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	Nunez Community College
Course Syllabus
FALL Semester 2009

	 
	 

	Course: Accounting 1100 104A
Building: Arts & Science & Technology

Room Number 301
Days: M-W
Times: 10:00 AM – 11:15 AM
Division: Business and Technology
	Instructor: MARK RICE
Office Location: BY BURSAR
Office Hours: T TH7:00AM – 4:00 PM  MW 10:00-7:00 PM NO FRIDAYS

Office Telephone: 504-717-7567
e-mail Address: mgrice32@yahoo.com
or MRICE@Nunez.edu
Division Telephone: 504-278-7305


COURSE DESCRIPTION:

Accounting for Office Careers is a vocationally oriented course that includes the accounting cycle, journalizing, posting, adjusting, and preparation of financial statements.  Payroll records and procedures are also covered.  Completion of this course will enable one to maintain a small set of books.  
TEXTBOOK:

Required:      College Accounting   Price, Haddock Brock


Workbook
COURSE GOALS:

The goal of Accounting 1100 is to assure that students understand the basic concepts of accounting, and the accounting cycle, and can manually prepare a simple set of books.  These goals will:

1. 
Serve the career objectives of all students who require an understanding of basic accounting practices.


2.
Prepare students for professional accounting careers.

3.
Prepare students for careers in business administration and office technology.
COMPETENCIES:  
1.
The student will analyze transactions implementing the accounting equation using a chart with 70% accuracy.  

2.
The student will analyze transactions affecting owner’s equity using a chart with 70% accuracy.

3.
The student will analyze transactions into debit and credit parts using a T account diagram with 70% accuracy.

4.
The student will analyze transactions into debit and credit parts using a 5-column journal with 70% accuracy.

5.
The student will prepare a chart of accounts using a numeric numbering system with 70% accuracy.

6.
The student will open and post accounts to a general ledger using a general ledger form with 70% accuracy.

7. 
The student will complete a bank reconciliation using a reconciliation statement with 70% accuracy.

8.
The student will record dishonest checks, electronic transfers using a journal with 70% accuracy.

9.
The student will establish a petty cash fund using a journal with 70% accuracy.

10.
The student will prepare a trail balance of all accounts using an 8-column worksheet with 70% accuracy.

11.
The student will plan and prepare adjustments using an 8-column worksheet with 70% accuracy.

12.
The student will plan and prepare and income statement and balance sheet using an 8-column worksheet with 70% accuracy.

13.
The student will prepare a final income statement and balance sheet using the appropriate forms with 70% accuracy.

14.
The student will record all adjusting and closing entries to the journal and general ledger using the journal and general ledger forms with 70% accuracy.

GRADING POLICY       

90-100%     A

80-89           B

70-79           C

60-69           D

Below 60     F

COURSE OUTLINE:

PART 1: THE ACCOUNTING CYCLE 
Chapter 1: Accounting: The Language of Business  
WEEK 1 AND ON LINE QUIZ
Chapter 2: Analyzing Business Transactions 
WEEK 2 AND WEEK 3  TEST
Chapter 3: Analyzing Business Transactions Using T Accounts  WEEK 4 
Chapter 4: The General Journal and General Ledger  WEEK 6 WEEK 5
TEST 1 – 25% OF FINAL GRADE

Chapter 5: Adjustments and the Worksheet  WEKK 7
Chapter 6: Closing Entries and the Post-closing Trial Balance WEEK 8
TEST 2 – 25% OF FINAL GRADE MID TERM TEST
PART 2: RECORDING FINANCIAL DATA 
Chapter 7: Accounting for Sales and Accounts Receivable WEEK 9
Chapter 8: Accounting for Purchases and Accounts Payable WEEK 10
Chapter 9: Cash Receipts, Cash Payments, and Banking Procedures WEEK 11
TEST 3 – 25% OF FINAL GRADE WEEK 
PART 3: PAYROLL RECORDS AND PROCEDURES 
Chapter 10: Payroll Computations, Records, and Payment  WEEK 12
Chapter 11: Payroll Taxes, Deposits, and Reports  WEEK 13
TEST 4 – 25% OF FINAL GRADE
ATTENDANCE
Students should read the policy on attendance in the Nunez College Catalog.  Roll will be checked each class and the instructor may drop a student for excessive unexcused absences (Unexcused if more than 3)  prior to the official last day to drop a course.  If the instructor drops a student from the roster before the last drop date, the student will receive a “W” grade.  If absences occur and/or accumulate after the last day to officially withdraw, the student may fail the course.  Excessive absences usually equal to two weeks of class time.  Students who arrive late to class must see the instructor after the class to have that absence removed.  Students who leave class early may be counted absent for that class.

CLASSROOM ETIQUETTE

No student may create disturbances to the learning environment.  Students may be warned, asked to leave class and/or referred to the Vice-Chancellor for Student Affairs or designee for disciplinary action depending on the frequency or severity of the disturbance.  Entering and leaving the classroom during class time is a distraction to other students and the instructor and should be avoided.  A student’s need to be in constant contact with the outside world through high-tech electronic devices (beepers, cell-phones, etc…) does not supersede basic classroom etiquette, and the beeping, buzzing or ringing of these devices are definitely considered a disturbance by the instructor. BEEPERS AND CELLS WILL BE ON VIBRATE. 
Only those persons enrolled in the class should be present in class.

PLAGIARISM AND CHEATING
Cheating/plagiarizing is a serious offense.  Webster defines plagiarism as the act of “taking and using as one’s own the ideas or writings of another.”  Depending on the frequency or severity of a student’s cheating/plagiarizing the instructor may lower the student’s grade or recommend the student to the Vice Chancellor for Academic Affairs for disciplinary action.

AMERICANS WITH DISABILITIES ACT
It is the policy of Nunez Community College to accommodate students with disabilities, pursuant to federal law, state law, and the school’s commitment to equal educational opportunities.  Any student with a disability who needs accommodations should contact Carly Gervais in the ADA Coordinator’s Office. The office is located in the Law Library, Room 1-234, telephone 278-7491 or e-mail cgervais@nunez.edu.

