error and the corrected purchase invoice must be submitted to the
creditor for adjustment.

N TIVE

Identify purchasing procedures.

TOOLS/EQUIPMENT

Purchase order
Purchase invoice
Price list
Shipping rates
Calculating device

Copy machine
‘ File cabinet

Debit memo

PERFORMANCE GUIDE

1. Obtain purchase invoice and purchase order

2. Compare purchase invoice to purchase order to check quantity

3. ‘Compare purchase invoice to price 1ist to check unit price

4. Check calculations on purchase invoice

a. Calculate extensions

b. Calculate shipping charges

¢. Calculate sales tax

d. Calculate invoice total

Mark correction on purchase invoice
Make copy of corrected purchase invoice
Contact vendor seeking adjustment
Obtain corrected invoice

File copy of corrected purchase invoice

OWoO~ovn
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TEACHING STRATEGIES
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead




DUTY: CORRECT ERRORS

TASK: Correct Inaccuracies on Purchase Invoices

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook

Study guide/workbook
Compute.' software

~2
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ENTRY/RETENTION LEVEL

DUTY: CORRECT ERRORS
TASK: Correct Inaccuracies on Purchase Returns and Allowances
16. PERFORMANCE OBJECTIVE

Given a purchase invoice, debit memo, tools and equipment, correct inac-
curacies of purchase returns and allowances. Corrections must be made
on the purchase invoice without error, and a copy of the corrected
invoice must be submitted to the supplier for adjustment.

ENA ECTIV

Identify proper accounting procedures for purchase returns and
allowances.

JOOLS/EQUIPMENT

Purchase order
Purchase invoice
Debit memo

Price list
Calculating device
Copy machine

File cabinet

ERFORMAN IDE

Obtain purchase invoice and debit memo

Examine purchase invoice

Examine debit memo

Identify inaccuracies pertaining to purchase returns
a. Identify discrepancy in amount of goods returned
b. Tdentify discrepancy in price of goods returned
c. Identify error in extension

5. Identify inaccuracies pertaining to allowances

a. Identify error regarding discontinued allowance
b. Identify error regarding misunderstood allowance
Record correction on purchase invoice

Make copy of corrected invoice

Submit corrected invoice to vendor seeking adjustment
File copy of corrected invoice

HWON—
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TEACHING STRATEGIE

Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead
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DUTY: CORRECT ERRORS

TASK: Correct Inaccuracies on Purchase Returns and Allowances

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook

Study quide/workbook
Computer software




| ENTRY/RETENTION LEVEL
. DUTY: CORRECT ERRORS

TASK: Correct Errors in Journalizing Account Payable

17. PERFORMAN BJECTIV
Given a purchase order, journal, tools and equipment, correct errors in
journalizing accounts payable. Corrections must be made without error
and journal entries verified.

ENABLING OBJECTIVE

Identify proper accounts payable journalizing procedures.

[OOLS/EQUIPMENT

Purchase order
Journal

File cabinet
Calculating device
Debit memo

. PERFORMANCE GUIDE

Obtain purchase order and journal
Compare purchase order to journal entry
Locate error in journal

Correct system if necessary

Record correcting entry in general journal
a. Record date of correcting entry

b. Record amount

c. Record date

d. Record explanation for entry

6. Obtain approval for changes

7. Return purchase order to files

W) —
. . . . .

TEACHING STRATEGIES

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Textbook

. Study guide/workbook
Computer software




ENTRY/RETENTION LEVEL
DUTY: CORRECT ERRORS

TASK: Correct Errors in Posting Accounts Payable

18. MAN B VE

Given a journal, ledger, tools and equipment, correct errors in posting
accounts payable. Corrections must be made without error and the posted
entries verified.

ENABLING QBJECTIVE

Identify proper accounting procedures for accounts payable.

[OQLS/EQUIPMENT

Journal

Ledger
Calculating device
Debit memo

PERFORMANCE GUIDE

Obtain journal and ledger

Compare ledger to journal

Locate error in ledger

Correct error when posting to incorrect account
a. Deduct amount from incorrect account

b. Add amount to correct account

5. Correct error when incorrect amount is posted
6. Make necessary change(s) in system

7. Obtain approval

TEACHING STRATEGIES

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Textbook

Study guide/workbook
Computer software

BN -
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ENTRY/RETENTION LEVEL

DUTY: PREPARE REPORTS
TASK: Determine Amount Owed to Creditor
19. PERFORMANCE OBJECTIVE

Given an amount owed to a creditor, tools and equipment, determine the
amount owed to a creditor. Amount owed must be without error and must
reflect all charges and discounts.

ABLING OBJECTIV

Identify accounts payable and the calculation procedures required.

TOOLS/EQUIPMENT

Purchase order

Invoice

Catalog

Price list

Calculating device

Accounts Payable Ledger

Document retention media, i.e., file cabinet

FORMAN D

b
.

Obtain invoices for pay period

2. Verify invoices

a. Compare invoices with purchase orders
b. Verify invoices with goods received
c. Check unit prices

d. Check extensions

Calculate total of invoices

Deduct credits for returns or allowances
Calculate applicable discount

Deduct discount from invoice total

Record balance in Accounts Payable Ledger
Code invoice for date due

File purchase invoices

oot W

TEACHING STRATEGIES

Case studies (C)
Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead



DUTY: PREPARE REPORTS
TASK: Determine Amount Owed to Creditor

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Computer software
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ENTRY/RETENTION LEVEL
. DUTY: PREPARE REPORTS

TASK: Prepare Use Tax Information

20. PERFORMANCE OBJECTIVE

Given a periodic state tax department requirement, collected taxes,
tools and equipment, prepare tax information. Prepared tax figure must
agree with the tax figure in the sales Journal.

ENABLING OBJECTIVE

Identify data necessary to prepare sales tax reports.

T MENT

Use (sales) tax form
Sales journal
Calculating device

Check
RFORMAN 1D
’ 1. Obtain use (sales) tax form
2. Calculate use (sales) tax

a. Total all sales for the time period

b. Total all tax exempt sales for time period
c. Subtract tax exempt sales from total sales
d. Calculate use (sales) tax on taxable sales
Compare calculated figure to tax figure in sales journal
Correct errors if needed

Calculate handiing fee if allowed by state
Subtract handling fee from use (sales) tax
Complete use (sales) tax form

Prepare check for us# (sales) tax owed

Submit check and form to state tax department
10. File copy of use tax form

WO~ W

TEACHING STRATEGIES
Case studies (C)
Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead




DUTY: PREPARE REPORTS

TASK: Prepare Use Tax Information

NSTR L MATERIALS/RESQURCE

Practice set

Film strip/prepared transparencies
Textbook -

Study guide/workbook

Business accounting forms

Computer software
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ENTRY/RETENTION LEVEL
DUTY: PREPARE REPORTS

TASK: Prepare Schedule of Accounts Payable

21.. PERFORMAN T

Given ledgers, financial paper, tools and equipment, prepare a Schedule
of Accounts Payable. Total of the schedules must equal the total of all
subsidiary accounts.

ENABLING OBJECTIVE

Identify ledgers applicable to prepare schedules of accounts payable.

TOOLS/EQUIPMENT

Ledgers (Accounts Payable and Subsidiary Ledger)
Financial paper

Calculating device

Schedule of Accounts Payable

PERFORMANCE GUIDE

1. Obtain ledgers
2. Record heading on schedule
a. Record name of business
b. Record name of form
. ¢. Record date ending fiscal period
3. Complete schedule
2. List names from subsidiary ledger
b. List amount of balances
c. Total balances
d. Double rule underline
4. Compare total of schedule to balance of control accounts and
reconcile any differences

TJEACH, TRATEGIES

Simulations (C)
Individual study (C)
Probliem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparenci-s
Textbook

Study guide/workbook

Business accounting for—=x

Computer software

L.
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ENTRY/RETENTION LEVEL
DUTY: RESOLVE PROBLEMS

TASK: Audit Payment of Purchases on Account

22. PERFORMANCE OBJECTIVE

Given a purchase order, vendor invoice, a receiving report, a check
requisition, tools and equipment, audit payment of purchases on
account. A1l discrepancies must be corrected and payment must be
approved. .

ENABLING OBJECTIVE
Identify accounting for purchases and accounts payable procedures.

/EQUIPMENT

Purchase order
Invoice

Vendor invoice
invoice

Receiving report
Check requisition
Check

Calculating device

MAN

Obtain records of purchases on account

Compare purchase orders to receiving report; and freight documents
Investigate any discrepancies

Have clerk notify creditor of error on purchase order
Compare invoice to check requisition

Identify any discrepancies

Have clerk make correction on check requisition
Compare check to check requisition

Identify any discrepancies

Have clerk write a new check

Approve payment

TEACHING STRATEGIES

Case studies (C)

Small groups

Simutations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead
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DUTY: RESOLVE PROBLEMS
. TASK; Audit Payment of Purchases on Account

N TI MATERIALS/R R

Practice set

Textbook

Study guide/workbook
Business accounting forms
Computer software

Guest speakers

8o
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ENTRY/RETENTION LEVEL
DUTY: RESOLVE PROBLEMS

TASK: Audit Accounts Payable Computer Records

23. PERFORMANCE OBJECTIVE

Given a computer printout, manual records, tools and equipment, audit
accounts payable computer records. All discrepancies must be corrected,
authorized and filed or entered by date.

ENABLING OBJECTIVE

Identify proper accounts payable procedures.

TOOLS /EQUIPMENT

Computer printout/terminal

Journal

Form for errors

Data entry form

Caiculating device

Document retention media, i.e. file cabinet, electronic file

PERFORMANCE GUIDE

Obtain computer printout
Compare proving totals of batches tu manual records
Identify error
Correct data processing error
a. Complete data processing "Problem Notification Form"
b. Obtain authorization/apprcval for change
c. Send form to data processing to make corrections
d. Obtain corrected printout
5. Correct clerical error
a. Have ~lerk compare manual records to information for data entry
b. Correct data entry information
c. Submit corrected data entry to data processing
d. Obtain corrected printout
6. Verify accumulated totals correcting transaction
7. File printout ny date

TEACHING STRATEGIES

Case studies (C)
Simulations (C)

Problem soiving (C)
Chalkboard/overhead
Discussion/demonstration
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DUTY: RESOLVE PROBLEMS

‘ TASK: Audit Accounts Payable Computer Records
I A / RCE
Textbook

Study guide/workbook
Computer software
Business accounting forms

a0




Problem Notification Form

ROUTING TICKET BATCH BALANCE TICKET
DEPT J0B NAME
SECTION TRAN CODE
STATION BATCH NO.
DATE
DEPT
ORIGIN
SECTION
NO. TRANS.
STATION
AMOUNT 1
DEPT AMOUNT 2
SECTION AMOUNT 3
STATION TOTAL DEBITS
REMARKS :
PREPARED BY: ENTERED BY:

APPROVAL BY:

1




ENTRY/RETENTION LEVEL
. DUTY: RESOLVE PROBLEMS

TASK: Audit End of Month Accounts Payable Totals

24. PERFORMAN BJECTIVE

Given a computer printout, manually prepared records, an on-line file,
tools and equipment, audit end of month accounts payable computer
totals. All discrepancies must be corrected, authorized and filed or
entered by date.

ENABLING QOBJECTIVE

Identify proper accounts payable procedures.

TOOLS/EQUIPMENT

Computer printout

Ledgers, trial balance, subsidiary records
Data entry form

Journals

Form for errors

Calculating device
. Document retention media, i.e., file cabinet, computer
FORMAN IDE

Obtain computer printout of monthly. totals

Compare total of subsidiary ledger to control account in general

ledger

‘Identify errors

Correct clerical errors

a. Compare printout to accounts payable subsidiary ledger
b. Obtain authorization/approval for changes
c. Correct data entry information
d. Submit corrected data entry to data processing
e. Obtain corrected printout

5. Correct data processing error
a
b
c
F

o w N =

. Complete data processing "Problem Notification Form"
. Send form to data processing to make corrections

. Obtain corrected printout

ile authorized corrections by date

TEACHING STRATEGIE

Case studies (C)
Simulations (C)
Problem solving (C)

. Discussion/demonstration
Chalkboard/overhead




DUTY: RESOLVE PROBLEMS
TASK: Audit End of Month Accounts Payable Totals

IN TIONAL MATERIALS/RE

Tex tbook
Study guide/workbook
Comput~r software




ENTRY/RETENTION LEVEL

DUTY: COMMUNICATE WITH  JSIDERS
TASK: Prepare Correspondence on Accounts Payable Discrepancies
25. PERFORMANCE O v

Given a supplier, an accounts payable discrepancy, tools and equipment,
prepare correspondence on accounts payable discrepancies. Correspon-
dence must document all discrepancies without error, and must lead to
the mutual satisfaction of company and supplier.

E N v

Identify accounts payable procedures and be able to determine
inconsistencies.

JOOLS/EQUIPMENT

Shipping reports
Invoice
Calculating device
Copy machine
Letter

File cabinet

PERFORMA GUID

—
.

Obtain shipping report or invoice
2. Prepare correspondence relating to merchandise discrepancy
a. Document lost shipment
b. Document short shipment
c. Document damaged or defective merchandise
d. Document unwanted merchandise
3. Prepare correspondence relating to invoice discrepancy
a. Document error in unit price
b. Document error in extension of price
c. Document other errors in invoice calculation
4. Prepare correspondence relating to lost payment
a. Document that payment was lost
b. Document voided check
c. Document reissued payment
Prepare correspondence relating to any other cause for accounts
payable discrepancy
Provide copy of documentation to supplier
Write letter stating company policy to resolve discrepancy
File copy of correspondence

O ~NOh (5, ]
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DUTY: COMMUNICATE WITH OUTSIDERS

TASK: Prepare Correspondence on Accounts Payable Discrepancies

TEACHING STRATEGIES

Case studies (C)

Group projects (C)

Guest speakers

Problem solving (C)
Discussion/demonstration

Chalkboard/overhead
INSTRUCTIONAL MATERIALS/RESQURCES
Textbook

Business accounting forms

Computer software

Guest speakers

Professional publications/communication




ENTRY/RETENTION LEVEL
DUTY: COMMUNICATE WITH QUTSIDERS

TASK: Communicate with Creditors Regarding Lost Shipments

26. RFORMAN T

Given a shipping order, evidence of a lost shipment, tools and eqiutp-
ment, communicate with creditor regarding lost shipment. Documentation
of lost shipment must be provided and Complete documentation of adjust-
ment or credit must be received without error.

ENABLING QBJECTIVE
Identify shipping procedures.
/ MENT

Shipping statements
Invoice

Freight bill

Company Policy Handbook
Calculating device

MAN E

Obtain shipping order

Determine if shipment has been lost

Contact creditor

a. Inform creditor of lost shipment

b. Provide proof of lost shipment

C. Seek replacement of lost shipment or

d. Arrange credit to account for value of shipment
4. Contact freight company regarding lost shipment

5. File claim with freight company

WA —

[EACHING STRATEGIES

Role playing
Case studies (C)
Discussion/demonstration

INSTRUCTIQONAL MATERTIALS/RESOURCES

Textbook
Guest speakers
Field trip



ENTRY/RETENTION LEVEL
DUTY: COMMUNICATE WITH OUTSIDERS .

TASK: Communicate with Creditors Regarding Damaged/Defective Goods .Received

27. PERFORMANCE OBJECTIVE

Given the receipt of damaged/defective goods, tools and equipment, com-
municate with creditor regarding damaged/defective goods received.
Documentation must be provided and adjustments or credits must be
received without error.

ENABLING OBJECTIVE

Identify damaged/defective goods and procedures for the processing of
damaged/defective goods.

TOOLS/EQUIPMENT

Shipping statements
Purchase invoice
Freight bill

Bill of lading

Company Policy Handbook
Calculating device .

PERFORMAN D

1. Obtain damaged/defective goods

2. Determine extent of damage in shipment

3. Contact creditor regaraing damaged/defective goods

'‘a. Inform creditor of damaged/defective goods

b. Provide proof cf damaged/defective goods to creditor

c. Seek replacement of damaged/defective shipment or

d. Arrange credit to account for value of damaged/defective goods
Contact freight company about damage

Obtain directions or disposal/return authorization

Obtain signed bill of lading to verify receipt of damaged/defective
goods

TEACHING STRATEGIES
Role playing

Case studies (C)
Discussion/demonstration

INSTRUCTIQONAL MATERIALS/RESQURCES
Textbook

Guest speakers /.
Field trip
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DUTY:
TASK:

ADVANCED LEVEL
AUDIT RECORDS

Audit Work Completed by Accounts Payable Employees

28.

PERFORMANCE OBJECTIVE
Given a journal, ledger, invoices, debit memos, tools and equipment,

audit work completed by accounts payable employees. All discrepancies
must be corrected and creditor notified of any incorrect payment.

ENABLING OBJECTIVE

Identify proper accounts payable procedures.

TOOLS/EQUIPMENT
Journal

Ledger

Invoices

Debit memos
Calculating device
Computer

PERFORMANCE GUIDE

Obtain accounts payable records for fiscal period
Compare purchase journal to purchase invoices
Identify any discrepancies

Notify creditor if error s on invoice
Compare total of creditor's accounts to accounts payable account in
‘genaral ledger

Identify any discrepancies

Have clerk make corrections

Compare debit memos to general journal
Identify any discrepancies

Have clerk make correcting entry in journal
a. Record date

b. Record amount

Have clerk post correcting entry to ledgers
a. Post date

b. Post amount

c. Record post reference to debit account

d. Record post reference in journal

12. Verify processing dates of invoices

13. Identify any errors

14. Have clerk refigure processing date

15. Verify discounts

16. Identify any errors

17. Have clerk refigure discounts

OWoO~NO napwnh—
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DUTY: AUDIT RECORDS
TASK: Audit Work Completed by Accounts Payable Employee§

PERFORMANCE OBJECTIVE (cont.)

18. Compare payment to invoice
19. Identify any discrepancies in payment
20. Have clerk notify creditor of incorrect payment

TEACHING STRATEGIES

Case studies (C)
Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

NSTRUCTIONAL MA L E
Practice set

Textbook
Study guide/workbock
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ADVANCED LEVEL
DUTY: ESTABLISH POLICIES

TASK: Establish Company Policy Regarding Damaged/Defective Goods Received

29. P RMAN TIV

Given receipt of damaged/defective goods, a need to establish company
policy to handle damaged/defective goods, tools and equipment, establish
company policy regarding da.aged/defective goods received. Established
policy must provide a simple and consistent mechanism for the handling
of damaged/defective goods that is acceptable to suppliers and to the
company. (1)

ENABLING O v

Identify procedures relating to damaged/defective goods received.
T / PM

Shipping documents

Bill uf lading

Purchase invoice
Company Policy Handbook

P AN

1. Set policy regarding refused and/or returned damaged/defective goods
a. Set policy regarding notations on bill of lading/invoice aof
goods
b. Set policy regarding the filing of a claim with the freight
' conpany seeking credit
c. Set policy regarding the filing of a claim with the supplier
seeking replacement or credit
2. Set policy regarding accepted dameged/defectivc goods
a. Set policy regarding notations on invoice of goods
b. Set policy regarding the filing of a claim with the freight
company seeking credit
c. Set policy regarding the filing of a claim with the supplier
seeking credit
3. Summarize established policy regarding damaged/defective goc.ds
received in company policy document

TEACHING STRATEGIES

Case studies (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

10



DUTY: ESTABLISH POLICIES

TASK: Establish Company Policy Regarding Damaged/Defective Goods Received .
NSTR ALS/R R
Textbook

Study quide/workbook
Guest speakers

Business accounting forms
Computer software

101 @




ADVANCED LEVEL
. DUTY: ESTABLISH POLICIES

TASK: Establish Company Policy Regarding Payment of Invoices within Discount
Period

30. PERFORMAN TIV

Given a discount period, a need to establish company policy regarding
pavment of invoices within the discount period, tools and equipment,
establish company policy regarding payment of invoices within discount
period. Established policy must enable the company to take advantage of
all discuunts offered.

ENABLING OBJECTIVE
Identify procedures for invoice payments according to discounted terms.

TOOLS/EQUIPMENT

Statements from suppliers

Journals ‘

Ledgers

Invoices

Document retention media, i.e., file cabinet
. Compary Policy Handbook

PERFORMANCE GUIDE

1. Set policy relating to verification of goods received

a. Set policy relating to regular verification of receipt of goods

b. Set policy regarding verification of costs of goods, including
price changes

Set overall policy for smooth processing of invoices in accounts

payable system

Set policy regarding notation of due date on invoice

Set policy relating to the filing of invoices by due date

Set policy relating to the number of days before due date that

invoice should be processed for payment

Set policy regarding responsibility for processing of invoices

within discount period

Summarize established policies regarding payment of invoices within

the discount period in company policy document

~J o g aWw N

TEACHING STRATEGIE

Case studies (C)

Individual study (C)

Problem solving (C)

Discussion/demonstration
. Chalkboard/overhead

1n2




DUTY: ESTABLISH POLICIES

TASK: Establish Company Policy Regarding Payment of Invoices within Discount "
Period .

TR AL MAT LS/R

Textbook

Study guide/workbook
Guest speakers

Business accounting forms
Computer software

13 .




ADVANCED LEVEL
DUTY: ESTABLISH POLICIES

TASK: Establish Company Policy Regarding Return of Goods Received .

31. PERFORMA v

Given receipt of unwanted goods, a need to establish company policy to
handle unwanted goods, tocls and equipment, establish company policy
regarding return of goods received. Established policy must provide a
simple and consistent mechanism for the return of unwanted goods that is
acceptable to the supplier and to the company.

ENABLING OBJECTIVE

Identify accounting procedures and business policies regarding receipt
of unwanted goods.

TOOLS/EQUIPMENT

Shipping documents
Purchase invoice
Inventory

Company Policy Handbook

. PERFORMANCE GUIDE

1. Set policy regarding unacceptable goods
a. Set policy regarding notations indicating defective goods .or
incorrect shipment
b. Set policy regarding return of defective goods (including
' replacement or credit)
c. Set policy regarding return of incorrect shipment (including
replacement or credit)
2. Set policy regarding unwanted goods
a. Set policy regarding return of overstocked goods
bh. Set policy regarding return of slow moving merchandise
3. Summarize established policy regarding to return of goods received
in company policy document

TEACHIN TRATEGIE
Case scudies

Problem solving
Discussion/demonstration

TRUCTIONAL MATERIALS/RESOURCES
Textbook
Guest speaker
Study guide/workbook studies 10




ADVANCEN LEVEL

DUTY: EXECUTE POLICIES
TASK: Execute Company Policy Regarding Damaged Goods Received
32. PER TIVE

Given receipt of damaged goods, a company policy regarding damaged
goods, tools and equipment, execute company policy regarding damaged
goods received. Executed policy must provide replacement or credit for
all damaged goods received.

ENABLING OBJECTIVE

Identify procedures for handling receipts of damaged goods.

[OOLS/EQUIPMENT

Shipping documents

Biil of lading

Invoice

File cabinet

Company Policy Handbook

PERFORMANCE GUIDE

1. Review company policies regarding damaged goods received
2. Determine extent of damage to goods
3. Refuse and/or return damaged goods

a. Note damage on bill of lading/invoice of goods

b. File claim with freight company seeking credit

c. File claim with supplier seeking replacement or credit
4. Accept damaged goods

a. Note damage on invoice of goods

b. File claim with freight company seeking credit

c. File claim with supplier seeking credit
5. File record of all transactions

TEACHING STRATEGIES

Case stucdies (C)
Indiviuual study (C,
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCE

Textbook

Study guide/workbook .
Guest speakers 1 (%)
Business accounting forms

Computer software



ADVANCED LEVEL

. DUTY: EXECUTE POLICIES
TASK: Execute Company Policy Regarding Payment of Invoices Within Discount
Period
33. PERFORMANCE OBJECTIVE

Given a discount option, company policy regarding payment within that
period, tools and equipment, execute company policy regarding payment of
invoices within the discount period. Executed policy must take advan-
tage of all discounts allowed.

ENABLING OBJECTIVE

Identify accounting for accounts payable using discount options.

TOOLS/EQUIPMENT

Statements from suppliers
Invoices

Check

Calculating device

File cabinet

. Company Policy Handbook
ERFORM D

1. Review company policies regarding payment of invoices within dis-
count period :
2. Identify invoices to be paid
a. Obtain verified invoices
b. Organize invoices in due date order
c. Select invcices to be paid in discount period
3. Compare invoices with statement
4. Process payment of invoices
Calculate discount
Subtract discount from invoice total
Prepare check
Record discount on statement, remittance advice, or check
Obtain signature of check
. Mail payment
ile record of discount and payment

M-HhoO QOO
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5.

TEACHING STRATEGIES

Simulations (C)

Individual study (C)

Problem solving (C)

Discussion/demonstration
. Chalkboard/overhead

ERIC L6




DUTY: EXECUTE POLICIES

TASK: Execute Company Policy Regarding Payment' of Invoices Within Discount .
Period .
NSTRUCTIONA T S/RESQURCE

Practice set
Textbook

Study guide/workbook
Computer software

107 @




ADVANCED LEVEL
. DUTY: EXECUTE POLICIES

TASK: Execute Company Policy Regarding Return of Goods Received

34. PERFORMANCE OBJECTIVE

given receipt of goods, a company policy regarding return of goods,
tools and equipment, execute company policy regarding return of goods
received. Executed policy must provide for replacement or credit for
all goods returned to supplier.

ENABLING OBJECTIVE

Identify accounting procedures for returns and allowances and background
of company policy procedures.

TOOLS/EQUIPMENT

Shipping doruments
Purchase invoice

Inventory

File cabinet

Company Policy Handbook
‘II' PERFORMAN D

1. Review company policies regarding reiurn of goods received
2. Execute policy regarding unacceptable goods
a. Note defective goods on invoice
‘b. Note incorrect shipment on invoice
c. Return defective goods seeking replacement or credit from
supplier
d. Return incorrect shipment seeking replacement or credit from
supplier
3. Execute policy regarding unwanted goods
a. Identify overstock or slow moving goods through inventory
b. Return overstock seeking credit from supplier
c. Return slow moving merchandise secking credit from supplier
4. File record of all transactions

TEACHING STRATEGIES

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead




DUTY: EXECUTE POLICIES
TASK: Execute Company Policy Regarding Return of Goods Received

‘ NAL MAT /R RCE

Practice set
Textbook

Study guide/workbook
Computer software




ADVANCED LEVEL

DUTY: SUPERVISE AND INSTRUCT
TASK: Instruct Accounts Payable Employees in Company Policies
35. F RMAN BJECTIVE

Given new employees, company policies, tools and equipment, instruct
accounts payable employees in company policies. Instruction must enable
each employee to perform each task to the minimum level specified in the
oblective(s).

ENABLING OBJECTIVE

Identify company policies involved and the training needs of the
employees.

TOOLS/EQUIPMENT
Company Policy Handbook

PERFORMANCE GUIDE

1. Review Accounts Payable Policies in Policy Handbook

2. Select or develop measurable objective(s)

3. Plan instructional strategies to include discussion of accounts
payable company policies
a. Pay invoices only upon evidence of receipt and proper approval
b. Pay invoices only at prices agreed upon in purchase order
c. Pay invoices within discount period if discounts are advanta-

geous

File claims on damaged goods received

Return defective shipments for replacement or credit

Return incorrect shipments for replacement or credit

Return overstocked merchandise for credit

. Return slow-moving merchandise for credit

4. 1Implement instructional strategies

5. Evaluate instructional strategies

o0 -h0 Q

TEACHING STRATEGIES

Role playing

Case studies (C)

Group projects (C)

Guest speakers
Discussion/demonstration



DUTY: SUPERVISE AND INSTRUCT

TASK: Instruct Accounts Payable Employees in Company Policies

TRUCT ATERIALS/ R

Film strip/prepared transparencies
Textbook

Computer software

Guest speakers

Professional publications/communication

11;




ADVANCED LEVEL
DUTY: SUPERVISE AND INSTRUCT

TASK: Instruct Accounts Payable Employees in Company's Accounts Payable
Procedures

36. PERFORMANCE OBJECTIVE

Given new employees, company accounts payable procedures, tools and
equipment, instruct accounts payable employees in company's accounts
payable procedures. Instruction must enable each employee to perform
each task to the minimum level specified in the objective(s).

ENABLING OBJECTIVE

Identify accounts payable procedures and training needs of employee.

TOOLS/EQUIPMENT

Verified invoices
Cost information
Calculating device
Statement

Checks

File cabinet

‘ Company Policy Handbook
PERFORMANCE GUIDE

1. Review Accounts Payable Procedures

2. Select or develop measurable objective(s)

3. Plan instructional strategies to include demonstration of company
accour:ts payable procedures

Che<k invoice for proper approval and evidence of receipt

Check invoice charges against known costs

Check extensions and calculations of invoice

Check invoice against statement, if available

Initial invoice to show who performed steps a through d

Organize invoices in order of due date

Calculate discounts, if applicable

Record discounts on statement or check

File invoices by date of payment

Pay invoices (due date or discount date)

Prepare checks

Mail payments

. Refile paid invoices

Implement instructional strategies

Evaluate instructional strategies

J—~XGQ =T HhOQOOTWN
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DUTY: SUPERVISE AND INSTRUCT

TASK: Instruct Accounts Payable Employees in Company's Accounts Payable ‘
Procedures :

TEACHING STRATEGIES

Role playing

Case studies (C)

Group projects (C)

Guest speakers
Discussion/demonstration

INSTRUCTIONAL MATEHIALS/RESQURCES

Film strip/prepared transparencies
Textbook

Computer software

Guest speakers

Professional publications/communication




ADVANCED LEVEL
‘ DUTY: SUPERVISE AND INSTRUCT

TASK: Instruct Employees to Correct Errors in Accounts Payable Records

37. RFORM 8

Given new employees, tools and equipment, instruct employees to correct
accounts payable errors in journal Instruction must enable each
employee to perform each task to the minimum level specified in the
objective(s).

ENABLING OBJECTIVE

Identify procedures for detecting errors and training needs of employees.
TOOLS/EQUIPMENT

General ledger/Accounts Payable Subsidiary Ledger
Invoice

Journal

File cabinet

General Journal

‘ Company Policy Handbook
PCRFONMAN ID

e
.

Select or develop measurable objective(s)

2. Plan instructional strategies to include demonstration of the
following

Compare invoice to journal entry

Locate error in journal

Record correcting entry in general journal

Record date of correcting entry

Record explanation for entry and initial

Return invoice to files

3. Implement instructional strategies

4. Evaluate instructional strategies

"h('DQ.nO’W

ACHIN RAT

Role playing

Case studies (C)

Group projects (C)

Guest speakers
Discussion/demonstration




DUTY: ESTABLISH POLICIES
TASK: Establish Company Credit Policies

NSTRUCTIONAL M ALS/

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms



ENTRY/RETENTION LEVEL

DUTY: ESTABLISH POLICIES
TAS'.: Establish Company Bad Debt Policies
66. PERFORMANCE OBJECTIVE

Given bad debts, a need to establish a policy for writing off bad debts,
tools and equ1pment establish company policy for writing off bad debts.
Established policy must take into account gll internal and external
collection possibilities, including legal action, and must enable the
charge off of lost accounts in a manner most beneficial to the company.

AB BJECTIV

Identify accounting procedures and business policies regarding bad debts.

JOOLS/EQUIPMENT

Aging reports
Accounting guidelines
Tax guidelines

Journals

Ledgers

Company Policy Handbook

P RMAN D

1. Determine types of accounts which may need to be written off as bad
debts
a. Review accounts more than ninety days past due
b. Review accounts for which regular monthly payments are not
being received
2. Consult current accounting guidelines relating to writing off bad
debts
3. Consult current tax guidelines relating to writing off bad debts
4. Set specific write-off policies
a. Set policy relating to accounts with NSF checks proven to be
uncollecri . hle
b. Set policy relating to accounts turned over to a collection
agency
c. Set policy relating to accounts turned over to legal attorney
or legal judgment
5. Summarize established policies for writing off bad debts in company
policy document

TEACHING STRATEGIE

Case studies

Problem solving
Discussion/demonstration
Chalkboard/overhead



DUTY: ESTABLISH POLICIES
TASK: Establish Company Credit Policies

TRUCT MATERIALS/R RCE

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workboox

Business accounting forms



ENTRY/RETENTION LEVEL
. DUTY: EXECUTE POLICIES

TASK: Execute Company Credit Policies

67. PERF BJECTIV

Given company credit policies, credit accounts, tools and equipment,
execute company credit policies. Executed policies must maintain past
due amount within the percentage range established by the company, and
must reduce company loss on. an annual basis.

ENABLING QBJECTIVE

TOOLS/EQUIPMENT

Aging reports

Journals

Ledgers

Invoices

Credit customer records
Company Policy Handbook

‘II’ FORMAN D

Obtain credit accounts
Review company credit policies
Execute company policy regarding new credit accounts
a. Check credit references thoroughly
b. Obtain credit supervisor's approval to open new account
c. Obtain credit supervisor's approval on credit 1imit for new
account
4. Execute company policies regarding existing credit accounts
a. Have each order checked by a qualified credit person to ensure
it is within credit terms
b. Rearh agreement with any past-due account holder before an
order is released
c. Regularly review aging list of accounts
d. Take action on aging accounts
e. Have credit personnel and credit supervisor regularly review
all accounts
f. Effect all options on accounts appearing to go bad
g. Effect all options on accounts with NSF checks
5. Upgrade credit skills through regular credit manager meetings

TEACHING STRATEGIES
Case studies

. Problem. solving
Discussion/demonstration
Chalkboard/overhead

wWr —




DUTY: EXECUTE POLICIES
TASK: Execute Company Credit Policies

TION AT /RESQ

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms



ENTRY/RETENTION LEVEL
‘ DUTY: SUPERVISE AND INSTRUCT

TASK: Evaluate Accounts Receivable Employees in Company Policies

68. R AN BJECTIV

Given an evaluation request, accounts receivable employees, company
policies, tools and equipment, evaluate accounts receivable employees in
company policies. Evaluation must be based on stated objectives, must
be conducted according to accepted company procedures, and must convey a
full understanding of performance rdting to the employee.

ENAB VE

Identify company policies relating to the evaluation of accounts payable
employees.

JOOLS/EQUIPMENT
Company Policy Handbook
FORMAN 1IDE

Review Accounts Receivable Policies in Policy Handbook

Develop evaluation objectives that are designed to determine if
accounts receivable employees carried out the following in accor-
dance with company policy .
Obtain required information for granting credit

Maintain credit terms on accounts

Monitor payment terms on accounts

Monitor discount granting period

Handle problem accounts

Utilize internal collection techniques

Turn over accounts to collection agency

Initiate legal action

. Hrite off bad debts only if approved by senior management
3. Evaluate employees' performance based on stated objectives

4. Reinstruct employees regarding company policies relating to
accounts receivable as needed

TEACHING STRATEGIES

Role playing

Case studies

Group projects

Guest speakers
Discussion/demonstration

@ 120

N =

= TJ0 HhO QA O O
* o * - * @ - -




DUTY: SUPERVISE AND INSTRUCT
TASK: Evaluate Accounts Receivable Employees in Company Policies .

INSTRUCTIONAL MATERIALS/RESQURCES

Film strip/prepared transparencies
Textbook
Guest speakers

P
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ENTRY/RETENTION LEVEL

DUTY: SUPERVISE AND INSTRUCT

TASK: Evaluate Accounts Receivable Employees in Company Accounts Receivable
Procedures

69. PERFORMANCE OBJECTIVE

Given an evaluation request, accounts receivable employees, company
accounts receivable procedures, tools and equipment, evaluate accounts
receivable employees in company accounts receivable procedures. Eval-
uation must be based on stated objectives, must be conducted according
to accepted company procedures, and must convey a full understanding of
performance rating to the employee.

NABL v

Identify company policies relating to the evaluation of accounts
receivable employees.

TOOLS/EQUIPMENT

Sales invoice

Sales record

Calculating device
Accounts Receivable Journal
File cabinet

Company Policy Handbook

PERFORMANCE D

1. Review Accounts Receivable Proc-~dures

2. Develop evaluaticn objectives that are designed to determine if
accounts receivable employees carried out the following procedures
accurately

Record sales invoices in sales journal

Record credit memos to customer account

Record payment information in customer record

Compare payment to invoice

Verify discount, if applicable

Verify payment amount

Apply payment to proper account

Initial paid invoice to show who processed payment

Handle check deposit

Handle cash deposit

. File paid invoices

3. Evaluate employees' performance based on stated objectives

4. Reinstruct employees regarding company's Accounts Receivable
Procedures as needed

K. =T w0 QO O



DUTY: SUPERVISE AND INSTRUCT

TASK: Evaluate Accounts Receivable Employees in Company Accounts Receivable ‘
Procedures

TEACHING STRATEGIES

Role playing

Case studies

Group projects

Guest speakers
Discussion/demonstration

INSTRUCTIONAL MATERIALS/RESQURCES

Film strip/prepared transparencies
Textbook
Guest speakers

LY




ENTRY/RETENTION LEVEL
‘ DUTY: SUPERVISE AND INSTRUCT

TASK: Instruct Accounts Receivable Employees in Company Policies

70. PERFORMANCE OBJECTIVE

Given new employees, company policies, tools and equipment, instruct
accounts receivable employees *n company policies. Instruction must
enable each employee to perform each task to the minimum level specified
in the objective(s).

ENABLING QOBJECTIVE

Identify accounts receivable procedures and needs of employees.

TOOLS/EQUIPMENT
Company Policy Handbook

PERFORMANCE GUIDE

1. Review Accounts Receivable Policies in Policy Handbook
2. Select or develop measurable objective(s)
. 3. Plan instructional strategies to include discussion of accounts
receivable policies
Obtain required information for granting credit
Maintain credit terms on accounts
Monitor payment terms on accounts
Monitor discount granting period
Handle problem accounts
Utilize internal collection techniques
Turn over accounts to collection agency
Initiate legal action
Write off bad debts onmiy if approved by senior management
4, Implement instructional strategies
5. Evaluate instructional strategies

TEACHING STRATEGIES

Role playing
Case studies
Group projects
Guest speakers

INSTRUCTIONAL MATERIALS/RESOURCES

Film strip/prepared transparencies
Textbook

. Computer software
Guest speakers
Professional publications/communication
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ENTRY/RETENTION LEVEL
DUTY: SUPERVISE AND INSTRUCT

TASK: Instruct Accounts Receivable Employees in Company Accounts Receivable
Procedures

71. P MANCE OB

Given new employees, company accounts receivable procedures, tools and
equipment, instruct accounts receivable employees in company accounts
receivable procedures. Instruction must enable each employee to perform
each task to the minimum level specified in the objective(s).

ENABLING OBJECTIVE

Identify accounts receivable procedures and needs of employees.

TOOLS/EQUIPMENT

Sales invoice

Sales record

Calculating device
Accounts Receivable Journal
File cabinet

Company Policy Handbook

AN I

Review Acccounts Receivable Procedures

Select or develop measurable objective(s)

Plan instructional strategies to include demonstration of company
accounts receivable procedures

Record sales invoices in sales journal

Record credit memos to customer's account
Record payment information in customer record
Compare payment to invoice

Verify discount, if applicable

Verify payment amount

Apply payment to proper account

Handle check deposit

Handle cash deposit

. Initial and file paid invoices

4. Implement instructional strategies

5. Evaluate instructional strategies

WA -
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TEACHING STRATEGIES

Role playing
Case studies
Group projects
Guest speakers

Discussion/demonstration _lrsf
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DUTY: SUPERVISE AND INSTRUCT

. TASK: Instruct Accounts Receivable Employees in Company Accounts Receivable
Procedures
INSTRUCTIONA T /

Film strip/prepared transparencies
Textbook

Computer software

Guest speakers

Professional publications/communication




ENTRY/RETENTION LEVEL
DUTY: SUPERVISE AND INSTRUCT .

TASK: Instruct Employees to Correct Accounts Receivable Errors

72. PERFORMANCE OBJECTIVE

Given new employees, tools and equipment, instruct employees in cor-
recting accounts receivable errors in journal. Instruction must enable
each employee to perform each task to the minimum level specified in the
objective(s).

ENABLING OBJECTIVE

Identify procedures for locating errors and the training needs of
employees.

TOOLS/EQUIPMENT

Customer invoice

Journal

Ledgers

Credit memo

Additional invoice

General Journal .
File cabinet

Calculating device

Company Policy Handbook

P RMANCE D

1. Select or develop measurable objective(s)

2. Plan instructional strategies to include demonstration of the
following

Compare customer invoice to Journal posting

Locate journal error in either amount or customer name

Issue credit memo or debit memo and obtain approval

Record invoice reference number

Record date of invoice

Record original amount

Record correction

. Return invoice to file

3. Implement instructional strategies

4, Evaluate instructional strategies

T HoOQAO O

TEACHIN RATEGIE

Role playing
Case studies

Group projects
Guest speakers
Discussion/demonstration 1




. DUTY: SUPERVISE AND INSTRUCT

TASK: Instruct Employees to Correct Accounts Receivable Errors

INSTRUCTIONAL MATERIALS/RESQURCES

Film strip/prepared transparencies
Textbook

Computer software

Guest speakers

Professional publications/communication
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ENTRY/RETENTION LEVEL
DUTY: MAINTAIN RECORDS '

TASK: Prepare Fixed Asset Records

73. PERFORMANCE QBJECTIVE

Given an invoice for a fixed asset, a signed packing slip, an approved
capital expenditure request and tools and equipment, prepare a fixed
asset ledger card.

ENABLING OBJECTIVE

Identify fixed asset procedures.

TOOLS/EQUIPMENT

Packing slip

Capital expenditure request
Fixed Asset ledger card
Calculating device

PERFORMANCE DE

1. Using the purchase invoice, post information to the fixed asset .
ledger card including the asset description, date of purchase,
serial numb?r, cost and other pertinent information required

2. File the ledger card according to the appropriate asset category to
which it has been assigned

3. Make copies of the invoice, capital expenditure request, and other
supporting documentation to be retained as a permanent record

TEACHING STRATEGIES
Discussion/demonstration
Simulation
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Textbook/workbook




ENTRY/RETENTION LEVEL
. DUTY: PROCESS TRANSACTIONS

TASK: Make Copies of Supporting Documentation for Fixed Asset Acquisitions
and Retirements

74. PERFORMANCE TIVE

Given a paid invoice for a fixed asset, packing slip, an approved
expenditure request and tools and equipment, make copies of these and
other supporting documents for permanent records to substantiate fixed
asset balances.

ENABLING OBJECTIVE
Identify fixed asset procedures.
T00 PMENT

Disbursement journal

Fixed Asset ledger record

Paid invoice and other supporting documentation
Copy machine

"I' PERFORMAN ID

1. Obtain a disbursement 1isting showing additions to fixed assets for
the accounting period

Pull the corresponding ledger card for each addition

Pull the paid invoice and any other supporting documerntation and
make copies of each

Check to be sure copies were made for each item shown on the
listing of additions to the fixed assets

File the copies in a permanent record in fixed asset number order
Initial the ledger card to show this step was performed

Refile all documents

o o b WN

TEACHIN TRATEGIE
Simulations

Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook/workbook




ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS

TASK: Record and File Capital Expenditure Requests

75. PERFORMANCE OBJECTIVE

Given an approved capital expenditure request, assign a fixed asset
number to this asset and record it in a fixed asset log.

NABLING OB VE

Iuentify fixed asset procedures.
T EQUIPMENT

Prenumbered fixed asset tags
Fixed asset log
Capital expenditure request

ER A D

1. Obtain an approved capitai expenditure request, fixed asset record
and copies of supporting documentation

Assign a fixed asset tag to the fixed asset and post the corre-
sponding number to the capital expenditure request

Record the description of the fixed asset in the fixed asset log
Send the prenumbered fixed asset tag to the supervisor responsible
for the fixed asset so it can be affixed to the asset

Refi e the corresponding documents

TEACHING STRATEGIES
Simulations

Discussion/demonstration
Chalkboard/overhead

IMSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook/workbook

o AW N
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ENTRY/RETENTION LEVEL
. DUTY: PROCESS TRANSACTIONS

TASK: Reconcile Fixed Assets and Accumulated Depreciation to Subsidiary
Records

76. RFORM ECTIVE

Given a report showing fixed assets and accumulated depreciation and the
tools described below, reconcile the report totals to the subsidiary
records.

ENABLING OBJECTIVE

Identify fixed asset procedures.
T /E MENT

General ledger--fixed assets section
Fixed asset subsidiary records
Calculating device

PERFORMANCE GUIDE

-

1. Obtain the fixed asset section of the general ledger

2. Obtain the fixed asset subsidiary records corresponding to each
general ledger fixed asset account

3. Run an adding machine tape of the cost of each fixed asset and
agree the total cost to the cost appearing in the general ledger

4. Reconcile any differences :

5. Similarly, agree the accumulated depreciation for each fixed asset
to the amount of accumulated depreciation appearing in the general
ledger :

6. Reconcile any difference

TEACHING STRATEGIES
Simulations

Discu’ sion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook/ -rkbook




ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS .

TASK: Calculate Depreciation on Fixed Asset Additions

77. PERFORMAN BJECTIVE

Given a fixed asset addition and tools and equipment, calculate and
record depreciation based on the useful life of the assets.

ENABLING OBJECTIVE

Identify fixed asset procedures.

TOOLS/EQUIPMENT

Fixed asset addition

Company fixed asset policy manual

Calculating device

Table of useful life for categories of fixed assets

PERFORMANCE GUIDE

1. Obtain the fixed asset record card, table of useful lives, and
company fixed asset policy manual .

Determine the useful life of the asset from the table of useful

lives

Determine the depreciation method to use to calculate the deprecia-

tion from the company fixed asset policy manual

Compute the depreciation and add this to the monthly depreciation

resource calculation

Post the depreciation calculation to the fixed asset record and

refile all materials

o H WM

TEACHIN ATEGIE

Role playing

Case studies

Guest speakers

Group projects
Simulations
Discussion/demonstration

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Textbook/workbook
Study guide




ENTRY/RETENTION LEVEL
. DUTY: CORRECT ERRORS

TASK: Correct Errors in Postings to Fixed Asset Records

78. PERFORMAN BJECTIVE

Given fixed asset records, tools and equipment, correct fixed asset
errors in subsidiary records. Corrections must be made without errors.

ENABLING OBJECTIVE

Identify fixed asset procedures.
TOOLS/EQUIPMENT

Fixed asset records
Calculating device

PERFORMANCE

1. Obtain fixed asset records
2. Identify errors in subsidiary records
a. Identify discrepancy in recording of fixed asset add1t1ons or
. retirements
b. Identify error in recording periodic depreciation expense
3. Record correct asset additions or retirements and provision for
depreciation X

TEACHING STRATEGIE
Discussion/demonstration
Chalkboard/overhead
Simulations

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook/workbook
Study guide




ENTRY/RETENTION LEVEL
DUTY: PREPARE REPORTS .

TASK: Prepare a Monthly Report Summarizing Fixed Asset Additions, Sales and
Retirements

79. PERFORMANCE QBJECTIVE

Given fixed asset subsidiary records, financial paper, tools and equip-
ment, prepare a schedule of fixed assets. Total of the schedule must
equal the total of all subsidiary records.

BLING Vv

Identify fixed asset procedures.

TOOLS/EQUIPMENT

Fixed asset subsidiary records
Financial paper
Calculating device

PERFORMANCE GUIDE

1. Obtain fixed asset subsidiary records
2. Record heading on schedule .
a. Record type of fixea asset
b. Record historical cost
c. Record date acquired
d. Record depreciation for the period
e. Record accumulated depreciation
f. Record estimated useful life
3. Complete schedule
a. List individual asset additions, sales and retirements
b. List amount of balances
c. Total balances
4. Compare totals to entries recorded to control accounts and recon-
cile any differences

TEACHING STRATEGIES

Simulations
Chalkboard/overhead
Discussion/demonstration

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook/workbook
Study gquide l




ENTRY/RETENTION LEVEL
. DUTY: RESOLVE PROBLEMS

TASK: Review Gains/Losses on Sales of Fixed Assets

80. P RMA IV

Given a schedule of fixed asset dispositions, select significant
dispositions and recompute the recorded gain or loss.

ENABLING QBJECTIVE

Identify gain or loss on sale of fixed assets.

100 IPMENT

Schedule of gains or losses on sales of fixed assets
Calculating device
Financial paper

PERFORMANCE GUIDE

Obtain schedule of gains and losses on sales of fixed assets
Select significant asset sales to be reviewed

Review cash payment received for assets sold

Determine net book value of asset sold

Recompute gain or loss on sale of asset

Compare amount computed above to gain or loss recorded on schedule

oONHWN -

TEACHING STRATEGI

Role playing

Case studies

Group project
Simulations
Chalkboard/overhead
Discussion/demonstration

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook/workbook
Study guide
Computer program
Guest spe ker

136




ENTRY/RETENTION LEVEL
DUTY: COMMUNICATE WITH QUTSIDERS

TASK: Obtain Bids on Sales of Fixed Assets

81. PERFORMANCE OBJECTIVE

Given fixed assets to sell, obtain optimum sales price possible con-
sidering applicable laws and company policies.

NABLING OBJECTIVE
Identify fixed asset procedures.
T /EQUIPMENT
Fixed asset to sell
Telephone
Typewriter

PERFORMANCE GUIDE

Communicate with interested parties to determine bid on fixed asset
Prepare a schedule of bids received for approval

1. Obtain details of fixed assets to be sold

2. Determine method to use to advertise assets to be sold

3. Advertise assets to be sold via communication media determined .
appropriate

4.

5.

TEACHING STRATEGIES

Discussion/demonstration
Case studies

Individual study

Role playing

Group project

INSTRUCTIONAL MATERIALS/RESOURCES

Guest speaker
Practice set

Tex tbook/workbook
Study guide




ADVANCED LEVEL
. DUTY: AUDIT RECORDS

TASK: Audit Fixed Assets Computer Records

82. PERFORMAN BJECTIV

Given a computer printout, manual records, tools and equipment, audit
fixed asset computer records. All discrepancies must be corrected,
authorized and filed or entered by date.

ENABLING OBJECTIVE

Identi/y fixed assets and accounting procedures for fixed assets.

[OQLS/EQUIPMENT

Computer printout/terminal

Journal

Form for errors

Data entry form

Calculating device

Document retention media, i.e. file cabinet, electronic file

. PERFORMANCE GUIDE

1. Obtain computer printout
2. Compare proving totals of batches to manual records
3. Identify error
4. Correct data processing error
a. Complete data processing "Problem Notification Form"
b. Obtain authorization/approval for change
¢c. Send form to data processing to make corrections
d. Obtain corrected printout
5. Correct clerical error
a. Have clerk compare manual records to information for data entry
b. Correct data entry information
c. Submit corrected data entry to data processing
d. Obtain corrected printout
6. Verify accumulated totals correcting transaction
7. File printout by date

TEACHING STRATEGIES

Guest speakers

Case studies (C)
Discussion/demonstration
Chalkboard/overhead
Problem solving (C)




DUTY: AUDIT RECORDS
TASK: Audit Fixed Assets Computer Records

INSTRUCTIONAL MATERIALS/R RCE

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms

Computer software

Guest speakers



DUTY: AUDIT RECORDS
TASK: Audit End-of-Month Fixed Asset Totals

. ADVANCED LEVEL

83. RFEORM TIV

Given a computer printout, manually prepared records, an on-line file,
tools and equipment, audit end of month fixed asset totals. All dis-
crepancies must be corrected, authorized and filed or entered by date.

ENABLING OBJECTIVE
Identify a fixed asset.
T E MENT

Computer printout
Ledgers, subsidiary records
Data entry form
Journals
Form for errors
Calculating device
. Document retention media, i.e., file cabinet, computer

PERFORMAN IDE

1. Obtain computer printout of monthly sales and purchases of fixed
assets .
Compare total of subsidiary ledger to control account in general
ledger

‘Identify errors

Correct clerical errors

a. Review and correct data entry information

b. Submit corrected data entry to data processing

c. Obtain corrected printout

TEACHING STRATEGIES

Case studies (C)
Simulations (C)
Discussion/demonstraticn
Chalkboard/overhead

N

INSTRUCTTONAL MATERIALS/RESOURCES

Practice set
Film strip/prepared transparencies
Textbook
. Study guide/workbook
Business accounting forms
Computer software
Guest speakers
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DUTY: AUDIT RECORDS
TASK: Audit New Asset Purchases

ADVANCED LEVEL .

84, PERFQRMANCE QBJECTIVE

Given a purchase invoice, purchase orders, vendor invoice, a ..eiving
report, a check requisition, tools and equipment, audit payment for new
asset purchases. All discrepancies must be corrected and payment must
be approved.

ENABLING OBJECTIVE

Identify appropriate procedures for the acquisition of new assets.

[OOLS/EQUIPMENT

Purchase order

Purchase invoice

Vendor invoice

Invoice )

Receiving report

Check requisition .
Check

Calculating device

PERFORMANCE GUID

Obtain records of new asset purchases

Compare purchase invoices to receiving report and freight documents
Investigate any discrepancies

Have clerk notify creditor of error on asset purchase invoice
Compare asset purchase invoice to check requisition

Identify any discrepancies

Have clerk make correction on check requisition

Compare check to check requisition

Identify any discrepancies

Have clerk write a new check

Approve payment

TEACHING STRATEGIES

Small groups

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

—OWoO~NOUTEAEWN —

[ ety

11




DUTY: AUDIT RECORDS
TASK: Audit New Asset Purchases

NSTRUCTIONAL MATE /R RCE

Practice set

Fiim strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms

Computer software

Guest speakers
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ADVANCED LEVEL
DUTY: AUDIT RECORDS .

TASK: Audit Work Completed by Fixed Asset Clerk

85. PERFORMA TIVE

Given a journal, ledger, purchase orders or contracts and invoices,
tools and equipment, audit work completed by fixed asset employees. All
discrepancies must be corrected and creditor notified of any incorrect
payment.

ENABLING OBJECTIVE

Identify appropriate procedures for handling fixed assets.

TOOLS/EQUIPMENT

Journal

Ledger

Invoices

Purchase orders
Calculating device

Computer .

PERFORMANCE GUIDE

Obtain purchase records for fiscal period
Compare journal to asset purchase invoices
Identify any discrepancies
Notify creditor if error is on invoice
‘Have clerk make correction
Compare purchase orders and contract to invoices
Identify any discrepancies
Have clerk make correcting entry in journal
a. Record date
b. Record amount
9. Have clerk post correcting entry to ledgers

a. Post date

b. Post amount

c. Record post reference to account

d. Record post reference in journal
10. Re-establish depreciation or amortization lost based on new
information

OO NHWN —

TEACHING STRATEGIES

Small groups

Simulations (C)

Problem solving (C) .
Discussion/demonstration

Chalkboard/overhead




. DUTY: AUDIT RECORDS
TASK: Audit Work Completed by Fixed Asset Clerk

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms
Computer software

Guest speakers

P
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ADVANCED LEVEL
DUTY: AUDIT RECORDS .

TASK: Compare Invoices with Contract or Purchase Order

86. PERFORMAN BJECTIV

Given a ledger, invoice, receiving report, purchase orders and
contracts, tools and equipment, compare invoices received with accounts
payable records. All discrepancies must be corrected and invoices
filed alphabetically or numerically. (1)

NABLING OBJECTIVE

Identify appropriate procedures for handling contract or purchase order.

EQUIPMENT

Invoice

Receiving report

File cabinet
Calculating device
Computer program
Purchase order register

Contract file : .

PERFORMANCE GUIDE

. Obtain purchase order or contract and invoice
Compare invoice to purchase order or contract
. Verify extensions

. Correct any errors

a. Draw line through error

b. Record correct amount

c. Notify creditor of error on invoice

TEACHING STRATEGIES

Small groups

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set

Film strip/prepared transparencies

Textbook

Study guide/workbook

Business accounting forms 1 g5 .
Computer software "/

Guest speakers

WA —




ADVANCED LEVEL
. DUTY: ESTABLISH POLICIES

TASK: Establish Company Policy Regarding Return of Assets

87. PERFORMANCE QBJECTIVE

Given receipt of unwanted assets, a need to establish company policy to
handle unwanted assets, tools and equipment, establish company policy
regarding return of assets received. Established policy must provide a
simple and consistent mechanism for the return of unwanted assets that
is acceptable to the supplier and to the company.

N TIVE

Identify components of policy.
TOQOLS/EQUIPMENT

Shipping documents
Purchase invoice
Company Policy Handbook

. PERFORMANCE GUIDE

1. Set policy regarding unacceptable assets
a. Set policy regarding notations indicating defective items or
incorrect shipment
b. Set policy regarding return of defective items (1nclud1ng
replacement or credit)
c. Set policy regarding return of incorrect shipment (including
replacement or credit)
2. Set policy regarding unwanted goods
a. Set policy regarding return of overstocked goods
b. Set policy regarding return of slow moving merchandise
3. Summarize established policy regarding to return of assets received
in company policy document

TEACHIMG_STRATEGIES

Small groups

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

A Y
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DUTY: SUPERVISE AND INSTRUCT
TASK: Instruct Employees to Correct Errors in Accounts Payable Records .

INSTRUCTIONAL MATERIALS/RESOURCES

Film strip/prepared transparencies
Textbook

Computer software

Guest speakers

Professional publications/communication




ADVANCED LEVEL
DUTY: SUPERVISE AND INSTRUCT

TASK: Instruct Employees How to Correct Errors in Posting Accounts Payable

38. PERFORMANCE OBJECTIVE

Given new employees, tools and equipment, instruct employees to correct
errors in posting accounts payables. Instruction must enable each
employee to perform each task to the minimum level specified in the
objective(s).

ENABLING QBJECTIVE

Identify error correction procedures in posting accounts payable and
training needs of the employees.

QOLS/EQUIPMEN

Ledger/Accounts Payable Subsidiary Ledger (customer's account)
Journal
Calculating device

PERFORMA ID

1. Select or develop measurable objective(s)

2. Plan instructional strategies to include demonstration of the
following

Compare ledger to Jjournal

Locate error in ledger

Correct error when posting to incorrect account

Deduct amount from incorrect account

Add amount to correct account

Correct error when incorrect amount is posted

Make correction of amount in ledger

3. Implement instructional strategies

4. Evaluate instructional strategies

IE NG STRATEGIE

Role playing

Case studies (C)

Group projects (C)

Guest speakers
Discussion/demonstration

INSTRUCTIONAL MATERIALS/RESQURCES

Film strip/prepared transparencies
Textbook

Computer software

Guest speakers

Professional publications/communication
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ADVANCED LEVEL
DUTY: SUPERVISE AND INSTRUCT

TASK: Evaluate Accounts Payable Employees in Company Policies

39. PERFORMANCE QOBJECTIVE

Given an eviluation request, accounts payable employees, company poli-
cies, tools and equipment, evaluate accounts payable employees in com-
pany policies. Evaluation must be based on stated objectives, must be
conducted according to accepted company procedures, and must convey a
full understancing of performance rating to the employee.

ENABLING OBJECTTVE

Identify company policies relating to evaluation of accounts payable
employees.

TOOLS/EQUIPMENT
Company Policy Handbook

PERFORMAN OE

1. Review Accounts Payable Policies in Policy Handbook

2. Develop evaluation objectives that are designed to determine if
accounts payable employees carried out the following in accordance
with company policy:
a. Pay invoices only upon evidence of receipt and proper approval
b. Pay invoices only at prices agreed upon in the purchase order
c. Pay invoices within discount period if discounts are advanta-

geous

File claims on damaged goods received

Return defective shipments for replacement or credit

Return incorrect shipments for replacement or credit

Return overstocked merchandise for credit

Return slow-moving merchandise for credit

Evaluate employees' performance based on stated objectives

Instruct employees regarding company policies relating to accounts

payable as needed

TEACHING STRATEGIE

Role playing

Case studies (C)

Group projects (C)

Guest speakers
Discussion/demonstration
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. DUTY: SUPERVISE AND INSTRUCT
TASK: Evaluate Accounts Payable Employees in Company Policies

INSTR NAL MATERIALS/RESQUR
Film strip/prepared transparencies

Textbook
Guest speakers
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ADVANCED LEVEL
DUTY: SUPERVISE AND INSTRUCT .

TASK: Evaluate Accounts Payable Employees in Company Accounts Payable
Procedures

40. PERFORMANCE QBJECTIVE

Given an evaluation request, accounts payable employees, company
accounts payable procedures, tools and equipment, evaluate accounts pay-
able employees in company's accounts payable procedures. Evaluation
must be based on stated objectives, must be conducted according to
accepted company procedures, and must convey a full understanding of
performance rating to the employee.

ENABLING OBJECTIVE

Identify company policies relating to the evaluation of accounts payable
employees.

TOOLS/EQUIPMENT

Verified invoices

Cost information i

Calculating device

Statement .
Checks

File cabinet
Company Policy Handbook

RFORMANCE GUIDE

—bd
.

Review Accounts Payable Procedures
2. Develop evaluation objectives that are designed to determine if
accounts payable employees carried out the following procedures
accurately:
Check invoice for proper approval and evidence of receipt
Check invoice charges against known costs
Check extensions and calculations of invoice
Check invoice against statement, if available
Organize invoices in order of due date
Initial invoice to show who performed steps a through e
Calculate discounts, if applicable
Record discounts on statement or check
File invoices by date of payment
Pay invoices (due date or discount date)
Prepare checks
Mail payments
m. Refile paid invoices in alphabetical order by vendor
Evaluate employees' performance based on stated objectives
Reinstruct employees regarding company's Accounts Payable .
Procedures as needed
.1‘)1
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. DUTY: SUPERVISE AND INSTRUCT

TASK: Evaluate Accounts Payable Employees in Company's Accounts Payable
Procedures

TEACHING STRA

Role playing

Case studies (C)

Group projects (C)

Guest speakers
Discussion/demonstration

NSTRUCTIONAL MATERIALS/R RCE

Film strip/prepared transparencies
Textbook
Guest speakers




ENTRY/RETENTION LEVEL
DUTY: MAINTAIN RECORDS .

TASK: Maintain File of Charge Customers' Names and Addresses

41. PERFORMANCE QBJECTIVE

Given a file of charge customers' names and addresses, tools and equip-
ment, maintain a file of charge customers' names and addresses. File
cards must be completed without error, filed alphabetically or geograph-
ically, purged of former customers, and retrievable upon request.

N NG OBJECTIVE
Identify proper file management procedures.

TOOLS/EQUIPMENT

Document retention media, i.e., file cabinet
Address cards
Typewriter/computer

PERFORMANCE GUIDE

1. Obtain customer's address .
2. File cards containing customer's names and addresses
a. File cards alphabetically

b. file cards geographically

Complete cross-reference

Type card for new charge customers

File cards for new charge customers

‘a. File cards alphabetically or

b. File cards geographically

6. Update cards when addresses change

7. Purge files of outdated customers

TEACHING STRATEGIES

Simulations

Individual study

Problem solving
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Textbook
Study gquide/workbook

Computer software _ ‘
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DUTY:
TASK:

ENTRY/RETENTION LEVEL
MAINTAIN RECORDS

Maintain File of Credit Applications

42.

PERFORMAN VE

Given a file of credit applications, new applications, tools and equip-
ment, maintain a file of credit applications. Credit applications must
be filed alphabetically or by date, purged of former customers, and
retrievable upon request.

ENABLING OBJECTIVE
Identify procedures for filing applications alphabetically and by date.

TOOLS/EQUIPMENT -

Document retention media, i.e., file cabinet
Credit application

RMAN IDE

1. Obtain credit applications
2. File credit applications
a. File applications alphabetically
b. File applications by date
3. Complete cross-reference
4. Purge files of credit applications for outdated companies

TEACHING STR

Simulations

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Textbook

Study quide/workbook
Computer software



ENTRY/RETENTION LEVEL
DUTY: PREPARE REPORTS

TASK: Audit Accounts Receivable Computer Records

43. PERFORMANCE OBJECTIVE

Given a computer printout, manual records, tools and equipment, audit
accounts receivable computer records. All discrepancies must be
corrected, authorized and filed or entered by date.

NABLING QBJECTIVE

Identify proper accounts receivable procedures.
TOOLS/EQUIPMENT

Computer printout/terminal

Journal

Form for errors

Data entry form

Calculating device

Document retention media, i.e. file cabinet, electronic file

PERFORMANCE GUIDE

Obtain computer printout
Compare proving totals of batches to manual records
Identify error
Correct data processing error
a. Complete data processing "Problem Notification Form"
'b. Obtain authorization/approval for change
¢c. Send form to data processing to make corrections
d. Obtain corrected printout
5. Correct clerical error
a. Have clerk compare manual records to information for data entry
b. Correct data entry information
c. Submit corrected data entry to data processing
d. Obtain corrected printout
6. Verify accumulated totals correcting transaction
7. File printout by date

£ LN —~

TEACHING STRATEGIES

Case studies

Simulations

Problem solving

Chalkboard/overhead
Discussicn/demonstration 15;;;



DUTY: PREPARE REPORTS

TASY: Audit Accounts Receivable Computer Records

IN 1 MATER

Textbook

Study guide/workbook
Computer software
Business accounting forms



ENTRY/RETENTION LEVEL
DUTY: PREPARE REPORTS

TASK: Audit End of Month Accounts Receivable Totals

44. PERFORMANCE OBJECTIVE

Given a computer printout, manually prepared records, an on-line file,
tools and equipment, audit end-of-month accounts receivable computer
totals. All discrepancies must be corrected, authorized and filed or
entered by date.

ENABLING OBJ VE

Identify proper accounts receivable procedures.

TOOLS/EQUIPMENT

Computer printout

Ledgers, trial balance, subsidiary records

Data entry form

Journals

Form for errors

Calculating device

Document retention media, i.e., file cabinet, computer

PERFORMANCE GUIDE

1. Obtain computer printout of monthly totals .
2. ?ompare total of subsidiary ledger to control account in general
edger
. Identify errors
4. Correct clerical errors
a. Compare printout to accounts receivable subsidiary ledger
. Obtain authorization/approval for changes
. Correct data entry information
. Submit corrected data entry to data processing
. Obtain corrected printout
orrect data processing error
. Complete data processing "Problem Notification Form"
. Send form to data processing to make corrections
c. Obtain corrected printout
6. File authorized corrections by date

b
c
d
e
C
a
b

TEACHING STRATEGIE

Case studies

Simulations

Problem solving
Discussion/demonstration
Chalkboard/overhead
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. DUTY: PREPARE REPORTS
TASK: Audit End of Month Accounts Receivable Totals

NSTRUCTIONAL MATERIALS/RESOURCE

Textbook
Study guide/workbook
Computer software
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ENTRY/RETENTION LEVEL
DUTY: PREPARE REPORTS .

TASK: Audit Statement Sent to Charge Customers

45. PERFORMANCE OQBJ VE

Given a sales invoice, shipping report, customer statement, tools and
equipment, audit statements sent to charge customers. A1l discrepancies
must be corrected and statement must be approved.

ENABLING OBJECTIVE

Identify accounting for sales and accounts receivable procedures.

TQOLS/EQUIPMENT

Sales invoice
Shipping report
Customer statements
Calculating device

ERFORMA DE

1. Obtain records of sales on account .
2. Compare sales invoice to shipping report

3. Identify any discrepancies

4. Have clerk make correction to customer statement

5. Send corrected statement to customer

6. Approve statement

TEACHING STRATEGIES

Case studies

Small groups

Simulations

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Textbook

Study guide/workbook
Business accounting forms
Computer software

Guest speakers o
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| ENTRY/RETENTION LEVEL
. DUTY: PROCESS TRANSACTIONS

TASK: Post Sales on Account to Customer's Subsidiary Account

46. FORMAN v
Given a journal entry, customer's account, tools and equipment, post

entry for recording sales on account to customer's account. Posting of
journal entry must be without error.

ENABLING OBJECTIVE

Identify proper sales transaction and proper subsidiary account.

TOOLS/EQUIPMENT
Journal
Ledger

Calculating device

PERFORMAN 10E

Obtain correct journal entry
Post journal entry to customer's account
a. Record date from journal
b. Record amount from journal
¢c. Record post reference in ledger account
d. Record post reference in journal
4, Obtain new account balance

TEACHING STRATEGIES

Simulations

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead

. 1. Open new account for customer
2.
3

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Textbook

Study guide/workbook
Computer software
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ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS

TASK: Record Receipt of Payment on Account

47. PERFORMANCE OBJECTIVE

Given a receipt of payment on account, journal, tools and equipment,
journalize receipt of payment on account. Entry for recording receipt
of payment must be without error and stamped invoice must be filed.

ENABLING QBJECTIVE

Identify and analyze an accounts receivable transaction.

TOOLS/EQUIPMENT

Ledger
Journal
Stamp

File cabinet

ERFORMANCE GUIDE

Record form of payment

Compare payment with customer's account
Record discount

Verify that payment is correct
Write entry in cash receipts journal
a. Record date

b. Record amount

c. Record account titles

d. Record source documents

Prepare check for deposit

Locate sales invoice in file

Stamp invoice paid

File stamped invoice

a. File alphabetically

b. File numerically

TEACHING STRATEGIES

Simulations

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead

o PN —
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. DUTY: PROCESS TRANSACTIONS
TASK: Record Receipt of Payment on Account

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Textbook

Study guide/workbook
Computer software
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ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS .

TASK: Compare Payment Received with Remittance

48. PERFORMANCE OB IVE

Given receipts, form of payment, tools and equipment, compare payment
received with receipts or remittance stubs. A1l discrepancies must be
corrected and payment forwarded for processing.

ENABLING OBJECTIVE

Identify proper accounts receivable procedures.
TOQLS/EQUIPMENT

Receipts

Form of payment
Calcuiating device

Computer

PERFORMANCE GUIDE

1. Obtain receipt and payment .
2. Compare payment received to receipt

3. Correct any errors

4. Record amount of payment on receipt or remittance stub

5. Notify customer of error on payment

6. Forward payment for processing

TEACHING STRATEGIES

Individual study
Discussion/demonstration

INSTRUCTIONAL MATERIALS/RESOURCES

Textbook
Study guide/workbook
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ENTRY/RETENTION LEVEL
. DUTY: PROCESS TRANSACTIONS

TASK: Post Sales Returns and Allowances to Customer's Subsidiary Account

49. PERFQRMANCE OBJECTIVE

Given a journal entry, subsidiary customer account, tools and equipment
for recording sales returns and allowances to customer's account, post
the journal entry without error.

ENABLING_QBJECTIVE

Identify sales return and allowance transaction and proper subsidiary
account.

TOQLS/EQUIPMENT

Journal

Ledger

Calculating device
Credit memo

‘ PERFORMANCE GUID

1. Obtain correct journal entry
2. Post journal entry to customer's account
a. Record date from journal
b. Record amount from journal
c. Record post reference in ledger account
d. Record post reference in journal
3. Obtain new account balance

IE NG STRATEGIE

Simulations

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook

Study guide/workbook
Computer software
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ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS .

TASK: Post Journal Totals to Accounts Receivable Control Account

50. PERFORMANCE OBJECTIVE

Given a journal entry, control account, tools and equipment, post
journal totals to accounts payable/accounts receivable control account
without error.

ENABLING OBJECTIV

Identify accounts receivable transactions.

TQOLS /EQUIPMENT

Journal

Ledger, subsidiary
Form for schedule
File cabinet
Calculating device

RMA I

1. Obtain control account and journal .
2. Check accuracy of column totals
3. Post correct totals to control account
a. Record date from journal
b. Record amount from journal
¢. Record post reference in ledger account
d. Record post reference in journal
4. Obtain new account balance
5. Prove the subsidiary ledgers
6. Prepare schedule of accounts receivable
7. Compare total of all subsidiary accounts to total of the schedule
8. - Check accounts if totals are not equal
9. Prepare correct icnedule
10. File schedule by vi:cal period

TEACHING STRATEGIES

Simulations:

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead
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DUTY: PROCESS TRANSACTIONS
. TASK: Post Journal Totals to Accounts Receivable Control Account

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook

Study guide/workbook
Computer software
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ENTRY/RETENTION LEVEL
DUTY: CORRECT ERRORS

TASK: Correct Errors in Accounts Receivable Records

51. PERFORMANCE QOBJECTIVE

Given a customer invoice, journal, tools and equipment, correct accounts
receivable errors in journal. Corrections must be made without error
and journal entries verified.

ENABLING OBJECTIVE

Identify proper accounts receivable journalizing procedures.
TOOLS/EQUIPMENT

Customer invoice
Journal

Credit memo
Additional invoice
File cabinet
Calculating device

PERFORMANCE GUIDE

1. Obtain customer invoice

2. Compare customer invoice to journal posting
Locate error in journal

a. Identify error in amount or

b. Identify error in customer name

Modify system to prevent error from reoccurring
Issue credit memo or additional invoice
Record invoice reference number

Record date of invoice

Record original amount

Record correction

Obtain approval

Return invoice to file

— OV~ &

T ING STRATEGIES

Simulations.

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead
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. DUTY: CORRECT ERRORS

TASK: Correct Errors in Accounts Receivable Records

INSTRUCTIONAL MATERIALS/RESOQURCES

Practice set
Textbook

Study guide/workbook
Computer software

168




DUTY:
TASK:

ENTRY/RETENTION LEVEL
CORRECT ERRORS

Correct Errors in Posting Accounts Receivable

52.

PERFORMANCE OBJECTIVE

Given a journal, ledger, tools and equipment, correct errors in posting
accounts receivable. Corrections must be made without error and posted
entries verified. '

ENABLING OBJECTIVE

Identify proper accounting procedures for accounts receivable.

TOOLS/EQUIPMENT

Jcurnal

Ledger

Credit memo
Additional invoice
Calculating device

PERFORMANCE GUIDE

Obtain ledger and journal
Compare ledger to journal
Locate error in ledger
Correct error when posting to incorrect account
a. Deduct amount from incorrect account
b. Add amount to correct account
5. Correct error when incorrect amount is posted
a. Issue credit memo or additional invoice
b. Make correction to amount in ledger
c. Reference account number to the journal entry
6. Record (initial) individual responsible for change
7. Change system if necessary
8. Obtain approval

HWN —

TEACHING STRATEGIES

Simulations

Individual study

Problem solving
Discussion/demonstration
Chatkboard/overhead

INSTRUCTIQONAL MATERIALS/RESQURCES

Practice set

Textbook 16«
Study guide/workbook '
Computer softwar.



ENTRY/RETENTION LEVEL

DUTY: CORRECT ERRORS
TASK: Correct Inaccuracies in Sales Records
53. PE ANCE OBJECTIVE

Given a sales invoice, tools and equipment, correct inaccuracies of
sales invoice. Corrections must be made on the sales invoice without
error and the documentation filed.

ENABLING QOBJECTIVE

Identify sales procedures.

TOOLS /EQUIPMENT

Sales invoice

Price list

Calculating device
Credit memo

Additional invoice
Document retention media

PERFORMANCE GUIDE

1. Obtain sales invoice and price list

2. Compare sales invoice to price list to check unit price
3. Check calculations on sales invoice

&. Calculate extensions

'b. Calculate discount

c. Calculate shipping charges

d. Calculate sales tax

e. Calculate invoice total

Adjust for correction

a. Mark correction on sales invoice

b. Issue credit memo or debit memo if new one sent
c. Issue additional invoice

d. Obtain approval

5. Make copies of correcting documents

6. File copies of correcting documents

7. Change system if necessary

TEACHING STRATEGIES

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead

ey
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DUTY: CORRECT ERRORS

TASK: Correct Inaccuracies in Sales Records

TRUCTIONAL MATE /RESQURCE

Practice set
Textbook

Study guide/workbook
Computer software




ENTRY/RETENTION LEVEL
DUTY: CORRECT ERRORS

TASK: Correct Inaccuracies of Sales Returns and Allowances

54. PERFORMANCE OBJECTIVE

Given a sales invoice, credit memo, tools and equipment, correct inac-
curacies of sales returns and allowances. Corrections must be made and
recorded on the sales invoice without error, and the corrected invoice
must be submitted to Accounts Receivable. .

ENABLING OBJECTIVE

Identify proper accounting procedures for sales returns and allowances.
/ ENT

Sales invoice or material transfer form
Credit memo

Price list

Calculating device

FORMANCE

Obtain sales invoice and credit memo
Examine sales invoice
Examine credit memo
Identify inaccuracies pertaining to sales returns
a. Identify discrepancy in amount of goods returned
d. Identify discrepancy in price of goods returned
c. Identify error in extension
5. Identify inaccuracies pertaining to allowances
a. Identify error regarding discontinued allowances
b. Identify error regarding misunderstood allowance
6. Record correction on sales invoice
7. Verify authorized signature
8. Submit corrected invoice to Accounts Receivable

HLWN —

[EACHING STRATEGIES

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set

Textbook
Study guide/workbook
Computer software ] 72



ENTRY/RETENTION LEVEL
DUTY: PREPARE REPORTS

TASK: Prepare Customers' Statements

55. PERFORMANCE OBJECTIVE

Given a ledger, statement of account forms, tools and equipment, prepare
customers' statements. All statements must be prepared without error
and mus* agree with customers' account.

ENABLING OBJECTIVE

Identify basic accounts receivable procedures.

TOOLS/EQUIPMENT

Ledgers
Statement of Account forms
File cabinet

PERFORMANCE GUIDE

1. Obtain subsidiary ledger
2. Prepare customer's statement
a. Record name and address
b. Record account identification number
c. Record all charges, payments, and balance of the account
d. Calculate and record late charges
3. Send original copy to customer
4. File carbon copy

TEACHING STRATEGIES

Simulations

Individual study
Froblem solving
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Textbook

Study gquide/workbook
Business accounting forms
Computer software




ENTRY/RETENTION LEVEL
. DUTY: PREPARE REPORTS

TASK: Prepare Schedule of Accounts Receivable

56. RFQRMANCE QOBJECTIVE

Given ledgers, financial paper, tools and equipment, prepare a Schedule
of Accounts Receivable. Total of the schedules must equal the total of
the subsidiary accounts.

ENABLING QBJECTIVE

Identify ledgers applicable to prepare schedules of accounts receivable.

TOOLS/EQUIPMENT

Ledgers (Accounts Receivable Subsidiary Ledgers)
Calculating device
Schedule of Accounts Receivable

PERFQRMANCE DE

1. Obtain ledgers
. 2. Record heading in schedule
a. Record name of business
b. Record name of form
¢. Record date ending fiscal pericd
3. Complete schedule
a. List names from subsidiary ledger
b. List amount of balances
‘c. Total balances
d. Double rule underline
4, Compare total of schedule to balance of control account and
reconcile any differences

TEACHING STRATEGIES

Simulations

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Film strip/prepared transparencies
Textbook
. Study guide/workbook
Business accounting forms
Computer software




Schedule of Accounts Receivable

Village Gift Shop
Schedule of Accounts Receivable
January 31, 1978

Darwood Alton $ 4,345
Mary Cassidy 10,141
Richard Mullins 38,194
Cora Pickles 21,945
Ronald Askynkowski 2,520
Gary Youngblood 13.232
Total Accounts Receivable . $90,377
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ENTRY/RETENTION LEVEL
DUTY: RESOLVE PROBLEMS

TASK: MWrite Off Bad Debts to Customer's Account

57. PERFORMANCE OBJECTIVE

Given a customer's account, authorization, tools and equipment, post
entry to write off of a bad debt without error.

ENABLING OBJECTIVE

Identify appropriate procedure for writing off bad debts; bad debts
transaction analysis and propei- subsidiary account.

EQUIPMENT

Journal

Ledger

Document retention media, i.e., file cabinet
Calculating device

PERFORMANCE GUIDE

1. Obtain authorization

2. Obtain correct journal entry

3. Post journal entry to customer's account

a. Record date from journal

b. Record amount from journal

¢c. Record post reference in ledger account
d. Record post reference in journal
Indicate a zero balance

Return journal

File ledger card alphabetically

[ N8, ¢ -3

TEACHING STRATEGIE

Simulations

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Textbook

Study guide/workbook
Computer software



ENTRY/RETENTION LEVEL
DUTY: RESOLVE PROBLEMS

TASK: Post Dishonored Check to'Customer's Subsidiary Account

58. FORMAN BJECTIVE

Given a customer's subsidiary account, authorization, tools and equip-
ment, post entry to record dishonored check. Posting of the journal
entry for dishonored checks must be without error and according to
company polic:.

ENABLING OBJECTIVE

Identify banking and accounts receivable procedures.
TOOLS/EQUIPMENT

Journal
Ledger
Calculating device

PERFORMANCE GUIDE

1. Obtain journal entry
2. Post entry to customer's account
a. Record date from journal
b. Record amount from journal
c. Record post reference in ledger account
d. Record post reference in journal
3. Obtain new account balance
4. 'Make notation about dishonored check in customer's account

TEACHING STRATEGIES

Simulations

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook

Study guide/workbook
Computer software




ENTRY/RETENTION LEVEL
. DUTY: RESOLVE PROBLEMS

TASK: Determine Uncollectable Accounts Receivable

59. PERFORMANCE OBJECTIVE

Given an overdue account, tools and equipment, determine an uncollect-
able account receivable. Collection effort must have utilized all
internal and external collection techniques and amount must be written
of f according to company policy.

NABLING OBJECTIVE
Identify an overdue account and internal/external collection techniques.

TOOLS/EQUIPMENT

Accounts Receivable Ledger
Telephone

Company Policy Handbook
Statements

Letters

. PERFORMANCE GUIDE

1. Obtain Accounts Receivable Ledger

2. Review history of account

3. Utilize all internal collection techniques
a. Send follow-up statement
b. Contact customer by telephone
‘'c. Arrange in-person meeting with customer
d. Send follow-up letters seeking payment

4. Utilize all external collection techniques
a. Seek payment through small claims court
b. Turn account over to collection agency
¢. Turn account over to legal action

5. Obtain approval

6. Execute company policy for writing off bad debts

TEACHING STRATEGIES

Case studies

Simulations

individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead




DUTY: RESOLVE PROBLEMS

TASK: Determine Uncollectable Accounts Receivable

MATERIALS/R iR

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Computer software

17




. ENTRY/RETENTION LEVEL
DUTY: COMMUNICATE WITH OUTSIDERS

TASK: Inform New Customers of Credit Policies

60. PERFORMANCE OBJECTI

Given a new customer, company credit policies, tools and equipment,
inform new customer of credit policies. Documentation of credit or COD
terms must be provided to the customer without error.

ENABLING OBJECTIVE
Identify basic credit policies.

T /EQUIPMENT

Credit application
Telephone

Written credit terms
Written COD terms
Company Policy Handbook

. PERFORMANCE GUIDE

1. Contact charge customer

a. Explain credit terms

b. Explain credit limit

c. Explain payment method

d. Explain due date

e. Explain applicable discount

Provide above information in writing to the charge customer
Contact COD customer

a. Explain applicable purchase limit

b. Explain payment reouired (check, cashier's check, cash)
4. Provide above informat.on in writing to the COD customer

TEACHING STRATEGIES

Role playing
Case studies
Discussion/demonstration

W N

INSTRUCTIONAL MATERIALS/RESOURCES

Textbook
Guest speakers
Field trip




ENTRY/RETENTION LEVEL
DUTY: COMMUNICATE WITH QUTSIDERS .

TASK: Communicate with Charge Customers Concerning Complaints and Requests

61. FORMANCE OB IVE

Given a charge customer with a complaint and/or request, tools &nd
equipment, communicate with charge customer concerning complaint or
request. Verification of the legitimacy of the complaint/request and
resolution of complaint or meeting request must result according to
company policy.

NABLI BJECTIV
Identify procedures for handiing customer inquiries.
T / PMENT

Telephone

Sales invoice

Order filling forms

Shipping statements )

Accounts Receivable Journal .
Aging reports

Credit memo

Company Policy Handbook

Calculating device

PERFORMANCE GUIDE

1. Receive complaint/request regarding defective merchandise
a. Replace defective merchandise or
b. Credit customer account
Receive complaint/request regarding unwanted merchandise
a. Replace unwanted merchandise or
b. Credit customer account
Receive complaint/request reg~rding short or lost shipment
a. Reach mutual agreement regarding shipment error
b. Adjust shipment or
c. Credit customer account
4. Receive complaint/request regarding service
a. Verify legitimacy of complaint/request
b. Correct erroneous service
5. Receive complaint/request regarding account balance
a. Verify accuracy of complaint/requnst
b. Adjust account to mutual satisfac:ion

P>
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. DUTY: COMMUNICATE WITH OUTSIDERS

TASK: Communicate with Charge Customers Concerning Complaints and Requests

TEACHING STRATEGIES
Role playing

Case studies
Discussion/demonstration

INSTRUCTIONAL MATERIALS/RESQURCES

Textbook
Guest speakers
Field trip

Pomd
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DUTY: COMMUNICATE WITH OUTSIDERS
TASK: Contact Customers Regarding NSF Checks

ENTRY/RETENTION LEVEL .

62. PERFORMANCE OBJECTIVE

Given a bank notification of an NSF check, tools and equipment, contact
customer regarding NSF check. Verify that amount owed can be cleared
and collected or account must be turned over for collection procedures
according to company policy.

ENA cT
Identify proper banking procedures.
T [EQUIPMENT

NSF check
Telephone
Copy machine
Statement
File cabinet

PERFORMANCE GUIDE .

1. Contact customer's bank
a. Determine whetner NSF check can be covered by account .
b. Obtain cashier's check in amount of NSF check if account can

now cover amount of NSF check

2. Communicate with customer

Send additional statement notice to customer

Place telephone call to customer

Arrange in-person meeting with customer

Accept payment on account or

. Turn account over to coliection agency

Make copy of NSF check

File copy of NSF check

a. File alphabetically or

b. File numerically

5. Update customer's file to note NSF check

TEACHING STRATEGIES

Role playing
Discussion/demonstration

INSTRUCTIONAL MATERIALS/RESQURCES

f. [
Textbook I w .
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ENTRY/RETENTION LEVEL
. DUTY: COMMUNICATE WITH OUTSIDERS

TASK: Communicate with Delinquent Charge Customers

63. PERFORMANCE QBJECTIVE

Given aging reports, a delimquent account, tools and equipment, communi-
cate with a delinquent charge customer. Collection of the amount due
within the time frame and procedures established by company pclicy must
result, or the account must be assigned to a collection agency.

ENABLING QSJECTIVE

Identify proper accounts receivable procedures relating to delinquent
accounts.

TOOLS/EQUIPMENT

Aging reports

Telephone

Form letters/personal letters
Statements

. Company Policy Handbook
PERFORMANCE GUIDE

Obtain delinquent account report

Review aging report

Ascertain delinquency of account

Send duplicate copy of last statement
Contact customer by telephone

a. Discuss status of account

b. Make arrangements for payment

Send appropriate form letter(s) to inform customer of delinquency
Recontact customer by telephone

Arrange in-person meeting with customer
a. Discuss status of account

b. Make arrangements for payment

9. Assign account to collection agency

UMealWN) —
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TEACHING STRATECIES

Role playing
Case studies
Discussion/demonstration

INSTRUCTIONAL MATERTALS/KRESQURCES

. Textbook

Guest speakers )
Professional publications/communication
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ENTRY/RETENTION LEVEL
DUTY: AUDIT RECORDS .

TASK: Audit Work Completed by Accounts Receivable Employees

64. PERFORMANCE OBJECTTVE

Given a journal, ledger, invoices, credit memos, tools and equipment,
audit work completed by accounts receivable employees. All discrepan-
cies must be corrected and customer notified of any incorrect payment.

EN NG OBJECTIVE
Identify proper accounts receivable procedures.
T / PMEN

Journal

Ledger

Invoices

Credit Memos
Calculating device

PERFORMAN 1DE ' .

Obtain accounts receivable records for fiscal period
Compare sales journal to sales invoices
Identify any discrepancies
Notify customer if error is on invoice
?ogpure customer account to accounts receivable account in general
edger
Ident:fy any discrepancies
Have clerk make corrcction
Compare credit memos to general journal
Identify any discrepancies
Have clerk mak2 correcting entry in general journal
>. Rerord da.e
b. Record amount
11. Have clerk post correcting entry to ledgers
a. Post date
b. Post amount
c. Record post reference to account
d. Record post reference in journal
12. Verify discounts
13. Identify any errois
14. Have clerk refigure disccunts
15. Compare payment to invoice
16. Identify any discrepancies
17. HAave clerk notify customer of incorvect payment

o bWy -
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. DUTY: AUDIT RECORDS
TASK: Audit Work Completed by Accounts Receivable Employees

TEACHING STRATEGIES

Case studies

Simulations

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook
Study gquide/workbook




ENTRY/RETENTION LEVEL
DUTY: ESTABLISH POLICIES .

TASK: Establish Company Credit Policies

65. PERFORMANCE VE

Given company credit capability, industry trends, a need to establish
credit policy, tools and equipment, establish company credit policies as
necessary. These policies must meet the needs of the company, minimize
1oss, and ensure adequate cash flow in order to remain profitable within
the margins established by the company.

ENABLING OBJECTIVE

Identify company credit procedures.
100 IPMENT

Aging reports
Journals

Ledgers

financial reports

Company Policy Handbook .
PERFORMANCE GUICE

Determine how long accounts can be held and remain profitable

Determine how quickly receivables must te turned over

Determine status of accounts in aging reports

Set specific credit terms

Set terms in accordance with cash flow needs

Set terms in accordance with types of accounts

Set terms in accordance with types of merchandise

Set terms in accordance with types of services offered

Set terms regarding trouble or problem accounts

Set terms to allow margin for siow payments

Set policy regarding thorough credit check before allowing

credit

5. Determine need for credit manager to upgrade skills through credit
manager meetings

6. Summarize established credit policies in company policy document

TEACHING STRATEGIES

Case studies

Problem solving
Ciscussion/demonstration
Chalkboard/overhead

P2LWON—
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. DUTY: ESTABLISH POLICIES
TASK: Establish Company Policy Regarding Return of Assets

INSTRUCTIONAL MATERIALS/RESQURCE

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms

Computer software

Guest speakers




ADVANCED LEVEL
DUTY: EXECUTE POLICIES .

TASK: Execute Company Policy Regarding Receipt of Damaged Assets

88. PERFORMANCE OBJECTIVE

Given receipt of damaged assets, a company policy regarding damaged
assets, tools and equipment, execute company policy regarding damaged
asset: received. Executed policy must provide replacement or credit for
all damaged assets received.

N TIVE

Identify company policy for damaged assets.
T /EQUIPMENT

Shipping documents

Bi1l of lading

Invoice

File cabinet

Company Policy Handbook

PERFORMANCE GUIDE .

1. Review company policies regarding damaged assets received
2. Determine extent of damage _
3. Refuse and/or return damaged items

a. Note damage on bill of lading/invoice of goods

b. File claim with freight company seeking credit

c. File claim with supplier seeking replacement or credit
4. Accept damaged items

a. Note damage on invoice of goods

b. File claim wit freight company seeking credit

c. File claim with supplier seeking credit
5. File record of all transactions

TEACHING STRATEGIES

Small groups

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead
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. DUTY: EXECUTE POLICIES
TASK: Execute Company F:'*~y ke,arding Receipt Damaged Assets

INSTRUCTIONAL MATERIALS/RESQURCE

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms
Computer software

Guest speakers




ADVANCED LEVEL
DUTY: EXECUTE POLICIES .

TASK: Execute Company Policy Regarding Damaged/Defective Assets Received

89. PERFORMANCE TIV

Given receipt of damaged assets, and a company policy, execute company
policy regarding damaged items received. Established policy must
provide a simple and consistent mechanism for the handling of damaged
items that is acceptable to suppliers and to the company.

ABLING OBJECTIVE
Identify components of policy.

TOOLS/EQUIPMENT

Shipping documents

8111 of lading

Purchase invoice
Company Policy Handbook

PERFORMANCE GUIDE .

1. Execute policy regarding refused and/or returned damaged iteins
a. Follow policy regarding notations on bill of lading/invoice of
goods .
b. Follow policy regarding the filing of a claim with the freight
company seeking credit
c. Follow policy regarding the filing of a claim with the supplier
seeking replacement or credit
2. Execute policy regarding accepted damaged items
a. Follow policy regarding notations on invoice of goods
b. Follow policy regarding the filing of a claim with the freight
company seeking credit
c. Follow policy regarding the filing of a claim with the suppliier
seeking credit

EACHING STRATEGIE

Small groups

Simutations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

(=
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DUTY: EXECUTE POLICIES
TASK: Execute Company Policy Regarding Damaged/Defective Assets Received

~——

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms

Computer software

Guest speakers



ADVANCED LEVEL
DUTY: SUPERVISE AND INSTRUCT

TASK: Evaluate Fixed Asset Employees in Company Policies

90. PERFORMANCE OBJECTIVE

Given an evaluation request, fixed asset employees, company policies,
tools and equipment, evaluate fixed asset employees in company poli-
cies. Evaluation must be based on stated objectives, must be conducted
according to accepte? company procedures, and must convey a full under-
standing of performance rating to the employee.

ENABLING OBJECTIVE

Identify evaluation criteria for fixed asset employees.

TOOLS/EQUIPMENT
Company Policy Handbook

PERFORMANCE GUIDE

1. Review Fi .ed Asset Policies in Policy Handbook

2. Develop evaluation objectives that are designed to determine if
fixed asset employees carried out the following in accordance with
company policy

Check invoice for proper approval and evidence of receipt

Check invoice charges against known costs

Check extensions and calculations of invoice

Check iaveice acainst statement, if available

Record asset serial number

Compute a depreciation charge for the asset

. Establish a maintenance/replacement schedule

Evaluate employees' performance based on stated objectives

Reinstruct employees regarding company policies relating to

accounts payable as needed

TEACHING STRATEGIES

Small groups

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

0 -Hhoaooow
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. DUTY: SUPERVISE AND INSTRUCT
TASK: Evaluate Fixed Asset Employees in Company Policies

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook .
Study guide/workbook

Business accounting forms
Computer software

Guest speakers
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ADVANCED LEVEL .
DUTY: SUPERVISE AND INSTRUCT

TASK: Evaluate Fixed Asset Employees in Company's Fixed Asset Procedures

91. PERFORMANCE OBJECTIVE

Given an evaluation request, fixed asset employees, company fixed asset
procedures, tools and equipment, evaluate fixed asset employees in
company's fixed asset procedures. Evaluation must be based on stated
objectives, must be conducted according to accepted company procedures,
and must convey a full understanding of performance rating to the
employee.

ENABLING OBJECTIVE

Identify evaluation criteria for fixed asset employees.

TOOLS/EQUIPMENT

Verified invoices

Cost information

Calculating device

Statement )

Checks .
File cabinet

Company rPolicy Handbook

PERFORMANCE GUIDE

1. Review Fixed Asset Procedures

2. Develop evaluation objectives that are designed to determine if
fixed asset employees carried out the following procedures
accurately
a. Check invoice for proper approval and evidence of receipt

Check invoice charges against known costs

Check extensions and calculations of invoice

Check invo‘ce against statement, if available

Record asset seriai number

Compute a depreciation charge for the asset

Establish a maintenance/replacement schedule

3. Evaluate employees' performance based on stated objectives

4. Reinstruct employees regarding company's Fixed Asset Procedures as
needed

TEACHING STRATEGIES

Small groups
Simulations (C)

Problem solving (C)
Discussion/demonstration (- .

Chalkboard/overhead Lo
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. DUTY: SUPERVISE AND INSTRUCT
TASK: Evaluate Fixed Asset Employees in Company's Fixed Asset Procedures

TRUCTIONAL MATERIALS/R RCE

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting fo 'ms

Computer software

Guest speakers

136




ADVANCED LEVEL
DUTY: SUPERVISE AND INSTRUCT .

TASK: Instruct Employees to Correct Errors in Fixed Asset Records

92. PERFORMANCE OBJECTIVE

Given new employees, tools and equipment, instruct employees to correct
fixed asset errors in journal. Instruction must enable each employee to
perform each task to the minimum level specified in the objective(s).

ENABLING OBJECTIVE
Identify fixed asset procedures.

TOOLS/EQUIPMENT

General ledger

Invoice

Journal

File cabinet

General Journal

Company Policy Handbook

PERERHAICE QI ®

1. Select or develop measurable objective(s)

2. Plan instructional strategies to include demonstration of the
procedures necessary to process fixed asset transactions

3. Implement instructional strategies

4, Evaluate instructional strategies

TEACHING STRATEGIES

Small groups

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms

Computer soft tare

Guest speakers




ADVANCED LEVEL
. DUTY: SUPERVISE AND INSTRUCT

TASK: Instruct Employees in Company's Fixed Asset Procedures

93. PERFORMANCE QBJECTIVE

Given new employees, company fixed asset procedures, tools and equip-
ment, instruct fixed asset employees in company's fixed assets proce-
dures. Instruction must enable each employee to perform each task to
the minimum level specified in the objective(s).

ENABLING OBJECTIVE

Identify fixed asset procedures.

TOOLS/EQUIPMENT

Verified invoices
Cost information
Calculating device
Statement

Checks

. File cabinet
Company Policy Handbook
PERFORMANCE GUIDE

Review Fixed Asset Procedures

Select or develop measurable objective(s)

Plan instructional strategies to include demonstration of company's
fixed asset procedures

Implement instructional strategies

Evaluate instructional strategies

a W —

TEACHING STRATEGIE

Small groups

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Film strip/prepared transparencies
Textbook
Study guide/workbook
. Business accounting forms
Computer software
Guest speakers




ADVANCED LEVEL
DUTY: SUPERVISE AND INSTRUCT ¢

TASK: Instruct Fixed Asset Employees in Company'Policies

94. PERFORMANC v
Given new employees, company policies, tools and equipment, instruct
fixed asset employees in company policies. Instruction must enable each

employee to perform each task to the minimum level specified in the
objective¢s).

ENABLING OBJECTIVE

Identify fixed asset procedures.

TOOLS/EQUIPMENT
Company Policy Handbook
PERFORMA E

1. Review Fixed Assets Policies in Policy Handbook .

2. Select or develop measurable objective(s)

3. Plan instructional strategies to include discussion of fixed assets

company policies
4, Implement instructional strategies
5. Evaluate instructional strategies

TEACHING STRATEGIES

Small groups

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

NSTRUCTIONAL MATERI RESQUR

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms

Computer software

Guest speakers
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ADVANCED LEVEL
. DUTY: MAINTAIN RECORDS

TASK: Establish Chart of Accounts

95. PERFORMANCE v

Given accounts to be used, standard chart of accounts, tools and
equipment, establish chart of accounts.

ENABLING QBJECTIVE

Identify company policy for chart of accounts.

[QOLS/EQUIPMENT

Typewriter/word processor
Standard chart of accounts

ERFORMANCE GUIDE

1. Obtain standard chart of accounts form (from CPA fi m)
a. Assign account numbers to each asset account
b. Assign account numbers to each 1iability account
. c. Assign account numbers for each equity account
d. Assign account numbers to each revenue account
e. Assign account numbers to each expense account
2. Make copies to be given to each department

TEACHING STRATEGIES

Case studies (C)

Group projects (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIQNAL MATERIALS/RESQURCES

Film strip/prepared transparencies
Textbook

Study guide/workbook

Computer software




ADVANCED LEVEL
DUTY: MAINTAIN RECORDS .

TASK: Maintain Chart of Accounts

9. RFQRMAN

Given a chart of accounts, new accounts to be added, tools and
equipment, add to existing chart of accounts.

ENABLING OBJECTIVE

Tientify company procedures for chart of accounts.

TOOLS/EQUIPMENT

Typewriter/word processor
Chart of accounts

PERFQRMANCE GUIDE

1. Using established chart of accounts
a. Add account to proper general classification .
b. Assign account number
2. Head new general ledger account page and add to gwneral ledger .

JEACHING STRATEGIES

Case studies (C)

Group projects (C)

Small groups

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Computer software




' ADVANCED LEVEL
. DUTY: MAINTAIN RECORDS

TASK: Post Summary Totals from Subsidiary Records to the General Ledger

97. PERFORMANCE QBJECTIVE

Given journals, general ledger, tools and equipment, post summary totals
to appropriate general ledger accounts.

ENABLING OBJECTIVE

Identify procedures for posting entries to general ledgers.

TOOLS/EQUIPMENT

Journals; accounts reccivable, accounts payable, cash receipts sales,
cash disbursements
General ledger

PERFORMANCE GUIDE

1. Obtain journals and general ledger
2. Post summary totals to debit and credit columns
o 3. Total general ledger pages

TEACHIN RATEGIE

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Computer software




ADVANCED LEVEL
DUTY: PROCESS TRANSACTIONS .

TASK: Reconcile General Ledger to the Working Trial Balance

98. PERFORMAN TIV

Given posted and totaled general ledger, balance ledger. Identify
problems and descrepancies.

NABLING OBJECTIV
Identify process to determine errors and discrepancies.

TOOLS/EQUIPMENT

General ledger and subsidiary journals

PERFORMAN DE

1. Total entire general ledger to check balance
2. Identify and correct any discrepancies
3. Prepare trial balance

TEACHING STRATEGIES .

Small groups

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Computer software

Sy .
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JUTY: PROCESS TRANSACTIONS
TASK: Reconcile Company Bank Accounts

PERFORMANCE GUIDE (cont.)

10. Investigate and clear open record selling items
11. Reconcile monthly

TEACHING STRATEGIES

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook




ADVANCED LEVEL

DUTY: PROCESS TRANSACTIONS
TASK: Reconcile Company Bank Accounts
100. PERFORMANCE OBJECTIVE

Given a periodic bank statement, tools and equipment, reconcile bank
statement on company account. Company bank account reconciled balance
must equal the bank statement. :

NABLING OBJECTIVE

Identify bank reconciliation procedures.

TQOLS/EQUIPMENT

Cancelled checks/drafts

Bank statement

Previous monthly reconciliation
Cash Receipts Journal

Check register

Deposit record

General ledger account balance
Calculating device

PERFQRMANCE GUIDE

1. Obtain cancelled checks, check register, general ledger, bank .

statement, and Cash Receipts Journal

Arrange cancelled checks in numerical order

'Verify amounts of cancelled checks with check register

Compare deposits on bank statement with deposits in Cash Receipts

Journal for month

Account for checks

a. Check off checks listed as outsta..ding on prior month's recon-
ciliation that cleared on current statement

b. Check off current checks in check register that cleared on the
current statement

c. Total all presently outstanding checks

6. Add outstanding chack total to cash balance as shown on company
books

7. Deduct any deposits made during month but not received at bank
during statement period.

8. Compare company bank account balance figure on bank statement to
determine reconciliation

9. Bank reconciliation
a. Credit interest to Interest Income in General Journal
b. Debit interest earned to bank account in company books
c. Debit service charges to miscellaneous expense
d. Credit service charges to cash

o 2N
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ADVANCED LEVEL
. DUTY: PROCESS TRANSACTIONS

TASK: Prepare Bank Deposits

101. PERFORMAN BJECTIV

Given checks, cash, stamp for endorsement, money wrappers, deposit slip,
tools and equipment, prepare a bank deposit. The bank deposit must be
prepared without error.

ENABLING OBJECTIVE

Identify cash handling procedures.

TOOLS/EQUIPMENT

Checks

Cash

Stamp for endorsement
Money wrappers
Deposit slip
Checkbook

. Calculating device

ERFORMAN UID

Obtain checks and cash

Separate checks from cash
Endorse checks

Count currency and coins

Wrap coins and currency

Prepare deposit slip

a. Record coins

b. Record currency

c. Record checks by ABA number
d. Total deposit slip

7. Record deposit in the checkbook
8. Make deposit

TEACHING STRATEGIES

Simulations (C)

Problem solving (C) *
Discussion/demonstration

Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

OOt aWhN —

. Practice set
Film strip/prepared transparencies
Textbook
Study guide/workbook
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ADVANCED LEVEL
DUTY: CORRECT ERRORS .

TASK: Proof End-of-Month General Ledger

102. PERFORMANCE QB IVE

Given a computer printout, manually prepared records, an on-line file,
tools and equipment, audit end of month general ledger computer totals.
A1l giscrepancies must be corrected, authorized and filed or entered by
date.

ENABLING OBJECTIVE

Identify month-end closing procedures.

TQOLS/EQUIPMENT

Computer printout

Ledgers, trial balance, subsidiary records
Data entry form

Journals

rorm for errors

Calculating device
Document retention media, i.e., file cabinet, computer .

PERFORMANCE GUIDE

1. Obtain computer printout of monthly totals or calculator tape.
2. Identify errors
3. Correct clerical errors
a. Compare printout of the general ledger to subsidiary records
. Obtain authorization/approval for changes
. Correct data en*ry information
. Submit corrected data entry to data processing
. Obtain corrected printout
orrect data processing error
. Complete data processing "Problem Notification Form"
. Send form to data processing to make corrections
c. Obtain corrected printout
5. File autiorized corrections by date

TEACHING STRATEGIES

Case studies (C)

Group projects (C)

Small groups -

Simulations (C)

Problem solving (C)

Discussion/demonstration .
Chalkboard/overhead

b
c
d
e
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DUTY: CORRECT ERRORS
TASK: Proof End-of-Month General Ledger

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook

Study gquide/workbook

Computer software
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ADVANCED LEVEL
DUTY: CORRECT ERRORS .

TASK: Proof Hork Completed by General Ledger Employees

103. PE AN v

Given a general ledger, tools and equipment, audit work completed by
general ledger employees. All discrepancies must be corrected.

ENABLING OBJECTIVE
Icentify month-end closing procedures.
TOOLS/EQUIPMENT

General ledger
Calculating device

Computer
PERFORMANCE GUIDE
1. Compare general ledger balances to subsidiary ledgers or account
analysis
2. Identify any discrepancies .
3. Have clerk make correction
4. Have clerk make correcting entry in journal.
5. Have clerk post correcting entry to ledgers
6. Verify processing dates of invoices
7. Ildentify any errors

[EACHING STRATEGIES

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook

Study gquide/workbook

Computer software




ADVANCED LEVEL
. DUTY: PREPARE REPORTS

TASK: Prepare Month-End General Ledger

104. PERFORMANCE OBJECTIVE

Given ledgers, financial paper, tools and equipment, prepare a Schedule
of Accounts Payable/Accounts Receivable. Total of the schedules must
equal the total of 211 subsidiary accounts.

ENABLING OBJECTIVE

Identify month-end closing procedures.

[OOLS/EQUIPMENT

Ledgers (Accounts Payable and Accounts Receivable Subsidiary Ledgers)
Financial paper

Calculating device

Schedule of Accounts Payable/Accounts Receivable

PERFORMANCE GUIDE

. 1. Obtain ledgers and subsidiary journals
2. Record journal entry to enter totals from subsidiary records to
general ledger at month end
3. Prepare journal entries for menth-end accruals and other non-
recurring entries

TEACHING STRATEGIE

Case studies (C)
Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/warkbook

Computer softwure
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ADVANCED LEVEL
DUTY: PREPARE REPORTS ‘

TASK: Prepare Trial Balance

105. PERFORMANCE OBJECTIVE
Prepare trial balance from existing general ledger records.
ABLING QBJECTIV
Identify procedures and components for completing a trial balance.
T PMENT

General ledger

P AN

1. Assemble asset accounts

2. Less liability accounts

3. Plus or minus capital accounts
4. Assemble revenue accounts

5.

lLess expenses '

TEACHING STRATEGIES

Case studies (C)

Small groups

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms

Computer software




| ADVANCED LEVEL
. DUTY: PREPARE REPORTS

TASK: Prepare Financial Statements

106. PERFORMANCE OBJECTIVE
Prepare financial statements from existing general ledger records.
NABLIN ECTIVE

Identify procedures and format for financial statements.

TOOLS/EQUIPMENT

General ledger
Blank financial statements

PERFORMANCE GUIDE

1. Extract income from income accounts

2. Extract expenses from expense accounts

3. Extract balance sheet accounts

4. Distribute prepared statements to management

EACHING STRATEGIE

Case studies (C)
Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms

Computer software




ADVANCED LEVEL
DUTY: AUDIT RECORDS .

TASK: Audit End-of-Month General Ledger Totals

108. PERFORMANCE QBJECTIVE

Given a month-end general ledger, schedule of transactions for the
reriod, tools and equipment, audit end-of-month general ledger totals.
All discrepancies must be corrected, authorized and posted.

N NG OBJECTI
Identify general ledger accounting procedures.
T E MEN

General ledger

Transactions for the period
Calculating device
Subsidiary ledgers

PERFORMANCE GUIDE

Obtain end-of-month general ledger and transactions for the period
Compare transactions posted to the general ledger to control totals
in subsidiary records or other supporting documentation

Identify error

Correct error

Post necessary entry to correct error

Compare entry posted to general ledger to correcting entry

File corrected general ledger

~SNovor S W N —

TEACHING STRATEGIE

Group projects (C)

Small groups

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Computer software




DUTY: ESTABLISH POLICIES
TASK: Establish Company Policy Regarding Month End Cut-Off

. ADVANCED LEVEL

109. PERFQRMANCE OBJECTIVE

Given company reporting requirements, established policies must meet the
needs of the company ensuring that financial statements are prepared on
a timely basis. '

ENABLING QBJECTIVE

Identify component necessary to establish policy regarding timeliness of
financial statements.

TOOLS/EQUIPMENT

General ledger
Journals
Company Policy Handbook

PERFORMANCE GUIDE

. 1. Determine how soon the financial statements must be prepared
2. Determine how soon the subsidiary ledgers must be closed
a. Set specific dates when all accrual entries must be made
b. Set specific dates when all open invoices must be cntered into
system

TEACHING STRATEGIES

Case studies (C)

Group projects (C)

Guest speakers

Small groups

Simulations (C)

Problem solving (C)
Giscussion/demonstration

INSTRUCTIONAL MATERIALS/RESQURCES

Textbook
Guest speakers
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ADVANCED LEVEL
DUTY: SUPERVISE AND INSTRUCT .

TASK: Evaluate General Ledger Employees in Company Policies

110. PERFORMANCE QBJECTIVE

Given an evaluation request, general ledger employees, company policies,
tools and equipment, evaluate general ledger employees in company poli-
cies. Evaluation must be based on stated objectives, must be conducted
according to accepted company procedures, and must convey a full under-
standing of performance rating to the employee.

NABLING OB IVE

Identify evaluation criteria for general ledger employee evaluations.

TOOLS/EQUIPMENT
Company Policy Handbook

PERFORMANCE GUIDE

1. Review general ledger policies in Policy Handbook ‘
2. Develop evaluative objectives that are designed to determine if

general ledger employees carried out their duties in accordance

with company policy

Evaluate employees' performance based on stated objectives

Reinstruct employees regarding company policies relating to the

general ledger as needed

Hw

TEACHING STRATEGIE

Role playing

Case studies (C)

Small groups

Guest speakers
Discussion/demunstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Film strip/prepared transparencies
Textbook
Guest speakers

a
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DUTY:
TASK:

ENTRY/RETENTION LEVEL
MAINTAIN RECORDS

Maintain File of Employees' Names and Addresses and Pay Rates

111.

PERFORMANCE QOBJECTIVE

Given a file of employees' names, addresses, pay rates, tools and equip-
ment, maintain a file of employees' names, addresses and pay rates.
Record must be completed without error, filed alphabetically purged of
former employees, and retrievable upon request.

ENABLING OBJECTIVE

Identify payroll accounting procedures.

TOOLS/EQUIPMENT

Document retention media, i.e., file cabinet
Typewriter/computer

PERFORMANCE GUIDE

Obtain employee's address

File record containing employee's name and address
a. File record alphabetically

Type card for new employee

File cards for new employee

a. File card alphabetically

Update cards when addresses change

Maintain current pay schedule

Maintain current vacation schedule

Maintain current sick time

o~y H W N —

TEACHING STRATEGIE

Simulations (C)
Individual study (C)
Discussion/demonstration

INSTRUCTIQNAL MATERIALS/RESOURCES

Practice set
Textbook

Study guide/workbook
Computer software
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ENTRY/RETENTION LEVEL
DUTY: MAINTAIN RECORDS .

TASK: Maintain File of Employees' Deductions

112. PERFORMANCE QOBJECTIVE

Given a file of employees, tools and equipment, maintain a file of
employees deductions.

E TIVE

Identify payroll accounting procedures.
TOOLS/EQUIPMENT

Document retention media, i.e., file cabinet

FORMANCE GUIDE

—
.

Obtain W-4 from employees
2. Obtain authorization for any other deductions such as health and
welfare, contributions, etc.
a. File authorizations alphabetically or
b. File authorizations by date .
3. Complete cross-reference
4. Purge files of outdated information

TEACHING STRATEGIES

Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Textbook
Study guide/workbook
Computer software

oo
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ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS

TASK: Calculate Amount of Withholding Taxes

113. PERFORMANCE OBJECTIVE

Given that taxes are to be withheld, tools and equinment, calcualte the
amount to be withheld. Amount withheld must be without error and must
reflect all deductions.

ENABLING OBJECTIVE

Knowledge of payroll tax policy and forms.

TOOLS/EQUIPMENT

Calculating device
Payroll journal
Document retention media, i.e., file cabinet

PERFORMANCE GUIDE

Total payroll withholding columns in payroll journal

Add employer to withholding where appropriate

Determine if totals withheld plus unreported taxes from previous
payrolls are in excess of report requirement limits

If limits are exceeded, complete appropriate forms and request
payment .

If 1imits have not been exceeded, check dates for payment and bring
"to date" balances forward for next pay perind

TEACHING STRATEGIES

Case studies (C)
Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERTIALS/RESOURCES

Practice set

Textbook

Study quide/workbook
Business accounting forms
Computer software

(8] p W Ny —

215



ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS .

TASK: Calculate Gross Pay

114, PERFQRMANCE QBJECTIVE

Given an established employee with authorized work to be paid for, tools
and equipment, authorize employee payment. Authorized payment must not
exceed the extended hours (rate x hours) and must conform to company
policy.

NABLING OBJECTIVE

Knowledge of company payroll procedures.
TOOLS/EQUIPMENT

Time cards

Employee file

Company Policy Handbook
Ledgers

Calculating device

PERFORMANCE GUIDE .

1. Review time cards
a. Check for correct rate or rate changes
b. Check extension
c. Check deductions

2. Approve check for payment

TEACHING STRATEGIES

Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIQONAL MATERIALS/RESOURCES

Textbook
Study guide/workbook
Computer software




ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS

TASK: Calculate Net Pay

115. PERFORMANCE OBJECTIVE

Given an employee, tools and equipment, calculate amount owed to
employee. Calculati.~ must be without error and must reflect all
charges and discounts.

ENABLING OBJECTIVE

Basic knowledge of payroll accounting.

TOOLS /EQUIPMENT

Time cards

Calculating device
Individual employee record
File cabinet

ERFORMANCE GUIDE

1. Gather time cards for pay period
2. Compute amount owed
a. Calculacie total hours--add hours for vacation or sick pay as
appropriate--calculate gross pay (rate x hours)
b. Calculate eligible deductions
c. Subtract deductions from gross pay
d. Add any other payments, bonus, reimbursements
‘f. Subtract any other deductions, employee loans, etc.
3. Record balance on payroll ledger

TEACHING STRATEGIES

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook

Study guide/workbook
Computer software



ENTRY/RETENTION LEVEL
DUTY: PROCESS TRANSACTIONS

TASK: Prepare Payroll Checks

116. PE TIV

Given time cards, journal, tools and equipment, prepare payroll checks.
Checks must be prepared without error.

EN NG OB 1V

Knowledge of company payroll procedures.

TOOLS/EQUIPMENT

Payroll records

Copy machine

Source documents

Document retention media, i.e., file cabinet

PERFORMANCE GUIDE

1. Prepare checks for net amount of pay

2. Total columns in payroll journal, compare to pay records and .
deduction records

3. Give checks to supervisor for signature and distribution

TEACHIN ATEGIE

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERTIALS/RESQURCES

Practice set
Textbook

Study guide/workbook
Computer software




' ENTRY/RETENTION LEVEL
. DUTY: CORRECT ERRORS

TASK: Correct Error in Payroll Checks

i17. PERFORMANCE OBJECTIVE

Given a payroll, journal, tools and equipment, correct payroll errors in
journal. Corrections must be made without error and journal entries
verified.

ENABLING QBJECTIVE

Identify payroll accounting procedures.

TOOLS/EQUIPMENT

Payroll Ledger
Journal

File cabinet
Calculating device
Checkbook

. PERFORMAN ID

Obtain payroll voucher

Compare voucher to journal posting
Locate error in journal

a. Identify error in am.uut
Prepare corrected payroll check
Record number of check

Record date of check

Record correction

Obtain approval

TEACHING STRATEGIES

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

o~V N G P =

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Textbook

Study guide/workbook
Computer software




' ENTRY/RETENTION LEVEL
DUTY: CORRECT ERRORS .

TASK: Correct Error in Payroll Records

118. PERFQRMANCE OBJECTIVE

Given payroll records, tools and equipment, correct errors in posting
payroll records. Corrections must be made without error and the posted
entries verified.

ENABLING OBJECTIVE

Identify payroll accounting procedures.

TOOLS/EQUIPMENT

Journal

Ledger

Calculating device

PERFORMANCE GUIDE
1. Obtain payroll journal and ledger
2. Compare ledger to journal .
3. Locate error in ledger

4. Correct error of posting to incorrect account
5. Correct error where incorrect amount is posted
6. Make necessary change(s) in ledger

7. Obtain approval of supervisor

8. Correct quarterly reports if necessary

TEACHING STRATEGIES

Simulations (C)
Individual study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

NSTRUCTIONAL MATERIALS/R RCE

Practice set
Textbook

Study guide/workbook
Computer software




| ENTRY/RETENTION LEVEL
. DUTY: PREPARE REPORTS

TASK: Prepare Month-End Payroll Reports

119. PERFORMANCE OBJECTIVE

Given employee pay vouchers, journals and payroll ledgers, payroll tax
reports and knowledge of payroll tax requirements, prepare monthly and
quarterly payroll reports.

ENABLING OBJECTIVE

Identify month-end closing procedures.

TOOLS/EQUIPMENT

Payroll ledger, journals
Company Policy Handbook
Payroll tax forms
Calculating device

PERFORMANCE GUIDE

. 1. Check totals of all columns in payroll journal to totals of
individual payroll ledgers

Check for gross payroll exceeding various tax limits--year-to-date
and current quarter

Make a schedule of over/under limit for each tax

Prepare tax forms as required by tax agency

a. by employee

b. by limits

¢. by tax rate

5. Obtain approval of forms

Hw N

TEACHING STRATEGIES

Simulations

Individual study
Problem solving
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Film strip/prepared transparencies
Textbook

Study guide/workbook

Government tax forms

. Computer software
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ENTRY/RETENTION LEVEL
DUTY: RESOLVE PROBLEMS .

TASK: Communicate with Employees Concerning Complaints and Requests

120. PERFORMAN ECTIV

Given a employee with a complaint and/or request, tools and equipment,
communicate with employee concerning complaints or requests. Verifica-
tion of the legitimacy of the complaint/request and resolution of
complaint or meeting request must result according to company policy.

NABLING OBJECTIV

Knowledge of company procedures and policy.

TOOLS/EQUIPMENT

Telephone

Payroll records

Company Policy Handbook
Calculating device
Payroll forms

Tax forms .

PERFORMANCE GUIDE

1. Receive complaint/request regarding payroll
a. Verify legitimacy of complaint/request
b. Obtain approval to correct error

2. Receive request regarding changing tax status
d. Adjust employee record

TEACH TRATEGIE

Role playing

Case studies (C)

Guest speakers
Discussion/demonstration

INSTRUCTIONAL MATERIALS/RESOURCES

Textbook
Guest speakers




ADVANCED LEVEL

DUTY: AUDIT RECORDS
TASK: Audit Payroll Records
121. PERFORMANCE OBJECTIVE

Given a computer printout, manual records, tools and equipment, audit
payroll records. All discrepancies must be corrected, authorized and
filed or entered by date.

ENABLING OBJECTIVE

Identify payroll procedures.

TOOLS/EQUIPMENT

Computer printout/tec.minal

Journal

Form for errors

Data entry form

Calculating device

Document retention media, i.e. file cabinet, electronic file

PERFORMAN IDE

1. Obtain computer printout

2. Identify error

3. Correct data processing error
a. Obtain authorization/approval for change
b. Send form to data processing to make corrections
c. Obtain corrected printout

4. Correct clerical ervor
a. Have clerk compare manual records to information for data entry
b. Correct data entry information
c. Submit corrected data entry to data processing
d. Obtain corrected printout

5. Verify accumulated totals correcting transaction

6. File printout by date

TEACHING STRATEGIES

Case studies (C)

Group projects (C)

Guest speakers

Field trips

Simulations (C)

Problem solving (C)
Chalkboard/overhead
Discussion/demonstration
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DUTY: AUDIT RECORDS
TASK: Audit Payroll Records

INSTRUCTIOINAL MATERIALS/RESQURCES

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms

Computer software

Guest speakers

Field trip

2.0
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| ADVANCED LEVEL
. DUTY: AUDIT RECORDS

TASK: Audit End-of-Month Payroll

122. PERFORMANCE OB v

Given a computer printout, manually prepared records, an on-line file,
tools and equipment, audit end of month payroll computer totals. All
discrepancies must be corrected, authorized and filed or entered by date.

ENABLIN VE
Identify payroll procedures.
TOOLS/EQUIPMENT

Computer printout
Ledgers, trial balance, subsidiary records, payroll register
Data entry form
Journals
Form for errors
Calculating device
. Document retention media, i.e., file cabinet, computer

ERFORMANCE GUIDE

1. Obtain computer printout of monthly totals
2. Compare total of payroll register to control account in general
ledger
3. Identify errors
4. Correct clerical errors
a. Compare printout to payroll register
b. Obtain authorization/approval for changes
c. Correct data entry information
d. Submit corrected data entry to data processing
e. Obtain corrected printout
5. Correct data processing error
a. Complete data processing "Problem Notification Form"
b. Send form to data processing to make corrections
c. Obtain corrected printout
File authorized corrections by date
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DUTY: AUDIT RECORDS
TASK: Audit End-of-Month Payroll

TRAT

Case studies (C)

Group projects (C)

Guest speakers

Field trips

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

T N ATER /RESQURCE

Practice set

Film strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms

Computer software

Guest speakers

Field trip

et
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ADVANCED LEVEL
. DUTY: AUDIT RECORDS

TASK: Audit Payment of Payroll Checks

123. PERFORMANCE QOBJECTIV

Given payroll checks, employee files, time cards, payroll journal, tools
and equipment, audit the payment of payroll checks. All discrepancies
must be corrected and payment must be approved.

ENABLING OBJECTIVE
Identify month-end payroll audit procedures.

TOOLS/EQUIPMENT

Time cards

Payroll journal
Employee pay records
Payroll checks
Calculating device

. RFORMANCE DE

Obtain time cards and payroll journal

Compare time cards to payroll journal
Investigate any discrepancies

Have clerk make correction to payroll journail
Have clerk write a new check

Approve payment

W —~

TEACHING STRATEGIES

Case studies (C)

Group projects (C)

Guest speakers

Field trips

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set
Film strip/pre.ared transparencies
Textbook
Study guide/workbook
. Business accounting forms
gomputer software
uest speakers
Field trip 230




ADVANCED LEVEL
DUTY: AUDIT RECORDS

TASK: Audit Work Completed by Payroll Clerk

124. PERFORMANCE OBJECTIVE

Given a journal, ledger, paychecks, payroll journals, time cards,
employee pay records, tools and equipment, audit work completed by
payroll employees. All discrepancies must be corrected and employee
notified of any incorrect payment.

NA TIVE
Identify payroll audit procedures.

TOOLS/FQUIPMENT

Journal

Time cards

Employee pay records
Paychecks
Calculating device
Computer

PERFORMANCE GUIDE

Obtain payroll records for fiscal period

Compare time cards to hours paid

Identify any discrepancies

Notify employee if error is on time card

Compare employee pay records to individual employee file and to
quarterly payroll reports

Identify any discrepancies

Have clerk make correction

Have clerk make correcting entry in payroll journal.
Have clerk post correcting entry to ledgers

Correct and refile any payroll reports as necessary
Correct and refile any W-2s as necessary

TEACHING STRATEGIES

Case studies (C)

Group projects (C)

Guest speakers

Field trips

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead
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. DUTY: AUDIT RECORDS
TASK: Audit Work Completed by Payroll Clerk

INSTRUCTIONAL MATERIALS/RESOURCES

Practice set

Fiim strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms

Computer software

Guest speakers

Field trip
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ADVANCED LEVEL
DUTY: ESTABLISH POLICIES

TASK: Establish Company Policy Regarding Overtime and Work Week

125. PERFORMANCE OBJECTIVE

Given the use of time cards to record time, a need to establish company
policy regarding time period to be covered by any payroll, establish
number of hours to be paid for overtime and/or each work shift.

ENABLING OBJECTIVE
Identify components to be included in payroll policy.
/EQUIPMENT

Time cards
Company Policy Handbook

p RMAN IDE

1. Set policy regarding work week, hours and overtime
a. Set policy regarding authcrization of overtime

3. Summarize established policy regarding work week and overtime in
company policy document

TEACHING STRATEGIES

Role playing

Case studies (C)

Group projects (C)

Guest speakers

Field trips

Small groups

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook
Guest speakers
Field trip

43323




ADVANCED LEVEL

DUTY: ESTABLISH POLICIES
TASK: Establish Company Policy Regarding Authorization of Time Cards
126. PERFORMANCE QBJECTIVE

Given company policy to accumulate payroll using time cards, establish a
policy by which department supervisors will sign off on their depart-
ment's time cards in such a way that payroll clerk knows hours have been
approved by the supervisor. Policy must provide time when approved time
cards are to be in payroll office to meet deadlines and remedies for
discrepancies.

ENABLING OBJECTIVE
Identify component to be inciuded in payroll policy.

TQOLS/EQUIPMENT

Time cards
File cabinet
Company Policy Handbook

PERFORMANCE GUIOE

Review company policies regarding time cards

Compare policy relative to actual activity

Determine if policy needs to be changed

Discuss any proposed changes or discrepancies with department heads
‘and/or controller

LW~

TEACHING STRATEGIE

Role playing

Case studies (C)

Group projects (C)

Guest speakers

Field trips

Small groups

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESQURCES

Practice set
Textbook

Guest speakers
Field trip 23
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ADVANCED LEVEL
DUTY: EXECUTE POLICIES .

TASK: Execute Company Policies Regarding Time Cards, Overtime, Pay Dates and
Payroll Checks

127. FORMAN v

Given company policy, payroll clerks, employees and government regqula-
tions, execute payroll policies in order to pay employees within legal
and corporate regulations.

ENAB BJECTIV
Identify company and government policies regarding payroll.
TOOLS/EQUIPYENT

Company Policy Handbook
Government policies
Payroll records
Calculating device

P RMAN I

1. Review company policy and government regulations .
2. Review payroll ledgers, journals, as prepared by the payroll clerk
3. Look at selected items from payroll records to determine they
conform with policies .
4. WKWhere discrepancies occur, establish criteria to train personnel as
needed

TEACHING STRATEGIES

Simulations

Individual Study
Problem Solving
Discussion/demonstration

Chalkboard/overhead
INSTRUCTIONAL MATERIALS/RESQURCES
Tex tbook

Government tax training programs
Business accounting forms
Computer software
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ADVANCED LEVEL

DUTY: SUPERVISE AND INSTRUCT
TASK: Instruct Employees to Correct Errors in Posting Payroll
128. PERFORMA BJECTIVE

Given new employees, tools and equipment, instruct employees to correct
errors in posting payroll. Instruction must enable each employee to
perform cach task to the minimum level specified in the objective(s).

ENABLING QBJECT

Identify appropriate procedures for correcting errors in payroll entries.

[OOLS /EQUTPMENT

Ledger/Payroll Subsidiary Ledger (employee pay records)
Quarterly reports

Journal

Calculating device

PERFORMANCE GUIDE

1. Select or develop measurable objective(s)

2. Plan instructional strategies to include demonstration of the
following

Compare ledger to journal

Locate error in ledger

Correct error when posting to incorrect account

Deduct amount from incorrect account

Add amount to correct account

Correct error when incorrect amount is posted

Make correction of amount in ledger

3. Implement instructional strategies

4. Evaluate instructional strategies

ca-hmn.nc'm

TEACHING STRATEGIES

Case studies (C)

Group projects (C)

Guest speakers

Field trips:

Simulations (C)

Problem solving (C)
Discussion/demonstration
Chalkboard/overhead
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DUTY: SUPERVISE AND INSTRUCT
TASK: Instruct Employees to Correct Errors in Posting Payroll

INCTRUCTIONAL MATERIALS/RESQURCES

Practice set

Fiim strip/prepared transparencies
Textbook

Study guide/workbook

Business accounting forms
Computer software

Guest speakers

Field trip
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ADVANCED LEVEL
. DUTY: SUPERVISE AND INSTRUCT

TASK: Instruct Payroll Employees in Company Policies

PERFORMANCE OBJECTIVE

—

129.

Given new employees, company policies, tools and equipment, instruct
payroll employees in company policies. Instruction must enable each
employee to perform each task to the minimum level specified in the
objective(s).

ENABLING OBJECTIVE
Identify company policies regarding payroll.

TQOLS/EQUIPMENT
Company Policy Handbook
PERFORMANCE GUIDE

1. Review Payroll Policies in Policy Handbook
. 2. Select or develop measurable objective(s)
3. Plan instructional strategies to include discussion of payroll
4. Implement instructional strategies
5. Evaluate instructional strategies

TEACHING STRATEGIE

Role playing

Case studies (C)

Group projects (C)
Discussion/demonstration
Chalkboard/overhead

INSTRUCTIONAL MATERIALS/RESOURCES

Film strip/prepared transparencies
Textbook




ADVANCED LEVEL
DUTY: SUPERVISE AND INSTRUCT .

TASK: Evaluate Payroll Employees in Company's Payroll Procedures

130. PERFORMANCE OBJECTIVE

Given an evaluation request, payroll employees, company payroll proce-
dures, tools and equipment, evaluate payroll employees in company's pay-
roll procedures. Evaluation must be based on stated objectives, must be
conducted according to accepted company procedures, and must convey a
full understanding of performance rating to the employee.

ENABLING OBJECTIVE

Identify company procedures for payroll.

TOOLS/EQUIPMENT

Calculating device
File cabinet
Company Policy Handbook

PERFORMANCE GUIDE

1. Review Payroll Procedures .
2. Develop evaluation objectives that are designed to determine if

payroll employees carried out the following procedures accurately

a. Check time cards for proper authorization

b. Check time card extensions and totals for total and overt1me

¢. Check extension of authorized time by authorized pay rate

d. Check for proper tax deductions

e. Check for proper employee benefit deductions

f. Check for vacation, sick pay, bonuses, collection of advances
to employees

g. Check proper commission rate and sales levels

h. Check calculation of net check

i. Check that the check paid is the authorized check

j. Compute total withholding for all taxes for tax authorities

k. Check preparation of tax deposits

3. Evaluate employees' performance based on stated objectives
4. Reinstruct employees regarding company's payroll procedures as
needed

TEACHING STRATEGIES

Role playing

Case studies (C)

Group projects (C)

Discussion/demonstration

Chalkboard/overhead 23! .




. DUTY: SUPERVISE AND INSTRUCT

TASK: Evaluate Payroll Employees in Company's Payroll Procedures

IN AL MATER / E

Film strip/prepared transparencies
Textbook
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ADVANCED LEVEL
DUTY: COMMUNICATE WITH OUTSIDERS .

TASK: Communicate About Payroll Matters to Any Outside Creditors, Banks,
Taxing Authorities, Courts, Etc.

131. PERFORMAN TIV

Given that payroll information is highly sensitive, communication of
payroll information to outsiders must be done at a high level with a
great deal of caution.

ENABLING OBJECTIVE

Identify payroll accounting procedures.

TOOLS/EQUIPMENT

Employee records
Company Policy Handbook
Telephone

Dictation equipment

PERFORMAN D

1. Determine exactly who is asking for information and if they are .
entitled to receive it

2. Determine the correct information

3. Before communicating with outsider, get employee authorization to

give information (this can be W-4, verbal okay, written request,

etc.)

Deliver information as agreed by company policy--verbal or written

If information relayed to outsider verbally, document in writing in

employee file

TEACHING STRATEGIES

Simulations (C)
Individual Study (C)
Problem solving (C)
Discussion/demonstration
Chalkboard/overhead
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NSTRUCTIONAL MATERIALS/RESQURCE

Practice set
Textbook

Study guide/workbook
Computer software
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