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                      - -   AGRICULTURAL CORE CURRICULUM  - -

(CLF400)  Core Area:  AGRICULTURAL BUSINESS MANAGEMENT

  (CLF410)  Unit Title:  RECORD KEEPING

______________________________________________________________________________

  (CLF411)   Topic: INTRODUCTION TO RECORD        time      taught in year

                    KEEPING                    1.5 hours        1 / 2

______________________________________________________________________________

         Topic objectives:  Upon completion of this lesson the student will be

         able to:

         Learning

         outcome #

          (A-1)  -  List reasons for keeping records.

          (A-2)  -  List the purposes of an inventory.

         Special Materials and Equipment: California Vocational Agriculture

                    Record Book and Record Book Manual

         Evaluation:  Quiz by instructor

TOPIC PRESENTATION:  INTRODUCTION TO RECORD KEEPING

I. Introduction to Records

     A. Why Keep Records?

        1. To apply for degrees and awards;

        2. To be able to help manage your money, irregardless of your project;

        3. To comply with income tax reporting requirements; and

        4. To assist in planning and management, including such functions as

           obtaining credit, applying for government programs, and deciding

           what to grow or raise.

              ___________________________________________________________

              ACTIVITY:

              Make a class set of copies of the complete glossary of

              record-keeping terms found in the California Vocational

              Agriculture Record Book Manual. Have it available to

              students for explanation of new terms, etc.  It can also

              serve as a source of information for the generation of

              computer-based crossword puzzles.
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              NOTE: Each SECTION (Chapter) OF THE RECORD BOOK MANUAL

              has a list of vocabulary words at its beginning directed

              at the specific pages covered in that section.

              ___________________________________________________________

     B. Desirable Properties of Records

        1. They are a useful tool resulting in better business decisions.

        2. They provide required information and simplify the reporting

           process for taxes, loan applications, etc.

        3. They increase efficiency of operation of the financial side

           of business.

           a. Pay debts and expenses

           b. Record income

           c. Obtain credit

        4. They provide a history of the business,.including:

           a. production records, which are based on

              1) types of enterprises;

              2) inputs used; and

              3) outputs resulting.

           b. resource information, which includes

              1) field maps;

              2) aerial photos;

              3) irrigation and drainage systems; and

              4) soils.

           c. financial history, which is

              1) obtained from annual records

     C. Accounting

        1. Definition: Service activity providing information on money

           and how to manage, spend and save it.

        2. Objective: To provide quantitative (i.e., numerical) information

           about money matters that is intended to be useful in making

           decisions involving spending, saving and investing money.

        3. Tasks of accounting:

           a. Systematic recording of all daily transactions.
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           b. Summarize by arranging data in meaningful groups.

           c. Provide the ability to interpret material by comparison

              with earlier records.

TEACHERS:  You may want to teach D - G after your students have become

           familiar with the Record Book.

     D. Kinds of Records:

        1. Cash Flow Summary - a historical record of monthly cash inflows

           and outflows, usually for one year.

        2. Net Worth Statement - shows the financial condition of a business

           at a definite point in time.

           a. lists assets, value of assets, and liabilities.

           b. is also referred to as a "Balance Sheet," a "Financial

              Statement," or a "Statement of Financial Condition".

        3. Income Statement - a financial record that reflects the

           profitability of the business over a specified period of time.

           a. Also referred to as a "Profit and Loss Statement" or an

              "Operating Statement".

        4. Whole Farm Enterprise Analysis - identifies the factors that

           affect the profitability and efficiency of all enterprises as

           well as the entire agribusiness.

     E. What Do You Do With Records?

        1. Compare past performance with present performance and future goals.

        2. Prepare management tools such as:

           a. cash flow projection - an estimate of monthly cash inflows and

              outflows over a period of time, usually one year;

           b. whole farm budget - a written physical and financial plan that

              is used to compare alternative courses of action for the

              business; and

           c. risk management plan - the statistical calculation of the

              probabilities of success.

        3. Use them to assist you in obtaining credit.

     F. Steps to Set Up a Record System:

        1. select a record keeping system suited for your needs;

        2. select an accounting system suited to your needs;
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        3. determine a method of reporting farm income and expenses; and

        4. set up a procedure to get exactly the information needed for

           records.

     G. Kinds of Records:

1.Financial - showing money received and expenses owed for the

           business.

        2. Physical - showing the production of crops and livestock.

     H. Kinds of Accounting Systems:

1. Double-Entry:

a. keeps track of the balance between assets and liabilities.

           b. each credit transaction must be balanced by a debit transaction.

        2. Single-Entry:

a. is concerned with the owner's equity (value above mortgage or

              debt) records.

           b. lists the receipts and expenses without any real effort to

              maintain a current balance between them.

I. Reporting Income and Expenses

1. Using the cash method:

a. income is reported the year received;

           b. expenses are recorded when paid out; and

           c. income may be erratic because entry of income is not made

              until it is received.

        2. Using the accrual method:

a. income, expenses, and inventories are used to determine

              gross income;

           b. sales are treated as income when the price of the item is

              recoverable;

           c. expenses are deducted when payable; and

           d. detailed and complex records are required.

        3. Our Record Book is based on the cash method, because:

a. it is somewhat less complicated than the accrual method; and
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           b. it is a commonly used method in the field of agriculture.

              _________________________________________________________

              ACTIVITY:

              Provide the students with a copy of the current record

              book and the attached Supplemental Worksheet #1: Record

              Book Review. Highlight all the portions of the book and

              outline your plans for instruction on all components of

              the book.

              _________________________________________________________
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Supplemental Worksheet #1: Record Book Review

Part of Book              When Recorded          Purpose and Value

______________________________________________________________________________

Planning Calendar         Before enterprises     Plan and indicate yearly

                          begin.                 activities of projects.

______________________________________________________________________________

Calendar of Events        During entire year.    Record important dates that

and Operations                                   are not found elsewhere in

                                                 the book.

______________________________________________________________________________

Business Agreements       Before enterprises     To have written details of

                          begin.                 agreements made between the

                                                 parties involved concerning

                                                 a project.

______________________________________________________________________________

Budget                    Before enterprises     An estimate of profit or

                          begin.                 loss.

______________________________________________________________________________

Journal                   During entire year     To record all hours of labor

                          whenever labor,        on all enterprises along with

                          expenses or receipts   all costs or income associa-

                          are transacted.        ted with those enterprises.

______________________________________________________________________________

SOE Loan Payment          First entry when loan  To record the information of

                          is borrowed, and       any loans taken out.

                          additional entries

                          as loan is paid off.

______________________________________________________________________________

SOE Accounts              Beginning and end      To record any money which is

Receivable and            of year.               owed to you or which you owe

                                                 to others as a result of

                                                 your project.

______________________________________________________________________________

Non-Depreciable           Beginning and end      A listing of all the items

Property Inventory        of year.               owned at the beginning and

                                                 end of the year which are

                                                 not depreciated.

______________________________________________________________________________

Depreciable               Beginning and end      A listing of all the items

Property Inventory        of year.               at the beginning and end

                                                 of the year which are

                                                 depreciated.

______________________________________________________________________________
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Financial                 Beginning and end      To give a summary of your

Statement                 of year.               overall financial picture,

                                                 a listing of your assets

                                                 and liabilities.

______________________________________________________________________________

Income Summary            End of year.           To summarize the financial

                                                 standing of your enterprise

                                                 at the end of the year, in

                                                 order to show profit or loss.

______________________________________________________________________________

Contribution to           During entire year.    To keep track of expenses

Family & Educational                             that are not related to

Expenses                                         your SOEP.

______________________________________________________________________________

FFA, School and           During entire year.    To keep track of your activi-

Community Activities                             ties and awards which will

                                                 assist you in applying for

                                                 awards and scholarships at a

                                                 later date.

______________________________________________________________________________
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