Syllabus 2014/2015
Business Career Lab—Room 121
Instructor:  Ms. Sandy Goodrich, MS Ed.

Office phone: 231-767-3694

Email: sgoodric@muskegonisd.org
Business Career Class Goals: 

Students will be able to
· Apply time management skills to accomplish business career activities within deadlines.
· Use equipment, technology, and skills necessary to prepare them for business careers.
· Apply skills necessary to manage and account for money and credit related to business careers.
Business Career Lab Hours:
Monday thru Friday

AM Session 8:05-10:35

PM Session 11:45-2:15
Business Career Class Design:  This is a two-year career and technical education (CTE) program designed for high school juniors and seniors who are considering a career in Business.
Business Career Course Format: 

70% Hands On

30% Classroom & Lecture

Business Career Students are given the opportunity to…

· earn direct college credit from MCC—up to 8 credits totaling approx. $1000

· join BPA and compete for college scholarship $$

· become a certified Quickbooks user

· earn Math credit toward high school diploma

· earn English credit toward high school diploma
· enjoy a work at your own pace environment

· learn work place skills for employment

· earn articulated college credit from Muskegon Community College, Baker, Davenport University, Ferris, and Grand Rapids Community College.

Business Career Lab Resources:
Calculator Applications for Business--Used for teaching 10-key and desktop calculator skills.

Accounting Using Excel for Success
Computers in the Medical Office “direct credit”--Used for Medical Billing/Records Management

Payroll Accounting--Textbook used for Year 2 students.  Applies skills in Accounting and Desktop Calculator.

BPA Style Manual--for printing and preparing business communications; i.e. letters, memos, reports, tables.

Office 2010--Excel, Word, and PowerPoint 2010.

Managerial Accounting--Used for Year II Business Career students.

Banking and Finance--Used for all Business Career students.

Using Quickbooks for Accounting--Quickbooks Certified User preparation guide.

www.aplia.com--Provide online working papers for Year 1 and Year 2 Accounting Students.  (Paperless worksheets.)

www.c21accounting.com--Provide Web based resource center for all Accounting and Finance students.

www.michiganbpa.org--Provide Web based resource center for CTSO Michigan BPA.

www.bpa.org--Provide Web based resource center for CTSO National BPA.

http://blogsmuskegonisd.org/sgoodric--Provide Web based resource center for Business Career Lab.

MicroPro4--Provide Keyboarding software for improving keyboarding skills.
Quickbooks--Computerized accounting software used to support the classroom textbook.

www.cengage.com/accounting/bieg--Provide Web based resource center for Payroll Accounting students.

Medisoft Advanced Patient Accounting--Computerized medical accounting software used to support textbook.

http://moodle.muskegonisd.org/login/index.php--Provide students an opportunity to work in an on-line classroom.

Business Career Lab Equipment

Desktop Computers

Desktop Calculators

Electric 3-hole punch
Electric Stapler
Electric Pencil Sharpener
Wireless Lab

High speed internet access
Individual Workstations

Scanner

Laser Printers (color and black and white)
Shredder
Business Career Related Health & Safety
Work station ergonomics--Promotes work station setup and design for comfort, efficiency, safety, and productivity.

Technology Code of Ethics—Identity Theft, Confidentiality
Internet use policy--compliance with CTC handbook Pages 25-27

Business Career Tech Student Organization—CTSO Business Professionals of America (BPA)
Daily dress code complies with CTC handbook Page 6—DRESS AND UNIFORM.

Promotes and maintains a disruptive free learning environment for students and instructor.

http://michiganbpa.org/files/MichiganBPADressCode.pdf.  Competition dress code for BPA CTSO.

Business Career Grading

Everyone starts with an “A”, but…maintaining an “A” begins by being at school, being at work, and being in class:

Attendance and punctuality--

1. is required for success at school;

2. is required for success at college;

3. is required for success at work;

4. is required for success in this lab.

A percentage of your grade is based on attendance and punctuality.  If you are not here, I cannot help you.  Be familiar with the CTC attendance policy in the handbook.


A word about Employability Skills:  a primary goal of the Business Career class is to teach you how to be successful in the workplace and in college.  Your success is not just the result of what technical skills, academic skills and knowledge you possess, but is also a result of how well you demonstrate professional behaviors and attitudes.  The Business Career industry values employees who excel in teamwork, time-management, flexibility, punctuality, good attendance and self-motivation skills.  This class is designed to help you develop and excel in these skills.

Success and failure are a shared responsibility in the Business Career Lab.
(a) Please let me know if you have any additional considerations that you require to be successful;

(b) Every effort will be made to provide reasonable accommodations, including technology, notes, tutoring, extended time, oral testing, etc… 

(c) You may also contact teacher consultants in our Student Services Office; 

(d) We need to know what your needs are in order to support you! Thanks! (
Business Career Grade calculation category breakdown—Total 100%
Time Management--15%

Daily Assignments--30%

Hands on Activities—30%

Tests and Quizzes--25%

Note:  Additions and deductions are factored into your grade average in accordance with CTC Attendance Policy defined in the Student Handbook.  Assignments vary in type and length.  Each assignment is linked to one of the four grade categories some carrying more weight than others.  Working from home--although not required, is available if you have online access.  Assessments--Quizzes, tests, observations, exams and other types of assessments--most but not all will be announced in advance.
Business Career Grading
To support “mastery” learning, a B-(80%) or better is encouraged whenever practical.
To monitor progress, grades are available at http://www.muskegonisd.org/ctc-new/. Instructions will be available during the first weeks of school.
Assignment and grade reports can be printed out weekly.
Grade and attendance reports can be e-mailed upon request.  Please feel free to contact me for additional details.

Business Career Grade reports
Because some sending schools are on semesters and others trimester schedules, the CTC has six marking periods; every six weeks the CTC issues grades and reports your grade and attendance totals to your home school;

If the home school is on trimesters, the trimester grade can be calculated by the average of two CTC MP Grades.
If the home school is on semesters, the semester grade can be calculated by the average of three CTC MP Grades.
Note:  Your home school does have input on the final determination for granting credit.
TASK LIST FOR BUSINESS CAREER FIRST YEAR/SECOND YEAR STUDENTS
YEAR 1 SEM 1 SEGMENTS 1, 9, 12

YEAR 1 SEM 2 SEGMENTS 4, 8, 10

YEAR 2 SEM 1 SEGMENTS 5, 6, 7

YEAR 2 SEM 2 SEGMENTS 2, 3, 11[image: image1.emf]
[image: image2.emf]SEGMENT 1—YR 1 SEMESTER 1 TASK LIST
	Describe the nature and scope of accounting.

	Describe the types and functions of businesses.

	Explain the functions and interactions of common departments within a business.

	Describe quality control standards and practices common to the workplace. 

	Determine form of business ownership.

	Utilize planning tools that can guide finance organization’s/department’s activities.

	Control a finance organization’s/department’s activities.

	Discuss the importance of accurately reporting a business’s financial position.

	Discuss the nature and scope of financial information analysis.

	Complete check stubs and checks. 

	Enter appropriate data on a deposit slip. 

	Reconcile a bank statement. 

	Follow-up on outstanding checks, including voiding and/or reissuing checks. 

	Demonstrate familiarity with online and electronic banking procedures. 

	Exhibit understanding of credit cards and/or debit cards. 

	Demonstrate understanding of cash or accrual accounting. 

	Differentiate between proprietorship, partnership, and corporation. 

	Demonstrate accounting procedures used in partnerships. 

	Explain how and why the conceptual framework of accounting and generally accepted accounting principles provide guidance and structure for preparing financial statements.

	Describe the information provided in each financial statement and how the statements articulate with each other.

	Identify business ownership structures.

	Explain the role of management and the auditor in preparing and issuing an annual report.

	Describe the relationship between assets, liabilities and equity on the balance sheet.

	Identify and explain the classifications within assets, liabilities, and equity.

	Define and calculate the current ratio and debt-equity ratio.

	Describe the information presented in an income statement. 

	Calculate return on sales (net profit margin) and return on equity.

	Identify and explain the three phases of the management cycle.

	Identify and explain the four business processes.

	Explain and calculate the operating cycle (accounts receivable turnover and inventory turnover).

	Explain how internal control procedures are used to safeguard assets.

	Prepare a bank reconciliation.


SEGMENT 9—YR 1 SEMESTER 1 TASK LIST
	Interpret tables, charts, and figures used to support written and oral communication.

	Model behaviors that demonstrate active listening.

	Use correct grammar to communicate verbally.

	Listen to a presentation and record important information.  Report back identifying central themes and use key points to explain how the message applies to a similar situation. 

	Conduct technical research to gather information necessary for decision-making.

	Conduct and participate in meetings to accomplish work tasks.


SEGMENT 12—YR 1 SEMESTER 1 TASK LIST
	Use knowledge of First Aid procedures as necessary.

	Use knowledge of CPR procedures as necessary.

	Use safety equipment as necessary.

	Complete an assessment of an emergency and/or disaster situation.

	Create an emergency and/or disaster plan.

	Demonstrate ability to use calculator, adding machine, and computer. 

	Demonstrate familiarity with basic computer terminology. 


SEGMENT 4—YR 1 SEMESTER 2 TASK LIST
	Implement purchasing activities in finance.

	Implement quality-control processes in finance.

	Demonstrate knowledge of a merchandise inventory account. 

	Analyze effects on accounts by the purchase of merchandise. 

	Analyze effects on accounts by the sale of merchandise. 

	Demonstrate the ability to determine the cost of merchandise sold. 

	Prepare adjusting entries based on physical inventory. 

	Demonstrate understanding of departmentalized accounting. 

	Apply the various methods of maintaining inventory.

	Determine uncollectible accounts through aging of accounts receivable. 

	Describe the criteria used to determine revenue recognition.

	Record revenue-related transactions.

	Explain the accounting methods used to determine the value of accounts receivable to be reported on the balance sheet and describe the effect on the income statement.

	Record transactions for accounts receivable, including uncollectible accounts, write-offs, and recoveries.


SEGMENT 8—YR 1 SEMESTER 2 TASK LIST
	Implement accounting procedures for tracking money flow and determining financial status.

	Prepare the needed financial statements from a completed worksheet. 

	Prepare post-closing trial balance from general ledger. 

	Manipulate electronic data for various bookkeeping and/or accounting purposes. 

	Demonstrate ability to understand charts and graphs. 

	Demonstrate basic familiarity with spreadsheet software. 

	Demonstrate understanding of terminology relating to accounting. 

	Analyze and project net yearly income. 

	Describe the information provided in an income statement, and the purpose of an income statement.

	Prepare an income statement.

	Explain the difference in net income and income from continuing operations (discontinued operations, extraordinary items).

	Describe the information provided in a balance sheet and statement of equity, and the purpose of a balance sheet and statement of equity.

	Prepare a balance sheet and statement of equity.

	Describe the information provided in statement of cash flows, and the purpose of a statement of cash flows.

	Prepare a statement of cash flows using the direct method.


SEGEMENT 10—YR 1 SEMESTER 2 TASK LIST
	Demonstrate use of the concepts, strategies, and systems for obtaining and conveying ideas and information to enhance communication in the workplace.

	Develop and deliver formal and informal presentations using appropriate media to engage and inform audiences.

	Interpret a given verbal message/information.

	Respond with restatement and clarification techniques to clarify information.

	Apply factors and strategies for communicating with a diverse workforce.

	Demonstrate ability to communicate and resolve conflicts within a diverse workforce.

	Communicate effectively when developing positive customer/client relationships.

	Employ critical thinking skills independently and in teams to solve problems and make decisions (e.g., analyze, synthesize and evaluate). 

	Employ critical thinking and interpersonal skills to resolve conflicts with staff and/or customers.

	Identify, write and monitor workplace performance goals to guide progress in assigned areas of responsibility and accountability.

	Manage personal schedules and contact information.

	Create memos and notes.

	Employ leadership skills to accomplish organizational goals and objectives. 

	Employ organizational and staff development skills to foster positive working relationships and accomplish organizational goals.

	Employ teamwork skills to achieve collective goals and use team members' talents effectively.

	Establish and maintain effective working relationships with all levels of personnel and other departments in order to accomplish objectives and tasks.

	Employ mentoring skills to inspire and teach others.

	Identify and demonstrate positive work behaviors and personal qualities needed to be employable.

	Manage resources in relation to the position (i.e. budget, supplies, computer, etc).

	Develop a personal career plan to meet career goals and objectives.

	Identify and explore career opportunities in one or more career pathways to build an understanding of the opportunities available in the cluster.

	Recognize and act upon requirements for career advancement to plan for continuing education and training.

	Continue professional development to keep current on relevant trends and information within the industry.

	Explore corporate finance licensing and certification programs.

	Examine employment opportunities in entrepreneurship to consider entrepreneurship as an option for career planning.

	Use multiple resources to locate job opportunities.

	Prepare a résumé.

	Prepare a letter of application.

	Complete an employment application.

	Interview for employment.

	List the standards and qualifications that must be met in order to enter a given industry.

	Employ critical thinking and decision-making skills to exhibit qualifications to a potential employer.

	Maintain a career portfolio to document knowledge, skills and experience in a career field.

	Demonstrate skills in evaluating and comparing employment opportunities in order to accept employment positions that match career goals.

	Identify and exhibit traits for retaining employment to maintain employment once secured.

	Develop goals and objectives. 

	Prioritize tasks to be completed. 

	Develop timelines using time management knowledge and skills.

	Use project-management skills to improve workflow and minimize costs.

	Use information literacy skills when accessing, evaluating and disseminating information.


SEGMENT 5—YR 2 SEMESTER 1 TASK LIST
	Discuss the fundamental principles of money.

	Determine  the present value and future value cash flows.


SEGMENT 6—YR 2 SEMESTER 1 TASK LIST
	Explain the nature of assets’ values.

	Maintain property and equipment.

	Record accounting entries for the installment payment systems. 

	Use net present value concepts to make investment decisions.

	Explain the purpose and methods of cost allocation.

	Calculate and record depreciation, depletion and amortization and explain the impact on the financial statements.

	Record the sale and disposal of fixed assets and the impact on the financial statements.


SEGMENT 7—YR 2 SEMESTER 1 TASK LIST
	Demonstrate understanding of stocks, dividends, declarations and payments. 

	Record entries for corporations issuing cash dividends. 

	Compare and contrast debt and equity financing.

	Define and calculate TIE (Times-interest-earned ratio).

	Compare and contrast a periodic payment note payable, a lump-sum note payable, and a periodic and lump-sum note payable.

	Calculate the carrying value, interest expense and cash payment for note payable (periodic payment, lump-sum, periodic and lump-sum) transactions.

	Record transactions for notes payable: issuance and interest expense.

	Record transactions for bonds issued at face value, a premium and a discount.

	Record interest expense for bonds issued at face value, a premium and a discount using the straight-line method and effective-interest method.

	Identify and describe the different classes of stock and explain the rights afforded each class of stock.

	Describe the difference between cash dividends, stock dividends and stock splits, and the impact on the financial  statements.

	Record stock transactions: contributions by owners, corporate distributions (dividends), and the reacquisition of company stock.


SEGMENT 2—YR 2 SEMESTER 2 TASK LIST
	Analyze cost/profit relationships in finance.

	Describe production’s role and function.

	Manage financial resources to ensure solvency.

	Implement expense-control strategies.

	Recognize and understand the concept of goodwill. 

	Record entries for research and developmental costs. 

	Identify the activities in the three operating processes.

	Identify and explain variable costs, fixed costs, and mixed costs.

	Use high-low analysis to determine variable costs, fixed costs, and mixed costs.

	Calculate break-even point and perform cost-volume-profit (CVP) analysis.

	Apply sensitivity analysis to CVP analysis.

	Determine selling price using sensitivity analysis and CVP analysis.

	Describe the process of determining selling prices and demonstrate how various strategies are used to determine selling price.

	Describe the differences among product and non-product costs.

	Identify and explain product costs: direct/indirect materials, direct/indirect labor, manufacturing overhead.

	Record direct materials and direct labor transactions.

	Analyze a make-or-buy decision.

	Describe the process of determining selling prices and demonstrate how various strategies are used to determine selling price.


SEGMENT 3—YR 2 SEMESTER 2 TASK LIST
	Calculate cost of goods sold and ending inventory using LIFO and FIFO inventory costing methods.

	Explain how inventory for a manufacturing business differs from inventory for a merchandising business.

	Explain how an activity-based costing system operates, including the identification of activity cost pools, and the selection of cost drivers.

	Explain the flow of costs through the manufacturing accounts used in product costing.

	Compute a predetermined overhead rate, and explain its use in job-order costing.

	Determine whether manufacturing overhead is over/under-applied.

	Prepare journal entries to record the costs of direct material, direct labor, and manufacturing overhead in a job-order costing system.

	Prepare a schedule of cost of goods manufactured, a schedule of cost of goods sold, and an income statement for a manufacturer.

	Calculate payroll taxes.


SEGMENT 11—YR 2 SEMESTER 2 TASK LIST
	Discuss economic concepts impacting finance.

	Explain the nature of business.

	Describe economic systems.

	Explain the impact of government on business activities.

	Describe economic indicators impacting financial decision-making.

	Employ sociological knowledge to facilitate finance activities.

	Apply psychological knowledge to facilitate finance activities.

	Identify legal and ethical issues related to the use of information and   communication technologies (e.g., properly selecting and citing resources).

	Discuss possible long-range effects of unethical uses of technology (e.g., virus   spreading, file pirating, hacking) on cultures and society.

	Discuss and demonstrate proper netiquette in online communications.

	Identify ways that individuals can protect their technology systems from  unethical or unscrupulous users.

	Create appropriate citations for resources when presenting research findings.

	Discuss and adhere to fair use policies and copyright guidelines.

	Employ entrepreneurial discovery strategies in finance.

	Develop concept for new finance venture.

	Determine needed resources for a new finance venture.

	Actualize new finance venture.

	Select harvesting strategies for finance venture.

	Describe the nature and scope of finance.

	Discuss operation’s role and function in finance.

	Describe the role and function of human resources management.

	Describe customer/client/business behavior in finance.

	Explain a finance organization's unique selling proposition.

	Foster positive relationships with finance customers.

	Reinforce finance organization's image by exhibiting the company’s brand promise.

	Explain the nature and scope of customer relationship management in finance.

	Discuss the role of ethics in corporate finance.

	Employ ethical actions in obtaining and providing finance information.

	Manage internal and external business relationships in finance.

	Explain the nature and scope of business laws and regulations.

	Describe human resources laws and regulations.

	Explain commerce laws and regulations.

	Discuss tax laws and regulations.

	Describe government regulation of the finance industry.

	Analyze personal financial needs and goals.

	Manage personal finances to achieve financial goals.

	Describe the use of financial-services providers.

	Use investment strategies.

	Identify potential business threats and opportunities to protect a business’s financial well-being.

	Explain the importance of financial markets in business.

	Utilize sources of securities information to make informed financial decisions.

	Explain management’s role in business success.

	Describe characteristics, motivations, and behaviors of finance clients.

	Use Customer Relationship Management technology.

	Explain the nature and scope of product/service management.

	Develop a financial product/service mix.

	Position financial products/services to acquire desired business image.

	Position company to acquire desired business image.

	Describe the nature and scope of risk management in finance.

	Use risk management techniques in finance.

	Describe risk control methods in finance.
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Determine global trade’s impact on business decision-making.

Utilize financial-information technology tools.

Journalize an opening entry.

Interpret information contained in source documents.

Follow principles of double-entry bookkeeping in the
journalizing process.

Record entries in special journals.

Total and post special journals.

Adjust for bad debts using direct write off or allowance
methods.

Analyze transactions involving owners’ equity.

Post from special journals to general and subsidiary ledger
accounts.

Demonstrate understanding of multicolumn ledgers.

Demonstrate familiarity with computerized posting methods.

Use appropriate posting references.

Prove accuracy of posting to ensure entries are in-balance.

Calculate employee earnings based on hourly and/or salaried
time records.

Enter payroll data in a payroll earnings record.

Demonstrate familiarity with electronic payroll data entry.

Complete a payroll register.

Prepare a payroll check and check stub with appropriate
information.

Property of Michigan Department of Education






Record information found on W-4 forms in employee data
section.

Demonstrate understanding of payroll taxes.

Demonstrate understanding of employer payroll liabilities.

Journalize payroll entries at end of earnings period in
appropriate journals.

Demonstrate understanding of processes and functions of
various payroll records.

Complete 8 or 10 column worksheets.

Verify the financial statements against the worksheet for
accuracy.

Record and post adjusting and closing entries.

Locate and correct accounting errors.

Identify uses of business forms used in bookkeeping and/or
accounting.

Locate data from a bookkeeping and/or accounting record or
source document.

Demonstrate entry use to establish and replenish the petty cash
fund.

Describe the purpose of the accounting system.

Describe the purpose of journals and ledgers and their
relationship.

Analyze and describe how business transactions impact the
accounting equation.

Apply the double-entry system of accounting to record business
transactions and prepare a trial balance.
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Explain the need for adjusting entries and record adjusting
entries.

Prepare the financial statements for the different types of
business operations and ownership structures.

Explain the purposes of the closing process and record closing
entries.

Complete the steps in the accounting cycle and prepare
financial statements.

Describe the differences between the periodic and perpetual
inventory systems.

Record business transactions using the periodic inventory
system and the perpetual inventory system.

Describe the difference between the gross price method and
the net price method.

Record business transactions using the gross price method and
the net price method.

Determine cash paid for inventory and operating expenses.

Identify and describe the cost flow assumptions for inventory
and explain the impact on the balance sheet and income
statement.

Calculate cost of goods sold and ending inventory using LIFO
and FIFO inventory costing methods.

Explain how inventory for a manufacturing business differs from
inventory for a merchandising business.

Explain how an activity-based costing system operates,
including the identification of activity cost pools, and the
selection of cost drivers.
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Explain the flow of costs through the manufacturing accounts
used in product costing.

Compute a predetermined overhead rate, and explain its use in
job-order costing.

Determine whether manufacturing overhead is over/under-
applied.

Prepare journal entries to record the costs of direct material,
direct labor, and manufacturing overhead in a job-order costing
system.

Prepare a schedule of cost of goods manufactured, a schedule
of cost of goods sold, and an income statement for a
manufacturer.

Calculate payroll taxes.

Property of Michigan Department of Education







