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• Cite the responsibilities of the bookkeeper. 
• Recognize the underlying principles of accounting, and the nature of the accounting cycle. 
• Identify the situations in which different chart of account structures should be used, and the 

issues relating to the reduction of the chart of accounts. 
• Specify the types of subsidiary ledgers, and the uses to which the trial balance can be put. 
• Recognize the steps involved in closing the books and reviewing the financial statements. 
• Identify the different formats in which the financial statements can be presented, and the ac-

counts used in each of the statements. 
• Identify ratios that can be used to interpret the information in the financial statements. 
• Cite the controls used in the processing of billings, cash receipts, payables, expense reports, 

petty cash, and payroll. 
• Specify the documents used in the processing of credit requests, billings, and communications 

with customers. 
• State the responsibilities of the parties involved in cash processing, and the causes of errors in 

that processing. 
• Identify the situations in which procurement card billings can be called into question, and the 

types of reimbursements allowed on an expense report. 
• Cite the reimbursement rules related to expense reports. 
• Describe the elements of a petty cash system. 
• Recognize the types of inventory tracking systems, and the methods available for estimating 

the cost of ending inventory. 
• Cite the key concepts relating to the calculation of depreciation, as well as the methods of 

depreciation. 
• Describe the depreciation rules related to land. 
• Identify the causes of a loan balance difference in the records of the borrower and lender. 
• Recognize the government forms associated with payroll activities. 
• Specify the methods for calculating gross pay and determining income tax withholdings. 
• Recognize the accounting for payroll transactions. 
• Recognize the timing of payroll tax deposits, and the penalties applicable to late payments. 
• Describe how the FUTA tax is calculated. 
• Cite the forms used by the different types of businesses to report their income tax liabilities.  
• Describe the loss recognition by partners in a partnership. 
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Preface 
In a smaller organization, the bookkeeper is responsible for all accounting activities, including paying em-
ployees, billing customers, accounting for inventory, and issuing financial statements. This calls for a broad 
range of practical accounting knowledge. The Bookkeeping Guidebook fills this need by describing all as-
pects of the bookkeeper position. The book is split into two parts, with Chapters 1 through 8 addressing the 
general system of accounting, how transactions are recorded, and how financial statements are constructed 
and interpreted. In the second part, Chapters 9 through 17 cover the mechanics of bookkeeping for specific 
functional areas, including billings, collections, cash receipts, accounts payable, inventory, fixed assets, and 
payroll. The book also covers the various reports that must be made to the government that are related to 
payroll and income taxes. 
 
You can find the answers to many bookkeeping questions in the following chapters, including: 

• What are the source documents used in an accounting system? 
• How do I create a chart of accounts? 
• How is information stored in the general ledger? 
• How do I construct financial statements? 
• What is the process for closing the books? 
• What controls should be used in the accounting area? 
• How do I create a customer invoice and account for it? 
• How do I conduct a bank reconciliation? 
• How do I assign costs to inventory? 
• What calculations are used to determine employee pay? 
• What income tax filings are needed for the different types of businesses? 

 
The Bookkeeping Guidebook is designed primarily for professionals, who can use it as a reference tool for 
conducting day-to-day accounting activities. Given its complete coverage of these topics, the Bookkeeping 
Guidebook may earn a permanent place on your book shelf. 
 

Centennial, Colorado 
July 2024
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