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PROGRAM COMPETENCY PROFILE FOR CAREER TECHNICAL EDUCATION
Career Cluster: Business, Management and Administration

Program Name: Accounting Technology/Technician and Bookkeeping     CIP: 520302

National Standard: National Business Education Association
Teacher:__________________________________________  Student:________________________________________________
	Competencies

Student will:
	Knowledge, Content and Skills ( what a student needs to know and be able to do and upon which they will be assessed)

Student will:
	Student
	Teacher
	Reported

	1. Understand and describe accounting regulations and  internal controls

	1. Explain generally Accepted Accounting Principles (GAAP)
	
	
	

	2. 
	3. Explain the impact of the Sarbanes-Oxley legislation (SOX)
	
	
	

	4. 
	5. Explain the role of the Public company Accounting Oversight board (PCAOB)
	
	
	

	6. 
	4.    Explain International Financial Reporting Standards
	
	
	

	Competencies:
	Knowledge, Content and Skills:
	Student
	Teacher
	Reported

	2.   Understand, analyze, classify, record and 
      summarize financial data


	5.    Categorize and classify accounts
	
	
	

	
	6.    Analyze transactions into debit/credit
	
	
	

	
	7.    Journalize transactions
	
	
	

	
	8.    Post to ledger
	
	
	

	
	9.    Prepare worksheets
	
	
	

	
	10.  Prepare income statement, statement of owners equity and balance sheet
	
	
	

	
	11.  Prepare statement of retained earnings
	
	
	

	
	12.  Discuss the use of financial ratios in accounting
	
	
	

	
	13.  Journalize and post adjusting entries
	
	
	

	
	14.  Journalize and post closing entries
	
	
	

	
	15.  Prepare a post closing trial balance
	
	
	

	3.  Understand and identify cash controls
	16.  Explain cash internal control procedures
	
	
	

	
	17.  Understand and explain the benefits of electronic funds transfer        
	
	
	

	
	18.  Prepare bank deposits
	
	
	

	
	19.  Prepare bank vouchers
	
	
	

	
	20.  Journalize using a voucher system
	
	
	

	
	21.  Prepare bank reconciliations
	
	
	

	4.  Understand and perform accounting 
     functions specific to a service and 
     merchandising business
	22.  Explain the characteristics of a service business and a merchandising business
	
	
	

	
	23.  Explain the concept of and demonstrate the use for a general journal as well as a special or combination journal
	
	
	


	Competencies:
	Knowledge, Content and Skills:
	Student
	Teacher
	Reported

	5.  Understand and perform accounts payable
     and accounts receivable functions
	24.  Understand the concepts of accounts payable functions
	
	
	

	
	25.  Create and maintain an accounts payable subsidiary ledger
	
	
	

	
	26.  Analyze and journalize purchases, purchase discounts, purchase returns and allowance and cash payment transactions
	
	
	

	
	27.  Post to accounts payable subsidiary and general ledgers
	
	
	

	
	28.  Prepare schedule of accounts payable and compare to controlling account
	
	
	

	
	29.  Calculate and journalize notes payable
	
	
	

	
	30.  Maintain vendor files
	
	
	

	
	31.  Understand the concepts of accounts receivable   functions
	
	
	

	
	32.  Create and maintain an accounts receivable  subsidiary ledger
	
	
	

	
	33.  Analyze and journalize sales, sales discounts, sales returns and allowance and cash receipt transact.
	
	
	

	
	34.  Post to accounts receivable subsidiary and general ledgers
	
	
	

	
	35.  Prepare schedule of accounts receivable and compare to controlling account
	
	
	

	
	36.  Calculate and journalize notes receivable
	
	
	

	
	37.  Analyze and journalize transactions related to uncollectable accounts
	
	
	

	
	38.  Maintain customer files
	
	
	

	Competencies:
	Knowledge, Content and Skills:
	Student
	Teacher
	Reported

	6.   Understand and maintain inventory 
      records for periodic and perpetual 
      inventory systems
	39.  Calculate inventory cost and cost of goods sold using FIFO, LIFO, Weighted Average and Specific Identification methods
	
	
	

	
	40.  Calculate lower-of-cost-or-market value
	
	
	

	
	41.  Calculate inventory ratios
	
	
	

	7.  Understand and perform payroll 
     procedures
	42.  Prepare time cards
	
	
	

	
	43.  Calculate employee earnings (e.g. gross earnings, net pay)
	
	
	

	
	44.  Calculate employee/employer withholdings
	
	
	

	
	45.  Prepare a payroll register
	
	
	

	
	46.  Maintain employee earnings records
	
	
	

	
	47.  Journalize payroll transactions
	
	
	

	
	48.  Complete payroll tax forms
	
	
	

	8.  Understand and perform accounting 
     procedures unique to plant (fixed) and 
     intangible assets
	49.  Prepare depreciation schedules using SL, accelerated, and  units of production methods and depletion methods
	
	
	

	
	50.  Identify amortization for intangible assets
	
	
	

	
	51.  Maintain fixed assets subsidiary schedules
	
	
	


	Competencies
	Knowledge, Content and Skills
	Student
	Teacher
	Reported

	9.  Understand and perform accounting 
     functions for all types of business entities


	52.  Define and describe the characteristics of a sole proprietorship, partnership, corporation and an LLC
	
	
	

	
	53.  Perform all accounting functions specific to a sole proprietorship, partnership, corporation and an LLC
	
	
	

	
	54.  Account for the issue and repurchase of common and preferred stock
	
	
	

	
	55.  Compute and journalize dividends
	
	
	

	
	56.  Prepare financial statements specific to a sole-proprietorship, partnership, corporation and an LLC
	
	
	

	
	57.  Account for the formation, operation, withdrawal, resolution and liquidation of a partnership and an LLC
	
	
	

	10.  Understand and utilize technology to 
       maintain financial information and to assist in decision-making 
	58.  Use office productivity software such as word processing, electronic spreadsheets, etc.
	
	
	


	Competencies
	Knowledge, Content and Skills
	Student
	Teacher
	Reported

	11.  Understand the necessary employability 
       skills in order to achieve success in  today’s workplace

11.  Understand the necessary employability skills in order to achieve success in today’s workplace.


	59.  Decision-making and problem-solving: Demonstrate and apply good decision-making and problem-solving skills by outlining issues in situations/problems and determining, collecting, and organizing information needed in order to formulate a solution
	
	
	

	
	60.  Self-management :

        Demonstrate and apply self-management skills by adhering to regulations, being responsible, and following through on commitments
	
	
	

	
	61.  Communication skills:

        Demonstrate and apply effective communication skills: verbal, written, visual, and listening
	
	
	

	
	62.  Ability to work with others :

        Demonstrate and apply the necessary skills in order to work effectively with others
	
	
	

	
	 63.  Information use:

        Research, Analysis, and Technology – Demonstrate and apply the use of information through research, analysis, and technology
	
	
	

	
	 64.  Mathematical concepts:

        Demonstrate mathematical and computation skills as applied to real world solutions
	
	
	

	
	65.  General safety:

       Demonstrate and apply safe practices and 

       procedures in the workplace

	
	
	

	
	66.  Career development:

        Demonstrate personal/career development skills by completing a career plan.
	
	
	


________________________________________________________        ________________________________________________________

Student Signature                                                     Date                  Teacher Signature                                                    Date

Above signatures acknowledge teacher/student review of Accounting Competency Profile for Career Technical Education.
Key:

Rating Scale:  1 = NO EXPOSURE;  2 = NOVICE (Information was covered in class, but student cannot demonstrate skill or knowledge without significant supervision);  3 = PROFICIENT (Student regularly demonstrates the knowledge or skill);  4 = MASTERY (Student demonstrates successful completion of this skill numerous times without supervision)
Page 1

