THE

ACCOUNTING
*ACADEMY %

2023 SCHOOL CATALOG

AND VETERANS INFORMATION BULLETIN

January 1, 2023 - December 31, 2023
Revised 12/23/2023

Our Mission

To prepare students for entry-level employment full-time, part-
time, temporary agency placement, self-employment, and/or to
enhance current job skills in accounting and bookkeeping and
related fields by providing a hands-on, real-world, and practical
education and training programs in a positive, professional, and
supportive environment.

“Some people dream of success...
while others wake up and work at it.”

All classes held at the San Diego Campus:7283 Engineer Road Suite H San Diego CA 92111
Tel: 858-836-1420 Fax: 858-836-1438 Website: theaccountingacademy.com



The Value of Career/Vocational Training

Many people feel their best option after high school is to go to a college or university and earn a
bachelor’s degree. While this isn’t a bad plan, there may be a better option. A career training
school offers several benefits that a four-year curriculum cannot...and it is often the more logical
choice.

When someone graduates from college after four years, they get a degree and are ready to look
for a job. The only problem is, they don’t know where to start...their college courses did not give
them the practical knowledge and skills employers look for in an applicant. They were never fully
prepared for their chosen career.

How can a career training school help you get around this? There are numerous ways a career
training school, or vocational college, will better prepare you for the real world.

P Practical Classes - Vocational schools offer a shorter program because they don’t require you
to take general education classes...the same ones you had in high school. The courses are highly
focused and concentrate on a particular trade or skill set.

» Career Programs - Career schools offer you classes where you actually learn how to perform
a job instead of just giving you a general idea. They offer hands-on experience; the kind
employers require. Courses offer real-world education, not theories and concepts.

P Time - Career colleges train you in a significantly shorter period of time so that you spend less
time in the classroom and more time getting a job and earning a salary.

» Job Placement - Career training schools make sure you’re prepared to get a job and keep that
job. They give you the skills to step into your career immediately, with minimal on-the-job
training.

Career training schools insure you will succeed in a real-world environment. Their main goal is to
get you trained and into a well-paying job. The programs are practical and ensure that you have
the knowledge and skills to succeed in your chosen field.

If you're unsure about the time and cost commitment of a four-year college curriculum,
consider a more practical alternative: consider a career training school.



Welcome to The Accounting Academy School Catalog and Veteran Bulletin!
Like many people, you’re probably wondering...

» Why learn accounting, bookkeeping, administrative
assistant, and tax preparation business office job skills?

» Don't | need a college degree to do this type of work?

» Are these careers | would like and be good at? W

Why learn accounting, bookkeeping, administrative assistant, tax preparation job skills?
These job skills are the foundation of business, and no matter what your occupation, it is
important to understand the fundamentals of finance and office production. However, the best
reason to develop these skills is to make it your life’s work. A career in these fields offer a strong
potential for advancement, interesting work, job security and mobility, choice of industries and
businesses, good working conditions, and...excellent monetary rewards over the long-term.

Don't I need a college degree to get hired in these jobs?

No, definitely not. There are numerous entry and staff-level, accounting, bookkeeping,
administrative assistant, and tax-related jobs that don't require a college degree: accounting
technician; accounts receivable/billing clerk; accounts payable clerk; payroll clerk; bookkeeper;
accounting clerk; and auditing clerk. Or you could start your own small business accounting and
bookkeeping service. In fact, a college curriculum is not really designed to teach students hands-
on, real-world, practical vocational job skills.

Are these careers | would like and be good at?

Accounting, bookkeeping, administrative assistant, and tax business office jobs are not for
everyone. It demands high standards and above-average abilities. You must be reasonably
intelligent and be willing to think and use reason and rationality, and to act independently with
integrity and honesty. In addition, the nature of the work requires strict attention to detail, an
affinity for numbers, a high level of productivity, an ability to maintain confidentiality, and good
technical and communication skills. You’ll also need to know or be able to develop basic typing
and computer skills in the areas of data entry, word processing and spreadsheet preparation.

A different career plan for success

Instead of a making a long-term, significant financial commitment to attend college, consider a
different plan: quickly learn in-demand accounting, bookkeeping, and administrative assistant
office skills in our low-cost short programs. Immediately start earning good pay while gaining
real-world experience. Then, while working and gaining knowhow on-the-job, continue your
education by earning the first two years of college credits on a part-time basis at a local
community college. It's common knowledge that the first two years of college consists primarily
of required general education courses and the specialized major courses are in the last two years.
It may take longer to get your degree working at it part-time, but when you do get that degree,
you’ll have supported yourself and gained years of valuable experience.
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THE ACCOUNTING ACADEMY
Institution Mission Statement
The Accounting Academy's mission is to prepare students for entry-level employment full-time, part-
time, temporary agency placement, self- employment, and/or to enhance current job skills in accounting
and bookkeeping and related fields by providing a hands-on, real-world, and practical education and
training program in a positive, professional, and supportive environment.

Institution Goals and Objectives

e To provide a program of study and training that is educationally sound, current, high
quality and real-world effective.

® To maintain a clear and consistent admissions process that accurately represents the
program and the institution while producing sufficient enrollments to sustain and
maintain the program.

* To provide effective student services that recognize individual differences and to ensure
successful student retention, graduation, andemployability where applicable.

® To establish and maintain employer relationships to ensure industry contacts necessary
for student success.

e To demonstrate the effectiveness of private educational training, thereby providing
essential skills to support a productive workforce.

® To ensure proper and ethical administration of all financial aspects ofthe institution.

Institution Planning and Management:

The institution has sound, written, one-year and multi-year plans that encompass both its educational
and business objectives. The plans support the mission, facilitate the accomplishment of the institutional
goals, and are updated at least annually. The plans include clearly defined specific objectives and
operational strategies with time frames, resources, and measurable results identified for subsequent
evaluation.

Institution Ethics and Integrity Policy

The institution’s policy is to conduct its affairs with the highest standards of honesty and integrity. It will
never intentionally misrepresent itself with its stakeholders, including students, employers, employees,
federal, state, and local government entities, and our accreditation agency. The institution pledges to
meet all lawful obligations, including those obligations arising from participation in federal and state
student financial aid programs.

Institution Student Recruitment Policy

The institution’s student recruitment activities will always be truthful and avoid any false or misleading
impressions of the institution, its programs and services, or employment. It will ensure that its admission
policies and procedures to programs are made available to prospective students prior to enrollment and
communicated within a time frame that is sensitive to deadlines for enrollment and completion of
programs should changes to the information occur.

In addition, the institution’s recruitment policy is to ensure that prospective students are informed of
the costs, equipment, services, time, and technical competencies, if any, required by its programs,
including personal data collection and processes, and charges associated with verification of student

identity, prior to enrollment. Full responsibility for all representations made by its recruiting personnel or
other employees in recruiting students on its behalf is the responsibility of the President/Chief Administrative
Officer of the institution.



Statement of Non-Discrimination

General Policy

Nondiscrimination has been a fundamental policy of the institution since its founding in 2006. The school
does not discriminate on the basis of race, sex, age, religion, national or ethnic origin, sexual orientation,
disability, marital status, employment status, or prior military service in connection with admission to
the facility, or in the administration of the school, or in its education and student services.

The school does not discriminate on the basis of handicaps that would not preclude employment or
enrollment in the school. No qualified individual with a disability shall be denied access to and/or
participation in services, programs, and activities of the school.

Specific Policy

The school is committed to providing equal educational opportunities for qualified candidates with
disabilities in accordance with state andfederal laws and regulations, including the American Disabilities
Act of 1990and Section 504 of the Rehabilitation Act of 1973.

To provide equality of access for students with disabilities, the school will provide accommodations to
the extent necessary to comply with state and federal laws. For each student, these accommodations
will specifically address the functional limitations of the disability that adversely affect equal
opportunity. Student applicants who would like to request disabilityaccommodations must make a
request to the School Director.

School Calendar

The school academic calendar begins January 15t and ends December 31%t. There are no formal school
vacation or break periods during the school academic calendar year other than federal and state
sectioned holidays.

Student registration and enrollment is continuous as new classes begin immediately after a class of
students complete and graduate from a program. Thus, the dates vary throughout the school year.

There are no formal school events other than graduation ceremonies at the completion of each training
session.

There may be early student release days at an instructor’s discretion as required for teacher planning
and/or professional development.

Grades, progress and attendance reports are distributed at the end of each month, and Certificates of
Completion are awarded on the last day of class.

Unscheduled short-term school holidays of one to two days occur during the academic year as a result
of governmental audits and regulatory requirements. These breaks will always be announced in advance.



School History and Major Milestones

Overview

The development of the school curriculum and related educational and training materials began in 2000
and the initial application for approval was submitted to the California Department of Consumer Affairs'
Bureau for Private and Post- Secondary Education in 2004. The Bureau awarded the school an approval
to operate in 2005 and subsequently five-year annual approvals to operate through January 4, 2026.

Major Milestones

e 2004 - Obtained business license to operate as The Accounting Academy.

e 2004 - Submitted application for approval to operate to the BPPVE.

e 2005 - Opened San Marcos location in San Diego County.

e 2005 - Received temporary approval from BPPVE to operate.

e 2006 - Received permanent approval from BPPVE to operate.

e 2006 - Incorporated in California as American Business College, Inc.

e 2007 - Approved as a training provider by California Workers Compensation.
e 2007 - Approved as a training provider by San Diego Workforce Partnership.
e 2008 - Approved as a training provider by VA Gl Bill & Defense Dept. MyCAA.
e 2009 - Branch location established in City of San Diego.

e 2010 - San Diego branch location approved by BPPE.

e 2011 - San Marcos campus temporarily closed pending new larger site.

e 2013 - New Carlsbad branch campus opened six miles from old San Marcos campus.
e 2014 - San Diego Branch converted to Main campus.

e 2016 - Carlsbad branch campus closed.

e 2016 - Filed application to SEVIS to train international students.

e 2017 - Added new administrative assistant and tax programs.

e 2018 - Application to SEVIS to train international students approved.

e 2020 - Filed application to BPPE to add three new programs.

e 2020 - Candidate for Accreditation by the Council on Occupational Education.
e 2023 - Accredited by the Council on Occupational Education.

e 2023 - Student Information System (SIS) and Learning Management System (LMS) in progress.



School Governance and Ownership

Institution
Corporate Name............ American Business College, Inc. (California Sub-chapter S Corporation)
DBA Name.......ccccveuuennee. The Accounting Academy (Website:theaccountingacademy.com)

San Diego Campus......... 7283 Engineer Road Suite H San Diego, California 92111
Tel: (858)836-1420 Fax:(858)836-1438 Website:theaccountingacademy.com
School Ownership
Name....ccoveeevereere e William R. Setterlund, CPA (ret.)
Title e, President/Education Director Percent Ownership 100% Since August 2005

Bureau for Private Postsecondary Education Approval to Operate
School catalog disclosures and how to contact the Bureau
regarding any unanswered questions about this catalog
Approval Disclosure Statement
The Accounting Academy, a division of American Business College, Inc., is a private educational
institution, incorporated in the State ofCalifornia.

The school is approved to operate in the State of California based on provisions of the California Private
Postsecondary Education Act of 2009. Approval to operate means compliance with state standards as
set forth in the California Education Code and 5, California Code of Regulations.

The institution was approved August 31, 2005 as a non-degree granting program and it has been
continuously approved to date and through January 4, 2026.

Approximate Number of Days Between the School's Receipt of Student Quizzes, Exercises, Practice
Sets, Etc. and the School’s Distribution or Mailing of Evaluations

The approximate time or number of days that will elapse between a student’s completion of quizzes,
exercises, and practice sets, and the school’s reporting of the results to each student is as follows: for
quizzes, students receive their results immediately after completing true/false, multiple-choice, or fill-in
quizzes; for exercises, it varies from one to several hours depending on the type of exercise assigned;
and, for practice sets, reporting back evaluation results to students can range from two to three days.

Any questions a student may have regarding this catalog that have not been satisfactorily answered by
the institution may be directed to the Bureau for Private Postsecondary Education at:

Address: 1747 N. Market Blvd. Suite 225, Sacramento, CA 95834.

P.O. Box 980818, West Sacramento, CA 95798-0818 Web site Address: www.bppe.ca.gov

Telephone and Fax #'s: (888) 370-7589 or by fax (916) 263-1897

(916) 574-8900 or by fax (916) 263-1897

As a prospective student, you are encouraged to review this School Catalog prior to signing an
Enroliment Agreement. You are also encouraged to review the School Performance Fact Sheet, which
must be provided to you prior to signing an enrollment agreement.

A student or any member of the public may file a complaint about this institution with the Bureau for
Private Postsecondary Education by calling toll- free number (888) 370-7589 or by completing a
complaint form, which can be obtained on the bureau's internet website at: www.bppe.ca.gov.



School Pre-Enroliment Disclosures
NOTICE CONCERNING TRANSFERABILITY OF CREDITS
AND CREDENTIALS EARNED AT OUR INSTITUTION

The transferability of credits you earn at the Accounting Academy is at the complete discretion of the
institution to which you may seek to transfer. Acceptance of the Certificate you earn in the institution’s
vocational training programs is at the complete discretion of the institution to which you may seek to
transfer. If the certificates you earn at this institution are not accepted at the institution to which you
seek to transfer, you may be required to repeat some or all of yourcoursework at that institution. For
this reason, you should make certain that your attendance at this institution will meet your educational
goals. This may include contacting an institution to which you may seek to transfer after attending the
Accounting Academy to determine if your certificates will transfer.

Other Pre-Enroliment Disclosures

The institution received its approval to operate from the California Bureau for Private Postsecondary
Education in 2005. The approval is required to be renewed every four years. The current approval
expires January 4, 2026.

The school is accredited by the Council on Occupational Education.

The school makes no expressed or implied claim and/or any assurance that theprogram will guarantee
employment subsequent to graduation.

The school makes no expressed or implied claim and/or any assurance that the program will
guarantee accounting g and bookkeeping clients subsequent to completion of training.

These training programs do not provide English-as-a-Second Language instruction.

We make no expressed or implied claim about the salary you may earn after completing the programs
of instruction, or any claim that you may be able to repay a student loan from the salary received at a
job obtained following completion of these training programs.

We do not represent in any manner that these training programs might lead to employment in an
occupation or job title for which a state licensing examination isrequired.

We do not offer state or federal student loan guarantees or other federalfinancial grant-in-aid
programs at the present time.

If a student obtains a loan to pay for the courses of instruction, the student is personally responsible
for repayment of the full amount of the loan plus interest, less the amount of any refund.

The Accounting Academy is a private institution and is not affiliated with any public educational
institution.

The Accounting Academy has never filed, nor has it ever had filed against it, a petition in bankruptcy.
The institution does not have a pending petition in bankruptcy, is not operating as a debtor in
possession, has not filed a petition within the preceding five years, nor has it had a petition in
bankruptcy filed against it within the preceding five years that resulted in reorganization Chapter 11
of the United States BankruptcyCode.

NOTICE OF ELIGIBILITY FOR LICENSURE
The Accounting Academy programs are not designed to lead to positions in a profession, occupation,
trade, or career field requiring licensure in California.



Facilities and Instructional Equipment
Overview of Facility
The school's training center is located in the Kearny Mesa area of San Diego. The site is located in a
professionally maintained business park in a central area of the city with sufficient student parking and
special needs access. The inside of the school is configured in a modern, clean, and professional office
setting with adequate heating and cooling systems, natural light, etc.

The institution maintains all valid permits applicable to the location of the institution, including a current
business license, fire inspection clearance, etc.

#M COUNTING
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Overview of Equipment

The school maintains state-of-the-art general office and specialized business equipment, including large,
professional-grade desks and chairs; computers; monitors; keyboards and mice; printers; heavy-duty
ten-key calculators; CD and video players; plasma televisions; scanners; electronic hole-punch and pencil
sharpeners.

Library and Other Learning Resources

The school maintains a limited library of books, periodicals, videos, and other training materials.
Students may check out any of the learning resources for a maximum of one week after signing out for
the materials with the instructor.



Management and Faculty

William Setterlund — President/Chief Administrative Officer

Mr. Setterlund is owner and founder of the school. He is a California Certified Public Accountant
(inactive/retired). He holds a Bachelor of Science Degree in Accounting from California State University
at Long Beach. He has fifty-five years of continuous accounting and bookkeeping experience with
companies of all sizes and at all levels of responsibility. He is a full-time employee.

Sylvia Dougherty — Director of Education

Ms. Dougherty has been the Director of Education at the Accounting Academy for the past two years. She holds a
Administrative Assistant Certificate from San Diego State University, and certificates J. Studies, Ethics, and History,
and general studies from HB University in La Jolla, California and Peralta Community College in Alameda,
California. She has over 18 years of increasing levels of experience and responsibility as a professional
administrative assistant and she is a full-time employee.

Maria Miller - Instructor

Ms. Miller has been an instructor at the Accounting Academy over ten years. She holds an MBA and
bachelor’s degrees in accounting from the University of Phoenix, San Diego, California. She is an
accountant/tax Preparer, and independent consultant for twenty-five years. She has held controllership
and chief financial officer positions for several San Diego firms. She maintains her current expertise
working part time for a firm that provides accounting and bookkeeping expertise to small San Diego
businesses. She is a part-time employee.

Teresa Goodbody - Instructor

Ms. Goodbody has been an instructor at our institution for over fifteen years. She has over twenty-five
years of continuous accounting experience, holding controllership and accounting manager positions for
several San Diego firms. She holds a Bachelor of Science Degree with a major in accounting from Golden
Gate University, Los Altos, California, and an MBA from National University, San Marcos, California. She
is a part-time employee.

Iveta Barkhodaee - Instructor

Ms. Barkhodaee is a new instructor who started in October 2022. She has over twenty-four years of
continuous accounting and finance experience, working for a variety of San Diego companies. She holds
an MBA and a Bachelor Science Degree with a major in accounting from Phoenix University, and has
worked as a Controller, Accounting Manager, Senior Accountant, Revenue Manager, payroll
administrator, and financial assistant. She is a part-time employee.

Audrey Thifault - Instructor

Ms. Thifault has been an instructor at the Accounting Academy for three years. She holds an associate
degree in accounting from Cuyamaca College, and is pursuing a bachelor’s degree in accounting at San
Diego State University. She has over twenty years of experience as a bookkeeper, accountant, and
controller for various San Diego private and nonprofit organizations. She is also the owner of an
independent accounting and bookkeeping service firm. She is a part-time employee.



Summary of Programs Offered

SMALL BUSINESS ACCOUNTING AND BOOKKEEPING TRAINING PROGRAM

This job-training program specializes in preparing students for entry and mid-level positions in bookkeeping and
accounting as junior accountants and bookkeepers trained for staff-level jobs.

Hours/Session Class Times Class Days Program Hours Program Length Cost

6 Hours  Mornings 8:30am-2:30pm Tue-Thurs 600 33.3 Weeks $9,500
4.5 Hours  Evenings 5pm-9:30pm Mon-Thurs

ADMINISTRATIVE ASSISTANT PROGRAM

This program offers training in basic administrative office procedures and skills, concepts, and procedures, including
keyboarding, data entry, ten-key and computer hardware and software skills

Hours/Session Class Times Class Days Program Hours Program Length Tuition
6 Hours Mornings 8:30am-2:30pm Tues-Thurs 234 13 Weeks $6,500
4.4 Hours Evenings 5pm-9:30pm Mon-Thurs

ACCOUNTS RECEIVABLE SPECIALIST PROGRAM

This program is designed to provide practical job skills as an Accounts Receivable Specialist. AR specialists process
financial activity related to customers sales, billing, receipts, collection and analysis.

Hours/Session Class Times Class Days Program Hours Program Length Tuition
6 Hours Mornings 8:30am-2:30pm Tues-Thurs 288 16 Weeks $6,500
4.5 Hours Evenings 5pm-9:30pm Mon-Thurs

ACCOUNTS PAYABLE SPECIALIST PROGRAM

This program is designed to provide practical job skills as an Accounts Payable Specialist. AP specialists process
financial activity related to vendor purchases, receiving, payments, and analysis.

Hours/Session Class Times Class Days Program Hours Program Length Tuition
6 Hours Mornings 8:30am-2:30pm Tues-Thurs 288 16 Weeks $6,500
4.5 Hours Evenings 5pm-9:30pm Mon-Thurs

PAYROLL SPECIALIST PROGRAM

This program is designed to provide practical job skills as a Payroll Specialist. Payroll specialists process financial
activity related to employee wages and salaries, timekeeping, payments, and taxes.

Hours/Session Class Times Class Days Program Hours Program Length Tuition
6 Hours Mornings 8:30am-2:30pm Tues-Thurs 324 18 Weeks $7,500
4.5 Hours Evenings 5pm-9:30pm Mon-Thurs

TAX PREPARER/ENROLLED AGENT PROGRAM

This program is designed to provide the detailed knowledge required of a Tax Preparer/Enrolled Agent. EA agents
prepare individual, partnership, corporation, estates, and trust income tax returns.

Hours/Session Class Times Class Days Program Hours Program Length Tuition
6 Hours Mornings 8:30-2:30pm  Tues-Thurs 324 18 Weeks $7,500
4.5 Hours Evening 5pm-9:30pm Mon-Thurs



Small Business Accounting & Bookkeeping Training Program Syllabus

Course Description/Academic Competencies

Appropriate, applicable, and relevant academic competencies are integrated into this occupational program. The
program curriculum and material are covered at a basic to intermediate level. Students are not required to have
any prerequisite courses or training. The applicable academic competencies are integrated into the occupational
program. They will learn and master the practical, real-world knowledge and skills they will encounter on the job.

Educational/Occupational Objectives and Skills

The program provides instruction in the occupational skills essential to success in the occupation, including job
knowledge, work habits, and attitudes. The training program specializes in preparing adult students for entry and
middle-level positions in the accounting and bookkeeping field as accounting clerks and bookkeepers trained for
jobs in the areas of general accounting, bookkeeping, billing, and collection, accounts payable, payroll, and
professional work habits and attitudes.

Sequence of Instruction/Student Learning Outcomes

The program provides applicable instruction required for completion determined by desired student learning
outcomes. The proprietary curriculum consists of a mountain of training materials, including over fifty
comprehensive PowerPoint lectures and many quizzes, tests, exercises, study guides, manuals, etc. covering all
the major bookkeeping and accounting areas. Students learn real-world knowledge by working on and completing
multiple manual and QuickBooks accounting practice sets consisting of realistic-looking and colorful source
documents: customer sales invoices, vendor invoices, cash receipts and disbursements, employee time sheets and
paychecks, bank statements, etc. They learn how to reconcile bank statements, prepare financial statements, and
more. In addition, students master keyboarding and ten-key at an advanced level of proficiency, and learn
professional work habits and attitudes.

Program Descriptions/Requirements/Student Assessments

The program includes course descriptions, learning objectives, course requirements and learning outcomes in
order to facilitate quality assurance and the assessment of student learning. The student’s program progress of
the required detailed above and their attendance are monitored and recorded at the end of each session.
Their grades and scores are entered into their transcript and attendance record the following day. Student
reports of progress, attendance, and grades are summarized and published at the end of each month. Copies
are distributed to the students and entered into the student’s records. Requirements for Completion: (1) 90%
or greater cumulative attendance; (2) minimum cumulative grade-point average of 75%; and (3) completion
of all exercises/practice sets; and (4) minimum 75% grade on two final exams.

Program Curriculum/Outcomes and Achievement of Objectives

The organization of syllabi, lesson plans, competency tests, and other instructional materials is used to define a
sequence for the achievement of objectives. The program is 600 clock hours: evenings Mon-Thurs, 4.5 hours per
day, mornings Tues-Thurs 6 hours per day, 18 clock hours per week. Total length is 33.3 weeks (600 clock hours +
18 clock hours per week) covering 234 calendar days and 7.7 months. Each week of instruction builds on the
accumulative knowledge and skills acquired by the previous weeks to attain the desired student educational and
occupational objectives and skills.

Program Organization

The program is organized to guide the delivery of instruction. The program should be designed to effectively guide
the delivery of instruction by following a structured framework. It is based on the institution’s assessment and
identification of the specific skills and knowledge required by the target industry or occupation. The curriculum
development is tailored to meet these needs, incorporating both theoretical and hands-on training components.
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Clear learning objectives, aligned with industry standards, are established for the program. Additionally, the
program incorporates progressive skill-building, allowing our students to start with foundational concepts and
gradually advance to more complex, hands-on tasks. Lastly, assessments methods are integrated to measure
student progress and ensure mastery of skills.

Program Directs Learning Activities/Methods of Instruction

The program is conducted by an in-class instructor who engages directly with the students and curriculum under
his or her guidance or supervision. These activities are designed to facilitate the acquisition of knowledge and
skills through direct interaction with the learning materials or required skills. These direct learning activities
include lectures, reading materials, hands-on activities, quizzes, exercises, interactive multimedia, real-world
practice, and more.

Student Program Progress Benchmarks

The program includes specific benchmarks to measure and evaluate student progress and this information is
entered into each student’s permanent record. There are two primary records that document these benchmarks:
the student transcript and the student attendance record.

Program Practice with Equipment and Materials

To develop skill proficiency, the program requires sufficient practice is provided with equipment and materials
similar to those currently used in the occupation. In order to attain their certificate, a student is required to attain
keyboard skills of 40wm and 100% accuracy, and ten-key skills of 100kmp and 100% accuracy. In addition, students
must complete all required hands-on, real-world exercises and practice sets.

Job-Related Health, Safety, and Fire Prevention

The work environment for graduates of this program will involve working in an office. Although office-related
health, safety, and fire-prevention is not critical factor in this occupation, the institution’s program orientation
lecture includes general information in this regard. The school Chief Administrative Officer is responsible for
overall policy implementation, resource allocation, and oversight of the institution’s health and safety program.
Our instructors are responsible for educating students about health and safety protocols specific to office work
environments and for referring them to the institution’s Health and Safety Manual in the media room.

Program Technology and Technical Support

The program encompasses technical knowledge and skills required in an office setting. This technical support is
provided by the instructor as part of the program. Prior to enrollment, each student must complete a Technology
Knowledge Survey in order to assess the students general computer and software skills. Based on the results of
this survey, the instructor will adjust the student’s instruction and practice according to his or her skill level. The
program also includes intensive instruction and daily hands-on keyboarding and ten-key practice, as well as
multiple computer-related exercises.

Evaluating Student Achievement

The program includes a systematic, objective, and equitable method of evaluating student achievement based on
learning objectives and required competencies. Student reports of progress, attendance, and grades are
summarized daily and at the end of each month. Copies are distributed to the students and appropriate agencies
and entered into the student’s records monthly. Requirements for Completion: (1) 90% or greater cumulative
attendance; (2) minimum cumulative grade-point average of 75%; (3) completion of all exercises/practice sets;
and (4) minimum 75% grade on two final exams.
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Instructional Plan of Academic Competencies and Occupational Skills

WEEKS 1 & 2: ORIENTATION; WORLD OF ACCOUNTING; MASTERING THE CALCULATOR; TEN-KEY-BY-TOUCH,;
BUSINESS AND MENTAL MATH; SIMPLE AND COMPOUND INTEREST

Student Orientation; School Disclosures; Student Rights; Career Goals; Health and Safety; World of Accounting;
Tools of the Trade; Ten-Key by Touch; Ten-Key Worksheets; Mastering the Calculator; Sales Tax Keys;
Sale/Cost/Margin Keys; Percentage Keys; Basic Math Review; Basic Math Quizzes; Mastering Mental Math; Mental
Math Exercises; Understanding Simple and Compound Interest.

WEEKS 3 & 4: INTRODUCTION TO ACCOUNTING; ACCOUNTING EQUATION, DEBITS AND CREDITS

Introduction to Accounting; The Accounting Equation; Introduction to Debits and Credits; Entering Debits and
Credits into General Accounts; T Accounts: A Debit and Credit Memory Tool; Transactions Using Debits and Credits
and the General Ledger; Instructor-Led Debit & Credit Worksheets; and Multiple Debit and Credit Comprehensive
Debit and Credit Practice Sets.

WEEKS 5 & 6: ACCOUNTING PRINCIPLES, CONCEPTS, PROCESS; ACCOUNTING FOR TIME, CALENDAR, DATES;
WORLD OF ACCOUNTS; THE SIX JOURNALS; GENERAL LEDGER; FINANCIAL STATEMENTS

Accounting Principles, Concepts and Process; Accounting for Time, Calendar, Dates; The World of Accounts; The
Chart of Accounts; The Six Journals; The General Ledger; The Five General Ledger Account Types; General Ledger
Account; Financial Statements; Financial Ratio Analysis; Accounting for Cash; Accounts Receivable.

WEEKS 7 & 8: ACCOUNTING FOR CASH AND ACCOUNTS RECEIVABLE

Definition, Importance, and Nature of Cash; Types of Cash and Cash Equivalents; Importance of Controlling Cash;
Cash Receipt and Disbursement journals; General Ledger Cash Account; Cash Receipt and Payment Transactions;
Petty Cash; Bank Reconciliations; Definition and Nature of Accounts Receivable; Types of Accounts Associated
with Accounts Receivable; Record Accounts Receivable Transactions into Journals and Ledgers; Calculate the Value
of Accounts Receivable.

WEEK 9: FIRST MANUAL PRACTICE SET — JS LANDSCAPING COMPANY

Read and Review Step-By-Step Instructions; Review Chart of Accounts; Set Up General Ledger;

Enter Transactions into the Six Journals Using Debits and Credits; Foot and Cross Foot the Journals to Verify the
Debits and Credits Equal; Post the Journal Total Debits and Credits to the General Ledger Accounts; Update the
General Ledger Account Balances; Prepare Trial Balance; Reconcile the Bank Account; Prepare the Balance Sheet,
Income Statement, and Financial Ratio Analysis.

WEEKS 10 & 11: INVENTORY, PREPAIDS, FIXED ASSETS, AND DEPRECIATION

Accounting for Inventory; Definition, Nature of inventory; Basic Inventory Transactions; Inventory Operating
Cycle; Three Types of Inventory; Four Methods of Valuing Inventory; Inventory Turnover Rate; Markup and Margin
Definitions; Selling Price Equation; Markdowns; Accounting for Prepaid Expenses; Definition of a Prepaid Expense;
the Prepaid Expense Worksheet; Accounting for Fixed Assets and Depreciation; Definition and Types of Fixed
Assets; Determine Cost; Definition and Purpose of Depreciation; the Four Depreciation Methods; Disposition of
fixed assets

WEEK 12: SECOND MANUAL PRACTICE SET — ANDERSON LAW FIRM

Read and Review Step-By-Step Instructions; Review Chart of Accounts; Set Up General Ledger; Enter Transactions
into the Six Journals Using Debits and Credits; Foot and Cross Foot the Journals to Verify the Debits and Credits
Equal; Post the Journal Total Debits and Credits to the General Ledger Accounts; Update the General Ledger
Account Balances; Prepare Trial Balance; Reconcile the Bank Account; Prepare the Balance Sheet, Income
Statement, and Financial Ratio Analysis.
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WEEK 13: ACCOUNTS PAYABLE, ACCRUED EXPENSES, ACCOUNTING FOR ERRORS

Accounting for Accounts Payable; Accounts Payable Concepts, Definitions, Functions, and Processes; Infinite
Variety of Suppliers, Goods, and Services Affecting the AP Process; AP Purchasing/Payment Cycle; AP Payment
Terms and Discounts; Manual AP Processing vs Computerized AP Processing; Basic Tools of An AP Clerk; Definition
of Accrued; Definition of Accrued Expenses/Liabilities; Effect of Accrued Expenses/Liabilities on Financial
Statements; Types of Accrued Expenses; Purpose and Method of Recording Accrued Expenses/Liabilities; How to
Maintain Control Over Accrued Expenses/Liabilities; Definition of an Accounting Error; How Accounting Errors
Occur; Different Types of Errors; How to Find Accounting Errors; How and When to Correct an Error.

WEEKS 14: THIRD MANUAL PRACTICE SET — ATLAS ARCHITECT

Read and Review Step-By-Step Instructions; Practice Set Includes Two Months of Activity; Complete One Full
Month Before Moving On To the Next Month; Review Chart of Accounts; Set Up General Ledger; Enter
Transactions into the Six Journals Using Debits and Credits; Foot and Cross Foot the Journals to Verify the Debits
and Credits Equal; Post the Journal Total Debits and Credits to the General Ledger Accounts; Update the General
Ledger Account Balances; Prepare Trial Balance; Reconcile the Bank Account; Prepare the Balance Sheet, Income
Statement, and Financial Ratio Analysis.

WEEK 15: ACCOUNTING FOR PAYROLL AND PAYROLL TAXES

Introduction and Overview of Payroll; Payroll History and Laws; Importance of Thorough Payroll Records;
Employee hiring procedures; Typical Payroll Processes and Procedures. Six Categories of Workers; Employees vs
Independent Contractors; Exempt vs Non-Exempt Employees; Four Categories of Exempt Employees; Payroll
Transactions; Payroll Definitions, and Records Used in Payroll Accounting; How to Calculate Regular and Overtime
Pay; Comp-time; Federal and State Tax Deductions; When Wages are Taxable; Rules for Depositing Federal and
State Payroll Tax Deposits; Payroll Tax Forms; Complete a Full Manual Payroll Practice Set

WEEKS 16: MID-TERM GENERAL JOURNAL ENTRY EXAM; KEYBOARDING AND TEN-KEY PROFICIENCY TESTING;
COMPREHENSIVE ACCOUNTING REVIEW OF PREVIOUS SECTIONS

Mid-Term General Journal Entry Exam; Keyboarding/10-Key Proficiency; Review of Accounting Principles and
Process; Chart of Accounts; Six Journals; General Ledger.

WEEKS 17: FOURTH MANUAL PRACTICE SET — FREEDOM FURNITURE STORE

Read and Review Step-By-Step Instructions; Review Chart of Accounts; Set Up General Ledger;

Enter Transactions into the Six Journals Using Debits and Credits; Foot and Cross Foot the Journals to Verify the
Debits and Credits Equal; Post the Journal Total Debits and Credits to the General Ledger Accounts; Update the
General Ledger Account Balances; Prepare Trial Balance; Reconcile the Bank Account; Prepare the Balance Sheet,
Income Statement, and Financial Ratio Analysis.

WEEKS 18 & 19: FIFTH MANUAL PRACTICE SET — BETTY’S BAKERY

Read and Review Step-By-Step Instructions; Review Chart of Accounts; Set Up General Ledger;

Enter Transactions into the Six Journals Using Debits and Credits; Foot and Cross Foot the Journals to Verify the
Debits and Credits Equal; Post the Journal Total Debits and Credits to the General Ledger Accounts; Post Individual
Customer and Vendor Debit and Credit Transactions to the AR and AP Subsidiary Ledgers; Update the General
Ledger Account Balances and AR/AP Subsidiary Account Balance; Prepare Trial Balance; Reconcile the Bank
Account; Prepare the Balance Sheet, Income Statement, and Financial Ratio Analysis.

WEEKS 20 & 21: INTRODUCTION TO QUICKBOOKS AND FIRST QUICKBOOKS ACCOUNTING PRACTICE SET - JS
LANDSCAPTING COMPANY

Introduction to QuickBooks; First QuickBooks Accounting Practice Set; Follow Step-By-Step Instructions; Create a
New Company; Set Up Chart of Accounts, Customers, Set Up Charge Item List; Set Up Vendors, Configure
QuickBooks for Manual Payroll; Set Up Employees, Enter Transactions; Prepare Trial Balance; Reconcile the Bank
Account; Prepare the Balance Sheet, Income Statement, and Financial Ratio Analysis.
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WEEKS 22 & 23: SECOND QUICKBOOKS ACCOUNTING PRACTICE SET - ANDERSON LAW FIRM

Second QuickBooks Accounting Practice; Follow Step-By-Step Instructions; Create a New Company; Set Up Chart
of Accounts, Customers, Set Up Charge Item List; Set Up Vendors, Configure QuickBooks for Manual Payroll; Set
Up Employees, Enter Transactions; Prepare Trial Balance; Reconcile the Bank Account; Prepare the Balance Sheet,
Income Statement, and Financial Ratio Analysis.

WEEKS 24 & 25: THIRD QUICKBOOKS ACCOUNTING PRACTICE SET — ATLAS ARCHITECTS

Third QuickBooks Accounting Practice; Follow Step-By-Step Instructions; Create a New Company; Set Up Chart of
Accounts, Customers, Set Up Charge Item List; Set Up Vendors, Configure QuickBooks for Manual Payroll; Set Up
Employees, Enter Transactions; Prepare Trial Balance; Reconcile the Bank Account; Prepare the Balance Sheet,
Income Statement, and Financial Ratio Analysis.

WEEKS 26 & 27: FOURTH QUICKBOOKS ACCOUNTING PRACTICE SET — FREEDOM FURNITURE STORE

Fourth QuickBooks Accounting Practice; Follow Step-By-Step Instructions; Create a New Company; Set Up Chart
of Accounts, Customers, Set Up Charge Item List; Set Up Vendors, Configure QuickBooks for Manual Payroll; Set
Up Employees, Enter Transactions; Prepare Trial Balance; Reconcile the Bank Account; Prepare the Balance Sheet,
Income Statement, and Financial Ratio Analysis.

WEEKS 28 & 29: FIFTH QUICKBOOKS ACCOUNTING PRACTICE SET — BETTYS BAKERY

Fifth QuickBooks Accounting Practice; Follow Step-By-Step Instructions; Create a New Company; Set Up Chart of
Accounts, Customers, Set Up Charge Item List; Set Up Vendors, Configure QuickBooks for Manual Payroll; Set Up
Employees, Enter Transactions; Prepare Trial Balance; Reconcile the Bank Account; Prepare the Balance Sheet,
Income Statement, and Financial Ratio Analysis.

WEEKS 30 & 31: INTERNAL CONTROL/ETHICS; CREDIT AND COLLECTION; RECORD RETENTION

Internal Control and Ethics; Definition of Internal Control; Objective of Internal Control; Review Ways to Achieve
Good Internal Control; Control Over Cash Receipts and Cash Payments; Nature of Accounting Ethics; Importance
of Credit in Business; Definition, Types and Uses of Credit; Business vs Consumer Credit; Credit Ratings, Scores,
and Rating Agencies; Government Regulation; Collection Principles; Collection Process; Fair Debt Collection
Practice Act (FDCPA); Prepare Friendly, Diplomatic Demand Collection Letters; Collection agencies and How They
Work; Skip Tracing; Credit and Collection Careers and Credit Professional, Trade Associations; Introduction and
Overview of Record Retention; A General Guide to Record Retention.

WEEKS 32 & 33: BUSINESS LAW; PREPARE COVER LETTER AND RESUME; INTERVIEWING TIPS AND TECHNIQUES;
TWO FINAL EXAMS

Business Law; Legal Structure and Nature of Business Entities; Business Entity Legal Liability; Key Elements of
Contract Law; Uniform Commercial Code; Employment Law; Other Laws Affecting Businesses; Instructions and
Practice Preparing Cover Letter and Resume; Practical Tips and Techniques on How to Ace An Interview; All-
Inclusive General Journal Entry Final Exam; Comprehensive Multiple Choice Final Exam Over the Entire Training
Program.

Administrative Assistant Program Syllabus

Course Description/Academic Competencies

Appropriate, applicable, and relevant academic competencies are integrated into this occupational program. The
program curriculum and material are covered at a basic to intermediate level. Students are not required to have
any prerequisite courses or training. The applicable academic competencies are integrated into the occupational
program. They will learn and master the practical, real-world knowledge and skills they will encounter on the job.
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The program offers job training in basic and technical office skills, as well as a variety of general and specialized
clerical duties required by every business. This includes, but is not limited to typing, ten-key, computer hardware
and software concepts, Microsoft Office suite, and good written, oral, telephone, and email communication skills.
In addition, the program will teach students how to create and maintain organized files and records, learn good
telephone habits, develop strong proofreading and editing skills for grammar and spelling, become competent in
the use of basic business math, and acquire a basic knowledge of bookkeeping. The program also covers other key
administrative assistant soft skills such as maintaining a positive attitude at work, time management, and business
etiquette.

Educational/Occupational Objectives and Skills

This training program offers a practical, real-world, hands-on learning experience for those who are seeking to
acquire the job skills required to become an administrative assistant. The role of an administrative assistant goes
beyond the traditional stereotype of a secretary. These professionals may be responsible for managing calendars,
taking meeting minutes, preparing travel arrangements and handling expense reports. The curriculum and
materials are covered at a basic level. Students will learn basic administrative assistant skills by performing the
actual hands-on, real-world, practical work they would encounter on the job.

Sequence of Instruction/Student Learning Outcomes

The program provides applicable instruction required for completion determined by desired student learning
outcomes. The proprietary curriculum consists of a mountain of training materials, including over fifty
comprehensive PowerPoint lectures and many quizzes, tests, exercises, study guides, manuals, etc. covering all
the major bookkeeping and accounting areas. Students learn real-world knowledge by working on and completing
multiple manual and QuickBooks accounting practice sets consisting of realistic-looking and colorful source
documents: customer sales invoices, vendor invoices, cash receipts and disbursements, employee time sheets and
paychecks, bank statements, etc. They learn how to reconcile bank statements, prepare financial statements, and
more. In addition, students master keyboarding and ten-key at an advanced level of proficiency, and learn
professional work habits and attitudes.

Program Descriptions/Requirements/Student Assessments

The program includes course descriptions, learning objectives, course requirements and learning outcomes in
order to facilitate quality assurance and the assessment of student learning. The student’s program progress of
the required detailed above and their attendance are monitored and recorded at the end of each session.
Their grades and scores are entered into their transcript and attendance record the following day. Student
reports of progress, attendance, and grades are summarized and published at the end of each month. Copies
are distributed to the students and entered into the student’s records. Requirements for Completion: (1) 90%
or greater cumulative attendance; (2) minimum cumulative grade-point average of 75%; and (3) completion
of all exercises/practice sets; and (4) minimum 75% grade on two final exams.

Program Curriculum/Outcomes and Achievement of Objectives

The organization of syllabi, lesson plans, competency tests, and other instructional materials is used to define a
sequence for the achievement of objectives. The program is 600 clock hours: evenings Mon-Thurs, 4.5 hours per
day, mornings Tues-Thurs 6 hours per day, 18 clock hours per week. Total length is 33.3 weeks (600 clock hours +
18 clock hours per week) covering 234 calendar days and 7.7 months. Each week of instruction builds on the
accumulative knowledge and skills acquired by the previous weeks to attain the desired student educational and
occupational objectives and skills.

Program Organization

The program is organized to guide the delivery of instruction. The program should be designed to effectively guide
the delivery of instruction by following a structured framework. It is based on the institution’s assessment and
identification of the specific skills and knowledge required by the target industry or occupation. The curriculum
development is tailored to meet these needs, incorporating both theoretical and hands-on training components.
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Clear learning objectives, aligned with industry standards, are established for the program. Additionally, the
program incorporates progressive skill-building, allowing our students to start with foundational concepts and
gradually advance to more complex, hands-on tasks. Lastly, assessments methods are integrated to measure
student progress and ensure mastery of skills.

Program Directs Learning Activities/Methods of Instruction

The program is conducted by an in-class instructor who engages directly with the students and curriculum under
his or her guidance or supervision. These activities are designed to facilitate the acquisition of knowledge and
skills through direct interaction with the learning materials or required skills. These direct learning activities
include lectures, reading materials, hands-on activities, quizzes, exercises, interactive multimedia, real-world
practice, and more.

Student Program Progress Benchmarks

The program includes specific benchmarks to measure and evaluate student progress and this information is
entered into each student’s permanent record. There are two primary records that document these benchmarks:
the student transcript and the student attendance record.

Program Practice with Equipment and Materials

To develop skill proficiency, the program requires sufficient practice is provided with equipment and materials
similar to those currently used in the occupation. In order to attain their certificate, a student is required to attain
keyboard skills of 40wm and 100% accuracy, and ten-key skills of 100kmp and 100% accuracy. In addition, students
must complete all required hands-on, real-world exercises and practice sets.

Job-Related Health, Safety, and Fire Prevention

The work environment for graduates of this program will involve working in an office. Although office-related
health, safety, and fire-prevention is not critical factor in this occupation, the institution’s program orientation
lecture includes general information in this regard. The school Chief Administrative Officer is responsible for
overall policy implementation, resource allocation, and oversight of the institution’s health and safety program.
Our instructors are responsible for educating students about health and safety protocols specific to office work
environments and for referring them to the institution’s Health and Safety Manual in the media room.

Program Technology and Technical Support

The program encompasses technical knowledge and skills required in an office setting. This technical support is
provided by the instructor as part of the program. Prior to enrollment, each student must complete a Technology
Knowledge Survey in order to assess the student’s general computer and software skills. Based on the results of
this survey, the instructor will adjust the student’s instruction and practice according to his or her skill level. The
program also includes intensive instruction and daily hands-on keyboarding and ten-key practice, as well as
multiple computer-related exercises.

Evaluating Student Achievement

The program includes a systematic, objective, and equitable method of evaluating student achievement based on
learning objectives and required competencies. Student reports of progress, attendance, and grades are
summarized daily and at the end of each month. Copies are distributed to the students and appropriate agencies
and entered into the student’s records monthly. Requirements for Completion: (1) 90% or greater cumulative
attendance; (2) minimum cumulative grade-point average of 75%; (3) completion of all exercises/practice sets;
and (4) minimum 75% grade on two final exams.
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Instructional Plan of Academic Competencies and Occupational Skills

WEEK 1: STUDENT ORIENTATION, WORLD OF ADMIN ASSISTANT, KEYBOARDING, TYPING, COMPUTER CONCEPTS,
HARDWARE, SOFTWARE, AND WINDOWS BASICS

Student Orientation; School Disclosures; Student Rights; Career Goals; World of Administrative Assistant; Tools of
Trade; Review Training Program Syllabus and Manual; Skills and Responsibili