Semester II Projects – Accounting/Finance

All Projects are due June 10th, unless noted otherwise.

Chief Financial Officer

1. State and Federal Taxes  (40 pts)

Create a along with your director a PowerPoint Presentation to present to the company employees on how to fill out their state and federal taxes.

Product – Tax Form Completion Presentation, Due April 7th
2. Next Year Sales/Income Forecasts (30 pts)

You will work with the Director of Accounting and the Director and Vice President of Sales to develop budgets and sales projections for the Months of October through April. In this report you will project what the company will earn each month and what the company will spend each month for the coming year. Determine what area the company should focus its attention to generation needed sales. Keep in mind the large sales events like trade shows, Grand Openings and other events you might have the opportunity to gain income.

Product –2006/2007 Forecast Sheet attached to your Executive Summary

3. Closing Statements (40 pts)

Supervise and help as needed, the Director of Accounting, the Accounts Payable Assistant and Account Receivable clerk to complete the closing books for the year. These will include payroll statements, Business Contract report, Visitor Checking report, Accounts Payable statements, general ledger report, running income statements and balance sheets each month and maintain them in an Financial Statements notebook.

Product – Financial Statements Notebook

4. VP Administrative Summary of Year One (30 pts)

In this summary you will need to address four different areas. The first area is for you to identify your role and job in the company. The second area is to highlight the positive achievements and elements of your department. The third area in will address the aspects of your department that need to improve or be resolved in the coming year. Lastly, you will address what things need to change in your department to make us a more efficient and effective company and lastly, address your vision for the company and where you would like to see it go in the coming year.

Product – VP Administrative Summary of Year One. Attached Projections for 2006/2007
Director of Accounting

1. State and Federal Taxes  (40 pts)

Create a along with your director a PowerPoint Presentation to present to the company employees on how to fill out their state and federal taxes.

Product – Product – Tax Form Completion Presentation, Due April 7th

2. Performance Analysis/Income Forecasts (30 pts)

You will work with the VP of Accounting and the Director and Vice President of Sales to develop a performance analysis. This should also include strengths and weaknesses in company performance, areas in sales that are deficient in performance. From this analysis you will forecast budgets and sales projections for the Months of October through April of the coming year. In this report you will project what the company will earn each month and what the company will spend each month for the coming year. Keep in mind the large sales events like trade shows, Grand Openings and other events.

Product –2005/2006 Forecast Sheet

3. Closing Statements (40 pts)

You and director will work with the Accounts Payable Assistant and Account Receivable clerk to complete the closing books for the year. These will include payroll statements, Business Contract report, Visitor Checking report, Accounts Payable statements, general ledger report, running income statements and balance sheets each month and maintain them in an Financial Statements notebook. 

Product – Financial Statements Notebook

4. Summary of Accounting (40 pts)

In this summary you will need to address four different areas. The first area is for you to Identify your role and job in the company. The second area is to highlight the positive achievements and elements of the Accounting Department. The third area in will address the aspects of the company and your job that need to improve or be changed in the coming year. Lastly, you will address how things need to change in the company to make the Accounting department a more effective group.

Product – Summary of Accounting.

Accounts Receivable Clerk

1. Monthly Closing Statements (40 pts)

You will work with the Accounts Receivable assistant to complete the closing statements for the months of January-April; you will run income statements and balance sheets each month, reconcile them with the bank statements and maintain them in an accounting notebook. This should be completed each month.

Product – Financial Statements Notebook

2. Final Closing Statements (40 pts)

You will work with the Director of Accounting and Account Receivable clerk to complete the closing books for the year, running income statements and balance sheets each month and maintain them in an accounting notebook. This should include the entire year of monthly reports of the general ledger for the entire year, starting in October and running through April.

Product – Financial Statements Notebook

3. Account Receivable Files (30 pts)

You will work with the Account receivable assistant to develop and maintain the files for the A/R aging report. Each file should be labeled by month and should include a master list of invoices that have cleared that month and the hard copy of the order form should be stamped paid and file alphabetically by name or but invoice number. You must follow up with email memos to collect outstanding invoices.

Product – Master list of each month of invoices that have cleared. And contact sheet with date, contact step (1st, 2nd…etc) and customers that you have contacted.

4. VE Summary of Year One (40 pts)

In this summary you will need to address four different areas. The first area is for you to Identify your role and job in the company and the responsibilities that you were given in your job. The second area is to highlight the things that you did well in your role in the company. The third area in will address the aspects of your job that were areas of confusion, need to improve or need to be changed in the coming year. Lastly, you will address how things need to change to make your role in the company more efficient, effective and valuable in the future.

Product – VE Summary of Year One.
Accounts Receivable Assistant

1. Closing Statements (40 pts)

You will work with the Director of Accounting and Account Payable clerk to complete the closing books for the year, running income statements and balance sheets each month and maintain them in an accounting notebook. This should include report of company bills paid and any outstanding debts of customers that owe money from you’re A/R files Forward the list of outstanding bill payments, each week,  to the director of sales for follow-up invoicing.

Product – Financial Statements Notebook

2. Year End Invoicing Logs (40 pts)


Continue the tracking sheet to log all outstanding bills with tracking information about the customer. 

Product – Report of all monthly invoicing logs

3. Accounts Receivable Files (30 pts)

You will, with the help of the Accounts Receivable Clerk, develop and maintain the files for the A/R aging report. Each file should be labeled by month and should include a master list of invoices that have cleared that month and the hard copy of the order form should be stamped paid and file alphabetically by name or but invoice number. You must follow up with email memos to collect outstanding invoices.

Product – Master list of each month of invoices that have cleared. And contact sheet with date, contact step (1st, 2nd…etc) and customers that you have contacted.
4. VE Summary of Year One (40 pts)

In this summary you will need to address four different areas. The first area is for you to Identify your role and job in the company and the responsibilities that you were given in your job. The second area is to highlight the things that you did well in your role in the company. The third area in will address the aspects of your job that were areas of confusion, need to improve or need to be changed in the coming year. Lastly, you will address how things need to change to make your role in the company more efficient, effective and valuable in the future.

Product – VE Summary of Year One.

Payroll Specialist

1. W-2 forms (50 pts)

You are to lead the production of the W-2 forms in the company. You will be assisted by the payroll assistant in the creation of the W-2 forms for each employee in the company. In this process you will divide the company half and assign your assistant one half to complete the W-2 forms based on the payroll data you have collected all year. Each person will create and print the W-2 forms for the employees to complete their state and federal taxes.

Product – W-2 form completed and distributed to all employees by April 8th.

2. Adjust Company Paychecks (30 pts)

Based on the performance reviews, adjust the employee paychecks to reflect their new pay amounts following the Human Resource review process. Using the tools at www.paycheckcity.com, recalculate the taxations and with holdings for each employee

Product – Adjusted pay reflected on the April 1 paycheck.

3. Monthly Payroll Statements (30 pts)

Each month you will print the monthly payroll statement. This statement should include all money paid to the employee including commissions. These printouts will be placed in to the accounting notebook. The statements should include the months of November – April.

Product – Print outs of each month of payroll given to the Director of Accounting for the financial notebook by May 13th

4. VE Summary of Year One (40 pts)

In this summary you will need to address four different areas. The first area is for you to Identify your role and job in the company and the responsibilities that you were given in your job. The second area is to highlight the things that you did well in your role in the company. The third area in will address the aspects of your job that were areas of confusion, need to improve or need to be changed in the coming year. Lastly, you will address how things need to change to make your role in the company more efficient, effective and valuable in the future.

Product – VE Summary of Year One.
Payroll Assistant

1. W-2 forms (60 pts)

You are to assist the payroll specialist in the production of the W-2 forms in the company. In this process you will divide the company half and assign your assistant one half to complete the W-2 forms based on the payroll data you have collected all year. Each person will create and print the W-2 forms for the employees to complete their state and federal taxes.

Product – W-2 form completed and distributed to all employees by April 8th.

2. Adjust Company Paychecks (50 pts)

Based on the performance reviews, you will assist in the adjustment of the employee paychecks to reflect commission from sales and their new pay amounts following the Human Resource review process. Using the tools at www.paycheckcity.com, recalculate the taxations and with holdings for each employee

Product – Adjusted pay reflected on the April 1 paycheck.

3. VE Summary of Year One (40 pts)

In this summary you will need to address four different areas. The first area is for you to Identify your role and job in the company and the responsibilities that you were given in your job. The second area is to highlight the things that you did well in your role in the company. The third area in will address the aspects of your job that were areas of confusion, need to improve or need to be changed in the coming year. Lastly, you will address how things need to change to make your role in the company more efficient, effective and valuable in the future.

Product – VE Summary of Year One.
Branch Banker

1. Monthly Account Verification (60 pts)

Continue, with the help of your Banking Assistant, a personal finances tracking grid to be used for verification of the payment of personal finance requirements by each employee each month. It is recommended that you develop this in Excel. If employees do not pay bills they will be assessed a finance charge and must be contacted via email or hard copy memo that the bill and finance charge must be paid to the Virtual Bank with in 10 working days or additional penalties will be incurred. Create, in Excel, a year ending employee accounts summary report covering the months of December – April. The report should cover each employee with the bills paid each month and the monthly finance charge assessed if the bills were paid and the date in which the late bills were finally paid.

Product – Employee Accounts Summary Report.

4. Company Bill Payment (30 pts)

Continue to pay all company’s operating expenses each month. The payments should include; payroll expenses, all utilities, property mortgage bill, employee benefits, internet usage, supply purchases, and any business contract obligations the company maintains. Using Excel you will create and print out the company payments and expenses made each month for the entire year (November 1 - April 30th). Forward this information to Accounts Receivable Clerk.

Product –Monthly Company Financial Statements give to VP and Director by May 13th.

3. VE Summary of Year One (40 pts)

In this summary you will need to address four different areas. The first area is for you to Identify your role and job in the company and the responsibilities that you were given in your job. The second area is to highlight the things that you did well in your role in the company. The third area in will address the aspects of your job that were areas of confusion, need to improve or need to be changed in the coming year. Lastly, you will address how things need to change to make your role in the company more efficient, effective and valuable in the future.

Product – VE Summary of Year One.

Banking Assistant 

1. Monthly Account Verification (60 pts)

Continue, with the help of your Banking Assistant, a personal finances tracking grid to be used for verification of the payment of personal finance requirements by each employee each month. It is recommended that you develop this in Excel. If employees do not pay bills they will be assessed a finance charge and must be contacted via email or hard copy memo that the bill and finance charge must be paid to the Virtual Bank with in 10 working days or additional penalties will be incurred. Create, in Excel, a year ending employee accounts summary report covering the months of December – April. The report should cover each employee with the bills paid each month and the monthly finance charge assessed if the bills were paid and the date in which the late bills were finally paid.

Product – Employee Accounts Summary Report.

2. Personal and Visitor Check filing System (50 pts)

Continue the system of recording and archiving cashed checks that have been received by the bank. This includes both payroll company checks that have been deposited and visitor check that have been received from walk up sales. Create an Excel  report of all checks that have be received, the dates they were received, date the money was deposited and amount of the check. Print the report and forward it to the Director of Accounting for the Financial Statements Notebook.

Product – Report of Check Deposits.

3. VE Summary of Year One (40 pts)

In this summary you will need to address four different areas. The first area is for you to Identify your role and job in the company and the responsibilities that you were given in your job. The second area is to highlight the things that you did well in your role in the company. The third area in will address the aspects of your job that were areas of confusion, need to improve or need to be changed in the coming year. Lastly, you will address how things need to change to make your role in the company more efficient, effective and valuable in the future.

Product – VE Summary of Year One.
