RECORD KEEPING

Objectives:

1. Understand why a manager needs records.
2. Know the steps in setting up a record system.
3. Know the information that needs to be recorded and the types of records needed for the different levels of record keeping.
4. Understand how the make management decisions based upon records.
Teaching Time:



4 Hours

References:


Deere and Company. Farm and Ranch Business Management. Moline, IL. ISBN: 


0-86691-135-9.

Introduction: 

Why a manager needs records?


Without record keeping, the chances of managing a successful business are poor. A manager is flooded with information and  a major problem is gleaning the pertinent and useful information from the heap. Even the keenest manages never have all the facts needed for making decisions. You must know where you are at before you can plan where you want to be in the future.

1. Why keep records?

· To comply with income tax reporting requirements

· To assist in planning and management such as obtaining credit, participating in government programs, and deciding what to produce.

2. What kinds of records do I need?

· Cash flow summary

· Net worth statement

· Income statement

· Detailed enterprise analysis

      (Discuss each of the above records and how they are used in farm and business management)

3. What are the usefulness of records?

· Records allow you to compare past performance with present performance and future goals.

· They can provide a “peek” into the future

· Records are used to assist in obtaining credit

4.   What steps are needed to set up a record system?

· Select a record keeping system suited to their particular needs.

1. Income Tax purposes only

2. Income taxes plus some business analysis

3. A complete farm or ranch business analysis.

· Select an accounting system suited to their business situation.

1. Double entry

2. Single entry      


· Select a method of reporting farm income and expenses.

1. Cash Method

2. Accrual method

· Develop a procedure to get exactly the information needed from the records.

1. Enter the beginning of the year inventories in the inventory. (Explain what and how to do an inventory)

2. Set up depreciation schedules.

Discuss the method of valuation

3. Enter receipts, expenses, and production in the appropriate records.

Use a Schedule F in setting up this part of the record keeping

4. Enter the end of the year inventories into the inventory.

5. Complete the farm or ranch analysis.

SUGGESTED ACTIVITIES

1. Invite an accountant to discuss the importance and types of accounting procedures and records.

2. Ask each student to complete an inventory of his/her business.

3. Teach how to use the Cash flow summary, Net Worth Statement, Income Statement, and Detailed enterprise analysis in making business decisions and preparing business analysis.

4. Cover a Schedule F in developing a income-expense format.

