BUSS21 FINANCIAL MANAGEMENT/RECORDKEEPING

High School e Grades 9-12 e Elective e 0.5 Credit

Financial Management/Recordkeeping is a fully integrated, standards-based course that builds on prior student knowledge and
skills gained from earlier K-8 lessons and/or other successfully completed high school courses. The course is recommended for all
students interested in business related careers and/or for those who sincerely want to know more about effectively managing their
own finances. Students implement personal and interpersonal skills to strengthen individual performance in the workplace and in
society and to make a successful transition to the workforce and/or postsecondary education. Students enhance reading, writing,
computing, communications, and reasoning skills and apply them to their personal financial management needs and probable or
simulated situations they might encounter in the global world of work and business. Students analyze the social responsibility of
business and industry regarding significant issues relating to the environment, ethics, health, safety, and diversity in society and in
the workplace. Students develop a foundation in the economical, financial, technological, international, social, and ethical aspects
of business in order to become competent consumers, employees, and entrepreneurs.

Integration of business education studies with other disciplines is expected and should be on going. Students apply relevant
vocabulary and communicate what they have learned in written, oral, mathematical, visual, and other formats; use critical-
thinking and information processing skills; and, utilize appropriate technology to solve everyday problems and create avariety of
products. Formative and summative progress and the quality of student work are regularly evaluated with multiple assessment
tools, including written and ord tests, performance rubrics and checklists; and, students apply various self and peer assessment
strategies needed to improve their life long learning skills. By satisfying requirements of this course, al students will become
more informed, skilled, productive, employable, socially responsible and well-rounded citizens.

SWRSD STUDENT OUTCOMES

Outcome 1. Students demonstrate many forms of communication (e.g., reading, writing, and speaking in English, Yup'ik
and other languages).

Outcome 5: Students demonstrate honesty, respect, concern and caring for themselves, the environment and others.

Outcome 9: Students use technology for adapting to and initiating productive change.

Outcome 10: Students demonstrate leisure, vocational and life skills.

Outcome 11: Students demonstrate skills and attitudes that will enable them to achieve post high school education.

COURSE GOALS, OBJECTIVES AND ALASKA STANDARDS

PERSONAL FINANCIAL MANAGEMENT
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A. Demonstrate an understanding of how to manage personal finances. The student is expected to: AK Stds.
1. explain the importance of providing accurate information and calculations; MTH B5
2. compute gross and net pay for an actual and/or simulated job; MTH A3
3. plan and maintain an actua and/or simulated budget; MTH E2

4, open and maintain or simulate opening and maintaining various types of bank accounts (checking, | MTH E2
credit cards and savings);

5. balance and/or reconcile bank statements; MTH A3
6. compare/contrast the advantages and disadvantages of different types of banking services; MTH B2
7. examine investment growth by developing a personal investment plan; MTH A6
8. prepare an individual income tax return; MTH A3
9. complete amerchandise order for personal use. MTH E2

Identify the rights and responsibilities related to consumer credit. 7he student will: AK Stds.
10. develop arecord keeping vocabulary; LAN Al




11. predict the probable effect of poor credit on a consumer's credit worthiness by examining credit | MTH A6
reports;

12. explain the qualifications and procedures needed to obtain credit; GVT G4

13. research and discuss cases of consumer protection laws for employees; e.g., Child Labor Law and | GVT F1
Deceptive Trade Protection Act

14. distinguish between regular and revolving credit accounts; GVT G3

15. identify problems involving personal use of credit cards; GVT G4

16. consider an annual percentage rate (APR) table and compute the APR on revolving charge accounts; GVT F8

17. compare costs of various forms of credit and determine the local, regional or state bank that offersthe | GVT F7
best credit card contract;

18. interpret payment plans; GVT G4

19. evauate the effect of credit scoring on determining the availability of credit. GVT G7

RECORDKEEPING PROCEDURES
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Apply mathematical processes to solve personal financial and business-related problems. 7The student
is expected to:

AK Stds.

20. apply the order of operations principle when solving business problems; MTH A3
21. calculate answers to problems using addition, subtraction, division, multiplication, percentages, and | MTH A3
decimals;
22. demonstrate ability to operate numeric key pad by touch; MTH Bl
23. calculate conversions from the United States to the metric system of measurement; MTH A3
24. calculate currency conversion; MTH A3
25. calculate pay using time cards; MTH Bl
26. preparelocd, state, and federal tax reports; MTH Bl
27. compare physical and perpetual inventories; MTH B2
28. prepare a customer's statement of account; MTH B4
29. verify invoices and statements; MTH B5
30. compute and verify extensions on purchase orders; MTH B5
31. calculate trade, chain, and quantity discounts; MTH A3
32. compute cash discounts and the amount due on purchase orders after adjustments for transportation | MTH B5
charges, discounts, and returned merchandise;
33. calculate payment dates; MTH A3
34. compute the percentage of bad debts to saes; MTH A3
35. compute the amount of credit card discounts; MTH A3
36. maintain accounts receivable; and STW A2
37. maintain accounts payable. STW A2




PRODUCTIVITY SKILLS AND BUSINESS ETHICS
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D. Research the components of productivity. The student is expected to:

. utilize appropriate and effective communication skills (e.g., listen, observe, follow directions, correct
or revise work when requested, work as a member in ateam);

39. develop and/or enhance time management skills (e.g., attend, be punctual, follow directions, stay on | STW Al

task, persist, meet deadlines;

40. use modern business technology, including computer skills and appropriate software, to solve everyday | TCH A2

problems and improve the quality of production;

41. evauate the effects of errors versus accuracy on productivity; STW Al

42. evaluate the effects of employee absenteei sm on business productivity. STW Al

Explain the concepts of integrity and confidentiality as related to the business environment. 7he AK Stds.

student will:

43. demonstrate understanding of the importance of honesty, contractual responsibility, fairness, equity and | STW A7
theruleof law.

44. define business ethics and compare/contrast honest and dishonest business practices; STW A7

45. analyze the effects of unethical practices on both consumers and business; TCH E2

46. identify and discuss ethical business and persona considerations resulting from technological | TCH E8
advances.

SOUTHWEST REGION RESOURCES & SUGGESTED ACTIVITIES

Content Area Textbooks and Supplemental Resources

SWRSD ADOPTED TEXT(S):
TEN SIGMA PERFORMANCE ACTIVITIES MANUALS (copies at all sites)

¥ K-12 Positive and Productive Behaviors Manual

¥ K-12 Rubrics Manua

¥ K-12 Teaching For High Performance; Available for Language Arts, Math, Science, Social Studies
SUPPLEMENTAL BOOKS, VIDEOS, CD’S, SOFTWARE:

Major Inernet Resources

¥ Alaska State Content Standards http://www.educ.state.ak.us/ContentStandards/home.html

¥ Money Matters http://www.marcopol o-education.org/MarcoGrams/9-25-02.html

¥ NY Times Lesson Plans http://www.nytimes.com/learning/teachers/lessons/economics.html

¥ Consumer Rights & Protections http://www.lectlaw.com/tcos.html

¥ Business Education http://www.howard.k12.md.us/connections/highschool/bused.html

¥ Understanding Taxes http://www.irs.gov/app/understanding Taxes/jsp/hows/Ip/IM10Ip.jsp

¥ TonyaSkinner's Bus Ed Lessons http://lessonplans.btskinner.com/genbus.html

¥ CTE BusEd Lesson Plans http://www.uen.org/L essonplan/L Pview.cgi?core=8

¥ BusinessWeek Online http://www.businessweek.com/

¥ MCcREL: Lesson Plan Library http://www.mcrel.org/l esson-plans/economics/econl essons.asp#exchange

SWRSD Media Center

The district Media Center has resources for al class levels, in al subject areas, including professional development materials.
The Media Specialist is a Library/Information Literacy expert and will help you find available district materials or help you
secure additional resources through interlibrary loans and/or use of the Internet. Several times during the year you also will be
encouraged to make reasoned suggestions for new materials that will be considered for purchase.



Instructional Support Staff

To help teachers, principas, and other staff at the various sites, Southwest Region Schools provides a very experienced
instructiona support staff. They are all eager to share their extensive teaching experiences and insights. They can help you
establish more effective classroom routines and management practices or learn and use new or improved teaching and
assessment strategies. They also can offer suggestions that will help you adapt to life and work in rura village schools so that
you and your students will have a mutually respectful, more positive, more productive, and more satisfying experience.

Community Resources Related to Course

Each individua teacher and/or team of instructors, with the help of long time staff, students, parents and other concerned
community members should cooperatively compile and periodically update alist of village elders, parents, local government
leaders, business persons, and other concerned, active members of the community who are willing to share their weath of
experiences, knowledge and skills. Remember: It takes the whole village to educate a child.
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