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Academy of Finance  CIP CODE:  520304    

	
	Class Name:  

Fall 2009
	Course Codes:  

Fall 2009
	Class Name:  

Spring 2010
	Course Codes:  

Spring 2010

	9th Grade
	Integrated Computer Applications*
	BC1F
	Career and Financial Management 
	BCFF



	10th Grade
	Accounting I
	BA11
	Accounting II
	BA21

	11th Grade
	College Accounting I 
	BAC1
	College Accounting II 
	BAC2

	
	Economics and Finance
	BFEC   
	Banking and Credit
	BFBC  

	12th Grade  
	Financial Planning
	BFFP   
	International Finance
	BF1F  

	
	Business Computer Applications
	BNCF
	Ethics in Business
	BBET


	Computer Applications/BC1F
Fall/9th Grade

	Month
	Unit
	Lessons Taught
	Skills/Competencies Learned
	Assessment

	September
	Microsoft Word Application  -Viewing and creating Folders


	· Managing Files, Searching Files, Deleting Files

· Understanding Web Browsers, Viewing & Navigating Web Pages

· Saving a Favorite Web Page & Smart Tags
	· Search for Information

· Use the Help System
	· Skills Review

· Independent Challenge 1 – Create and organize Files

· Independent Challenge 2 – Create a File Hierarchy



	October
	WORD - Using wizards & Templates 


	· Create Brochure, Flyers, Publications

· MLA (Modern Language Association) Handbook Style


	· Creating Margins, Divided Sections, Page break and Numbers

· Headers and Footers, Columns

· Insert a Table, WordArt and ClipArt
	· Independent Challenge  1 – Letter

· Independent Challenge  2 – Follow up Letters

· Independent Challenge 3 – Flyer, Brochure (Smart Tags)

	November
	Microsoft Excel application - Entering Labels and values
	· Naming and Moving a sheet

· Define a Range

· Formulas

· 
	· Creating Excel Spreadsheets

· Copying Formulas

· Relative Cell References

· Absolute References


	· Students will Plan and Design a worksheet

· Edit and Copy Relative and Absolute Cell References and Formulas

· Independent Challenge – Practice Concept Review

	December
	EXCEL - Tracking Data 


	· Average, Maximum and  Minimum, Count Function

· Bookkeeping

· 
	· Use Format Painter, Use Fonts and Font Sizes

· Changing Attributes and Alignment, Columns widths

· Deleting Rows & Columns, Applying Colors, Patterns and Borders


	· Conditional Formatting on a spreadsheet

· Inventory Spreadsheets

· Currency Equivalents

· Independent Challenge 1 - Bookkeeping

	January
	EXCEL - Using Integration – Copy, Paste, Drag
	· Drop Data, Link objects, Create Hyperlinks

· Email Files

· 
	· Create a Report in Word
· Aligning the charts with the reports
	· Plan Design a spreadsheet

· Independent Challenge 1 – Tracking Data

· Independent Challenge 2 – Average, Max, Min (Count) Function


	Career and Financial Management/BCFF
Spring/9th Grade 

	Month
	Unit
	Lessons Taught
	Skills/Competencies Learned
	Assessment

	February
	Microsoft ACCESS application – understanding Relational Databases
	· Database Terminology

· Navigating Records, Entering, Editing Records

· 
	· Plan and Create a Database

· 
	· Independent Challenge 1 – Create  Database Tables

· Independent Challenge 2 – Track Information

· Independent Challenge 3 – Edit a Database

· 

	March
	ACCESS - Modifying a Table


	· Formatting a Data Sheet

· Sorting, Filtering and Finding Data

· Creating a Query and Modifying it

· 
	· Organize fields, Plan related Tables

· Format and Datasheet

· Sort, Filter and Query Data

· 
	· Independent Challenge 1 – Track data - Movie Collection

· Independent Challenge 2 – Track data – Book Collection

· Independent Challenge 3 – Edit a Database – Personal Contacts

· 

	April
	ACCESS - Plan a Form


	· Moving and Resizing controls

· Modifying Labels, Entering Editing and Printing Records

· Inserting an Image

· 
	· Plan and create a Report

· Use Group Sections, Changing Sort Order

· Adding a calculation, aligning and Formatting controls, change Page Layout

· 
	· Independent Challenge 1 – Organize Information, Customers, Groups, and Tours into several reports

· Skills Review – Plan, create, Group sections, sort order, calculations, align controls, format controls and change page layout

	May
	Microsoft PowerPoint application  - Viewing windows

	· Auto Content and Presentation
· Getting Help, Researching Information
· Planning Effective Presentations
· 
	· Entering Slide Text

· Creating a New Slide

· Adding Headers and Footers and Check Spelling

· 
	· Practice Concepts Review

· Independent Challenge 1 – Create presentation Outline - course materials

· Independent Challenge 2 – Create and plan presentation outlining employee orientation

· Independent Challenge 3 – Plan a presentation to gain financial backing for an acquisition.

	June
	PowerPoint – Insert Clipart


	· Inserting Cropping and Scaling a Picture

· Embedding a Chart

· 
	· Format a chart

· Create Tables

· Use Slide Show Commands, Timing, Transitions and Animation Effects

· 
	· Skills Review

· Independent Challenge 1 – Adding and Formatting Objects

· Independent Challenge 2 – Create a Quarterly presentation that outlines the progress of a company.




Accounting I-2: 2008-2009  Course Summary

Principles of Accounting uses an integrated approach to student learning within the context of an introductory high school-level course. Principles of Accounting covers in depth many topics in a traditional introductory accounting course.

Principles of Accounting presents accounting as a process of providing data and information that serves internal and external stakeholders. In this course, students learn that accounting is an integral part of all business activities. Accounting plays an important role in the everyday accountability of a business, as well as in high-stakes decision-making and analysis. Students also learn how to apply technology to accounting by creating formulas and putting data into Excel, thus making the data easier and quicker to access and more accurate. Accounting plays an instrumental role in the personal as well as the professional aspects of one’s life. Moreover, accounting can be as fun, as it is financially rewarding.  Students also examine career opportunities and the professional certifications and designations earned by individuals in the accounting profession.

	Month
	Unit
	Topics Covered
	Skills/Competencies to be Acquired

	September
	Getting Started
	· Course Introduction/Overview

· Business Structures and Types

· The Regulatory Environment
	· Knowledge of outcomes expected of course

· Identification of common kinds of businesses

· Types of business organizations

· Comprehension of regulatory agencies and their policies

· Understanding of how regulatory agencies complement each other in their respective roles

· Define vocabulary words

· Review and application

	October
	Chapter 2
	· Matching interests with possible careers 

· Legal rights to Property

· The basic Accounting Equation

· Analyzing accounting transactions

· Class Project

· Vocabulary words
	· Decision making-relating interests to careers

· Describe relationships between property and legal rights

· Identify and explain equations used in accounting

· Identify how transactions affect the accounting equation

· Using PowerPoint to illustrate concepts; working in groups

· Define vocabulary terms

	November
	Chapter 2, 3,4
	· Using Chart of Accounts: Assets, liabilities, Withdrawals , Owners Equity Revenue and expense accounts

· Rules of Debits and Credits

· Analyzing business transactions

· Using T-accounts

· Class Project(s)
	· Identifying and classifying various types of accounts used in business

· Creating a chart of accounts for a personal business

· Using Excel to prepare and calculate costs and totals for an office budget. Using the internet to price various office furniture and equipment

· Understand and using key accounting concepts

· Understanding how accountant ants think like detectives

· Applying accounting rules to business transactions

· Define vocabulary words



	December
	Stock Market Game

Reviewing basic math skills
	· History of NY stock markets

· Buying and selling stocks

· Using Percents: Calculation brokers fees, sales tax, total cost

· Calculating gains and losses on stock transactions

· Using the internet as a research tool

· Project


	· Identifying using internet sites that provide stock market data 

· Reading, charting and analyzing stock market data

· Analyzing company data: industry groups, competitors, CEO, CFO and other key executives

· Selecting company stocks to purchase as investments

· Using PowerPoint to communicate data

· Define vocabulary words



	January
	Payroll Accounting Chapter 19

Cash control and Check Writing Chapter 10
	· Calculating

· Hours worked

· Gross Pay

· Payroll Deductions

· Net Pay

· Prepare Payroll register

· Identifying ways to control and protect cash

· Preparing deposit slips

· Identifying parts of a check and writing a check

· Calculating accounting balances on the check stub

· Choosing a bank for business and personal needs

· Class Trip
	· Using basic accounting formulas: addition, product, percents, averages, min. and max

· Charting and displaying data in excel & tables in Word

· Analyzing and verifying data

· Using PowerPoint to display & compare bank services

· Explain how the NY Fed Works 

· Define vocabulary words




	Month
	Unit
	Topics Covered
	Skills/Competencies to be Acquired

	February
	Review Chapter 3, 4

Chapter 5
	· The accounting Cycle

· Types of source documents

· Analyzing transactions and using T-accounts

· Collecting and verifying source documents

· Identify parts of the general Journal

· Journalizing business transactions

· Review and Applications
	· List and explain steps in the accounting cycle

· Identify and explain various types of source documents

· Classifying and analyzing transactions, recording transactions using t-accounts

· Review rules of debits and credits for various types of accounts

· Journalizing business transactions

· Define vocabulary words

	March
	Chapter 6 

Posting transactions to the General ledger
	· Why post to general ledger

· Calculating account balances

· Normal balances for various types of accounts

· Correcting entries

· Purpose of a trial balance

· Preparing a trial balance

· Mini Practice set 
	· Describe the steps to post activity to the general ledger

· Explain the need for accuracy

· Ways to test for accuracy

· Prepare a  trial balance manually and using Excel

· Record correcting entries in the general ledger

· Review and applications

· Define vocabulary terms



	April
	Review chapter 5and 6

Chapter 7
	· Journalizing 

· Posting to general ledger

· Preparing a trial balance

· Preparing a 6 column worksheet

· Mini Practice set
	· Mastering journalizing & posting

· Conducting mini audits: finding and recording errors

· Explain the 6th step in the accounting cycle

· Identify parts of the worksheet

· Using excel to prepare accounting worksheets

· Define vocabulary words

· Review and application



	May
	Prepare 1040 EZ tax forms

Chapter 8
	· Why we pay taxes

· The IRS

· W4 and W2 Forms

· Tax Tables

· Tax Refunds and Payments 

· Prepare financial Statement for a small business
	· Understanding how and why the government earns tax revenue

· Your responsibilities as a tax payer & penalties for not paying/filing taxes

· Reading and understanding tax forms and tables

· Purpose of financial reports

· Types of financial reports

· Analysis of financial reports

· Define vocabulary words 

· Review and applications



	June
	Accounting and Business Application Software
	· Using Accounting and Microsoft Office Software in Business


	· Understanding features of office 2007

· Preparing:

· Resumes

· Tables

· Presentations

· Worksheets

· Charts and graphs

· Databases

· Business letters

· Using advance excel formulas

· Finding the right software program for various business needs

· Define vocabulary words

· Accounting 2 Final exam(s) 


College Accounting 2008-2009  Course Summary

College Accounting presents accounting as a process of providing data and information that serves internal and external stakeholders. In this course, students learn that accounting is an integral part of all business activities. Accounting plays an important role in the everyday accountability of a business, as well as in high-stakes decision-making and analysis. Students also learn how to apply technology to accounting by creating formulas and putting data into Excel, thus making the data easier and quicker to access and more accurate. Accounting plays an instrumental role in the personal as well as the professional aspects of one’s life. Moreover, accounting can be as fun, as it is financially rewarding.  Students also examine career opportunities and the professional certifications and designations earned by individuals in the accounting profession.

	Month
	Unit
	Topics Covered
	Skills/Competencies to be Acquired

	September
	Review: Chapters 6,7,8,9,10
	· Recording transactions in the general journal

· Posting to the general ledger

· Preparing the trial balance

· The six column worksheet

· Preparing financial statements
	· Mastering the rules of debit and credit

· Calculating account balances

· Explaining steps in the accounting cycle

· Preparing and Analyzing financial statements

· Review financial statements of publically traded companies

· Define vocabulary words

· Review and application

	October
	Chapter 11 
	· Cash control and banking procedures

· Reconciling the bank statement 

· Mini practice set 2: Fast Track Tutoring Services- accounting simulation for a Sole proprietorship

· Special Project


	· Describe cash control procedures

· Complete forms to open a bank account

· Prepare deposits, write checks 

· Reconcile bank statement

· Journalize & post bank charges

· PowerPoint: identify & evaluate services offered by  banks and credit unions

· Define vocabulary terms

	November
	Chapter 12, 13


	· Calculating Gross Earnings

· Payroll Deductions

· Payroll records

· Using Excel to prepare various payroll records and deductions

· Journalizing and posting the payroll

· Employee payroll taxes

· Tax liability payments and tax reports 
	· Explain and compute  gross pay and various withholdings

· Compute net pay & prepare pay stub and employee paycheck

· Using Excel to prepare Employee earnings record 

· Record payroll transactions in general journal

· Complete payroll tax forms and reports

· Explain the functions of the IRS

· Define vocabulary words

	December
	Stock market Game

Reviewing basic math skills
	· Key Economic Indicators

· Stock market indexes S-P 500, DOW, NASDAQ

· Buying and selling stocks

· Using Percents: Calculation brokers fees, sales tax, total cost

· Calculating gains and losses on stock transactions

· Using the internet as a research tool

· Project
	· Identifying using internet sites that provide stock market data 

· Reading, charting and analyzing stock market data

· Analyzing company data: industry groups, competitors, CEO, CFO and other key executives

· Selecting company stocks to purchase as investments

· Using PowerPoint to communicate data

· Define vocabulary words

	January
	Chapter 14: Sales

Chapter 15: Purchases
	· Accounting for Sales and cash receipts

· For a merchandise business

· Analyzing sales transactions

· Analyzing cash receipts transactions

· Purchasing items needed by a business

· Analyzing and recording purchases on account

· Analyzing and recording cash payments


	· Recording sales for service V merchandise business

· Charting and analyzing sales data in excel & tables

· Using PowerPoint to display sales data by industry group and competitors

· Describe the process for purchasing merchandise inventory

· Analyzing and recording purchases 

· Define vocabulary words




	Month
	Unit
	Topics Covered
	Skills/Competencies to be Acquired

	February
	Chapter 18: adjustments

Chapter 19: Financial Statement of a Public Company
	· Identifying accounts to be adjusted

· Completing the 10 column worksheet

· Ownership of a corporation

· The income statement

· The balance sheet and statement of retained earnings
	· Describe parts of 10 column worksheet

· Prepare T/B and adjusting entries

· Prepare adjusted T/B, income statement, Balance sheet & changes in Owner’s equity

· Journalize transactions

· Prepare financial statements

· Analyze financial statement results 

· Define vocabulary words

	March
	Chapter 20 completing the accounting cycle

Chapter 22: Petty Cash  


	· Journalizing closing entries

· Posting closing entries

· The petty cash fund 
	· Describe the steps in the accounting cycle

· Journalize closing entries for a merchandise corporation

· Post closing entries to G/L

· Prepare a post closing trial balance

· Why do companies need a petty cash fund

· How to open a petty cash fund

· Reconcile and replenish the petty cash fund

· Review and applications

· Define vocabulary terms

	April
	Chapter 23:  Plant assets and depreciation
	· Plant assets and equipment

· Calculating depreciation


	· Explain why certain assets are depreciated

· Calculate depreciation using various methods

· Matching revenue with expenses concept

· Recording depreciation expense for the period

· Define vocabulary words

· Review and application

	May
	Chapter 24: Bad Debts

Chapter 25: Inventories


	· The direct write off method

· The allowance method

· Estimating bad debts
	· Explain why businesses extend credit

· Explain the direct write-off method

· Calculate the direct write-off method

· Recording the direct write-off method

· Explain the purpose of merchandise inventory accounts

· The difference between periodic and perpetual inventory systems

· Calculating cost of goods sold and ending inventory using FIFO and LIFO methods

· Journalizing and posting inventory transactions

· Define vocabulary words 

· Review and applications

	June
	Accounting and Business Application Software
	· Using Accounting and Microsoft Office Software in Business


	· Understanding features of office 2007

· Preparing:

· Resumes

· Tables

· Presentations

· Worksheets

· Charts and graphs

· Databases

· Business letters

· Using advance excel formulas

· Finding the right software program for various business needs

· Define vocabulary words

· Accounting 2 Final exam(s) 




FINANCIAL PLANNING  Course Summary

Financial Planning provides students with an overview of the job of a financial planner. Students look at financial planning in an objective way that requires them to regard all aspects of financial planning as relevant to a potential client (even if a particular aspect may not yet be relevant to students). It is one of the core courses offered by the Academy of Finance.

Financial Planning introduces students to the job of a financial planner. It discusses financial planning and its importance in helping people reach their life goals. It describes how to set personal financial goals and a budget, and explains the factors that shape these goals. It also discusses the ethics of financial planners, time-and-money relationships, and tax reduction strategies. The course concentrates on saving, borrowing, credit, and all types of insurance. It discusses various types of investments, including income and growth investments, such as passbook savings, money market accounts, stocks, bonds, mutual funds, and real estate. The course also discusses retirement and estate planning. Finally, students get a chance to examine careers in financial planning.

	Month
	Unit
	Topics Covered
	Skills/Competencies to be Acquired

	September
	Getting Started
	· Course Introduction/Overview

· Introduction to Financial Planning

· The Importance of Financial Planning
	· Students look at sample financial plans to learn about the skills they will develop

· Explore their personal conceptions about money.

· Set up course notebooks and a glossary of financial terms, to which they will add throughout the course.



	October
	The Financial Planning Process
	· Components of a Financial Plan

· Factors that Shape Personal Financial Goals

· Setting Personal Financial Goals

· Creating a Personal Budget
	· What information is needed to prepare a financial plan

· How a financial plan prepares people for life’s important milestones

· Examine various types of financial goals a, and how to understand how to prioritize them

· Evaluate how factors like needs, wants, value, life stages, and risk tolerance affect goals , while attempting to determine whether financial independence is a realistic goals

· Understand the purpose of creating a personal budget, balance sheet, and cash flow statement



	November
	Borrowing and Credit
	· Borrowing Money

· Credit cards
	· The importance of both borrowing and credit in a financial plan

· Compare the processes and effects of borrowing money



	December
	Insurance
	· Insurance and Financial Planning

· Auto and Property Insurance

· Health and disability Insurance

· Life Insurance
	· Understand the concept of insurance

· Introduction to the various type of insurance typically included in financial planning

	January
	Investing


	· Investing and Compound Interest

· Income Investment Products

· Stocks, bonds, and Mutual Funds

· Housing
	· Understand investment strategies

· Compare some of the most popular types of investments, including traditional bank products, stocks, bonds, mutual funds, and housing

· Examine how investment strategies to see how these strategies contribute to financial goals

· How securities can help their money grow 

· Advantages of buying versus renting housing

	February
	Retirement and Estate Planning

Careers in Financial Planning
	· Planning for Retirement

· Estate Planning

· Working in the Industry

· Learning From Experts

· Project Presentation and Class Closure


	· Analyze the importance of planning for retirement and death

· Protecting their investments after death 

· How estate planning helps

· Expose students to professional roles in financial planning

· Explain the paths that lead to financial planning

· Understand the role that financial planners play in business and society


	Month
	Unit
	Topics Covered
	Skills/Competencies to be Acquired

	February
	Getting Started
	· Course Introduction/Overview

· Economics, cultural and political environment of global business

· Basic economic concepts along with global economics ideas

· Description of cultural influences on business activities.

· Influences of political systems and the government on business


	· Describe basic international business activities

· Explain the components of the international business environment

· Name important skills for international business and describe the importance of international business for workers, consumers, and citizens 



	March
	Our Global Economy
	· Economics and Decision Making

· Basics of Economics 

· Economics Systems

· Achieving Economic Development

· Resources of Satisfy Needs 



	· Describe the basic economic problem

· List the steps of decision-making

· Describe how the market sets prices

· Explain the causes of inflation

· Name the three factors of production

· Understand how the different countries make economic decisions

· Describe the factors that affect economic development

· Identify the different levels of economic development

· Discuss economic principles that explain the need for international trade.

· Identify various measures of economic progress and development

	April
	Cultural Influences on Global Business
	· Culture Around the World

· Culture and Social Organizations

· Communication Across Cultures

· Values Around the World
	· Describe influence of culture on global business activities

· Explain the role of subculture

· Describe how family relationships can affect culture

· Explain the role of societal influences o culture

· Understand the importance of knowing another language for global business

· Compare direct and indirect communication

· Describe the influence on nonverbal communication

· Identify and explain five major type of values that vary from culture to culture

· Describe the two major reactions to cultural differences



	May
	Government and Global Business
	· Politics and Global Business

· How government Discourages Global Business

· How Government Encourages Global Business


	· Discuss various political systems around the world

· Explain the political environment for company’s host and home countries

· Describe laws and trade barriers that can discourage global business

· Explain how political risks can disrupt global business activities

· Identify the major types of taxes that government impose around the world

· Explain government actions that can encourage global business activities

· Discuss U.S. government agencies that can help reduce international risk

· Describe how tax incentives encourage global business

	June
	Structures of International Business Organizations


	· Methods of Business Ownership

· Operations of Global Business

· Starting Global Business Activities


	· Describe the advantages and disadvantages of a sole proprietorship

· Describe the advantages and disadvantages of a partnership

· Explain the characteristics of a corporation

· Name other forms of business ownership

· Describe the activities, characteristics, and concerns of multinational companies

· Identify five low-risk methods for getting involved in international business

· Discuss higher-risk methods for getting involved in international business


For an in-depth description of CDOS standards (Career Development), please visit http://www.emsc.nysed.gov/ciai/pub/cdoslea.pdf 
