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In association with Eastern Arizona College

Computerized Accounting with QuickBooks
Spring 2009
Course Information:  
Course Prefix/Number:  BUS 205





Dept/Course Title:   Computerized Accounting with QuickBooks
Class Days/Times/Room:  TBA


Credit Hours:  1 credit

Transferbility:    ASU: Elective; NAU: Elective; U of A: Nontransferrable 

Prerequisites:  
1.  Completion of BUS 101 or BUS 230 and BUA 250



2.  CMP 101 or CMP 103
Required Assessments:  Pre/Post Test = 15 questions = 60 points  





Teaching Format:  Leture: 0  Lab: 2
Methodolgy:  Self Paced utilizing computer

Instructor Information:
Name:

Cindy Barnes
US Mail:
Gila Community College

 

San Carlos Campus


Tonto and Mesa Drive


San Carlos AZ 85550
Phone/Voice Mail:    
(928) 475-5981
E-mail: 

cindy.barnes@eac.edu  URL:  http://teach2.eac.edu/barnes/index.htm
Availability:
Please contact me at anytime either by phone (928) 428-2871 or email address above
Office hours:      
Instructional Materials: 
Required Text: Owen, Glen.  QuickBooks Pro 6.0 for Accounting First Edition.  2000.  
· Computer connected to the Internet & an email account.  If you do not have an email account please go to Yahoo and sign up.
· Browser Microsoft Internet Explorer or Netscape Navigator 7.0 or higher. Operating System: Windows 98/XP/03 or some compatible system. If you do not have Microsoft Word, please save as rich text format if you are sending materials to the instructor electronically.

· The learner is required to submit an e-mail address to the instructor to be used during the extent of the course. I check e-mail daily. I will respond within 24 hours by e-mail.
· Students are required to bring portable storage media for file storage. USB drives are preferred. Floppy disks and writeable CDs are also acceptable.
Note: The Gila Community College Bookstore can be accessed and books ordered via the Internet at www.gilaccc.org.

Computerized Accounting with QuickBooks

Course Syllabus

Goals:  To acquaint and provide students with skills in using a desktop computer to perform accounting tasks, from setup of the system, entering and verifying daily transactions, and printing and interpreting reports.  These skills can be readily generalized to a commercial computerized accounting situation.  
Description: Designed to assist students and small business owners in performing accounting tasks by using a computer software package designed specifically for accounting purposes.  Students will develop skills to operate a computer to implement the following functions:  Recording, transactions, generating, financial and management reports, setting up and maintaining a system, and developing business budgets.  The course utilizes the QuickBooks accounting software.  
Course Objectives:
Upon successfully completion of the course, each student will be able to: 

· Complete an Interactive tour of QuickBooks Pro 6.0

· Prepare a balance sheet using QuickBooks

· Prepare an income statement using QuickBooks

· Create supporting reports to help make business decisions

· Prepare a trial balance and examine the general ledger

· Set up a business accounting system

· Complete cash-oriented business activities in the accounting system

· Complete financing, investing and operating activities in the accounting system

· Perform adjusting entries

· Create budgets on the accounting system

· Create business analysis reports    
CLASS ENVIRONMENT
The outline and structure of this course creates a set of common expectations for your work. Here are some general considerations I wish to emphasize:

· Attendance:  The attendance policy for this class is simple.  You are all adults who have in some form paid for this class.  If you do not wish to come to any session, you do not have to attend.  However, it is your responsibility to make up what you have missed by not attending.  If something happens that is going to cause you to fall behind, contact me immediately. 

· Workload:  Students are expected to spend an average of 8 hours per week attending class sessions, doing assignments and research, reading and preparing for exams.  The standard Carnegie Unit of college credit assigns one credit hour for each 15 hours of class time and assumes that students spend two hours working outside the classroom for each hour of classroom instruction.  For at one-credit course, this translates to 15 hours per semester or an average of 30 hours per week for a two day course.
· Guidelines:  Please read all guidelines for Eastern Arizona College. You will be responsible for knowing the guidelines, policies, and procedures of Eastern Arizona College. The information can be found at the Eastern Arizona College website http://eac.edu/ 

· Classroom Behavior:  Students creating disturbances that interfere with the conduct of the class or the learning of others will be asked to leave.

· Relationship:  The relationship between learner and faculty is important. While instructors are responsible for teaching course content, we also serve as mentors to assist in your continuing education and socialization into the profession of business. Feel free to discuss your particular needs with me.

· Philosophy:  I believe your educational experiences should be both beneficial and enjoyable.  I believe the ideal attainable situation is one where the students and the instructor look forward to class with eager anticipation.  The only way this can be attained is through class preparation by everyone and a permissive class atmosphere.  
Important Phone Numbers:

Gila Pueblo Campus: 928-425-8481 or San Carlos Campus 928 475-5481
Computerized Accounting with QuickBooks

BUS 205 Grading Policies
Academic Integrity: 
· Violations of scholastic ethics are considered serious offenses by Eastern Arizona College, the Computer Department and by your instructor. Students may consult the EAC Student Handbook sections on student code of conduct, on scholastic ethics and on the grade appeal procedure.  Copies are available at all campuses.

· All work done for this class must be your own.  While you may discuss assignments with other class members, the final written project must clearly be your own.  You may use work from books and other materials if it is properly cited.  Copying from a book without proper reference or from a person under any circumstances will result in an F for the assignment, and at the instructor's discretion, possibly an F for the course.
· Students are expected to abide by the Student Code of Conduct and the Scholastic Code of Conduct found in the Eastern Arizona College Student Handbook. Copies are available at GCC campus library.

ADA Compliance: 

Gila Community College District strives to comply with the provisions of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act. Students with disabilities requiring special accommodations must notify the instructor of this need or directly contact the Disabled Student Resources Office on your campus at the beginning of the semester. 
       Classroom Behavior: 

· Because of insurance limitations, non-registered visitors are not allowed at class sessions or on field trips.

· Possession of drugs, alcohol or firearms on college property is illegal.

· Eating, drinking, smoking and soliciting are not allowed in classrooms.

· Pets, telephones, pagers and other electronic devices that distract students are not allowed in classrooms.

· Students creating disturbances that interfere with the conduct of the class or the learning of others will be asked to leave.

Instructor Withdrawals:  

The last day for a student to initiate an official withdrawal from a semester-length course and receive a “W” grade is six weeks prior to the last Friday before final exams.  The instructor will not initiate a withdrawal from a semester-length course.  It is the student’s responsibility to withdraw from their course, not the instructors.  Withdrawal for Short-Term and Open-Entry Exit course is the last day of the class.
I find grading the most difficult of all teaching tasks.  However, I have a responsibility to evaluate a student’s academic performance.  Accordingly, my grading rationale will be calculated as follows:
	Grade 

	Percent 

	Total Points


	A

	90% - 100%

	450 – 500 


	B

	80% - 89%

	400 – 449

	C

	70% - 79%

	350 – 399

	D

	60% - 69% 

	300 – 349

	F

	0% - 59% 

	000 – 299


	
	Assignments 

Points

Chapter Assignments
220
Project Report
280
Total Points 

500



Ultimately your grade will be based upon the above and my overall judgment as to your level of performance and understanding of the subject.


Final Grades:
   Final grades can be requested by contacting the EAC Records and Registration Office at 1-800-678-3808, ext. 8270
   On Line:  Log on to www.gilaccc.org and lick on Gila Hank Online to access GCC/EAC’s real time internet registration system.

   For more information contact GCC administrative offices at 425-8481.   

· Housekeeping:  Please email me cindy.barnes@eac.edu with the following information:  
Name

Course Number in Subject Line (i.e., BUS 205)

Course expectations

Work experience 

Educational background
Anything else you would like the instructor to know about you 
Let’s get ready for class!
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Class Calendar/Schedule 

“SUCCESS IS THE ONLY OPTION”

I hear and I forget. I see and I remember. I do and I understand. -- Confucius, 551-479 B.C.

The following class schedule is developed as a guide and may change at the discretion of the instructor.   How fast the class goes and how well we cover the topics hinges on the class’ ability to absorb the material and course homework.  This course is designed for the student to take an active roll in their learning.  As technology increases so does the need to read and write more proficiently.  
PLEASE ASK QUESTIONS SO YOU CAN BECOME MORE PROFIECIENT.
In this class we will complete a Real-World Project - This should be a very useful semester for your company.  You will have developed your computerized accounting system using good System Analysis methods and processes. 
	What is the Real-World Project?
The Real World Project, presented in the QuickBooks text, provides an opportunity to use experiential learning with the computerized accounting application you're learning about. These instructions contain the framework for developing a project for a real world small business or nonprofit organization. The milestones of project development are similar. However, the specifics of the project, such as accounts used, will differ.
 The Real-World Project Milestones will serve as the final Exam for this course.
You may, if you choose, work with one other student in this course as a team project. Your plans must show that the workload is clearly and evenly divided, and what duties each team member performs. You will communicate and share ideas and transfer work back and forth through email, classroom and telephone. As with any on-campus team project, I need to be included in your communications visits.  Please contact me to be included.
You will create fictitious employees, customers, vendors, items, and transactions if you wish, but they must be realistic and utilize most of the features of the system.
You are not to accept payment or be compensated for this project by the organization. This is not a work-for-hire or work-study project. Unless you are the owner of the organization, you will need to provide me with the authorization documentation to proceed with the project for the specified organization, and a non-compensation agreement. These can be informally drafted, but must be signed and dated, and will be binding agreements.
If this sounds like a worthwhile project for you, please follow the Course Calendar page schedule, and have the proposal to me by the end of the day.



	

	Step 1.1 -- Identify Project -- Identify a real world (RW) business, either a small business or a nonprofit organization, (referred to as a company) that needs assistance in establishing a computerized accounting system (referred to as system).
For you to be sufficiently motivated to do an excellent Real-World project, it must have meaning to you. If you are an owner of a small business, or plan on starting one, that would be an ideal project. Or, if you can do this project for the business, or planned business, of a family member or a friend, you would have a personal connection to it. If you know of a small business or nonprofit organization that needs and wants a well-designed system, you must secure appropriate written authorization and assurances of cooperation to work with their system. This could include your current employer or those owned by family or friends. However, this must not be a re-working of an existing computerized accounting system, unless you take heed of the cautions in the next paragraph.
If this is a project to computerize an existing manual system, or re-work an existing computerized system, do not simply automate the old system with all its tasks and paper trail. Many systems have been designed to duplicate the old system which causes built-in inefficiencies and failure to utilize the powerful time- and labor-saving features of the new system. This must be planned from the ground up without use of established protocols.  


	Step 1.2 -- Gather Project Information - Interview management AND all system users -- to determine specific accounting needs. This group will be your User Project Team.  
Communication at this stage of the project is extremely important in the process of designing and developing a successful system. Listen to the user's needs and communicate possible solutions, using features of your system, are part of the ongoing development process.
If users are not familiar with accounting or your system, they may not be able to communicate all of their needs. This requires you to gather enough information from the user to restate the need and provide a solution.
TIP: Give the owner a quick tutorial of your system to familiarize them with it so they would know the features and see how user-friendly it is. Be sure to emphasize that some customization of screens, forms and reports is easily accomplished.



	Assignment Name

	Lesson 1:  Work through Chapter 1 - Exploring QuickBooks
Attach Exercise 1.1, 1.2 and 1.3 printouts to the Printout Checklist on page 1.56*

* all Printout Checklists are available on the book website: www.mhhe.com/ulmer2008
Printouts 
Printouts 
(from end of chapter Exercises only)
Highlight Items
(Highlight the following items from the end of chapter Exercise printouts.)
Exercise 1.1
   Task 2: Profit & Loss

   Task 3: Balance Sheet 

Exercise 1.2
   Task 1: Help topic printout
   Task 2: Help topic printout 

Exercise 1.3
   Print out of QuickBooks product     comparison 

Complete Chapter 1 Quiz and submit to instructor via email

Single largest Income item, 
Single largest Expense item.
Single largest Asset 


Most helpful information
Most helpful information

Differences in QB versions 


	Chapter 2:  Work through Chapter 2 - Chart of Accounts 
Attach Exercise 2.1, 2.2 and 2.3 printouts to the Printout Checklist on page 2.46

Printouts 
(from end of chapter Exercises only)
Highlight Items
(Highlight the following items.)
Exercise 2.1
   Task 3: Statement of Cash Flows
   Task 4: To Do List 

Exercise 2.2
   Task 3: Revised Chart of Account 

Exercise 2.3
   Form Schedule C 
   Form Schedule 1020S   
Complete Chapter 2 Quiz and submit to instructor via email


Net change in cash
Done items 


All 6040 accounts/subaccounts

Advertising Expense on Schedule C  Advertising Expense on Schedule 1020S  


	


	Assignment 
Name

	Chapter 1: Getting started
Getting around in QuickBooks. 

All the accounting you need to know.  Moving between company files.

Refresh your accounting knowledge – 

http://www.emcp.com/college_resource_centers/resourcelist.php?GroupID=85 
Getting to know your text  - Companion Site for your book 

To Do:  Work through Chapter 1 - Exploring QuickBooks
Attach Exercise 1.1, 1.2 and 1.3 printouts to the Printout Checklist on page 1.56*

* all Printout Checklists are available on the book website: www.mhhe.com/ulmer2008
Printouts 
(from end of chapter Exercises only)
Highlight Items
(Highlight the following items from the
 end of chapter Exercise printouts.)
Exercise 1.1
   Task 2: Profit & Loss

   Task 3: Balance Sheet 

Exercise 1.2
   Task 1: Help topic printout
   Task 2: Help topic printout 

Exercise 1.3
Print out of QuickBooks product comparison 


Single largest Income item, 
Single largest Expense item.
Single largest Asset 


Most helpful information
Most helpful information

Differences in QB versions 


	Chapter 2: Work through Chapter 2 - Chart of Accounts 
Attach Exercise 2.1, 2.2 and 2.3 printouts to the Printout Checklist on page 2.46

Printouts 
(from end of chapter Exercises only)
Highlight Items
(Highlight the following items.)
Exercise 2.1
   Task 3: Statement of Cash Flows
   Task 4: To Do List 

Exercise 2.2
   Task 3: Revised Chart of Account 

Exercise 2.3
   Form Schedule C 
   Form Schedule 1020S   

Net change in cash
Done items 


All 6040 accounts/subaccounts

Advertising Expense on Schedule C 
Advertising Expense on Schedule 1020S  




	Chapter 3:  Work through Chapter 3 - Banking 

Printouts 
(from end of chapter Exercises only)
Highlight Items
(Highlight the following items from the
 end of chapter Exercise printouts)
Exercise 3.1
   Task 2: Deposit Summary
   Task 4: Check Register

Exercise 3.2
   Task 2: Previous Bank Statement
      (Reconciliation Summary only) 

 Report
   Task 4: Summary Bank Recon. Report 


Exercise 3.3
   Task 2: Preprinted forms printout 

   Step 3: You will not need to write or send the emails referred to throughout the text. 


Total Deposits
Voided check # 470
  


none


Reconciliation Date
Ending Account Balance
 

none


	Chapter 4: Work through Chapter 4 - Customers and Sales Attach Exercise 4.1, 4.2, 4.3 and 4.4 printouts to the Checklist on page 4.62

Printouts 
(from the Chapter and end of chapter Exercises)
Highlight Items
(Highlight the following items.)
Chapter 4:
    Cash Sales Receipt
    Invoice No. 1100
    Journal 

Exercise 4.1 
   Task 3: Invoice No. 1101 

Exercise 4.2
   Task 2: Credit Memo No. 1102
   Task 3: Invoice No. 1103
   Task 4: Statement
   Task 6: Deposit Summary 

Exercise 4.3
   Task 3: Customer Report
   Task 4: Accounts Rec Aging Detail
   Task 5: Customer Collection Letter 

Exercise 4.4  
   Task 2: Trial Balance 


  Invoice number 1100

Customer Info, Invoice Total


Credit Memo Total
Invoice Total
Amount Due
Total Deposit

Customer name: Ecker Design
Accounts over 90 days past due
Customer Name 

Totals



	Chapter 5: Work through Chapter 5 - Vendors, Purchases, and Inventory
Attach Exercise 5.1, 5.2, 5.3 and 5.4 printouts to the Printout Checklist on page 5.63 

Printouts 
(from the Chapter and end of chapter Exercises)
Highlight Items
(Highlight the following items.)
Chapter 5
    A/P Aging Summary Report 

Exercise 5.1
   Task 4: Purchase Order 6240
   Task 4: Check number 524 
Exercise 5.2
   Task 3: Invoice No. 1104
   Task 5: Bank Deposit Summary 

Exercise 5.3
   Checks number 525-526 

Exercise 5.4
   Inventory Stock Status by Item 
   Trial Balance 

Exercise 5.5
   Optional-no printouts

Accounts 1-30 days past due 

Vendor Information; Total 
Amount of check

Customer Information; Total
Total deposit

Check amounts 


Closet inventory items
Totals


	Chapter 6:  Work through Chapter 6 - Employees and Payroll
Attach Exercise 6.1, 6.2 and 6.4 printouts to the Printout Checklist on page 6.44

Printouts 
(from end of chapter Exercises only)
Highlight Items
(Highlight the following items from the
 end of chapter Exercise printouts)
Exercise 6.1
   Task 2: 2 Timesheets 
   Task 3: 2 Paychecks (2) 

Exercise 6.2
   Task 2: Invoice No. 1106 

Exercise 6.3 (optional - no printouts) 

Exercise 6.4
   IRS Employer's Tax Guide, Forms 940 and 941 

Exercise 6.5
   Optional-no printouts

Employee Name
Employee Name; Net Amount 

Invoice number, Invoice total 

 

Print and submit ONLY FIRST PAGE 
of each form (not the instructions)


	


	Assignment 
Name

	Chapter 7:  Work through Chapter 7 - Reports and Graphs
Attach Exercise 7.1, 7.2 and 7.4 printouts to the Printout Checklist on page 7.36

Printouts 
(from the Chapter and end of chapter Exercises)
Highlight Items
(Highlight the following items)
Chapter 7
    Unadjusted Trial Balance 

Exercise 7.1
   Task 2: Profit and Loss: Vertical 


Exercise 7.2
   Task 2: Balance Sheet: Vertical 

  

   Task 2: Excel Spreadsheet 

Exercise 7.4
    Year-end Guide

Total 

Single largest expense as % of income;
Profit Margin (net inc as % of income) 


Single largest asset; % of assets financed with debt (total liabilities as % of column).

Single largest asset; % of assets financed with debt.
none


	Chapter 8:  Work through Chapter 8 - Creating a Service Company
Attach Exercise 8.1and 8.3 printouts to the Printout Checklist on page 8.45

Printouts 
(from end of chapter Exercises only)
Highlight Items
(Highlight the following items from the end of chapter Exercise printouts)
Exercise 8.1
   Task 2: Chart of Accounts
   Task 4: Customer List
   Task 5: Vendor List
   Task 6: Item List 

Exercise 8.2
   None. 

Exercise 8.3
   Business Plan (Do steps 1, 2 and 3 only)

All added accounts 
All added customers
All added vendors
All added items 



	


	Assignment 
Name

	Chapter 9:  Work through Chapter 9 - Accounting for a Service Company
Attach Exercise 9.2, 9.3, 9.4 and 9.7 printouts to the Printout Checklist on page 9.46-7

Printouts 
(from end of chapter Exercises only)
Highlight Items
(Highlight the following items from the end of chapter Exercise printouts)
Exercise 9.1
   None 

Exercise 9.2
   Task 2: Invoices and Dep Summ 

Exercise 9.3
   Task 1: Trial Balance
   Task 3: Adjusting Entries
   Task 4: Adjusted Trial Balance 

Exercise 9.4
   Task 1: General Ledger
   Task 2: Profit & Loss
   Task 2: Balance Sheet
   Task 2: Stmnt of Cash Flows 
Be sure to back up BEFORE you "Close the Accounting Period".  
After Exercise 9.5
    Post-closing Trial Balance 

Exercise 9.6 not required. 

Exercise 9.7
   Schedule C-EZ

None 


Invoice numbers, Total deposits 


Totals
Total
Accounts affected by adjusting
none
Date; Net Income
Total Assets; Total Liabilities & Equity;
Cash at end of period 

  


Total 


None


	Complete Project 9.1 tasks as directed in text.  Attach to Printout Checklist on page 9.67.

 

 
Printouts: Each item asked for in Project.
Highlight Items
Printout checklist: 

· Chart of Accounts 

· Customer List  

· Vendor List 

· Item List 

· Check Register 

· General Journal 

· General Ledger 

· Profit & Loss 

· Balance Sheet 

· Statement of Cash Flows 

  

Name in report footer on EACH 
printout where possible
PLUS:
Totals from each printout, such as:
Net Income
Total Assets, Total Liabilities & Equity
Cash at end of period


	Chapter 10: Work through Chapter 10, Exercise 10.1 and 10.3
Attach printouts from the EXERCISES to the Printout Checklist on page 10.54-55

Printouts 
(Turn in EXERCISE printouts from Printout Checklist, as listed below- pg 10.54-5) 
Highlight Items
(Highlight the following items from the end of chapter Activities printouts.)
Exercise 10.1
  Chart of Accounts
  Trial Balance
  Customer List
  Vendor List
  Item List
  Deposit Summary
  Trial Balance
  Journal
  Adjusted Trial Balance
  General Ledger
  Profit & Loss
  Balance Sheet
  Statement of Cash Flows 

Exercise 10.2
  Help Printout

Exercise 10.3
  Form 1120S


All added accounts, customers, vendors and items.





Accounts affected by adjusting entries.

Net Income
Total Assets, Total Liabilities & Equity
Cash at end of period 


Most interesting point 


Advertising Expense on From 1120S



	Assignment 
Name

	Work through Project 10.1 as directed in text.
ALL printouts should be placed behind the Printout Checklist from page 10.71

	


	Assignment 
Name

	

	

	


	REAL-WORLD PROJECT DOCUMENTATION SHOULD INCLUDE THE FOLLOWING:


	1 - Real World Business Proposal

	2 - Company Setup & Chart of Accts
Budgets for expense accounts

Budgets for asset, liability and owners' equity accounts

Budgets expense accounts

Budget for revenue accounts

	3 - Lists: Customers, Jobs, Vendors, Employees, Items
Create and print a Vendor Balance Summary

	4 – Transactions
Include 30-days basic journal entries

Prepare and print general ledger

	5 – Reports
A/R Aging report

A/P Aging report

Create graph to illustrate receivables and payables
Create graph to illustrate sales and expenses

	6. – End of the month Financial Statements

 Balance Sheet

Income Statement

Bank register 

Print one check

Cash Receipt, Invoice

	7 – Inventory valuation summary

	8.  Any other pertinent documentation you want to provide for your RW Business


Chart of Accounts =  CoA Tips
1. When creating a CoA, refer to the company's tax form. Have company provide a copy, or obtain a copy from http://www.irs.gov 

2. QuickBooks provide a wide variety of CoAs to choose from when you are using the wizards to build a new business.
3. Nonprofit organizations use Fund Accounting. To do this, you will use sub-accounts or the class tracking preference for fund accounting.
FOR THOSE OF YOU INTERESTED IN STARTING A REAL BUSINESS 
OR IMPROVE AN ACCOUNTING SYSTEM
Links to helpful information.    Any of them can also be found at www.quickbooks.com.  Most any product or service will have an option to view a demo. 

Handouts and presentations http://accountant.intuit.com/training_cpe/intuit_education_program/index.aspx (ask instructor for sign on).   https://accountant.intuit.com/training_cpe/irc/index.aspx 
QuickBooks Certification Options - https://accountant.intuit.com/member_programs/qb_advisor/certcoursedetails.aspx?lid=left 
Merchant Account Services www.quickbooksms.com/demos 
Payroll Options www.payroll.com
Point of Sale http://quickbooks.intuit.com/product/accounting_software/retail_pos_solutions/point_of_sale_software.jhtml
All industry specific versions of QuickBooks http://quickbooks.intuit.com/product/accounting_software/industry_solutions/?lid=site_header
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Thank you for a wonderful journey! Your self-learning starts from here!

"It is good to have an end to journey toward, but it is the journey that matters in the end."
--Ursula K. LeGuin
Student Grade Sheet

      Name:




  Semester:

	Assignments 
	Points

	Chapter Assignments
	220

	Project Report
	280

	Total Points 
	500


	I
	Chapter Assignments
	

	II
	Project Report

	

	
	
	

	
	
	

	
	
	

	
	Total Points
	

	
	
	

	
	Course Grade
	


Computerized Accounting with QuickBooks SYLLABUS

Caveats:  This syllabus is a written contract involving the instructor, student and the college.
Your instructor will make every attempt to follow the above procedures and schedules, but they may be changed in the event of extenuating circumstances.

Students submitting assignments through the mail are advised to make copies for their own protection.

If you move during the semester, please file a change of address form at any GCC campus registration office.

Acknowledgment of Receipt of Syllabus

Please sign and return the following acknowledgment to me in class or at the following address:

Dr. Stephen Cullen
Gila Community College

Gila Pueblo Campus

Globe, AZ 85501
____I have received my Computerized Accounting with QuickBooks BUS 205  syllabus (including course objectives, policies, requirements and schedule) and have read and understand all the enclosed materials.           

 
____I have no objection to receiving an occasional call from the instructor at the number given with my registration materials.  







        

____I prefer that the instructor not call or contact me by phone anytime during the semester.                       



My reasons for taking this course:

My background in this area includes:

____I would like to be contacted by the instructor regarding the following concerns:

        

        

Name _______________________________________             Student ID #

     Phone




             E-mail address
�


�
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