
	Subject:
	Principles of Accounting
	Class Size:
	41

	Level:
	Secondary 3 Normal (Academic)/ Express
	Class ability:
	Mixed-Ability

	Topic:
	Journals – Part I
	Duration:
	60 minutes 


Pre-requisite knowledge

	Students are expected to be able to

	1. Prepare Purchase Order, Sales Invoice, & Credit Note

	2. Explain the importance of Purchase Order, Sales Invoice, & Credit 

	3. Explain the role of accountant within a business organisation

	


Specific Instructional Objectives

	At the end of the lesson, students will be able to

	1. Explain what are Debit Note, Payment Voucher, Cheque, Receipt, & Bank Statement, and their importance

	


Homework Assignments

	1. Attempt the MCQs of Chapter 4 – Online (Self-learning) – Web-site: http://accounts2002.tripod.com (during vacation)

	


	Time
	Activity
	Questions/Tasks
	Resources/Remarks

	5 mins
	· Any housekeeping matters
	
	

	5 mins
	· Recapitulation on previous lesson
	
	· OHT



	20 mins
	· Teacher will introduce the use of Debit Note

· Teacher will present the students with a scenario involving the use of a Debit Note

· Teacher will go through with the students on how to prepare a Debit Note


	· Students will prepare a Debit Note


	· OHT (Scenario)

· Handout (Debit Note)



	Time
	Activity
	Questions/Tasks
	Resources/Remarks

	25 mins
	· Teacher will introduce the use of Statement of Account (using the OHT)

· Teacher will introduce the use of Payment Voucher & demonstrate on how to process a payment voucher given the Statement of Account (OHT)

· Teacher will introduce the use of cheque & demonstrate how to prepare a Cheque, & update the Cheque Counterfoil & Cheque Register (OHT)

· Teacher will explain the use of Receipt & Cheque Deposit Slip & demonstrate to students on how to complete the deposit slip. (OHT)

· Teacher will explain the use of monthly bank statement. (Will advise students that they will come back to this when studying the chapter on Bank Reconciliation)


	· Teacher will remind students to verify the Statement of Account against their own records in the accounting system. In the case of dispute, they have to feedback to their suppliers.

· Teacher will update the students on the new standards set by the Association of Banks in Singapore (ABS) that with effect from September this year, there will be a new cheque format & instead of using the Cheque counterfoil, cheque register will be used.

· What the ways available to prepare a cheque? (a) Handwritten; (b) Manual Cheque Writer; (c) Electronic Cheque Writer; (d) Using Accounting Software linked to a printer

· Introduce students to http://eoa2001.tripod.com/cheque1.htm
· Students will prepare a cheque & update the cheque counterfoil
	· OHT

· Handout (Cheque & Cheque Counterfoil)

	5 mins
	· Summary

· Teacher will briefly introduce to students what will be covered in the next lesson
	
	· OHT














LESSON PLAN
























































































































































































































































































































































































































































































































































































































































