GOVERNMENT FINANCE OFFICERSASSOCIATION OF ALABAMA
CERTIFIED GOVERNMENTAL ACCOUNTING TECHNICIAN PROGRAM

COURSE CONTENTS

CourseTitle: General Ledger Course Classification: Core

Course Objective: To familiarize the candidate with the study of ledgersin which all the assets,
liabilities, equity, revenue and expenses are posted and from which financial
statements are prepared.

Course Textbook(s):  Accounting Essentials, 2™ edition by Margolisand Harmon

Assignments

Chapter 1 Fundamental Concepts of Bookkeeping and Accounting
Definition of bookkeeping
Difference between bookkeeping and accounting entity
Bookkeeping model
Classify transactions accor ding to whether they affect assets,
liabilities, or equity
State the accounting eguation
Recognize and give example of business documents
A model of information flow

Chapter 2 Business Transactions

Recognize business transactions

Deter mine the changesto assets, liabilities, and equity asa result of business
transactions

Classify assetsinto current and long-term

Classify liabilitiesinto current and long-term

Classify transactionsinto accountsreceivable, notesreceivable,
accounts payable, and notes payable

Chapter 3 The Accounting Cycle|: From Transactionsto Trial Balance
The accounting cycle
Types of accounts
Rulesfor debits and credits
General journal
Ledgers
Trial Balances

Chapter 4 The Accounting Cyclell: Adjusting the L edger and Preparing Financial Statements
Cash basis accounting systems
Accrual basis accounting systems
Adjustments to account balances
Preparing the income statement
Preparing the owner’s capital statement
Preparing the balance sheet

Chapter 5 The Accounting Cyclelll: Closing the Books
Closing entries
Balancing and ruling accounts
Preparing a post-closing trial balance




GOVERNMENT FINANCE OFFICERSASSOCIATION OF ALABAMA

CERTIFIED GOVERNMENTAL ACCOUNTING TECHNICIAN PROGRAM

COURSE CONTENTS
CourseTitle: Fund Accounting Course Classification: Core
Course Objective: To familiarize the candidate with the process of recording financial

information that groupsresourcesinto funds based on their source and any
limitations on use.

Course Textbook(s): Essentials of Fund Accounting by Kamnikar and Kamnikar

Assignments

Chapter 1 The Government Environment
Similarities between business and gover nments
Differ ences between business and gover nments
Accountability to the citizens

Chapter 2 Fund Accounting System
Funds
Accounts
Governmental and business activities
Financial statements
Financial statement e ements

Chapter 3 Governmental Type Funds
Characteristics
M easur ement focus
Basis of accounting
Types of gover nmental funds

Chapter 4 Budgetary Accounting
Budget cycle
Budgetary accounts
Budgetary reports
Encumbrance accounting

Chapter 5 Accounting for the General Fund and Special Revenue Funds
Recording typical general fund transactions
Subsidiary ledgers
Interim statements
Common yearend adjustments
Closingentries
Yearend financial statements

Chapter 6 I nter-fund Transactions
I dentifying inter-fund transactions
Recor ding inter-fund transactions




GOVERNMENT FINANCE OFFICERSASSOCIATION OF ALABAMA

CERTIFIED GOVERNMENTAL ACCOUNTING TECHNICIAN PROGRAM

COURSE CONTENTS
CourseTitle: Pur chasing/Accounts Payable Cour se Classification: Elective
Course Objective: To familiarize the candidate with accounts and techniques used to record

and generate payment to specific companiesor individualsfor productsor
servicesthat have been purchased on credit by your entity. Accounts
payables are usually itemsthat will be paid for in lessthan one year.

Course Textbook(s):  Accounting Essentials, 2™ edition by Margolis and Har mon
Essentials of Accounts Payable by Schaeffer

Assignments

Chapter 1 Schaeffer Some Accounting and Bookkeeping Basics

Chapter 6 Margolis Purchases Journal
Cash Disbursements Journals
M aintaining accountsreceivable subsidiary ledger s
Reconciling the control account and the subsidiary ledger

Chapter 2 Schaeffer I nvoice Payment
The payment process
Matching invoices and purchase orders
Approval of invoices
Remittance advices
Blanket purchase orders

Chapter 3,4,5 Schaeffer 1ssuing and Handling Checks
Types of checks
Check signatures
Exception Handling
Preventing duplicate payments
Preventing other errors

Chapter 8& 9Margolis Internal Control of Disbursements
Definition of internal control
Control of disbursements
Voucher system
Discounts and Deductions

Other Payable Tools

Chapter 9 Margolis Master Vendor Files

Chapter 12 Margolis Electronic Data I nterchange

Chapter 13 Margolis Using the I nternet in Accounts Payable
Chapter 15 Margolis Procurement Cards

Chapter 10- 11 MargolisTravel and Entertainment Reimbur sements
Travel and entertainment process
Approval process
Advances
Reimbur sement
Agency policy statement




GOVERNMENT FINANCE OFFICERS ASSOCIATION OF ALABAMA

CERTIFIED GOVERNMENTAL ACCOUNTING TECHNICIAN PROGRAM

Course Title:

Course Objective:

Cour se Textbook(s):

Assignments

Chapter 6 Margolis

Chapter 1 Schaeffer

Chapter 2 Schaeffer

Chapter 8 Margolis

Chapter 3 & 4 Schaeffer

Chapters5,7 Schaeffer

Chapters 8, 9, 10
Schaefer

COURSE CONTENTS

Billings/Accounts Receivable Cour se Classification: Elective

To familiarize the candidate with techniques to record money that is owed
and or paid to your entity for productsor servicesthat have been rendered
by you on credit to customers.

Accounting Essentials, 2™ edition by Margolisand Harmon
Essentials of Credit, Collections, and Accounts Receivable by
Schaeffer

Accounting for Credit Sales
Thesalesjournal
The cash receiptsjournal
M aintaining accountsreceivable subsidiary ledgers
Reconciling the control account and the subsidiary ledger

Approving the Credit Application
Importance of business credit
Evaluating the creditwor thiness of customers

Billing Customers
Billing cycle
I nvoice preparation
Electronic billing

Internal Control of Receipts
Definition of internal control
Control of receipts
Check Register
Bank reconciliations
Using financial statement data to evaluate receivables

Collections
Types of collection techniques
Use of late fee
Use of collection agencies
Using financial statement data to evaluate receivables

M anaging Customer s and Receivables
Discounts and deduction issues
Customer relations

L egal Issues Involving Credt
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CERTIFIED GOVERNMENTAL ACCOUNTING TECHNICIAN PROGRAM

CourseTitle:

Cour se Objective:

Course Textbook(s):

Assignments

Chapter 9

Chapter 9

Chapter 9

Circular E

COURSE CONTENTS

Payroll Accounting Course Classification: Elective

To familiarize the candidate with detailed accounting techniques for
processing employee salaries and wages, bonuses, benefits and taxes.
This course will also familiarize the candidate with IRS rules and
regulations.

Accounting Essentials, 2"% edition by Margolis and Harmon
Circular E: Employer’s Tax Guide, Publication 15 (catalog 10000W),
Revised January 2004

Employee' s Deductions and Employe€e' s Earnings Record
Employee’ searningsrecord
Employee deductions
Employee earnings

Payroll Register and Employer’s Payroll Tax Expense
Payroll Register
Unemployment Tax
Employer’s FICA Tax

Journalizing Payr oll Expense and Salary Expense
Salary expense
Payroll tax expense

Federal and State Filing Requirements

Employer identification number

I dentifying employeesvs. independent contractors
Calendar for tax filing dates

Information reports



