
Assignment Schedule
Part I:
   DUE  JANUARY 29th

Note:  WE WILL BE USING AN ALTERNATIVE  TRANSACTION SET (DOCUMENT 
26) AND PRICE LIST (DOC. 2) NOT INCLUDING IN YOUR PACKET.    YOUR NEW TRANSACTION SET AND PRICE LIST ARE INCLUDED AT THE END OF THIS HANDOUT.  PLEASE BE SURE YOU ARE USING THE CORRECT INFORMATION.

1. Prepare the documents and make the necessary journal and subsidiary ledger entries for all transactions.       USE OPTION TWO

2. Complete Point 1 ONLY under month-end procedures.  See the figures below to check your work.                                    

Check Figures





Where
What
Amount

Sales Journal
Accounts Receivable debit
$38,666.00

Cash Receipts Journal
Cash debit
$133,131.88

Purchases Journal
Accounts Payable credit
$35,624.40

Cash Disbursements Journal
Cash credit
$65,218.11


Purchase Discounts credit
$1,017.03

Payroll Journal
Gross Pay
$7,922.14


Net Pay
$6,407.86



Part II:     DUE FEBRUARY 5th

1. Complete #2-6 under month-end procedures

Hint:  The bank service charge goes to the other operating expenses account

2.   Complete Year-End Procedures #1-3 (See Check Figures).  For the adjusting journal entries, 
        they need to be recored in the general journal and in the worksheet.  The adjusting entries DO   
        NOT have to be posted to the general ledger accounts.

  Income Tax is $5,822.23.



      In completing the year-end procedures you will want to use the Excel Worksheet that has

      already been set up for you.  You can find the worksheet on my web page.

      You will see the Excel link, simply click on it.  Past students say that USING THE                          

      EXCEL SPREAD-SHEET SAVES A SIGNIFICANT AMOUNT of time.

3.   Make a list of 20 internal controls  and five internal controls weaknesses that you found            

      while completing the SUA.  LIST THESE ON A SEPARATE SHEET OF PAPER, and be 
      sure you include it in your packet!   You will need to hand in everything except your    
      reference manual in order to grade the assignment.


4.   Study for your quiz. You can find a sample SUA quiz behind the Assignments button on the    
      class web page.   The quiz is worth 10 points included in the 40 total points for the project.

      I included a copy of the grading key in this handout for your reference. 

Check Figures





Where
What
Amount

General Journal
Payroll Tax Expense
$688.24

Worksheet
Unadjusted Trial Balance
$924,232.82


Adjustments
$549,700.94


Adjusted Trial Balance
$924,697.91


Net Income
$32,992.64

                        OPTIONAL
Post Closing Trial Balance
$297,481.05

Completing the Systems Understanding Aid

Background  Waren Distributing is the exclusive distributor of small Super Electric appliances in the Chicago area.  Waren is organized as a corporation and is operated by a salaried manager and two hourly employees.

Helpful Hints:
1. Before you start doing the case, read through the instructions and reference materials first.  Reading the requirements will save you time and confusion and prevent you from doing the wrong things first. YOU WILL PROBABLY SPEND THE FIRST HOUR JUST TRYING TO FIGURE OUT WHAT YOU ARE DOING.  AFTER THAT YOU WILL GET THE HANG OF THINGS AND IT WILL GO MORE SMOOTHLY. 

2. Read through the transactions first ( many are related.  The instructions on what to do and when to do it, as well as other necessary information to complete the transactions, are scattered throughout the instructions.  This is intentional, so that the case resembles what would happen in the real world.

3. Follow the flowcharts -- they will tell you what documents to fill out, where to file them, and who initials them.

4. Don't forget about the "YES" and "NO" signs -- you don't fill out any source documents for the "NO", and need only to make the journal and subsidiary ledger entries.  If you don't watch this, you will be looking for documents that don't exist and you will use up your checks for the wrong transactions.

5. Use a pencil to help correct mistakes you might make. 

6. You can skip filling out addresses on the forms.  Also, when filling out source documents, some information is not given, therefore, feel free to make up the missing information (i.e.:  Freight Bill Number, COD amount, etc.) or leave the fields blank.    

7. Accompanying this handout is a summary of the filing system that has been compiled by the authors.  This may be helpful if you are not sure where to file a particular document.  

Specific Transactions

1. Waren uses the allowance method of writing of bad debts (Dec. 23).

2. YOU WILL NOT BE WRITING ANY CHECKS TO CHICAGO OFFICE SUPPLY EVEN THOUGH THE INVOICES  ARE DUE UPON RECEIPT.  (SEE DECEMBER 26TH TRANSACTION AND DECEMBER 31RST.)

3. Record the computer at the full invoice amount, including tax (Dec. 31).

4. About the Pay Raise - Apply the new rate for the entire pay period.

Important Reminders and Clarifications

1. Accounting for prenumbered documents is an important internal control.  You are encouraged to list this as one of your 20 internal controls.  However, do not use this as more than one internal control, (e.g. accounting for prenumbered sales invoices, accounting for prenumbered purchase orders, accounting for prenumbered time cards... ).
2. Don't forget to have the proper initials and tickmarks on the documents and ledgers as needed.  Foot and crossfoot all totals in the journals and ledgers when appropriate, and don't forget about necessary internal controls.

3. The check figures are available to help you.  However, the material supporting those check figures is more important than the answer itself.  You will lose point a significant number of points if your numbers do not support the totals you show.


4. You can find a sample quiz on my web page behind the Assignment button. 
GETTING HELP:

Monica and Hanna’s hours will be held in my office, phone 229-4164 as follows:

Monica
Thursday
January 25th 
4:30-6:30

Hanna
Saturday
January 27th
12-2

Monica
Thursday
February 1st
4:30-6:30

Hanna
Sunday
February  4th
2-4








FILE SYSTEM

All completed documents, records and working papers should be filed using the file index tab cards and the envelope in which this Aid is packaged.  The flowchart determines where these items should be filed.  The filing system is summarized below.  Consider copying it and passing it out to students, at your option, for better guidance for them.

I.  Temporary Documents File

· Chart of accounts

· Price lists

· Transactions list

II.  In Front of 

· Comparative balance sheet

· Statement of income and retained earnings

· Statement of cash flows

· Year-end worksheet

· Post-closing trial balance

· Accounts receivable aged trial balance

· Accounts payable trial balance

· Fixed asset trial balance

III.  Mailed to Outsiders

· Purchase order No. 335 – Vendor copy

· Charge sale invoice No. 730 – Customer copy

· Bill of lading – Cosignee copy – Fritter Appliance

· Charge sale invoice No. 730 – Copy 4 – (Packing slip)

· Check from Bertram Appliance

· Sales return request – Acknowledgement copy

· Credit memo No. 42 – Customer copy

· Check from Hanover Hardware

· Deposit slip dated 12-23-9X

· Check No. 257 – Interstate Motor Freight

· Check from Redwood Fixtures

· Cash sale invoice No. C-36 – Customer copy

· Bill of lading – Cosignee copy – Redwood Fixtures

· Cash sale invoice No. C‑36 – Copy 4 (Packing slip)

· Deposit slip dated 12-24-9X

· Check from First American

· Deposit slip dated 12-26-9X

· Check No. 258 – Super Electric

· Check Nos. 259-261 – Payroll

· Check No. 262 – Chicago Daily Times

· Monthly accounts receivable statement

IV.  Permanent-Shipping/Bank

· Charge sale invoice No. 730 – Shipping copy

· Cash sales invoice No. C‑36 – Shipping copy

· Note payable to First American Bank and Trust

· Bank reconciliation – November

· Bank reconciliation – December (with following attached)


Bank statement – December


Listing of items clearing with December bank statement


Cash receipts prelist

· Validated bank deposit receipt

V.  Permanent – Accounting

· Charge sale invoice No. 730 – Accounting copy (with following attached)


Bill of lading – Accounting copy


Customer purchase order

· Cash sale invoice No. C-36 – Accounting copy (with following attached)


Bill of lading – Accounting copy


Customer purchase order

· Credit memo No. 42 – Accounting copy (with following attached)


Sales return request (vendor copy)


Receiving report

· Freight bill – Interstate Motor Freight

· Vendor’s invoice – Super Electric (with following attached)


Receiving report


Purchase order No. 335 – Accounting copy

· Vendor’s invoice No. 2294 – Chicago Office Supply (with following attached)


Receiving report


Purchase order No. 334 – Accounting copy

· Vendor’s invoice No. 2305 – Chicago Office Supply (with following attached)


Receiving report


Purchase order No. 332 – Accounting copy

· Vendor’s invoice – Chicago Daily Times

· Time cards – Ford and Adams

VI.  Journals/Ledger Book

· Journals book

· Instructions, Flowcharts and Ledgers book

Do not turn in your Systems Understanding Aid Reference book.


SAMPLE GRADING SHEET FOR THE SYSTEMS UNDERSTANDING AIDPRIVATE 

Student Name ________________________________











Score
Possible

1.  Source documents prepared reasonably correct



 _____
3 Points

2.   Internal controls properly indicated on source documents


_____  4 Points

3.  Journals prepared correctly/adequate form




_____
4 Points

4.  Ledgers prepared correctly/adequate form




_____
4 Points

5.  Year-end worksheet






_____
3 Points

6.  Bank reconciliation







_____
2 Points

7.  Neatness in appearance






_____
3 Points

8.  List of  internal controls and weaknesses




_____  7 Points

9.  Quiz



 




_____  10 Points








Total

            _____   40 Points

1
1

