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Section 1 
Preparing for delivery



[bookmark: _Toc9420373]About this guide
In this guide, you will find information you will need in order to prepare for and deliver this unit (or combination of units) to your learners.
[bookmark: _Toc9420374]About this unit / these units
This guide describes the delivery strategy for the following unit(s)
1. FNSACC311 Process financial transactions and extract interim reports
2. FNSACC312 Administer subsidiary accounts and ledgers
[bookmark: _Toc9420375]Context
	Considerations for delivery
	Descriptions

	Target cohort/audience
	This unit is delivered as part of the Certificate IV Accounting and Bookkeeping course (FNS40217) 

	Contextualisation
	This unit has been contextualised for Certificate IV Accounting and Bookkeeping course (FNS40217). All activity examples are contextualised to suit a person working in the finance, accounting or bookkeeping sector.

	Delivery mode / location
	Classroom 

	Delivery timeline
	TBA

	Assessment strategy
	Refer to the Unit Assessment Guide (UAG)

	Start date
	TBA




[bookmark: _Toc9420376]Resources required
The table below summarises the resources required for successful delivery of this unit.
	Resources required 
	Resource outline

	The Facilitator will need to provide:
	Insert resources that should be provided or arranged by the facilitator
Materials
· PowerPoint® Slides
· Participant Workbooks
· Other hand outs
· Evaluation Form
· Unit Assessment Guide
· Assessments
Equipment
1. Data projector / smart board /Comm box
2. VC or Internet access for Skype
3. Software / PC access

	TAFE will provide the student with:
	· Student portal login details 
· Student workbook
· Library access to other relevant textbooks
· Classroom, with computer access when required.

	The student will need to provide:
	· A smartphone with video recorder
· Pens, pencils, ruler, eraser, note paper, folder
· Calculator
· Students require access to the textbook - E A Clarke, Y Wilson & M Wilson, 2019, Accounting – An Introduction to Principles and Practices 9th Edition, Cengage




[bookmark: _Toc9420377]Planning checklist
Prior to delivery of this unit, the facilitator should ensure that:
[bookmark: _Toc9420378]All delivery modes
	[bookmark: _Toc518291021]All delivery modes
	Description

	Before students arrive to your classroom
	1. How do students contact you?
2. Become familiar with the unit delivery structure, resources and activities
3. Ensure you are familiar with the assessment requirements

	During delivery
	4. Respond to student’s requests, by email or in person. A record should be kept of these contacts.

	Post student completion
	5. Advise students of their results


[bookmark: _Toc9420379]If delivering online
	[bookmark: _Toc518291022]If delivering online
	Description

	Before students gain access to live unit
	1. Ensure your details are displayed correctly on TAFE Digital Campus
2. Become familiar with the unit delivery structure, resources and activities
3. Ensure you are familiar with the assessment requirements

	During delivery
	4. Respond to student emails
5. Check your inbox for assessment submissions. Submissions of assessment must be marked within 10 days.
6. Monitor group chat / forum spaces
7. Review student participation reports

	Post student completion
	8. Advise students of their results





Section 2
Unit delivery strategy


[bookmark: _Toc9420380]How to use this section
This provides an overview of the delivery schedule for the cluster of units:
FNSACC311 Process financial transactions and extract interim reports
FNSACC312 Administer subsidiary accounts and ledgers
This section provides a schedule of topics and the relative duration and timing of the topics. The next section of this guide provides more detail of the delivery for each of the topics.
This outline is a guide only, trainers need to respond to the particular needs and circumstances of the groups they are training. Modifications will need to be made to ensure the delivery of this cluster of units meets the learning needs of each individual group.


[bookmark: _Toc9420381]Unit delivery schedule
Below is a summary for the schedule for sessions delivered in this unit.
	Session / week
	
	Session Content 
	Outcomes 

	1
	Introductions
	Welcome / Getting started / Orientation 
	· Student welcome
· Overview of unit / General housekeeping
· Accounting information and decision making

	2
	Introduction to Accounting
	Principles and doctrines of accounting
	· Accounting Principles
· Accounting doctrines
· Accounting standards
· Types of business organisations
· Accounting terminology

	3
	Introduction to Accounting
	Principles and doctrines of accounting
	· Accounting Principles
· Accounting doctrines
· Accounting standards
· Types of business organisations
· Accounting terminology

	4
	Accounting concepts
	Basic accounting theory
	· The accounting equation
· Debits and credits
· Double entry system 
· Chart of accounts

	5
	Accounting concepts
	Basic accounting theory
	· The accounting equation
· Debits and credits
· Double entry system 
· Chart of accounts

	6
	Accounting entries
	Development and processing of accounting entries
	· Transactions and source documents
· Analysing transactions and the accounting equation
· Development of journal entries
· Goods and Services Tax (GST)
· GST and accounting transactions
· Banking

	7
	Accounting entries
	Development and processing of accounting entries
	· Transactions and source documents
· Analysing transactions and the accounting equation
· Development of journal entries
· Goods and Services Tax (GST)
· GST and accounting transactions
· Banking

	8
	Accounting entries
	Development and processing of accounting entries
	· Transactions and source documents
· Analysing transactions and the accounting equation
· Development of journal entries
· Goods and Services Tax (GST)
· GST and accounting transactions
· Banking

	9
	Journals and Ledgers
	Posting Journals
	· The General Ledger
· Types of ledgers (running balance and T account)
· Posting from journals to the ledger

	10
	The ledgers
	Managing the ledgers
	· Balancing the ledger
· The trial balance

	11
	Specialised Journals
	Types and uses of specialised journals
	· Cash payments & cash receipts journals
· Purchases and sales journals
· Entering transactions into the specialised journals
· Posting specialised journals to the ledger

	11
	Assessment
	Handout Assessment 1 of 3
	Handout assessment 1 of 3

	12
	Specialised Journals & Petty Cash
	Types and uses of specialised journals
	· Cash payments & cash receipts journals
· Purchases and sales journals
· Entering transactions into the specialised journals
· Posting specialised journals to the ledger
· Dealing with small expenses
· Petty cash float
· Petty cash book

	13
	Petty cash
	Petty cash imprest system
	· Dealing with small expenses
· Petty cash float
· Petty cash book
· Reimbursement of the petty cash float
· Journal entries for Petty cash

	14
	Credit Policy
	Management of credit accounts
	· Credit agreement and the credit policy
· Internal controls on credit
· Dealing with delinquent accounts receivable
· Debt recovery

	15
	Correcting Errors
	Identification and correcting errors in accounting
	· Cause of common errors
· Identification of errors
· Correcting errors- evidence trail and proper authorisations.

	15
	Assessment
	Handout Assessment 2 of 3
	Handout assessment 2 of 3

	16
	Subsidiary Ledgers
	Accounting using subsidiary ledgers
	· Accounts receivable using a subsidiary ledger
· Control accounts
· Reconciliations

	17
	Subsidiary Ledgers
	Accounting using subsidiary ledgers
	· Accounts receivable using a subsidiary ledger
· Control accounts
· Reconciliations

	18
	Subsidiary Ledgers
	Accounting using subsidiary ledgers
	· Accounts payable using a subsidiary ledger
· Control accounts
· Reconciliations

	19
	Interim Reports
	Preparation of interim reports
	· Trial balance
· Income statement
· Balance sheet
· Conventions for preparation

	20
	Assessment Review
	Review and work on assessment tasks
Assess role plays from assessment 1
	· Assessment Task 1
· Assessment Task 2

	20
	Assessment
	Assessment 1 of 3 
	Assessment 1 of 3 Due

	21
	Policy, Procedure and Legislation
	Development and use of organisations policy and procedures
	· Legislation affecting accounting
· Policy and procedures

	22
	Special Transactions
	Accounting for non-standard transactions
	· Interest on accounts receivable
· Dishonoured cheques
· Bad debts
· Doubtful debts
· Drawings
· Depreciation
· Contribution of capital
· Purchase of non-current assets

	23
	Special Transactions
	Accounting for non-standard transactions
	· Interest on accounts receivable
· Dishonoured cheques
· Bad debts
· Doubtful debts
· Drawings
· Depreciation
· Contribution of capital
· Purchase of non-current assets

	24
	Bank Reconciliations
	Effective control of the bank account
	· The bank statement as a source document
· Journal entries for bank fees and interest
· Reconciling the bank ledger and the bank account

	25
	Bank Reconciliations
	Effective control of the bank account
	· The bank statement as a source document
· Journal entries for bank fees and interest
· Reconciling the bank ledger and the bank account

	25
	Assessment
	Assessment 2 of 3 
	Assessment 2 of 3 Due

	26
	Revision
	Review of course
	Trainer directed review of course. Assistance with outstanding assessments and preparation for the in-class assessment in week 28

	27
	Revision
	Review of course
	Trainer directed review of course. Assistance with outstanding assessments and preparation for the in-class assessment in week 28

	28
	Final Assessment
	In-class assessment 
	Completion of assessment task 3 of 3.
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[bookmark: _Toc9420382]How to use this section
The following session plans are an example of how the delivery of these two units can be broken down into 28 face to face sessions of 3 hours each.  The following sessions plans can be adapted to alternative delivery patterns such as 14 x 6 hours sessions or 18 4 ½ hour sessions.
PowerPoint resources are provided to support delivery. Please see Learning Bank for access to the latest versions.
The session plans include references to a number of texts and other reference documents. It is not anticipated that a student would be asked to complete all of the activities listed. It is anticipated that a student would only have access to a limited number of the reference texts and would complete only the activities that they have access to. 
[bookmark: _GoBack]The textbooks from the following list and in the session plans that are marked with an asterisk (*) are optional references, students are not required to purchase these texts. The required student textbook is E A Clarke, Y Wilson & M Wilson, 2019, Accounting – An Introduction to Principles and Practices 9th Edition, Cengage. Teachers can select the theory and exercises from either this textbook or the TAFE Student Workbook based on the requirements of the lesson and the needs of the student cohort. 
The following texts will be referred to. The abbreviation in brackets at the end of the reference will be used in the session plans to identify the reference source:
Technology and Business Services TAFE NSW, 2019, Student Workbook – Theory FNSACC311 Process financial transactions and extract interim reports & FNSACC312 Administer subsidiary accounts and ledgers (version 3). Sydney. (SW-Theory)
Technology and Business Services TAFE NSW, 2019, Student Workbook – Activities FNSACC311 Process financial transactions and extract interim reports & FNSACC312 Administer subsidiary accounts and ledgers (version 8). Sydney. (SW-Activities)
E A Clarke, Y Wilson & M Wilson, 2019, Accounting – An Introduction to Principles and Practices 9th Edition, Cengage (Clarke & Wilson)
Andrew Duncan, 2016, Introductory Accounting, National Core Accounting Publications. Strawberry Hills NSW (Duncan)*
V Wilson, S Freeman & J Freeman, 2011, Accounting, a practical approach. Pearson Australia. Melbourne (Wilson & Freeman)*
S Marley & J Pederson, 2009, Accounting for Business, Pearson Education Australia. Frenchs Forest (Marley & Pederson)*
When reference is made to a text the page number will be used, if a new version or edition of the text has been produced the page numbers may differ.
Each session plan has number of questions listed that are relevant to that session plan. Some of the questions listed will be relevant to multiple session plans and so only parts of some questions should be attempted by the students for that particular session plan
Before each session check the resources column to ensure you have access to the required resources.
Some relevant documents have been embedded into this facilitator guide, if you are viewing this as an electronic document you can access the document by simply clicking on the link in the “Resource Required” column. Should you be viewing this as a paper document you will find the embedded documents included in an appendix at the end of the document. 
There are number of power point files listed in this document. They can be accessed by either clicking on the embedded file in the “Resource Required” column, or by downloading the file from the SW Skills Point site.

[bookmark: _Toc9420383]Session plan 1 - Welcome & introduction to accounting
	Item
	Start Time
	Duration
	Topic
	Main points / Key messages
	Activity and references
	Resources required
	Criteria addressed

	1
	
	30 min
	Welcome & Introduction
	Acknowledgment of Country
Introduction and contact details of trainer
Class roll
Housekeeping & Orientation
WHS, expectations
Emergency evacuation drills, assembly areas, alarms
Facilities – canteen, toilets, library
Student safety & security
Expectations of students- etiquette if late, class rules, breaks
	Lecture and discussion
If appropriate, a campus tour
	Emergency evacuation map
	· PPPPreliminaryP

	2
	
	20 min
	Student Support
	Student rights and responsibilities
Support services, LLN, disability, Indigenous, NESB
Counselling unit
Student portal
	Discussion
A consultant or counsellor might come to talk to the group.
	Student rights and responsibilities: Link Student R & R
Brochures and information leaflets for support services
	Preliminary

	3
	
	20mins
	Ice Breaker 
	Activity to get the group to mix and talk
	Appropriate Ice breaker activity
You might like to offer prizes for winners/ participation
	A simple ice breaker exercise, there are a multitude available online.
	Preliminary

	4
	
	30 mins
	Introduction to Accounting
	Learner resources – what they are and how to access them. 
How you will be assessed
How to submit assessments
Need for study outside of class time
	Lecture & discussion
Distribute UAG and sign for it
	UAG
Student Declaration
Copy of text books/Moodle
	Preliminary

	
	
	10 mins
	Break
	Break
	
	
	

	5
	
	55 mins
	Introduction to Accounting
	Which units are we studying – FNSACC311 & FNSACC312
Outline of units, unit purpose
General discussion of what the unit will cover and the skills and knowledge the students will be gaining over the next 28 weeks.
Brainstorm/Students make some notes on and be prepared to discuss the following:
The users of accounting information – Internal or External users
What is accounting information used for?  decision making, 
For accounting information to be useful what characteristics does it need? – relevant, timely, understandable etc.
	Lecture, reading & discussion
Student to complete activities and questions
Duncan Review Q 1- 5 pp 21 – 22*
Wilson & Freeman Q 1.1 -1.6 pp 20*
Marley & Pederson pp22 Q 1 -16*
	SW-Theory Contents page
Duncan Contents page*
Duncan pp 6- 13* 
Wilson & Freeman pp 4*
Marley & Pederson pp2-22*
	Preliminary

	6
	
	15mins
	Conclusion & Wrap up
	Summarise main points of lesson
No homework today
Any questions/clarifications from the students
	
	
	


[bookmark: _Toc9420384]Session plan 2 – Introduction to accounting 
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Review what was done last lesson
What is accounting?
Units FNSACC311 & FNSACC312
Information for decision makers
	Discussion
	
	

	2
	
	30 mins
	Accounting Principles and Conventions
	Basic principles and conventions of accounting such as going concern, historic cost, entity etc.
Read & discuss SW Theory pp 5-9
Explain the conventions in own words.
Complete question 1.1 from SW –Activity
	SW-Activities Ch 1
Clarke & Wilson pp23 Q 1-11
Wilson & Freeman q 1.34 – 1.40 pp 25*
Duncan Q 8 – 11 pp 23-24*

	SW-Theory Topic 1
Clarke & Wilson pp2-25
Duncan pp 17- 18*
Wilson & Freeman pp 16 – 17*
Marley & Pederson pp9-15*

	Preliminary

	3
	
	45mins
	Accounting standards & conceptual framework
	What are accounting standards?
Where can they be found?
How are accounting standards used?
What do accounting standards cover?
What is the conceptual framework?
Own research find web site of the Australian Accounting Standards Board (AASB). Research a particular standard such as Inventories - AASB 102. What sort of things does the standard contain? Discussion.
List 4 other standards from the web site
	Clarke & Wilson pp24-25 Q1-13 to 1.15
Wilson & Freeman Q 1.41- 1.50 pp 26-27*
Duncan Q6-7 pp22*

	SW-Theory Topic 1
Clarke & Wilson pp 2-25
Duncan pp14*
Wilson & Freeman pp17- 19*
AASB web site
Internet enabled computer
Marley and Pederson pp9-15*
	Preliminary

	
	
	10 mins
	
	Break
	
	
	

	3
	
	30 mins
	Accounting standards & conceptual framework
	Continue with above
	
	
	

	4
	
	40 mins
	Accounting classifications
	Account classifications:
Assets
Liabilities
Owners’ equity
Revenue
Expenses
Readings, lecture, questioning and discussion.
Write a definition for each term and give 2 examples for each classification
	SW-Activities Ch2
Wilson & Freeman Q 1.27 – 1.33 pp23-25*
Duncan Q 1, 9*
	SW– Theory – Topic 2.1
Duncan pp34- 39*
Wilson & Freeman pp16*

	Preliminary

	5
	
	15 mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Home work for next week 
SW Activities Q 2.4 & 2.5
Research the accounting standard for Property Plant & Equipment (PP & E), write a few sentences on how PP & E is to be valued. The purpose of this exercise is not to know what the standard says but what a standard is and types of issues it deals with.

	
	
	




[bookmark: _Toc9420385]Session plan 3 – Introduction to accounting 
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	Accounting Principles and Conventions
Accounting standards & conceptual framework
Accounting classifications
Review Homework: SW Activities Q 2.4 & 2.5
Research on the accounting standard
	
	
	

	2
	
	30 mins
	Types of Business organisations
	Business organisational structures:
Sole Trader
Partnership
Private company 
Public company
Reading, discussion, questioning.
Questions for students:
Outline the basic differences between sole traders and companies
Reason why some businesses choose to set up as unincorporated businesses and why some choose incorporation.
	Duncan pp18-20*
Wilson & Freeman pp4-5*

	SW-Theory Topic 1.4
 Clarke & Wilson pp10-12
Wilson & Freeman Q 1.7-1.8 pp 20*
Marley & Pederson pp15-20*
	Preliminary

	3
	
	45 mins
	Basic Accounting Reports
	Basic reports, what are they called, what is in them, what do they tell you?
Statement of financial performance (Income statement, Profit & Loss). Examine some examples. What do they tell you?
Statement of financial position (Balance sheet). Reinforce current and non-current concept. Examine some examples. What do they tell you?
	Wilson & Freeman Q 2.4 – 2.51 pp 53-57*
Duncan Q 9,10, 11 pp55-57*
	Duncan pp28- 33*
Wilson & Freeman pp37-39*
Marley & Pederson pp 35-44 & 54-60*
	FNSACC311 PC 7.3, 7.4, 7.5

	
	
	10 mins
	
	Break
	
	
	

	4
	
	50 mins
	Accounting terminology & jargon
	Some of the terms students need to be familiar with and understand including:
Cost of goods sold
Capital
Goodwill
Accounts receivable - Debtors
Accounts Payable – Creditors
Depreciation
Overdraft
Reconciliation
Control account
Accountant v Bookkeeper
Trial Balance
ABN
Discussion of some definitions that some students already know. 
Write up a glossary.
Set home work to research definitions students do not know.
	List of definitions can be added to and deleted from
Clarke & Wilson pp24 Q 1-12 & 1-18
	SW-Theory Topic 1 & 2
Clarke & Wilson pp2-25
Wilson & Freeman pp6-38*
Duncan 8-39*
Marley & Pederson pp843*
	FNSACC311 PC 1.1, 1.2

	5
	
	15 mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Home work for next week 
Complete 6 Definitions not written up today
Identify a business you deal with that is:
Unincorporated
Corporation
How do you know it one or the other?
Why do you think they choose that structure?
	
	
	




[bookmark: _Toc9420386]Session plan 4 – Basic accounting theory 
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	Types of Business organisations
Basic Accounting Reports
Accounting terminology & jargon
Review homework:  accounting definitions and business structure
	
	
	

	2
	
	45 mins
	The accounting equation
	Basic equation Assets = OE + Liabilities
Add revenue & expenses to equation
Assets = OE + Liabilities + (Revenue – Expenses)
Work through examples of how accounting transactions impact on the accounting equation. Select from SW- Activities 4.1, 4.2
	SW-Activities Ch4  
Clarke & Wilson pp75 Q3.21 to 3.30
Wilson & Freeman Q 2.1 – 2.6 pp 40-41*
Duncan Q 2-13 pp52- 58* 

	SW-Theory Topic 2.2
Clarke & Wilson pp56-69
Wilson & Freeman pp29-34*
Duncan 31- 37, 107-123*
Marley & Pederson 32-35*
	Preliminary FNSACC311 PC 1.1, 7.3, 7.4, 7.5


	
	
	10 mins
	
	Break
	
	
	

	3
	
	50 mins
	Debits and credits & Transaction analysis
	What are debits and credits
Debits and credits and the accounting equation
Students to Analyse transactions to determine debits and credits SW Activities Q 4.3
	SW– Activities Ch 4
Clarke & Wilson pp75 Q 3-21 to 3.30
Wilson & Freeman pp42- 57 Q2.7- 2.16, 2.22- 39*
Duncan pp147- 158 Q 1-7*
Marley & Pederson Q 2.4.4 to 2.4.6*
	SW– Theory Topic 2.3 & 2.4 
Clarke & Wilson pp60
Wilson & Freeman pp31- 39*
Duncan pp31- 37*

	Preliminary FNSACC311 PC 1.1, 1.2, 4.1
FNSACC312 PC 1.1

	4
	
	15 mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 4.4
	
	
	



[bookmark: _Toc9420387]Session plan 5 – Basic accounting theory
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	The accounting equation
Debits and Credits
Review homework
SW- Activity: Q 4.4
	
	
	

	2
	
	45 mins
	Chart of accounts
	The chart of accounts and the classification of accounts
Numbering systems for the chart of accounts
Chart of accounts and computerised accounting system
Examine examples of charts of accounts identify patterns, similarities and differences. 
	Clarke & Wilson pp74 Q 3.19 & 3.20
Wilson & Freeman pp 42 Q 2.17-2.20*

	SW– Theory Topic 2.5
Clarke & Wilson pp70 -74
Wilson & Freeman pp31- 39*
Duncan pp41-42*
Marley & Pederson pp46 & 92*
	FNSACC311 PC 7.3, 7.4

	3
	
	10 mins
	
	Break
	
	
	

	4
	
	30 mins
	Double entry
	How the accounting equation leads to double entry accounting. 
Sources and uses of funds
	SW Activities Ch 6 Wilson Freeman pp 45-51 Q 2.24- 2.39*
Duncan pp151 Q6-7*

	SW– Theory – Topic 2.4
Duncan pp112- 123*
Wilson Freeman pp34- 36*
	Preliminary

	5
	
	20mins
	Accounting transactions
	Practice analysing transactions and relating them to the accounting equation. Review the above activities and reinforce areas of weakness and practice questions
SW- Activities Q 6.2
	SW-Activities Ch 6 
Marley & Pederson P45 Q 2.5.2 to 2.5.6*
	SW–Theory –Topic 4
Marley & Pederson pp43-45*
	

	6
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
Chart of Accounts - Do an internet search for a chart of accounts suitable for a small fashion retailer.
SW-Activities Q 6.3
	
	
	


[bookmark: _Toc9420388]Session plan 6 – Develop and process accounting entries
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	Chart of accounts
Double entry and accounting transactions
Review homework from last week
Chart of Accounts
SW-Activities Q 6.3
	
	
	

	2
	
	45 mins
	GST Overview
	What is the GST
How the GST works
Calculating the GST
Discussion of GST how the system works
Demonstrate calculations then practice calculations
Impact on business
Impact on record keeping
Work on questions 5.1 & 5.2 from SW-Activities
	SW-Activities Ch5
Clarke & Wilson pp85 Q4.1
Wilson & Freeman pp22 Q1.19-1.26*
Duncan pp58 Q 12, 13*
Marley & Pederson pp134 Q 3.12.12 to 3.12.14. Page 128 Q 3.12.1 to 3.12.8*
	SW-Theory – Topic 5
Clarke & Wilson pp82-84
Wilson & Freeman pp13- 16*
Duncan pp43-47*
Marley & Pederson pp126-134*
	FNSACC311 PC 1.1, 1.2, 3.1, 3.2, 4.1
FNSACC312 PC 1.1, 5.1

	3
	
	45 mins
	Source Documents
	What is a source document?
Source documents and accounting entries
Types of source documents
Control documents
What sort of information needs to be included on source documents.
Discussion and examination of examples in SW Activities text, select from Q3.1 to 3.6
Design a template for a tax invoice – ensure all required information can be entered on the template.
	SW-Activities Chapter 3
Clarke & Wilson pp52 Q 2.12, 2.14, 2.15
Wilson & Freeman pp21 Q1.9 – 1.18*
Duncan pp 76-84 Q 1-9 & 99-104 Q1-6*
Marley & Pederson pp102 Q 3.2.1 & 3.2.2*
	SW-Theory – Topic 3 
Clarke & Wilson pp33-49
Wilson & Freeman pp 6-13*
Duncan pp61- 71 & 86- 90*
Marley & Pederson pp98-99, 111, 154, 174*

	FNSACC311 PC 1.1, 1.2, 3.1, 3.2,3.3
FNSACC312 PC 5.1

	4
	
	10 mins
	
	Break
	
	
	

	
	
	
	Source Documents
	Continue with above
	
	
	

	5
	
	35 mins
	Journal Entries
	Analysis of source documents to generate journal entries
Writing journal entries.
Work through as many examples as possible covering the most common transactions, purchase, sale, cash receipt, and cash payment. Use examples from SW-Activities 6.5 -6.6
	SW-Activities Ch 6
Clarke & Wilson pp87 Q 4.2
Wilson & Freeman pp85- 90 q 3.1 – 3.8* 
Duncan pp 152-158 Q 8-9*

	SW-Theory – Topic 3 & 6
Clarke & Wilson pp80-87
Wilson & Freeman pp 58-65*
Duncan pp114- 123*
Marley & Pederson pp99-102*
	FNSACC311 PC 1.1, 1.2, 4.1, 4.2
FNSACC312 PC 6.4

	6
	
	15 mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Home work for next week 
SW- Activity: Q 5.3 & 5.4
SW -Activity Q 6.4
	
	
	



[bookmark: _Toc9420389]Session plan 7 – Develop and process accounting entries

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	GST overview
Source documents
Journal entries
Review homework SW-Activities 5.3, 5.4, 6.4
	
	
	

	2
	
	45 mins
	Inventory Systems
	Perpetual and periodic inventory systems
Accounting entries for the periodic system
Accounting entries for the perpetual system
Practice journal entries for sales and purchases using both the inventory systems.
Refer to examples from chapter 6 of SW- Activities.
	SW-Activities Ch 6
Clarke & Wilson pp91-92 Q4.4 – 4.7
Wilson & Freeman pp 44-45 Q 2.21- 2.23*
Duncan pp336 – 342 Q 1 -6*
Marley & Pederson pp794 Q 14.8.1 -14.8.3*
	SW-Theory – Topic 6
Clarke & Wilson pp88-92
Wilson & Freeman pp 31-34*
Duncan pp320- 332*
Marley & Pederson pp56-57 & 764-795*
	FNSACC311 PC 1.1, 1.2, 4.1, 4.2,3.3
FNSACC312 PC 6.4

	3
	
	10 mins
	
	Break
	
	
	

	4
	
	50 mins
	Banking
	Documents generated from cash receipts
Arranging, documenting and recording the banking
Safety and security for banking
Banking and accounting entries
Refer to SW activities 3.8, 3.10 and 20.1
	SW-Activities Chapter 3 & 20
Clarke & Wilson pp47 Q 2.9
Wilson & Freeman pp21 Q 1.18 309 Q 9.1,9.2*
Duncan pp 82 Q8*

	SW-Theory –Topic 3.4 & Topic 20
Clarke & Wilson pp46-47
Wilson & Freeman pp 10-11, 290-293*
Duncan pp320- 332*

	FNSACC311 PC 2.1, 2.2, 2.3, 2.4, 3.3, 6.1, 6.3

	5
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q3.9, Q 3.11, Q 6.7 (ignore the Ledger parts of these questions)
	
	
	




[bookmark: _Toc9420390]Session plan 8 – Develop and process accounting entries
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	Inventory Systems
Banking
Review homework questions SW- Activity: Q3.9, Q 3.11, Q 6.7 (ignore the Ledger parts of these questions)
	
	
	

	2
	
	60mins
	Making payments
	Identifying payments to be made
Payment documentation
Authorising payments
Creating a payment
Accounting entries for a payment
SW-Activities Q 3.8
	SW-Activities Ch 3
Clarke & Wilson pp42 Q 2.5
Wilson & Freeman pp 191 Q6.5-6.7*
Duncan pp 99-102 Q1-5*
Marley & Pederson pp210 Q 5.2.1 – 5.2.5*
	SW-Theory – Topic 3.6 
Clarke & Wilson pp39-42
Wilson & Freeman pp 176-181*
Duncan pp 86-96*
Marley & Pederson pp204-209*
	FNSACC311 PC 2.1, 2.2, 3.2, 4.1, 4.2
FNSACC312 PC5.1, 5.2, 6.1, 6.2, 6.3, 6.4

	4
	
	10 mins
	
	Break
	
	
	

	5
	
	65 mins
	Reinforce & review accounting for transactions
	Review and practice:
source documents
Analysing transactions
Development of journal entries
GST
Banking
	Review previous 4-5 lessons. Students to complete as many of the practice activities and questions as necessary to reinforce the concepts from those lessons
Clarke & Wilson pp52-54 Q 2.11 – 2.27
	
	

	6
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW-Activity: Any relevant questions from previous weeks which will aid student understanding, such as Q 20.2 Banking
	
	
	



[bookmark: _Toc9420391]Session plan 9 – Posting Journals
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	Cash payments
Analysing transactions
Preparing journal entries
Review homework questions set from last week, e.g. Q 20.2
	
	
	

	2
	
	60 mins
	The General ledger
	The general ledger
Types of ledgers T and running balance – how they work
Refer to SW Activities Q7.1 & 7.2, post journals to both T accounts and running balance accounts – Note differences and similarities.
	SW Activities Ch 7
Clarke & Wilson pp109 Q 4.19-4.21
Wilson & Freeman pp 90-94 Q3.7- 3.13*
Duncan pp 150-158 Q6-9*

	SW Theory – Topic 7
Clarke & Wilson pp92-98
Wilson & Freeman pp 66-67*
Duncan pp 124- 128*
Marley & Pederson pp41-43*
	FNSACC311 PC 4.2, 5.1, 5.2, 5.3, 7.2

	
	
	10 mins
	
	Break
	
	
	

	3
	
	65 mins
	Posting journals to the ledger
	Posting journals to the ledger
Maintaining equality between debits and credits
Strategies to ensure all entries and all parts of an entry are posted
Posting negatives
Folio/reference numbers
Work through examples from SW - Activities Ch 6
	SW Activities Ch 6  
Clarke & Wilson pp42 Q 2.5
Duncan pp 152 – 158 Q 8-9*
Marley & Pederson pp49 Q 2.5.8 & 2.5.9*
	SW Theory – Topic 7.2
Clarke & Wilson pp92-104
Duncan pp129 – 131*
Marley & Pederson pp46-47*
	FNSACC311 PC 4.2, 5.1, 5.2, 5.3, 7.2

	4
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 7.3, 7.4, 6.3, 6.6.
	
	
	




[bookmark: _Toc9420392]Session plan 10 – Managing the ledgers
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	Cash payments
Analysing transactions
Preparing journal entries
Review homework questions SW-Activities: Q 7.3, 7.4, 6.3, 6.6.
	
	
	

	2
	
	60 mins
	Balancing the ledger
	Balancing T account ledgers and running balance ledgers
Refer to examples from SW– Activities chapter 7, practice balancing the ledgers, examples such as 7.1 & 7.2
	SW Activities Ch 7  
Wilson & Freeman pp 90-95 Q 3.7-3.13*
Duncan pp 150 – 158 Q 6-9*
Marley & Pederson pp52 Q 2.5.13 – 2.5.15*
	SW Theory –Topic 7.3
Clarke & Wilson pp92-104
Wilson & Freeman pp 68-71*
SW -Theory pp55-56*
Marley & Pederson pp49-52*
	FNSACC311 PC 4.2, 5.1, 5.2, 5.3, 7.2

	
	
	10 mins
	
	Break
	
	
	

	3
	
	65 mins
	Trial Balance
	Creating a trial balance from the general ledger
Finding & correcting errors in the trial balance
Work through the process to create a trial balance from balanced ledger accounts. Refer to questions 8.1 & 8.3
	SW-Activities Ch 8
Clarke & Wilson pp107-108 Q 4.17-4.18
Wilson & Freeman pp 90- 96 Q- 3.7-3.17*
Duncan pp 152 -158 Q 8-9*
Marley & Pederson pp54 Q 2.6.1to 2.6.6*
	SW-Theory – Topic 8
Clarke & Wilson pp98-100
Wilson & Freeman pp 72-82*
Marley & Pederson pp52*

	FNSACC311 PC 7.3, 7.4, 7.5

	4
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q7.4, 8.2, 8.4 
	
	
	


[bookmark: _Toc9420393]Session plan 11 – Types and uses of specialised journals
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	Balancing the ledger
Trial balance
Review homework 
SW- Activity: Q 7.4, 8.2, 8.4
	
	
	

	2
	
	60 mins
	Specialised Journals
	Introduction to specialised journals, summarising large numbers of similar transactions
Cash receipts & cash payments
Look at different examples of specialised journals and identify how they work and their unique characteristics.
Refer to SW–Activities 10.1 & 10.8
	SW-Activities Ch 10
Clarke & Wilson pp120 Q 5.4-5.5
Marley & Pederson pp159 Q 4.3.1 & 4.3.2*
pp178 Q 4.4.1 & 4.4.2*
	SW-Theory - Topic 10
Clarke & Wilson pp113-122 pp138-169
Marley & Pederson pp153-187 & 174-188*
TransactionsReportsLedgers _Pres_5of5
	FNSACC311 PC 4.1, 4.2
FNSACC312 PC 1.1, 1.2, 1.4, 6.2, 6.4

	
	
	10 mins
	
	Break
	
	
	

	3
	
	20 mins
	Specialised Journals
	Purchases journal
Sales Journal
Work through examples, showing the method of competing entries 
Refer to examples and questions in SW – Activities chapter 10, such as 10.2
	SW–Activities Ch 10
Clarke & Wilson pp129 Q 5.9-5.10
Marley & Pederson pp297 Q 7.2.1 to 7.2.4*
Duncan pp369-384 Q 1-10*
Wilson & Freeman pp186 Q 61 -6.11*
	SW-Theory – Topic 10.2, 10.3
Clarke & Wilson pp122-138
Marley & Pederson 287-316*
Duncan pp343-361*
Wilson & Freeman pp160-185*
	FNSACC311 PC 4.1, 4.2
FNSACC312 PC 1.1, 1.2, 1.4, 6.2, 6.4

	4
	
	30mins
	Posting Journals
	Cross adding a journal
Posting specialised journals to the ledgers
Continue with examples such as Q 10.2 demonstrating the system of internal checks such as cross adds
Post to ledger
	SW–Activities Ch 10
Clarke & Wilson pp162 Q 5.19-5.20
	SW-Theory Topic 10
Clarke & Wilson pp122-153
Marley & Pederson pp67*
	FNSACC311 PC 4.1, 4.2
FNSACC312 PC 1.1, 1.2, 1.4, 6.2, 6.4

	5
	
	30mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 10.3, 10.11
Handout Assessment 1 of 3 Discuss content and submission of assessment
	
	
	




[bookmark: _Toc9420394]Session plan 12 – Specialised Journals & Petty Cash
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	Specialised journals
Cash receipts/payments
Purchases/sales
Posting
Review Homework 
SW Activities Q 10.3, 10.11
Assessment 1 – any questions?
	
	
	

	2
	
	45mins
	Using specialised Journals and posting to the ledger
	Practice exercise on using specialised journals
Refer to SW- Activities Q 10.4
	SW- Activities Ch 10 
Clarke & Wilson pp181 Q5.38-5.40
Marley & Pederson pp317 Case Study 2*
Duncan pp369-384 Q 1-10*
	SW-Theory – Topic 10
Duncan pp343-361*
	FNSACC311 PC 4.1, 4.2, 5.1, 5.2, 5.3
FNSACC312 PC 6.4

	3
	
	30 min
	Petty Cash
	What is petty cash used for?
What is an imprest system?
Follow an example of the imprest system TBS - Activities Q 19.1
	SW– Activities Ch 19
Clarke & Wilson pp326 Q 8.18-8.19
Marley & Pederson pp236 Q 5.4.1 to 5.4.6*
Duncan pp175-182 Q 1-8*
Wilson & Freeman pp266-274 Q8.1- 8.9*
	SW-Theory - Topic 19
Clarke & Wilson pp322-328
Marley & Pederson pp231-238*
Duncan pp159-174*
Wilson & Freeman pp266-274*
	FNSACC311 PC 2.4

	
	
	10 mins
	
	Break
	
	
	

	3
	
	
	Petty cash
	Continue with above
	
	
	

	4
	
	50 mins
	Petty cash book
	Authorising petty cash payments – documents and authorisations required
Filling in the petty cash book
Balancing the petty cash book
Refer to example SW – Activities Q 19.3
	SW– Activities Ch 19
Clarke & Wilson pp332 Q 8.25 – 8.26
	SW-Theory – Topic 19
Clarke & Wilson 322-328
Marley & Pederson pp 231-236*
	FNSACC311 PC 2.4, 3.1

	5
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 19.2
	
	
	




[bookmark: _Toc9420395]Session plan 13 – Petty cash
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	Subsidiary ledgers
Petty cash system
Petty cash book
Review homework 
SW – Activities Q 19.2
Assessment 1 – any questions?
	
	
	

	2
	
	30 mins
	Petty cash
	Reimburse the petty cash float
Entries to record the reimbursement of the petty cash
Posting the petty cash entries to the ledgers
Work through the relevant parts Q 19.4
	SW– Activities Ch 19
Clarke & Wilson pp332 Q 8.25 – 8.26
	SW-Theory – Topic 19
Clarke & Wilson 322-328
Marley & Pederson pp 231-236*
	FNSACC311 PC 2.4

	3
	
	60mins
	Petty cash
	Practice exercises in maintaining the petty cash system
SW Activities use examples 19.3- 19.7 for demonstration
	SW– Activities Ch 19
Clarke & Wilson pp332 Q 8.25 – 8.26
	SW-Theory - Topic 19
Clarke & Wilson 322-328
Marley & Pederson pp 231-236*
	FNSACC311 PC 2.4

	4
	
	10 mins
	
	Break
	
	
	

	3
	
	
	Petty cash
	Continue with above practice exercises
	
	
	

	
	
	35mins
	Petty cash policies and procedures
	Typical policy and procedures around the petty cash system.
Dealing with situations outside of policy and procedure
	Marley & Pederson pp210 Q 5.2.1 to 5.2.5*
	Marley & Pederson pp204-210*
	FNSACC311 PC 2.4, 3.1

	
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 19.5 
	
	
	




[bookmark: _Toc9420396]Session plan 14 – Credit Policy
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30mins
	Recap last lesson
	Petty cash reimbursement
Petty cash float
Journal entries and petty cash
Review homework 
SW- Activities Q 19.5
	
	
	

	2
	
	60mins
	Credit Policy
	When do businesses provide credit
The credit agreement – what does it cover?
Internal controls & monitoring of credit
Student group activity – 1) Prepare a list of points that you would expect to find in the credit policy of a wholesaler of office stationery.
2) Discuss the conflict between the desire to maximise sales, assisted by the provision of easy credit terms and the desire to minimise bad debts.
	SW– Activities Ch 15 
Clarke & Wilson pp219-220 Q 6.10, 6.11, 6.12, 6.13, 6.19
Marley & Pederson pp348 Q 8.1.1 to 8.1.3*
	SW-Theory pp – Topic 14
 Clarke & Wilson pp211 – 220
Marley & Pederson pp345-348*
	FNSACC312 2.1, 2.3, 3.1, 3.3, 3.4, 4.1, 4.2,4.3

	3
	
	10 mins
	
	Break
	
	
	

	4
	
	65 mins
	
	Dealing with delinquent accounts receivable
Aged debtor list – SW – Activities Q 14.1
 Debt recovery
	SW– Activities Ch 14 & 15 
Wilson & Freeman pp261 Q7.24, 7.25*
	SW-Theory – Topic 14.4, 14.5, 14.6
Duncan pp277-281 & 294-299*
Wilson & Freeman pp229-230*
TransactionsReportsLedgers_Pres_1of5.pptx
	FNSACC312 PC 2.1, 2.2, 2.3, 3.1, 3.2, 3.3, 3.4, 3.5, 4.2,4.3

	5
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q15.5 
	
	
	




[bookmark: _Toc9420397]Session plan 15 – Correcting Errors
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30mins
	Recap last lesson
	Credit policy – agreement
Control of credit
Delinquent accounts & debt recovery
Review homework 
SW – Activities Q 15.5
Handout Assessment 2
	
	
	

	2
	
	30mins
	Cause of errors
	Transcription errors
Calculation errors
Errors caused by lack of training and understanding
Follow example 18.1 through for correction of errors.
	SW– Activities Ch 18 
Clarke & Wilson pp529 Q 12.8 – 12.9 PP533 Q 12.10 – 12.12 pp535 Q 2.14 – 2.19
Duncan pp458 Q 13
Wilson & Freeman pp524 Q 14.1 – 14.19*
	SW-Theory – Topic 18
Clarke & Wilson pp527 -536
Duncan pp439-441*
Wilson & Freeman pp512-523*
	FNSACC311 PC 1.1, 1.2, 3.2
FNSACC312 PC 1.1, 1.2, 1.3, 1.4, 5.1

	3
	
	30mins
	Finding errors
	Control accounts
Cross adds
Checking with independent sources
	Duncan pp458 Q 13*
Wilson & Freeman pp524 Q 14.1 – 14.19*
	Duncan pp439-441*
Wilson & Freeman pp512-523*
	FNSACC311 PC 1.1, 1.2, 3.2
FNSACC312 PC 1.1, 1.2, 1.3, 1.4, 5.1

	
	
	10mins
	
	Break
	
	
	

	4
	
	60mins
	Correction errors
	How to correct errors in accounting records
Why is it done like this?
Evidence trail 
Authorisations
SW- Activities 18.2 follow example 
	See above
	See above
	FNSACC311 PC 1.1, 1.2, 3.2
FNSACC312 PC 1.1, 1.2, 1.3, 1.4, 5.1

	5
	
	20mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 18.3, 18.4
	
	
	


[bookmark: _Toc9420398]Session plan 16 – Subsidiary ledgers
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30mins
	Recap last lesson
	Causes of errors
Finding errors
Fixing errors
Review homework
SW- Activity: Q 18.3, 18.4
	
	
	

	2
	
	30mins
	Subsidiary ledgers
	How a subsidiary ledger works
Format to use – running balance
Follow question 13.1 in SW- Activities to demonstrate
	SW– Activities Ch 13 
Clarke & Wilson pp193 Q 6.1 – 6.3
	SW-Theory – Topic 12
Clarke & Wilson pp184-241
	FNSACC311 PC 4.1, 4.2, 5.1
FNSACC312 PC 1.1, 1.2, 1.3, 1.4, 5.1, 5.2, 6.1, 6.2, 6.3, 6.4, 7.1, 7.2

	3
	
	60mins
	Accounts receivable
	Transactions and posting to accounts receivable subsidiary ledger – Control accounts and individual accounts
SW – Activities Q 13.2 work through example with class.
	SW–Activities Ch 13 
Marley & Pederson pp356 Q 8.2.2 & 8.2.3*
Duncan p240 Q 6-8*
Wilson & Freeman pp233 - 266 Q 7.1-7.25*
	SW Theory – Topic 13
Marley & Pederson pp 348-386*
Duncan pp202-216*
Wilson & Freeman pp202-233*
TransactionsReportsLedgers _Pres_3of5.pptx
	FNSACC311 PC 4.1, 4.2, 5.1
FNSACC312 PC 1.1, 1.2, 1.3, 1.4, 5.1, 5.2, 6.1, 6.2, 6.3, 6.4,7.1, 7.2

	
	
	10mins
	
	Break
	
	
	

	3
	
	
	Accounts receivable
	Continue with above
	
	
	

	4
	
	35mins
	Accounts receivable
	Reconciliation of individual accounts to control account
SW – Activities Q 15.1
	SW– Activities Ch 13, 14 & 15 
Clarke & Wilson pp230 Q 6.20 & 6.21
	SW-Theory – Topic 13, 14 & 15
Clarke & Wilson pp220-232
	FNSACC311 PC 4.1, 4.2, 5.1
FNSACC312 PC 1.1, 1.2, 1.3, 1.4, 5.1, 5.2, 6.1, 6.2, 6.3, 6.4

	5
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 15. 2
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[bookmark: _Toc9420399]Session plan 17 – Subsidiary ledgers

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30mins
	Recap last lesson
	Accounts receivable
Control and individual accounts
Posting to subsidiary ledgers
Reconciling control account to individual accounts
Review homework
SW- Activity: Q 15.2
	
	
	

	2
	
	45mins
	Accounts receivable
	Checking and reconciling individual account balances to client balances
Work through example SW – Activities Q 15.3
	SW– Activities Ch 13, 14 & 15 
Clarke & Wilson pp230 Q 6.20
	SW-Theory –Topic 13, 14 & 15
Clarke & Wilson pp220-233
Marley & Pederson pp365 – 372*
	FNSACC311 PC 4.1, 4.2, 5.1
FNSACC312 PC 1.1, 1.2, 1.3, 1.4, 5.1, 5.2, 6.1, 6.2, 6.3, 6.4, 7.1, 7.2

	3
	
	10mins
	
	Break
	
	
	

	4
	
	50mins
	Accounts payable
	Transactions and posting to subsidiary and control accounts
Review SW – Activities Q 15.4
	SW– Activities Ch 13 & 15
Clarke & Wilson pp202 Q 6.4-6.9
Marley & Pederson pp372 Q 8.3.1 to 8.3.5*
Duncan pp228 Q 1-4*
	SW-Theory – Topic 13, 16 & 17
Clarke & Wilson pp196-210
Duncan pp191-201*
TransactionsReportsLedgers _Pres_2of5.pptx
	FNSACC311 PC 4.1, 4.2, 5.1
FNSACC312 PC 1.1, 1.2, 1.3, 1.4, 5.1, 5.2, 6.1, 6.2, 6.3, 6.4, 7.1, 7.2

	
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 13.5
	
	
	




[bookmark: _Toc9420400]Session plan 18 – Subsidiary ledgers

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30mins
	Recap last lesson
	Reconciling accounts receivable
Posting to subsidiary ledgers accounts payable
Review homework
SW- Activity: Q 13.5
	
	
	

	2
	
	60mins
	Accounts payable
	Reconciling individual accounts to control accounts
SW – Activities Q 13.6 Work through example
	SW– Activities Ch 13, 16 & 17
Clarke & Wilson pp238 Q 6.22-6.24
	SW-Theory – Topic 13, 16 & 17
Clarke & Wilson pp233-241
TransactionsReportsLedgers _Pres_4of5.pptx
	FNSACC311 PC 4.1, 4.2, 5.1
FNSACC312 PC 1.1, 1.2, 1.3, 1.4, 5.1, 5.2, 6.1, 6.2, 6.3, 6.4, 7.1, 7.2

	
	
	10 mins
	
	Break
	
	
	

	3
	
	45mins
	Accounts Payable
	Reconciling client records with your records
SW – Activities Q 17.2 work through example.
	SW– Activities Ch 13, 16 & 17
	SW-Theory – Topic 13, 16 & 17
Clarke & Wilson pp233-241
	FNSACC311 PC 4.1, 4.2, 5.1
FNSACC312 PC 1.1, 1.2, 1.3, 1.4, 5.1, 5.2, 6.1, 6.2, 6.3, 6.4

	4
	
	20mins
	Other subsidiary ledgers
	Examples of other subsidiary ledgers such as plant and equipment, motor vehicles, payroll, non-current liabilities
	
	Clarke & Wilson pp241
Duncan pp191-201*
	

	5
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 13.8
	
	
	



[bookmark: _Toc9420401]Session plan 19 – Interim reports

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30mins
	Recap last lesson
	Reconciling accounts payable
Other subsidiary ledgers
Review homework
SW- Activity: Q 13.8
	
	
	

	2
	
	30 mins
	Trial Balance
	Trial balance – review
SW – Activities review Q 8.5 SW – Activities.
	SW– Activities Ch 8 Clarke & Wilson pp108 Q 4.18

	SW Topic 8.1 Clarke & Wilson pp98-100
Marley & Pederson pp52-54*
	FNSACC311 PC 7.3, 7.4, 7.5

	3
	
	45mins
	Income statement
	Preparation of Income Statement
What does it tell you?
Using data from SW – Activities Q 8.4 and Q 8.5 prepare an income statement. 
	SW – Activities 8.1 & 8.2 
Clarke & Wilson pp378 -385 Q 9.43-9.50
Marley & Pederson pp69 Q 2.10.1 to 2.10.3*
	SW Topic 8.2 Clarke & Wilson pp351 -357
Marley & Pederson pp67-69*
	FNSACC311 PC 7.3, 7.4, 7.5

	
	
	10 mins
	
	Break
	
	
	

	4
	
	50min
	Balance sheet
	Preparation of balance sheet
Conventions for the display of information in a balance sheet
Using data from SW–Activities Q 8.4 and Q 8.5 prepare a balance sheet.
Links between the income statement and the balance sheet 
	SW – Activities 8.1 & 8.2 
Duncan pp481 -501 Q 1-8*
Wilson & Freeman pp358-372 Q 10.1-10.15*
	SW Topic 8.3 Duncan pp459-480*
Wilson & Freeman pp342-357*
	FNSACC311 PC 7.3, 7.4, 7.5

	5
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 8.2 - using the data from this trial balance prepare an income statements and a balance sheet.
	
	
	




[bookmark: _Toc9420402]Session plan 20 –Assessment review
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	Interim reports
Income statement
Balance sheet
Review homework 
SW Activity: Q 8.2 - using the data from this trial balance prepare an income statements and a balance sheet.
	
	
	

	2
	
	125 mins
	
	Review assessment 1 and 2.
Provide opportunity for students to ask questions and work on assessments Identification of issues 
	Select relevant activities and questions from the above list in response to the needs of the students. 
	
	

	3
	
	10mins
	
	Break
	
	
	

	4
	
	
	
	Continue with above
	
	
	

	5
	
	15mins
	Conclusion and wrap up
	Reminder about due dates for assessments 
Home work is to work on assessments 
	
	
	




[bookmark: _Toc9420403]Session plan 21 – Policy, procedures & regulation
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Assessment workshop
Progress with assessments
	
	
	

	2
	
	60 mins
	Legislation
	Legislation and accounting – Outline of acts which impact on the work of accountants and bookkeepers. Some examples are:
Income tax assessment act
GST
Fair work – retention of documentation
Privacy act 1988
Corporations act
Notifiable data breach
WHS
Group work – Form groups and research one piece of legislation from the above list. Be prepared to lead a discussion of the impact of that piece of legislation on the work of accountants.
	
	Notifiable Data Breach
https://www.oaic.gov.au/privacy-law/privacy-act/notifiable-data-breaches-scheme


SW Theory –Topic 1.1
Clarke & Wilson pp50-51
Clarke & Wilson pp177
Marley & Pederson pp120-125*
	FNSACC311 PC 2.4, 5.1, 6.2, 7.5
FNSACC312 1.3, 2.3, 3.5

	3
	
	60mins
	Policies and Procedures
	Role of policy and procedures in an accounting/bookkeeping office
Turning legislative requirements into a policy and procedure
Good business practice
	
	Marley & Pederson pp204-210*
Duncan pp294-295*
	FNSACC311 PC 2.4, 5.1, 6.2, 7.5
FNSACC312 1.3, 2.3, 3.5

	
	
	10mins
	
	Break
	
	
	

	3
	
	
	Policies and procedures
	Continue with above
	
	
	

	4
	
	20mins
	Managing records
	Managing records –policy and procedure to meet statutory requirements and business needs
	
	
	FNSACC311 PC 2.4, 5.1, 6.2, 7.5
FNSACC312 1.3, 2.3, 3.5

	
	
	15mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
From the legislation you researched, write a policy and procedure for an accounting/bookkeeping firm so that it complies with the law. 
	
	
	




[bookmark: _Toc9420404]Session plan 22 – Special transactions
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30mins
	Recap last lesson
	Accounting/Bookkeeping and legislation
Policy and procedures
Managing records
Review homework Policy and procedure from legislation
	
	
	

	2
	
	125mins
	Special transactions
	What are special transactions
Examples and how to prepare them:
Drawings
Purchase and sale of non-current assets
Additions to capital
Work through each example demonstrating how the transactions are created, use SW – Activities 11.8, 11.15, 11.17, 11.18, 11.19
	SW– Activities Ch 11
Clarke & Wilson pp260-265 Q 7.3-7.12
Marley & Pederson pp271 Q 6.3.1 – 6.3.2*
Duncan pp445-457 Q 1-12*
Wilson & Freeman pp146-158 Q 5.1 – 5.34*
	SW-Theory Topic 11
Clarke & Wilson pp259-279
Marley & Pederson pp256-270*
Duncan pp423-438*
Wilson & Freeman pp126-145*
	FNSACC311 PC 7.1

	
	
	10mins
	
	Break
	
	
	

	
	
	
	Special transactions
	Continue with above
	
	
	

	
	
	15 mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 11.7, 11.16, 11.20
	
	
	




[bookmark: _Toc9420405]Session plan 23 – Special transactions

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30mins
	Recap last lesson
	Special transactions
Drawings
Purchase and sale of non-current assets
Additions to capital
Review Homework
SW- Activity: Q 11.7, 11.16, 11.20
	
	
	

	2
	
	125mins
	Special Transactions
	Dishonoured cheques
Bad debts write off
Provision for doubtful debts
Recovery of bad debts
Interest charged on accounts receivable
Review SW – Activities 11.1, 11.2, 11.5, 11.9, 11.12
	SW– Activities Ch 11
Clarke & Wilson pp266-276 Q 7.13.7 to7.13.27
Duncan pp310-318 Q 1-9*
	SW-Theory – Topic 11
Clarke & Wilson pp265-273
Duncan pp281-304*
	FNSACC311 PC 7.1
FNSACC312 PC 2.2, 2.3, 3.1, 3.2, 3.3, 3.4, 3.5, 4.1

	
	
	10mins
	
	Break
	
	
	

	2
	
	
	Special transactions
	Continue with above
	
	
	

	3
	
	15 mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: 11.3, 11.6, 11.10, 11.13
	
	
	




[bookmark: _Toc9420406]Session plan 24 – Bank reconciliations
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30mins
	Recap last lesson
	Special transactions
Dishonoured cheques
Bad debts write off
Provision for doubtful debts
Recovery of bad debts
Interest charged on accounts receivable
Review homework
SW- Activity: 11.3, 11.6, 11.10, 11.13
	
	
	

	2
	
	125mins
	Bank Reconciliation
	What is a bank reconciliation?
Why do bank reconciliations
Bank statement, information found on a bank statement
Steps in the bank reconciliation process
Work through question 21.2 SW - Activities
	SW– Activities Ch 21 
Clarke & Wilson pp302 Q 8.7 to 8.10
Marley & Pederson pp218-230 Q 5.3.1 to 5.3.14*
Duncan pp406-422
Q 1-12*
Wilson & Freeman pp309-332 Q 9.3-9.19*
	SW-Theory – Topic 21 
Clarke & Wilson 293-322
Wilson & Freeman pp294-308*
Duncan pp385-403*
Marley & Pederson 210-230*

	FNSACC311 PC 2.1, 2.2, 2.3, 6.2

	
	
	10mins
	
	Break
	
	
	

	2
	
	
	Bank reconciliation
	Continue with above
	
	
	

	3
	
	15 mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 21.1
	
	
	




[bookmark: _Toc9420407]Session plan 25 – Bank reconciliations

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30mins
	Recap last lesson
	Bank reconciliations
Review homework
SW – Activities Q 21.1
	
	
	

	2
	
	125mins
	Bank reconciliations
	More complex bank reconciliations
Work through examples from SW – Activities Q 21.3
	Clarke & Wilson pp302 Q 8.7 to 8.10
Marley & Pederson pp218-230 Q 5.3.1 to 5.3.14*
Duncan pp406-422
Q 1-12*
Wilson & Freeman pp309-332 Q 9.3-9.19*
	SW Theory - Topic 21 
Clarke & Wilson 293-322
Wilson & Freeman pp294-308*
Duncan pp385-403*
Marley & Pederson 210-230*

	FNSACC311 PC 2.1, 2.2, 2.3, 6.2

	
	
	10mins
	
	Break
	
	
	

	
	
	
	Bank reconciliations
	Continue with above
	
	
	

	3
	
	15 mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Homework for next week 
SW- Activity: Q 21.4 
	
	
	




[bookmark: _Toc9420408]Session plan 26 – Revision & assessments
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30 mins
	Recap last lesson
	Bank reconciliations
Review Homework
SW – Activities Q 21.4
	
	
	

	2
	
	60 mins
	Revision
	Catch up on outstanding assessments and/or review previous topics, including:
Accounting equation
Source documents and writing journal transactions
Journals and ledgers
Petty cash
	Select appropriate questions and activities from the above lists in response to questions from the students.
	
	

	
	
	10mins
	
	Break
	
	
	

	3
	
	80mins
	
	Catch up on outstanding assessments and/or review previous topics, including:
Managing debtors and creditors
Interim reports
Special transactions
Bank reconciliations
	
	
	




[bookmark: _Toc9420409]Session plan 27 – Revision

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Revision
	
	
	

	2
	
	75mins
	Revision
	Continue revision from last week
	
	
	

	
	
	10mins
	
	Break
	
	
	

	3
	
	65 mins
	Revision for assessment 3
	Revision for assessment 3, including
Trial balance & Interim reports
Bank reconciliation
Posting to the ledger
	Select appropriate questions and activities from the above lists in response to questions from the students.
	
	

	4
	
	15 mins
	Conclusion and wrap up
	Summarise main points of lesson
Any questions/clarifications from the students
Assessment 3 next week 
	
	
	


[bookmark: _Toc9420410]Session plan 28 – Final in-class assessment

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	10 mins
	In-class Assessment
	Preparation for assessment, 
Arrange room,
Ensure students have the correct equipment
Check student notes
Mark roll
	In-class assessment
	Assessment 3
	

	2
	
	10 mins
	In-class Assessment 
	Reading time
	
	
	

	3
	
	2 ½ hours
	In-class Assessment
	Students complete in-class assessment
	
	
	

	4
	
	10 mins
	
	Conclusion, collect papers
	
	
	



* Reference books marked with an asterisk are suggested references only, students are not required to purchase these texts. 
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[bookmark: _Toc9420412]Ice breaker
Name Game
You have 10 minutes to complete this game:
Mingle within the group and ask as many people as you can one question from the grid below, when you find someone who can give you the right answer write their name in the grid.
Each player can only use another person once on their sheet. 
Fill as many squares as you can
	Someone who has lived in another country. 





	Someone who has had a pet other than a dog or cat. 
	Someone has travelled to at least 3 other countries
	Someone who has a job and is also studying. 
	Someone who has broken the same bone twice. 

	Someone who has locked themselves out of their car. 




	Someone who has an obscure hobby.
	Someone who loves eating airplane food.
	Someone who is left handed.
	Someone who has never seen a Harry Potter film. 

	Someone who has broken a window. 





	Someone who has more than three siblings. 
	Someone who doesn’t like chocolate. 
	Someone who goes on an annual camping trip.
	Someone who likes reading comics.

	Someone who loves to dance.





	Someone who has ridden a camel.
	Someone who doesn’t have Facebook.
	Someone who doesn't like dessert
	Someone who has the same birth-month as you.
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Appendix 2 
[bookmark: _Toc9420414]Notifiable data breach
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