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Thousands of businesses are created each year by people who have a product or service they

believe will generate income.  Surprisingly, many of these businesses close within the first year even after

reporting a profit.  Others succeed for several years without netting the profit they actually earn.  In both

cases, hard-working entrepreneurs know how to earn money but not how to keep track of it.

Information is the key.

Every business needs to know where its money is coming from, where it is going, how much

money it is earning, how much working capital it has, and so forth.  Unfortunately, many small

businesses have neither the knowledge to keep their own books accurately nor the time and discipline to

do it.  As a result, these companies lose money to debtors, pay unnecessary interest to creditors, lose

inventory, pay IRS penalties, fail to secure loans for new assets, and the list goes on and on.

An accounting system will solve all these problems, leaving the business free to focus on making

money.  The student who works through these workbooks will quickly become an investment, not an

expense, to any company.  Moreover, he or she will earn a comfortable living while saving clients or

employers thousands of dollars in CPA fees each year.

The key to learning accounting is repetition.  The student who works through the four volumes

of the Universal Accounting Center will practice on nine different businesses, including retailers, vehicle

dealerships, service busi-nesses, contractors, etc. either as an employee, or as an independent

bookkeeper.

This edition of the Professional Bookkeeper Program Workbooks continues the overall pattern

of the previous edition with examples and practice sets.  Step-by-step instructions (with illustrations)

teach accounting principles and mechanics from initial journal entries through preparation of financial

statements.  Each volume is divided into chapters, with practice sets covering the specific bookkeeping

needs of each type of business.  The Appendix of each workbook includes a copy of the completed

practice sets for that book.

P R E F A C E



Professional Bookkeeper • Volume I • © Universal Accounting Center • All Rights Reserved

This page left
intentionally

blank



Professional Bookkeeper • Volume I • © Universal Accounting Center • All Rights Reserved

TABLE OF CONTENTS

CHAPTER ONE:  Introduction to Business Accounting  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1.1–1.17

The General Ledger  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1.3

Journals  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1.8

Subsidiary Ledgers  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1.9

Lecture Notes  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1.12

CHAPTER TWO:  The Balance Sheet (Part I)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2.1–2.24

The Stewart’s Bakery Balance Sheet  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2.1

Assets  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2.2

Liabilities  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2.7

Accruals  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2.12

Capital  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2.15

Working Capital  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2.16

Depreciation of Property, Plant and Equipment  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2.17

Lecture Notes  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2.21

CHAPTER THREE:  The Balance Sheet (Part II)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3.1–3.11

The City Cycle Company  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3.1

Assets  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3.2

Liabilities  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3.4

Capital  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3.7

Other Balance Sheet Accounts  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3.8

Lecture Notes  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3.10

CHAPTER FOUR:  Business Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4.1–4.7

Single Proprietorship  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4.1

Partnership  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4.2

Corporation  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4.4

Lecture Notes  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4.6

CHAPTER FIVE:  Balance Sheet Practice  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5.1–5.28

Balance Sheet Account Distribution (Review)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5.1

“T” Accounts  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5.6

Effects of Debits and Credits on Account Balances  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5.13

Lecture Notes  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5.28



Professional Bookkeeper • Volume I • © Universal Accounting Center • All Rights Reserved

CHAPTER SIX:  The Earnings Statement  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6.1–6.22
The Stewart’s Bakery Earnings Statement  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6.1

Revenue (Sales)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6.2
Cost of Goods  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6.3
Expenses  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6.3

Chart of Accounts:  The City Cycle Company  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6.16
The City Cycle Company Earnings Statement Accounts  . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6.17

Sales & Cost of Sales  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6.17
Expenses  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6.17

Lecture Notes  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6.20

CHAPTER SEVEN: Sales and Cost of Sales  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7.1–7.13
Specific Identification  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7.1
SPECs  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7.1
Percentage of Sales  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7.2
Calculating Mark-up  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7.2
Calculating Gross Profit Margin  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7.5
Markup and Gross Profit Examples and Formulas  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7.12
Markup to Gross Profit Conversion Table  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7.13

GENERAL LEDGER REVIEW  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8.1

APPENDIX:  Answers to Learning Activities  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A.1–A.28
Chapter 5 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A.2
Chapter 6 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A.12
Chapter 7 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A.18

Calculating Markup  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A.18
Calculating Gross Profit Margin  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A.20

Percentage Practice  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A.23
Debit & Credit Memorization table  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A.28
General Ledger Review  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A.29
Index  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A.31

TABLE OF CONTENTS  (continued)


