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RECORDKEEPING
10th, 11th and 12th Grade/Business Education:

Tim Rohlinger

trohling@ksd.k12.wi.us
262-626-8427 x4357

Checking Account Procedures

· Identify and Implement the Process of Opening, Writing, and Managing a Checkbook

· Identify and Choose Between Different Bank Services

Inventory Recordkeeping

· Compose and Analyze Inventory Tracking Procedures 

· Compose and Analyze Inventory Analysis Procedures

Purchase Recordkeeping

· Identify and Implement Purchase Requests and Processes

· Identify and Implement Receiving Processes

· Identify and Implement Purchase Invoice Processes

Payment Recordkeeping

· Compose and Evaluate Accounts Payable Processes

· Analyze and Understand Cash Outflow Processes

Small Business Recordkeeping

· Identify and Implement the Process of Journalizing and Posting of Transactions

· Develop and Implement the Preparation of a Trial Balance

Financial Statement Recordkeeping

· Identify and Implement the Process of Worksheet Preparation

· Identify and Implement the Process of Income Statement, Capital Statement, and Balance Sheet Preparation
Payroll Recordkeeping

· Develop and Implement the Payroll Computation Process

· Develop and Implement Gross Pay, Net Pay, and the Tax Process

Career Exploration

· Examination and Understanding of Various Careers and Clusters as they Pertain to Recordkeeping Processes

Common Assessments:  

Assignments, Tests/Quizzes, Comprehensive 






Projects, and Career Exploration Project

Major Assignments/Requirements:  
Comprehensive Projects, Computerized 







Recordkeeping Business Simulation

Special Texts and Materials:
Southwestern – Keeping Financial Records for 






Business 10e






Automated Accounting Software 8.0






Computerized Recordkeeping Business Simulation

Other:  
Students are encouraged to develop individual project/projects to 



emphasize & further develop skills and topics covered within the class.

