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ABSTRACT

The purpose of this study was to write a high school level
accounting practice set using basic accounting procedures in the
context of the position of church treasurer.
The process of writing a practice set was studied. This process
first involves making basic decisions defining the limits of the set.
Then the tasks to generate work must be written and all necessary
materials gathered. Teaching materials such as answer keys and a
test must be written.
The practice set written for this study used basic accounting
forms supplied by the Montana Conference of Seventh-day Adventists.
The general forms and data were originated by the researcher, as were
the teaching materials.
The recommendations made at the completion of this study center
around production of the practice set. Adequate testing of the set
would need to be done. Marketing potential would need to be determined
as would the cost of production.

CHAPTER ONE
Introduction

The experience of completing a practice set in an accounting
class is valuable for the students.

It reviews and integrates the

learning that has taken place in the study of the textbook, and it
also provides motivation for the students.
Practice sets have been successful because they are based on sound
learning principles.

(Blockhus, 1980:4)

These principles are listed

in A Teaching-Learning System for Business Education (Popham,
1975:107-109) as:
1. Learning results from the learner's interaction with his or
her total environment: In a practice set the student interacts with
the set, with previously learned knowledge, and with activities in
the everyday world.
2. Learning is facilitated when the learner can associate new
behaviors with previously learned behaviors: The student can relate
previous business experiences with procedures followed in the practice
set.
3. Learning is more effective when the learner actively partici¬
pates in the learning process: Practice sets require the student to
perform and be involved.
4. Learning is more efficient when the learner has an immediate
goal to be met: The student knows the goals of the practice set
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when he begins it, and has check points along the way to help guide
his progress.
The two main advantages for a business educator to create and
implement his own practice set are to meet unique needs of students
and to achieve specific program objectives.

Other advantages are

that the teacher can control the duration, cost, and facility require¬
ments of the set.

(Sefton, 1977:20)

As part of this study a practice set for church treasurers was
prepared.

This practice set was designed to enable a student to

apply accounting principles to the financial operation of his church,
and, thereby, to help prepare him to serve as a church treasurer.
It was also intended to help meet one of the objectives of a
Seventh-day Adventist parochial high school, that being to graduate
individuals who will become actively involved in their local church
organization.

Statement of the Problem
The problem addressed in this study was the preparation of a
church treasurer's practice set for use in Seventh-day Adventist
academy accounting classes.

The materials used by S.D.A. church

treasurers were to be gathered and organized in a manner which would
be easily understood by the students using the practice set and which
would include necessary teaching aids.
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Need for the Study
There is a general lack of accounting knowledge on the part of
many church treasurers according to S. R. Barnes, Assistant Accountant
and Auditor for the Montana Conference of Seventh-day Adventists.
Each church elects its treasurer annually.

The individual chosen is

to be a faithful, tithe-paying member, but an accounting background is
not a requirement.

Thus, a person with limited, or no understanding

of accounting principles may be put in charge of handling all the
church's finances.

While the accounting procedures followed are

relatively simple, areas such as bank reconciliations often cause
problems.

(Barnes, June:1982)

Other church members also are apt to be unaware of the responsi¬
bilities of the church treasurer.

As a result they may do things

in a way that causes the treasurer to do more work than necessary.
An example of this would be writing one amount on the outside of
an offering envelope and then enclosing a different amount.
The purpose of this study was to prepare a practice set which
would help prepare students to serve as church treasurers, and would
help them become more responsible church members.

It was hoped that

the use of this practice set would make the accounting class more
meaningful and valuable to the students taking it.

It was also hoped

that this addition to the accounting class would contribute to making
the total school program valuable to it's constituency.
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Limitations of the Study
Several limitations to this study were:
1. Materials used in the practice set were limited to those used
by the Seventh-day Adventist denomination in Montana.
2. A small number of sources were contacted because similar pro¬
cedures are followed in all S.D.A. churches.
3. Testing of validity and reliability of the practice set will
need to be carried out in the future.

Definition of Terms
The following are definitions of terms used in this study.
1. Practice set/simulation: A collection of business papers and
materials written to typify those actually used in offices.

In a prac¬

tice set the work is done individually; in a simulation there is inter¬
action between students.
2. Church treasurer: An officer of the local church who is
responsible for the financial records of the church.
3. Tithe-paying member: One who pays a tithe on his income.
4. Offering envelope: An envelope in which church offerings may
be placed.
5. Conference report: A report sent to the state Conference Of¬
fice at the end of each month detailing all Conference level monies
given during the month.
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6. Conference funds: Monies collected by the local church and
sent on to the Conference Office for their distribution.
7. Local funds: Monies kept and used by the local church.
8. Loose offerings: Cash placed in the offering plate with no
designation as to who gave it.
9. Constituency: Those members belonging to and supporting a
group, in this case the Montana Conference of Seventh-day Adventist.
10.

Church auditor: A member of the Confere

regularly audits the accounting records in the local churches.

Organization of the Study
This study has been organized into the following chapters:
Chapter I includes the statement of the problem, the need for the
study, limitations of the study, definition of terms used in the study,
and the organization of the study.
Chapter II reviews literature detailing the history, trends, and
future of practice sets, the benefits of using practice sets, how to
teach with practice sets, and how to prepare a practice set.
Chapter III describes methods used to prepare the practice set.
Chapter IV presents the practice set material.
Chapter V gives the summary, conclusions and recommendations
resulting from the study.

CHAPTER TWO
Review of Literature

Introduction
Accounting principles are presented one at a time in textbooks.
This introduction is followed by the assignment of problems to give
students adequate practice so they can master the new principles.
As the accounting cycle is repeated students continue to use principles
they have studied earlier at the same time they apply new principles.
At certain points much longer problems—practice sets—are assigned.
Practice sets cover all the material presented in a group of text
chapters.

(Hanna, 1960:292)

Historically the use of business papers in accounting classes
has been common.

As textbooks have become the normal teaching medium,

the use of business papers is usually provided within practice sets
which are used periodically throughout the year.

(Hanna, 1960:292-293)

There are several advantages to using practice sets in a class.
The most valuable is to show the students how accounting principles
and techniques are integrated.

(Hanna, 1960:292)

This review of literature will cover the following areas: The
History, Trends, and Future of Practice Sets; The Benefits of Using
Practice Sets: Teaching With Practice Sets: and the Preparation of
a Practice Set.

The terms "practice set" and "simulation" are used

interchangeably throughout this paper.
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The History, Trends, and Future of Practice Sets

History
Although the wide use of practice sets as a teaching method
in American education has developed in the past two decades, the
origins of this method go back to the earliest periods of history.
One early relative of modern simulations is the Chinese War game
'Wei-hai' which originated about 3,000 B.C.

(Taylor, 1972:20)

An early version of our modern chess game is thought to be an ancient
Indian game, Chaturanga.

(Nesbitt, 1971:7)

Early in the 1700’s military experts began to utilize such methods
to train officers and to study military stratagies.

War games have

continued to be popular and have become more sophisticated with the
development of computers, but the basic attempt to simulate reality
has changed little.

(Gilliom, 1974:265-266)

Business leaders and teachers were the first to use simulations
in training and education.

In earlier bookkeeping classes it had

been common for students to work solely on practice sets.

Teachers

were often practicing bookkeepers and, since there was a lack of
textbooks and supplementary materials available, they used business
papers with which they were familiar.

(Clayton, 1968:19)

As book¬

keeping classes expanded from the private business colleges into
the high schools, group instruction became possible and textbooks
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replaced practice sets as the primary method of instruction.
1960:293)

(Hanna,

Practice sets are now used only periodically.

The first successful management game was produced in 1956 by
the American Management Association.

(Gilliom, 1974:256).

In the

early Sixties, simulations became established in the social sciences
as well as business schools and management training programs.
(Catherall, 1975:10)

Trends
Simulations are now available in nearly every subject offered
in both elementary and secondary schools.

The number of sets produced

has grown from nearly zero in the early Sixties to well into the
hundreds today.

(Gilliom, 1974:267-268)

Most accounting textbooks

currently recommend using one short practice set each semester.
(Hanna, 1960:293)
The rapid influx of simulations appears to parallel and
likely reflects several other current trends in education—the
desire to involve students more actively in the learning process,
the attempt to make learning increasingly relevant, the changing
perception of the teacher’s primary role from that of a pur¬
veyor of knowledge to that of a guide and stimulator of ideas,
the desire to add variety to curriculum, and the movement to
emphasize the development of students' skills of reflective
analysis.
(Gilliom, 1974:296)
Simulations appear to help schools meet the goals listed
above.

(Gilliom, 1974:269)
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Future
All nontraditional methods eventually cease to be nontraditional.
They either become traditional or are discarded
In the case of simulations,

(DeWar, 1981:142)

the technique appears to have enough

promise to justify its continued and regular use.

(Blaga, 1979:30)

There has not been a great deal of research concerning the educa¬
tional value of simulations and many questions remain unanswered.
For example:
1. How effectively do simulations teach?

What do they teach?

How do they teach?
2. What are the most valid techniques for measuring the effec¬
tiveness of simulations?
3. Under what conditions can simulations be conducted most
effectively?
4. What is the most promising approach to standardizing termi¬
nology in the field?
5. How well do participants in simulations transfer what they
have learned to the ’’real” world?

(Gilliom, 1974:271-272)

The Benefits of Practice Sets
Business educators seem to be in general agreement that practice
sets are a valuable tool in the accounting classroom.

"Practice sets

enable students to experience, rather than just hear or read.”
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(Blockhus, 1980:4)

Fairchild (1976:19) lists the common benefits as:

1. Realistic simulation.
papers.

Often practice sets utilize working

The use of "invoices," etc., adds realism to the process of

accounting, provides a welcome change of pace from the format used in
the regular workbook, and lets the student feel he is doing the "real
thing."
2. Theory review.
learn that skill.

Repetition of a skill is a valuable way to

A practice set uses all the theory the student has

learned and helps him see how each part integrates into the total
accounting operation.
3. Motivation.

The diversion from the regular classroom routine

combined with the packet of materials and the special working papers
usually provide the student with heightened interest in the work to be
done.
Additional benefits come from the use of practice sets.

This

method brings the student closer to an actual job situation than is
possible in most high school classes.

He can recognize that he is

acquiring marketable skills as he completes the practice set material.
The ability to select needed information from a variety of working
papers can only be attained through the use of a practice set.

The

student develops confidence and self-reliance as he applies previously
learned principles, locates and corrects errors, and works on the
project over a sustained period of time.

(Kahn, 1960:27)
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Research over the years has not been conclusive concerning the
benefits of practice sets.

C. H. Cherryholmes analyzed studies con¬

ducted prior to 1966 that related to practice sets.

He found that

more student motivation was produced but that significant differences
could not be established in learning, retention, critical thinking or
attitude change.

There seems to be no significant research since that

time to change Cherryholmes' observations.

(Gilliom, 1974:267)

The benefits of a practice set as they relate to the review of
material were researched by L. L. Gilmer.

(1968:352)

His study in¬

volved 50 accounting students who completed the first 16 chapters in
the text followed by the publisher's test.
completed by the students.

Practice sets were then

The test was repeated, with the practice

set being the only review given between the administration of the two
tests.

The following table indicates the results shown.

The median

and mean scores indicated are the number of correct answers.

The

exam consisted of 90 questions.

Median
Mean
Standard Deviation

FIRST
TIME

SECOND
TIME

67.3
66.9

72.9
72.2

10.6

11.1

The first median score of 67 was at the 50th percentile according
to the standardized results of the publisher’s test.
score of 73 was at the 70th percentile.

The second median
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This particular study, while conducted informally on a small scale,
indicates that students do understand accounting better as a result of
using a practice set.
Another study, conducted by Daniel Duarte, researched the value of
a practice set during the first year of accounting.
1967:16-17)

(Duarte,

The specific questions addressed were:

1. Do those students who have worked on a practice set understand
accounting principles and theory better than those who have not worked
on a practice set?
2. Do those students who have worked on a practice set perform
accounting work better than those who have not worked on a practice
set?
3. Do those students who have worked on a practice set recognize,
interpret, and record from business papers better than those who have
not worked on a practice set?
4. Do those students who have worked on a practice set find that
this work has changed their attitudes about accounting?
A control group and an experimental group were established.

The

control group completed Chapters 1-19 in the textbook, a practice set,
and finished with diagnostic materials.

The experimental group com¬

pleted the same chapters and diagnostic materials but did not work
the practice set.
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The diagnostic materials addressed the questions listed previously
and included a multiple-choice test, a bookkeeping project, a published
test correlated with the practice set, various business papers, and a
student appraisal form.
The results of the diagnostic materials follow:
1. A comparison of the scores on the multiple-choice test, used
to measure understanding of accounting principles, showed no difference
in the two groups.
2. The students in the control group did better than the students
in the experimental group according to the results on the accounting
project.
3. The students in the control group did much better than those
in the experimental group at recognizing, interpreting, and recording
business papers.
4. The students in the control group indicated a number of
benefits such as the connection of various accounting principles with
one another, an awareness of the importance of business papers, and a
sense of individual accomplishment along with the resulting confidence
and pride in one's own abilities.
5. The students in the experimental group were supplied a correct
practice set to use in completing the practice set test and did almost
as well as the students in the control group in analyzing a completed
practice set.
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This study indicated, as have others, that working a practice set
did not make a great difference in the students’ understanding of
accounting principles but did increase their ability to use and
interpret business papers, as well as helping them form favorable
attitudes toward their accounting work.
The result of available research would indicate that practice
sets, used with a variety of other teaching methods, are a worthwhile
addition to an accounting classroom, but that they should not be used
exclusively.

(Boocock, 1970:77)

Teaching With Practice Sets

General Guidelines
If practice sets are to provide the maximum benefit to the stu¬
dents, there are several guidelines which the teacher should observe.
The students should be motivated, the teacher should work the set, the
set should be taught, guideposts should be established, students should
have a choice of sets to work, and there should be systematic evalu¬
ation.

(Garrison, 1977:86)

Motivate students.
dents are going to be.

Garrison describes these as follows:

The teacher must be enthusiastic if the stu¬
Their interest can be built by mentioning the

coming practice set in a positive way and helping them identify the
benefits and values of a practice set.
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Work the set.

Working the set ahead of time will help the teacher

plan time schedules, spot difficult points, and answer student ques¬
tions.

If the teacher’s completed set is used for reference purposes,

rather than the key, there is a positive psychological effect on the
students.

Teach the set.
etc.

This is not the time for teachers to grade papers,

Practice sets should be thoroughly introduced.

The business

papers used should be explained, the recording of the opening entries
should be supervised, and difficult transactions should be previewed.
As the work progresses the teacher should maintain close contact with
students individually.

Establish guideposts.

While too frequent checking may somewhat

reduce a student's initiative and responsibility, it is important to
check their progress every few days.

This may be done informally or

with assigned checkpoints.

Provide a variety of sets.

Since it is easier to teach with all

the students doing the same set this may be appropriate during the
first semester practice set.

However, since students have varying

interests, it is worth the effort to give them some choice in the set
they use during the second semester.
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Evaluate systematically.

It is better to evaluate the practice

set at several points, rather than just at the completion of the work.
Grading can include meeting the checkpoints assigned, accuracy in
terms of the correctness and arrangement of the work (to be checked at
least once before the set is finished), and the test provided by the
publisher.

Teaching Approach
The teacher may choose from several approaches when using a
practice set.

Three of these are listed by Fairchild (1976:20) as:

1. Unison.

In this situation the transactions are presented to

the students by the teacher through the use of the blackboard or the
overhead projector.

The advantages are that the class is always at

the same point, questions can be answered for the whole group, and
everyone finishes at the same time.
2. Individually.

Once the set has been introduced each student

may work at his own pace.
abilities.

This allows for variations in students’

While the more capable students work ahead the teacher will

have more time to help the slower students.
3. Teams.
member teams.
in the set.

The class is divided into groups of three- or fourEach team member is assigned certain responsibilities

These responsibilities may be rotated periodically or

the entire practice set may be repeated with the jobs rotated.
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Several advantages include the necessity for cooperation between the
students, the faster students can help the slower ones, and the groups
will usually complete their sets at about the same time.
Fairchild (1976:20) conducted a study using three groups, each
following one of the above methods, as well as a group who completed
selected problems instead of a practice set.

A theory pretest was

given to each group at the beginning of the study.

Upon completion of

the sets or problems the same test was given as a posttest.

The net

increase in the mean score was nearly identical for the unison and
individual approaches.

The team approach was somewhat lower.

Those

students who worked the problems showed the greatest increase in their
scores.
While it was not measured statistically, it was noted that those
working the set individually enjoyed the practice set more than the
others.

(Fairchild, 1976:10)

Another approach which does not seem to be used is the integrated
plan which provides for different enterprises with interlocking trans¬
actions between the different companies.
books for his own firm.

Each student maintains the

(Clayton, 1968:20)

Working Outside of the Class Period
Some teachers require all work on practice sets to be done during
the class period.
prevent copying.

This is done to keep the class together and to
(Hanna, 1960:299)
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The faster student will benefit more from working a practice set
if he is allowed to proceed as rapidly as he wishes.

Upon completion

of the set his time in class can be spent helping those who are not yet
finished.

(Hanna, 1960:299)

There are several other possible ways to discover and cut down
on copying.

If a student’s work is usually messy and has mistakes but

then has a neat, correct section, copying should be checked for.

The

same should occur if a slower student suddenly catches up.
(Hanna, 1960:299) As the teacher circulates around the room he can ask
students to analyze random transactions they have completed.

If they

are copying they will be unable to do so.

As soon

(Gibbs, 1965:226)

as practice sets are completed they should be turned in so they will
not be available for ’’borrowing.”

(Dickerson, 1961:31)

The more

capable students will be less likely to share their sets if they suffer
the same penalties as the students who are discovered copying.
(Kahn, 1960:28)

Evaluation
It should be remembered that the practice set is a teaching
device, not a testing device.

It is possible to place too much empha¬

sis on the end result rather than on the means of arriving at the end.
(Clayton, 1968:20)
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Students should know from the beginning of the set how they will
be evaluated.

(Clayton, 1968:20)

Traditionally teachers have used a

combination of the audit test provided by the publisher and a grade for
neatness and accuracy.

It would be more beneficial to the student to

be graded periodically rather than just at the end of the set.

One

possibility is to give small audit tests at the end of each envelope.
Any mistakes would have to be corrected before the student proceeded
to the next envelope.

(Milam, 1979:191)

A checksheet can be utilized to grade neatness, accuracy, and
completeness.
area.

This will help speed the process of grading in this

(Gibbs, 1965:227)

Checksheets of this type can be used period¬

ically rather than just at the end of the set.
A combination of several small audit tests, a checksheet for
neatness, etc., and the company audit test should provide a satisfac¬
tory method of evaluation.

Preparation of a Practice Set
As teachers have become more familiar with practice sets they have
become more involved in creating them.

Much more is learned about

the processes being taught by this type of involvement than is learned
simply by using a prepared set.

While a great deal of time may be

required to write a practice set, there is a major advantage that the
set can be built around local problems and circumstances, and can
utilize the teacher's and the students' unique interests.
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One example of this type of set is a farm project prepared by
Wilna Swearingen in Winchester, Ohio.

Many of her students live on

farms and will remain in farming operations after they graduate from
high school.

All the business papers and transaction materials are

those used by farmers in this particular locality.

(Swearingen,

1963:349-350)
Another example of a self-designed set is one developed for a
Personal Use Bookkeeping class at Bristol Central High School in
Connecticut.

In this instance the author, John T. Jemes, felt the

commercially prepared practice sets available did not meet the needs
of the low-achieving students making up the majority of this class.
Again, the business papers used were gathered from local sources and
the transactions involved dealt with businesss operations in the local
community.

(Jemes, 1977:49)

A different type of "do-it-yourself” practice set is suggested by
M. Z. Greco.

(1962:279)

Within the first few chapters of the text

each student is given a folder containing a journal and a ledger.
These materials may be purchased locally or prepared by the teacher.
At the beginning of each class period the students are given one or
two transactions to handle as the teacher is taking record.

The

transactions can be related to businesses the students are familiar
with.

As the class progresses through the text, financial papers,

special journals, etc., can be added.

Once a month the books are
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closed and reports are made.

In this way the original practice set

becomes a year's project.
In a lecture titled "How to Write Your Own Simulation," Freer
gave eight steps to follow in writing an office simulation.
1974:15)
tice set.

(Freer,

Most of these steps would be followed in preparing any prac¬
They are:

1. Determine the time to devote.
2. Determine the type of business to be operated.
3. Determine the positions to be used.
4. Develop the tasks to be included.
5. Develop a master schedule showing the flow of work.
6. Develop an employee's handbook.
7. Establish contingency jobs.
8. Establish evaluation procedures.
Another guide that could be used in developing a simulation is the
following list prepared by Elsie Donnel (1979:88-89):
1. Initial planning: scope of the simulation, company product
or service, limits of the simulation (time periods, size of class,
skills, positions to be filled).
2. Preparation of the simulation: introduction, objectives,
transactions, evaluation procedures, remedial units or special pro¬
jects, pretests, posttests, keys.
3. Materials for the students: orientation, supplies.
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4.

Test simulation before student use: determine if stated

objectives have been met, work through the units of transactions, be
sure directions are clear and activities are realistic without too much
repetition, assess evaluation materials.
Help in the construction of a practice set can come from many
sources.

Several possibilities are your own work experience and your

professional background, your advisory committee, other business
educators, and former students.

(Sefton, 1977:21)

Summary
The use of practice sets has become a common teaching method in
the past twenty-five years.

Bookkeeping originally used this method

extensively as most bookkeeping teachers had been bookkeepers.
Other methods have become common, and now most accounting classes use
one or two practice sets each year.
There is no one type of activity or teaching approach that
appeals to everyone; therefore, classes should incorporate a variety
of teaching skills.

This, combined with the trend to use more realis¬

tic activities in the classroom, indicates the value of practice sets
and assures them a place in today's accounting classes.
When a practice set is used the teacher must be involved with the
class rather than letting them proceed

unsupervised.

The teacher’s

enthusiasm and availability will enhance the students’ interest.
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While many commercially prepared sets are available, teacher-made
sets can often meet more closely the needs of particular groups of
students and this approach should be considered.
Help may be derived from the teacher’s own background as well as
from other people.

Preparation of a list of steps to follow can be

helpful and should include initial planning concerning areas such as
the type of company desired and the time length involved; preparation
of the actual materials, and testing of the set before it is used in
a classroom situation.
The value of practice sets in accounting classes has been estab¬
lished over the years, and this value can be expanded by the prepara¬
tion of a set using materials familiar to the students.

CHAPTER THREE
Procedures

The purpose of this study was to write an accounting practice
set which would help students prepare to be church treasurers.

It

was the investigator's desire that the use of this practice set would
produce individuals qualified to apply accounting procedures to the
handling of church finances.
The purposes of this chapter were to:
1. describe the sources of data and materials for the practice
set,
2. describe the procedures followed in the preparation of the
practice set, and
3. describe the procedures followed to review the accuracy
of the materials, methods, and transactions used in the practice set.

Sources of Data and Material
Data and materials used in the preparation of the practice set
were gathered from the following sources:
1. the current auditor of the Montana Conference of
Seventh-day Adventists,
2. current S.D.A. church treasurers, and
3. this researcher's experience as an accounting teacher and
assistant church treasurer.
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Construction of the Practice Set
The following steps were used as guides in the preparation of
the practice set.

These were compiled from guidelines presented by

Cindy Sefton in the Ohio Business Teacher (1977:22), and by Elsie
Donnell in Alternative Learning Styles in Business Education
(1979:88,89).
1. Decide the number of class periods to be used for the prac¬
tice set.
2. Decide the type of company to be operated.
3. Assign a name to the company.
4. Compose a brief company manual which includes an organiza¬
tional chart.
5. Determine the job title and write a detailed job description
for the job.
6. Develop specific tasks to generate work.
7. Develop non-routine incidents.
8. Acquire the necessary forms by duplication or purchase.
9. Set up a filing system.
10.

Create an evaluation instrument.

In addition to the above list, teaching materials were also
written.
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Analysis of the Practice Set
Upon completion of the practice set it was analyzed to determine
that the materials were realistic and were properly integrated, that
the directions were clear, and that the teaching materials were welldeveloped .
Those who reviewed the practice set were:
1. the auditor of the Montana Conference of Seventh-day
Adventists,
2. members of BUED 524: Research in Business Education
offered at Montana State University during the summer quarter of
1982, and
3. high school students who had previously completed one year
of accounting instruction.

CHAPTER FOUR
Presentation of Data

The purpose of this chapter is to present the church treasurer’s
practice set written as a part of this study.
The first section is the students’ portion of the set.
included in pages 28 through 78.
includes job instructions.
plete the work.

It is

There is a general introduction which

Following that are the forms needed to com¬

After the general forms are the individual envelopes

containing instruction sheets and the actual transactions.

The last

item is the file envelope.
The second section, beginning on page 79, includes the teacher's
materials, a test, and the answer keys.
For purposes of this study many of the materials in the practice
set were reduced and, in some cases, multiple copies were put on one
page to reduce repetition.

In an actual set these items would

appear singly.
Carbon copies and carbon paper were omitted from this study for
ease in presentation but would be included in an actual set.
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INTRODUCTION

This set contains the transactions and business papers used
in a small church during a one month period.

As the church

treasurer you will handle these items.
Check to be sure the following items are included in your
packet:
A envelopes, labeled 1-4
1 file envelope
2 white and 2 yellow journal sheets with carbon paper
1 white and 1 yellow conference report forms
1 checkbook
1 bank statement
1 sheet of returned checks
1 bank reconciliation form
2 sheets of receipts
4 deposit slips
NOTE: There are four numbered envelopes—do them in order.
Leave the papers in each envelope until they are needed.
As you complete a transaction, file the papers.

When one

envelope is completed proceed to the next one.
Detailed job instructions are given with this Introduction.
Read them now; refer to them as needed.
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JOB INSTRUCTIONS

WEEKLY
Receipting
1. Count each loose offering and prepare an envelope for
them. There must be an envelope for all monies received.
If there are checks included in the loose offering an
envelope must be made out for each of them.
2. Be sure the total of the individual amounts on the en¬
velope equals the total shown on the envelope. If it does
not, count the money enclosed to see which is correct.
3. Open each envelope; be sure the enclosed money equals
what is written on the envelope. If it does not, you must
contact the individual to see which number he intended to
use. If the envelope amounts are not filled out you must
do it. Use information given on the check or, if none is
available, you must contact the person.
4. Total all the money and total all the envelopes.
These two numbers must equal.
5. Alphabetize the envelopes and write individual receipts
from them. Put the receipt number on the offering envelope.
6. Total the receipts. This number must agree with the
money and envelope totals found in Instruction Number 4.
7. Prepare the deposit slip, being sure to endorse all
checks. The total deposit must equal the money, envelopes
and receipt totals.
8. Make the deposit and enter it in your check register.
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Journalizing Receipts
1. At the beginning of each sheet enter the church name,
month ending date, and sheet number. Be sure carbon is in
place.
2. Enter beginning balances—be sure they balance AFTER
they are entered.
3. Enter in numerical order, using the receipt number,
the information on the tithe envelopes.
a. Fill in Section 1

(Date, Marne, Receipt Mumber, and

Total on Hand—Checking.)
b. Fill in Section 2 (Conference Funds).

Put in the

Total Conference Offering and then enter the individual
amounts.

If there is not a special column for a particu¬

lar entry, put it in the miscellaneous column and enter
the name in the column to the right.

Total the indi¬

vidual entries to be sure they equal the Total Conference
Funds.
c. Fill in Section 3 (Local Funds).

Follow the same

procedure as you did for Conference Funds.
d. Verify that Total Conference Funds and Total Church
Funds equal Total on Hand.
A.

Place a check on the envelope to show that it has been

journalized.
5.

Foot (total in small numbers) each column.

DO MOT

include the numbers included on Line 1, Balance Brought
Forward. Be sure the totals of the individual church columns
equal the Total Conference Funds, and that the total of
Total Church Funds and Total Conference Funds equal the Total
on Hand.
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6.

When Lines 2-34 are filled (or earlier if there is not

room to enter a complete week on the current sheet), enter
the totals on Line 5, Balance of Footings Forward. DO NOT
include the numbers included on Line 1, Balance Brought
Forward.
sheet.

Carry these figures forward to Line 1 on the next
Be sure they balance AFTER they are entered.

Paying Bills
1. Bills are paid as they are received, after checking to
be sure they are correct.
register.

Be sure to complete the check

There must be an invoice, receipt, or check

voucher for all checks written.
2. Write the check number on the invoice, receipt, or
voucher, and then file it numerically by check number with
the lowest number in back.
3. Do not journalize disbursements (payments) until the
end of the month.

MONTHLY
Completing the Journal
1.

Add the total receipts for the month and enter those

totals on Line 35.

DO NOT include the Balance Brought Forwrd

from the beginning of the month.

Be sure Line 35 balances.

Also check to be sure the total bank deposits for the month
equal Line 35.
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2. Pay any bills that are due at the end of the month
including a check to the Conference for the Total Conference
Funds. This mill be sent with the Conference Report.
3. Enter all disbursements for the month, including bank
charges, in the Disbursements Section. Be sure individual
entries equal the totals.
4. Add the Total Disbursements and enter them on Line 8 of
the Disbursements Section. Be sure this line balances.
5. Add the Balance Brought Forward at the beginning of the
month to the Total Receipts for Month. Next, subtract the
Total Disbursements for Month. Enter these totals on Line
5, Balance of Footings Forward. All Conference Funds should
have a zero balance. The total of the individual Church
Funds should equal the Total Church Funds and the Total on
Hand as well as matching your checkbook balance.
Conference Report
1. Fill out the Heading and "This Month" section of the
Conference Report using the information at the end of the
journal. The Total Reimbursed should equal the amount of the
check written to the Conference earlier. The Total Pre¬
viously Reported and Total Year to Date do not need to be
completed. Date and sign the form.
2. Send the white copy of the Conference Report, the yellow
journal sheets, and the Conference check to the Conference
office.
Bank Reconciliation
1. If your bank returns your cancelled checks with your
bank statement you should compare the amounts on the checks
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with those listed on the statement, placing a check beside
each correct entry on the statement.
2. Follow the same procedure for the deposits.

All entries

on the statement must be checked.
3. Arrange the cancelled checks in numerical order.

Com¬

pare each check to the corresponding entry in the check
register.

When the amounts agree place a checkmark in the

register.

Any checks that have been written but not pro¬

cessed by the bank are outstanding checks.
4. Follow the same procedure for deposits.

Any deposits

made but not processed are outstanding deposits.
5. If there are errors in the check register they should be
corrected following the last entry in the register.
6. Enter the Service Charge and any other charges shown on
the bank statement into the check register.
7. Complete the Bank Reconciliation Form.
a. Enter the checkbook balance.
b. Enter the statement balance.
c. Add the total outstanding deposits to the statement
balance.
d. Subtract all the outstanding checks from the balance
found in letter c.

This number should equal the check¬

book balance in letter a.
8. If the reconciliation does not balance, recheck all the
preceding steps.

Especially be sure all checks, deposits,

and bank charges have been correctly recorded in the check
register.

Then recheck all addition and subtraction in the

check register and on the Bank Reconciliation Form.

35

CHECKBOOK
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nixit u

SUM TO DEDUCT ANY KI CHCCK CHAKXS O*

s»vtc( otMOts

THAT MAY AFFIY TO YOUI ACCOUNT
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NO.

HIGHLAND VIEW SDA CHURCH

aa-ea

3641 Jefferson Drive
Smithville, PIT 56302

DATE

HIGHLAND VIEW SDA CHURCH
3641 Jefferson Drive
Smithville, WT 56302

Yrflf

19

NO.

3 2-a 8
DATE

HIGHLAND VIEW 50A CHURCH
3641 Jefferson Drive
Smithville, NT 56302

1138

19

NO.
32-88

DATE

HIGHLAND VIEW SDA CHURCH
3641 Jefferson Drive
Smithville, NT 56302

1135

19

NO.
32-88

DATE

• 1S o

19

NO.

HIGHLAND VIEW SDA CHURCH
3641 Jefferson Drive
Smithville, NT 56302

32-88

DATE

liSS

19

NO.

HIGHLAND VIEW SDA CHURCH
3641 Jefferson Drive •
Smithville, NT 56302

DATE

32-88
1135

19

NO.

HIGHLAND VIEW SDA CHURCH
3641 Jefferson Drive
Smithville, NT 56302

32-ea

DATE

HIGHLAND VIEW SDA CHURCH
3641 Jefferson Drive
Smithville, NT 56302

if Jo

19

NO.
DATE

HIGHLAND VIEW SDA CHURCH
3641 Jefferson Drive
Smithville, NT 56302

HIGHLAND VIEW SDA CHURCH
3641 Jefferson Drive
Smithville, NT 56302

32-88
1135

19

NO.
32-88

DATE

1135

19

NO.
DATE

19

32-88
Tl35

PAY TO THE
ORDER OF

me M piucm arr ON.Y

3b61"2m2-«'

TREASURER

DOLLARS

38

19

CHURCH TREASURER'S RECEIPT

CHURCH TREASUROrS RECEIPT

CHUtCH TKASUHrS HCUFT

...

NO.

NO.

NO.

INGATHERING

INGATHERING

CHURCH

ncAsumrs nctirr

CHURCH TRSASURflTS

NO.

19

CHURCH TREASURER'S RSCSVT

NO.

NO.

INGATHERING

CHUtCH TRIAS UKit'S HCUPT

w

CHURCH TREASURER'S RECEIPT

NO.

CHURCH TREASURER'S RECEITT

19

CHURCH TREASURERS RECEIPT

NO.

.9

CHURCH TREASURERS RECEIPT

NO.

NO.

CHURCH TREASURER'S RECEIPT

NO.

i»

INGATHERING

NO.

RMGATHERRvIG

CHURCH TREASURER'S RSCSVT

CHURCH TREASURERS RECEVT

NO.

...

\

CHURCH TREASURER’S RECEIPT

NO.

NO.

TITHE

I
1

JNCATHERJNG

1

MISSIONS

1

SAMATH SCHOOL

i

i

I3.A SABBATH
INVESTMENT

i

BIRTHDAY - THANK

:

ANNUAL SACRIFICE OFF.

I
!
!

CONFERENCE EVANGELISM
CONFERENCE DEVELOPMENT

j
1
IOTAI CONf fM Mi

»

M»f.fi*.

!
i\

COMBINED BUDGET
CHURCH EXPENSE

1

1

CHURCH SCHOOl

r

LAY ACTTVITJCS

1

SA06ATH SCHOOl EXPENSE
• ul.OiNG FUND
WELFARE FUND

TOIAl CHURCH I UNIiS
TOTAl AMOUNT Pf *

CJUKn mjMJMX

I

CMZR

IttAlUMA

CMU9CH WAMU
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NO.

NO.

NO.

CMUSCH TSf Asumrs RSdlfT

CHUtCH TtlASUKCrs MCtlTT

CHUtCH TIIASUKrS MCUPT

.NO.

NO.

19

CHUtCH TttASUttrS ItCflft

CHUtCH TMASUtft'S ttCSin

CHUtCH THAIUKrS HCZJPT

NO.

INGATHERING

CHUtCH THASUKrS UCUTt

CHUtCH rtcAsuters tcctm

NO.

CHUtCH

TttASUISrS HCCIPT

NO.

NO.

INGATHERING

CHUtCH recAsuttrs ttctrt

CHUtCH TMASUtETS MCtIPT

NO.

CHUtCH TMASuttrs ttctrr

NO.

if

NO.

P

INGATHERING

CHUtCH TREASUtCrS MCWT

CHUtCH TMASUttrS ttCttfT

NO.

CHUtCH TttASUttrS RECEIPT

NO.

NO.

FROM

|

I«| M'l •; (>

A\

\ 'i'.i

T

TITHE
INGATHERING

\
1

NGATM£IHNG
MiSSKDNS

SAR8ATH SCHOCH.

»
I

SABBATH SCHOOL

L
1

13Ht SABBATH
INVESTMENT
BIRTHDAY ■ THANK

1

I
i

BIRTHDAY • THANK

ANNUAL SACRIFICE OFF

ANNUAL SACRIFICE OFF.

CONFERENCE EVANGELISM

CONFERENCE EVANGELISM

CONFERENCE DEVELOPMENT

CONFERENCE DEVELOPMENT

»
-i .
i
i
»
i

miuwmar

n Oi
mr.cr i
COMBINED
BUDGET

i
!
i
|

m22^22S3B3CD3B2B
COMBINED BUDGET

CHURCH EXPENSE

CHURCH EXPENSE

i

•

CHURCH SCHOOL

CHURCH SCHOOL
LAY ACTIVITIES

1

!

LAY ACTIVITIES

i

!

SABBATH SCHOOL EXPENSE

SABBATH SCHOOL EXPENSE

BUILDING FUND

BOILDING FUND

WELFARE FUND

WtlPARE FUND

1
1
i
*

TOlAl CMUfcCH JUNDS

TOTAL CHURCH 1 UNITS

IOTAI AMOtiNI PfC O

TOTAl AMOUNT t'T Y

CHUKH mAtuuj

|
-

|

;

1

i

i

|

..
CNUBCH

IMAtcaU

CHUKn ratASuOA
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DEFOSITEO WITH

FOR THE ACCOUNT OF

DATE

ACCOUNT NU MBER

PLEASE LIST EACH CHECK SEP¬
ARATELY AND ENDORSE ALL

DOLLARS

CURRENCY
COIN
CHECKS

DEPOSIT TOTAL

ORIGINAL — BANK

CENTS
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DEPOSITED WITH

ESS

FOR THE ACCOUNT OF

DATE

ACCOUNT NUMBER

PLEASE LIST EACH CHECK SEP¬
ARATELY AND ENDORSE ALL

DOLLARS

CURRENCY
COIN
CHECKS

DEPOSIT TOTAL

ORIGINAL — BANK

CENTS
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DEPOSITED WITH

FOR THE ACCOUNT OF

DATE

ACCOUNT NU MBER
19

PLEASE LIST EACH CHECK SEP¬
ARATELY AND ENDORSE ALL

DOLLARS

CURRENCY
COIN
CHECKS

DEPOSIT TOTAL

ORIGINAL — BANK

CENTS
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DEPOSITED WITH

FOR THE ACCOUNT OF

DATE

ACCOUNT NUMBER
19

PLEASE LIST EACH CHECK SEP¬
ARATELY AND ENDORSE ALL

DOLLARS

CURRENCY
COIN
CHECKS

DEPOSIT TOTAL

ORIGINAL — BANK

CENTS

BANK STATEMENT

HIGHLAND VIEW SDA CHURCH
3b41 Jefferson Drive
Smithville-. HI Sb302

3tfil"E142-«*

Trust and
Savings Bank
ME SUBTRACTED
DATE

YOUR BALANCE MAS
NO

3/ES/—

e

?bflE. in

h

WE ADDED
SERVICE CHARGE
NO

CHECKS

aaEi-bT

b.eo

CHECKS

DATE

DEPOSITS

a7oe.fi?

4

DEPOSITS

PRESENT BALANCE

6ilS7.fla
BALANCE

e/et

63.4b

75^.44

e/e?

4b-=12

7552.52

3/1

?4clb. 41

354b.=53

3b03-04

3/fl

2230.51

5633-5 5

3/15

IS'fl.bfl

7433-23

1325.75

0bAT.n3

3/ee

b'l.'IS

3/24

24.T5 SOO-OO

aib4.nfl

3/es

b-eosc

6157.fifi

Please notifv bank immediately of any change of address. The account
will be considered correct if errors are not reported immediately.

Symbol code
SC

Strvic* Charge

OD

Overdrawn Account

SP

Stop Payment

EC

Error Correction

§

YJ
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^5
Ni

O #

^ §6
if!
zu
9
Ui

N

X5

a §E

M • •

I:I

su
3
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BANK

RECONCILIATION

FORM

1
1
1
1

2.

Enter current balance shown on this
statement in this space.

3.

Enter total of all deposits which
do not appear on this statement (3A).

4.

Total Lines 2 and 3.

5,

Enter total of all checks which
you have written but have not yet
been returned to you (5A).

-

Subtract Line 5 from Line 4. This
should equal your checkbook balance
shown on Line 1.

=

1

6.

5A

3A
CHECK NO.

TOTAL

1
1
i
1
1
1
1
1
1
1
1
1
1
1
1

+

AMOUNT
1
l
1
1
i
i
i
i
1
i
i
l
l
i
l
i
l
l
i

CHECK NO.

TOTAL

AMOUNT
i
i
l
i
f
1
i
i
i
i
!
1
f
1
i
1
1
1
1

Church TrvMuWt Record (or

Church Treasurer
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Month Ending

1>

_

_ _ _ 8h—t Ho.

48

Church Treasurer

49

50
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LOCAL CHURCH FUNDS REPORT TO LOCAL CONFERENCE
Church for Month Ending
Total Previously
Reported

This Month
Amount Total

Name of Fund

—

TITHE
WORLD MISSION FUND
Sabbath School—12 Sabbaths
Sabbath School—13th Sabbath
Investment
Birthday-Thank
Total Sabbath School Offerings
Annual Sacrifice
Mid-Summer
Missions Extension
Missions Miscellaneous
Spring Missions Advance
Total World Mission Fund Incl. SS

Total Year
to Date
......

'

,

OTHER OFFERINGS:
Ingathering—Member Donations
Ingathering—Nonmember Donations
Total Ingathering
Andrews University
Christian Record
Faith for Today
Loma Linda University
Oakwood College
Voice of Prophecy
Disaster & Famine Relief
Inner City
North American Missions
Religious Liberty
Servicemen's Fund
Temperance

f
!l

ii

i
»
L

I

Total Other Offerings Incl Ingathering
SPECIFIC DONATIONS:

i_

Total Specific Donations
j

CONFERENCE FUNDS:
Church School Salary
!
!
I

i!
Total Conference Funds
TOTAL REMITTANCE TO LOCAL CONFERENCE

Date Submitted

—

!

I
|
|

I
|
|

Signature of Church Treasurer
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INSTRUCTION SHEET 1

1. Check to be sure the following items are in this
envelope: 11 tithe envelopes, 2 invoices.
BE SURE TO REFER TO THE JOB INSTRUCTIONS AS YOU PROCEED!
2. (March 5)
Mari Gooding.

Pay the invoices to Custom Builders and

3. (March 7) Receipt the offerings for this week. Begin
numbering the receipts with #2018. The loose offering has
already been placed in an envelope for you.
A. Journalize the offerings. The number of your first
journal sheet is #72. The beginning balances to be entered
on Line 1 are:
Total on Hand - Savings
Total on Hand - Checking
Total Church Funds
Church Budget

$3516.08
3A10.A9
6926.57
1968.09

Church Expense
Church School
S. School Expense
Lay Activities

211.38
A59.86
191.16
62.91

Adventist Youth
Community Services
Building Fund

A8.0A
82.69
3902.AA
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BANK
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DATE ^?*A^X 6
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A^rvru^
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"0_j2aZ££l
DATE Jgg

•ftW
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s£f*-

dmaf

OwFch

tMt

D«t« 1^.

TTTMI
AMD Of FIRINGS Of LOVf TO OOO
CONFEAf NCI FUNDS
Tltf* (10H of locomoj
ing«(*«'tng — moFnbof
infl«fh*F*«g — ooMcuod
MiM»on«
School - rogwlor
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Wrv**tmo«l
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Owreh Exponoo
Church School
Lay ActiviltM
SatKMtn School ExponM
Bw*K^n« Fund
Community
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MOMOM CowMxww of iomiOKOoy »» inNiN
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INSTRUCTION SHEET 2

1. Check to be sure the following items are in this
envelope: 13 tithe envelopes.
2. (March 14)

Receipt the offerings for this week.

3. Journalize the offerings.

When you are done there will

not be room for another week to be entered on this page;
follow the instructions for carrying your balances forward.
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INSTRUCTION SHEET 3

1. Check to be sure the following items are in this
envelope: 10 tithe envelopes, 2 invoices.
2. (March 18)

Pay the invoices to Baker Organ and Jacklin

Insurance.
3. (March 21)

Receipt the offerings for this week.

4. Journalize the offerings.
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BAKER ORGANS
318 Broadway
Smithvllle, Montana
418-6982

TO:

V^a^Wrvd

SDft

Smvttkuil/c,
ITEM

AMOUNT

CW/v repau'
Kx ot 3S00per kr

TOTAL

lO.co

70.00

Data "TAgrck I'ljiq-- MVOICE
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JACKLIN INSURANCE
ASSOCIATES
3642 Madison
Celina, MT
415-6384
NOTICE

TO:

OF

PREMIUM

DUE

Highland View SPA Church
3bj4l Jefferson Drive
Smithvillei MT SbBOa
DUE DATE

POLICY NO.

FOR

AMOUNT

j

354-3270

4

FIRE INS.
375 bo
*i- 1 Year
•
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INSTRUCTION SHEET A

1. Check to be sure the following items are in this
envelope: 9 tithe envelopes, 1 invoice.
2. (March 28)

Receipt the offerings for this week.

3. Journalize the offerings.
4. Pay the invoice to Central Gas.
5. Complete the journal for the month.
6. Fill out the Conference Report.
7. Complete the Bank Reconciliation Form
8. Turn the completed set in to your instructor.
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CENTRAL GAS and ELECTRIC COMPANY
29 Sunlght Blvd. 3mtthvill«, MT
415-3894

ROGRESS

JQ

DATE OF BILL

3/35/—

ACCOUNT NO.

Hffiliiflk

DATE DUE

M/1S/—

Highland View
3tm Jefferson Dr.
Smithville-, nT 5^303

Acc't No.:
Date:
Due:

Mfie1343b
3/35/—
4/15/—

Please return this stub

FROM

3/35/—

TO

3/35/—

USED

DUE

37

fi3
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t
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.
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,}
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HIGHLAND
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Seventh-day Adventist
Church

Janet S. Ivey
Bozeman, Montana
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The purpose of this practice set is twofold.

First,

it is to introduce the student to the basic procedures
followed by church treasurers so he will be prepared to serv/e
in that capacity.
Secondly, by knowing the procedures followed in the
handling of church finances he will be a more knowledgeable
church member.
Four areas are covered in this practice set.

They

are: receipting and journalizing of offerings; payment of
invoices; end-of-month work;and maintenance of a checking
account.
The set is designed to be completed in ten hours.
After the practice set test has been administered, please
DO IMOT allow students to keep the sets.
Objectives
After successfully completing this set the student
will be able to:
1. Receipt weekly offerings
2. Journalize weekly offerings
3. Maintain a checking account
4. Reconcile a bank statement
5. Complete the journal
6. Prepare a Conference Report Form

81

2

Teaching Suggestions
The following are general suggestions that will con¬
tribute to the success of this practice set.
1. Motivate the students.

The teacher must be enthusi¬

astic if the students are going to be.
2. Work the set.

Working the set ahead of time will

acquaint the teacher with the procedures followed and
will help him spot areas that may be difficult for
his class.

The completed set may then be used for

reference rather than using the key.

This has a posi¬

tive psychological effect on the student.
3. Teach the set.

The set should be introduced and

the procedures explained when the set is started.
Circulating among the students daily will help in
assessing how each one is progressing.
A.

Evaluation.

It is better to evaluate the set at

several points, rather than just after it is completed.
You may wish to check their weekly footings, for
example.

There is an objective test included with this

manual for use after the set is completed.

Neatness,

correct form, etc., also may be graded.
Possible Problem Areas
Depending on the background of the students instruction
may be needed on writing checks, filling out deposit slips,
and recording in the check register.
In the envelopes for the second week an

envelope and

check from Mari Gooding differ—the addition on the envelope
is incorrect.
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In the fourth week an envelope and check from K.
Morgan differ—the check is correct.
Enrichment Activities
1. Possible guest speakers that might utilized with this
set are: a local church treasurer explaining his respon¬
sibilities and/or the Auditor or Accountant from the
local Conference Office explaining how the money is
handled once it reaches the Conference Office.
2. You might expand the set to include study of the
stewardship responsibilities of individual church mem¬
bers.

This could include outside reading, class dis¬

cussion, and a pastor or the Conference Trust Officer
speaking on this area.
3. Banking procedures could be thoroughly explored and
could involve a speaker from a bank and a field trip
to tour a bank.
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/
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LOCAL CHURCH FUNDS REFORT TO LOCAL CONFERENCE
Church

Name of Fund

V'CLCI

for Month Ending

This Month
Amount Total

TITHE

3 T l'?

WORLD MISSION FUND:
Sabbath School—12 Sabbaths
Sabbath School—13th Sabbath
Investment
Birthday-Thank
Total Sabbath School Offerings
Annual Sacrifice
Mid-Summer
Missions Extension
Missions Miscellaneous
Spring Missions Advance
Total World Mission Fund Incl. SS
OTHER OFFERINGS:
Ingathering—Member Donations
Ingathering—Nonmember Donations
Total Ingathering
Andrews University
Christian Record
Faith for Today
Loma Linda University
Oakwood College
Voice of Prophecy
Disaster & Famine Relief
Inner City
North American Missions
Religious Liberty
Servicemen's Fund
Temperance

n

3
l 0
3t
I
3LZ0

A^A-rck ,

Total Previously
Reported

~~

Total Year fl
to Date O

7*

*1
PP
QQ
QQ
3*1

la H OP
3V S'!
3l 5
(a I

00

00

Total Other Offerings Ind. Ingathering
SPECIFIC DONATIONS:

MEA

I 1 I

fuA+K ^or

TOtctK

fcxioor

Lwrr^p

ioi
LX
SQ .TP

Total Specific Donations
CONFERENCE FUNDS:
Church School Salary
Cor\ £ £von\Ae.riS"'v
Can*. De-u.

ass

IS l

Total Conference Funds

3-3^—

Date Submitted

hki

3AI
M'l ie3

TOTAL REMITTANCE TO LOCAL CONFERENCE

^

10

30
21

nn

Signature of Church Treasurer
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BANK

RECONCILIATION

FORM

1
8 1 57 | 83
1
1

2.

Enter current balance shown on this
statement in this space.

3.

Enter total of all deposits which
do not appear on this statement (3A).

+
i

4.
5.

6.

=

Total Lines 2 and 3.

l
1

Enter total of all checks which
you have written but have not yet
been returned to you (5A).

-

Subtract Line 5 from Line 4. This
should equal your checkbook balance
shown on Line 1.

-

1

5A

3A
AMOUNT
3/2-9

CHECK NO.

i aM'i
1
1
1
1
1
1
1
1
1
1
1
1
1
1

TOTAL

5 ckbO\
1 ..
1

4Ic5

\ile

\ 3-S'3
I2.ST4

ia.sk

AMOUNT

\5 \00
\oo
315 \00
37! 81
47t3!o<J
“to

!
1

1
i

j
TOTAL

52lo0\8<o
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NAME
PRACTICE SET TEST

Bank Reconciliation
1. How many outstanding deposits were there?
2. liihat was the total of the outstanding
checks?
3. What was the balance of Line 6 on the
Bank Reconciliation Form?
Checkbook
4. What amount was check #1252 made out for?
5. Who was check #1255 made out to?
6. What was the final balance in your check
register?
7. What was the amount of the deposit
made between March 7 and 12?
8. What was the amount of the Service Charge?
Receipts
9. Who was Receipt #1514 made out to?
10. What was the first receipt # used
when recording the offerings for the
second week?
Journal
11. What was the total amount disbursed
during March?
12. What was the total amount disbursed
from the Building Fund during March?

92

2
13. What were your journal footings on March 20
for the following accounts.
Total on Hand—Checking
Total Conference Funds
Tithe
Ingathering - Member
Ingathering - Non-Member
Conference Evangelism
Total Church Funds
Church School
Building Fund
14. What were your footings for Church Budget
on the following dates.
March

7

March

14

March 21
March 28
Local Church Funds
15. What is the Total on Hand at the end
of the month.
Savings?
Checking?
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3
16. Uhat amounts remained in the following
accounts at the end of the month.
Total Church Funds
Church Budget
Church Expense
Church School
5. School Expense
Lay Activities
Adventist Youth
Community Services
Building Fund
Conference Funds
17. What amounts were sent to the
Conference Office for the following
accounts.
Tithe
Sabbath School - 12 Sabbaths
- 13th Sabbath
Investment
Birthday-Thank
Missions Miscellaneous
Spring Mission Advance
Ingathering - Member
Mount Ellis Academy
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A
Faith for Today
Youth Camp
Conference Evangelism
Conference Development
18. What was the total remitted to the
Conference Office?

50 points possible
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TEST KEY

.

1
2.

1
5

3. 3362.88

16. 6777.56
2220.08
221.38

4. 24.95

537.86

5.

200.16

Central Gas

6. 3362.88

64.91

7. 2230.51

48.04

8.

6.20

82.69

9.

K. Morgan

10. 1489
11. 5770.81

3402.49
17. 3779.78
173.29

12. 500.00

10.00

13. 5155.94

36.00

4381.31

1.00

3570.52
58.25

64.00
31.57

0

61.00

153.08

171.64

774.63

62.96

78.00

50.50

14. 290.50

181.66

510.13

139.64

675.63
759.76
15. 3516.08
3261.48

18. 4763.04

CHAPTER FIVE
Summary, Conclusions, and Recommendations

Summary
The purpose of this study was to prepare an accounting practice
set introducing the basic accounting procedures used by Seventh-day
Adventist church treasurers in Montana.
To provide the necessary general background information a
review of literature was conducted.

This review indicated that while

attempts to simulate reality in the areas of games and military ex¬
ercises go back to the earliest periods of history, this method has
become an educational tool only in the last quarter century.
In the accounting classroom practice sets add realism to the
accounting process by using "real” working papers.

They provide a

change of pace from the regular daily assignment format and provide
a source of motivation for the students.

It becomes clear how each

part of the accounting procedure fits into the total operation.
Research indicates the main advantages to the use of practice
sets are their motivational value along with the students’ increased
knowledge of business papers and the confidence they build through
the completion of the set.

A significant increase in the under¬

standing of accounting principles has not been indicated.
While there are many good practice sets available there is
occasionally a special need that is not met by these sets.

When this
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is the case the teacher may choose to write his own set.

Examples

would be a set for low-achieving students or a set for students in a
farming community.
Once a decision has been made to develop a practice set initial
parameters must be set—what is to be covered, how many class periods
will be utilized, what the company...will be, and what the prerequi¬
sites are.
be made.

Objectives, transactions, tests, and answer keys must
All materials needed by the students must be gathered.

Finally, a test group should complete the set before it is used in a
regular class.
The data and material for the practice set written as part of this
study was gathered from the Accounting Department of the Montana
Conference of Seventh-day Adventists, church treasurers and the
researchers background as. an accounting teacher and assistant church
treasurer.

It contains transactions that would normally be encountered

by a church treasurer over a one month’s time period.

It includes

weekly duties as well as the reports at the end of the month.

A test

is provided for use at the end of the set.

Conclusions
The practice set presented in Chapter Four was prepared for use
in high school level accounting classes.

It might also be used in
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a Personal Finance class or by newly-elected church treasurers.
It presents the basic accounting procedures followed by church
treasurers and includes teaching materials.

Recommendations
Based upon the data compiled and analyzed in this study, the
following recommendations are made:
1. Although validity and reliability testing in the classroom
was not a part of the design of this study it is recommended that this
be done before putting the practice set into use.
2. It is recommended that the marketing potential of the set in
S.D.A. academies in the U.S. be explored.
3. Before this practice set could be used in a classroom it
would need to be produced in quantity.

It is recommended that methods

and costs of production be investigated.
4. If the set is produced it is recommended that it be updated
approximately every three years.
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