

Instructor:
Carmen Rhodes

E-Mail:

carmenrhodes@gtchs.org

Room:

212

COURSE DESCRIPTION:

This course is designed to introduce the student to the basic elements of finance:  budgeting, obtaining credit, maintaining checking accounts, computing payroll, recording business transactions, and applying computer operations to financial management.

REQUIRED MATERIALS:

· Textbook, which will be issued by the school to the student for one semester
· A minimum of two floppy disks—3 ½-inch, high density—required by the end of the first week of school

· Notebook for taking notes, pencils

· Two-Pocket Portfolios w/Prong Fasteners
COMPETENCIES/OBJECTIVES:

Topics studied in this course include:
BUDGETING
The student will be able to:

1. Explain the major purposes of budgets. 

2. List examples of short-term and long-term financial goals.

3. Identify various types of income and expenses.

4. Develop a budget.

5. Prepare a budget analysis.

MANAGING CHECKING AND SAVINGS ACCOUNTS

The student will be able to:

1. Distinguish between different types of banking accounts.

2. Prepare documents used with banking accounts.

3. Maintain a check register including proper procedures for handling direct deposits, ATM withdrawals, and automatic payment withdrawals.

4. Reconcile a bank statement.

5. Give examples of savings options, discuss the need for and the purpose of savings, and compute interest on savings.

6. Discuss the need for and the purpose of savings.

7. Compute interest on savings.

UNDERSTANDING CREDIT
The student will be able to:
1. Identify the advantages and disadvantages of credit.

2. Identify types and sources of credit.

3. Evaluate offers of credit and make recommendations based on the analysis.

4. Reconcile a credit card statement.

5. Complete a loan application.

6. Describe the concept of creditworthiness as it relates to credit records, credit ratings, credit reports, and credit laws.  

7. Define bankruptcy laws, types of bankruptcy and their purposes, and the major causes of bankruptcy.

8. Describe the advantages and disadvantages of bankruptcy.

9. Discuss methods of solving credit problems. 

PROCESSING PAYROLL

The student will be able to:

1. Complete W-4 and I-9 forms.

a. Compute gross earnings for employees.

b. Evaluate fringe benefit packages.

c. List mandatory and voluntary deductions.

d. Identify employer sponsored retirement plans.

2. Prepare tax returns.

a. Define exemptions, dependents and taxable and non-taxable income.

b. Prepare a 1040EZ using a W-2 form.

c. Prepare a 1040A using a W-2 and a 1099I (interest) form.

PURCHASING PERSONAL OR BUSINESS ASSETS

The student will be able to:

1. Calculate the cost of credit.

2. Identify the similarities/differences between leasing and buying.

3. Calculate cost of ownership.

4. Identify sources for determining fair market value.

COMPARING REAL ESTATE COSTS

The student will be able to:

1.
Compare and contrast the advantages and disadvantages of renting versus purchasing property.

2.
List the cost of ownership and the cost of property rental.

3.
Compare the terms and rates of mortgage agreements.

DISCUSSING INVESTMENT OPTIONS

The student will be able to:

1.
Define investment terms.  

2.
Describe the concept of risk management and rate of return.

3.
Track various stocks over a period of time.

INSURANCE

The student will be able to:

1.
Identify the needs for insurance coverage.

2.
List the various types of insurance coverage.

3.
Identify major characteristics of the basic types of life, health, and disability insurance.

USING COMPUTERS
The student will be able to:

1.
Identify various financial management software packages.

2.
Prepare a computerized budget using spreadsheet software.

3.
Use the Internet and the Web to research topics related to business and personal finance.

GRADING SCALE:

A


93-100

B


85-92
C


80-84
Below Proficiency

79 and below


FINAL GRADE DETERMINATION:
By the end of the semester, the student must perform competencies with a grade of 80 or above in order to successfully complete Business and Personal Finance. Each nine weeks grade is determined using the following:
Tests and major projects



50%

Daily assignments, pop quizzes, projects, etc.

50%

The final grade will be determined using the following:
First nine weeks 




40%

Second nine weeks



40%

Final Exam




20%

COURSE POLICIES AND PROCEDURES

Student Conduct in Class

Every student is expected to abide by the GTCHS code of conduct as written in the Student Handbook. The Code will be consistently followed. Any student behavior that is disruptive to the educational process and the learning atmosphere of all learners in the classroom will be handled in accordance with the GTCHS Student Handbook. Any acts of classroom disruption or violation of computer lab policies may result in disciplinary action. 

Electronic Devices in Class

Cellular phones, pagers, CD players, radios, headphones, iPods or any other electronic devices are prohibited in the classroom.

Test Policy

Major tests will be announced in class ahead of time. Students who miss a test must make arrangements to take the test immediately upon returning to class. Students have one week to make up missed work. Make-up exams will be given during study sessions if the test requires the use of a computer or Friday after school in the AH Auditorium. Re-tests will be given following the GTCHS policy.
Tardies and Absences

All students are expected to be in class on time. First tardy will result in parental contact. Second tardy will result in detention during Academic Assistance and parental contact.  If you are absent or late (whether excused or unexcused), it is your responsibility to get class notes, handouts, lab assignments, and any other information that was covered while you were gone. When you have an excused absence from class and an assignment was due the day you were absent, the work may be turned in at the beginning of the next scheduled class meeting. Keep your teacher informed when you are having a problem with attendance.
Academic Honesty

Students assume full responsibility for the integrity of all work turned in to the teacher. Each student is expected to uphold the school’s standard of conduct relating to academic honesty. You are guilty of violating the honor code if you

1. Use the work of others and represent it as your own (plagiarism)

2. Obtain unauthorized assistance for any academic work

3. Give unauthorized assistance to other students who will represent your work as theirs

4. Fail to appropriately document resources of material obtained in research

5. Get unauthorized assistance from other students, methods, or media when taking a test or other assessment

The penalty for violating the honor code is severe. If you are unclear about whether a particular action or situation may constitute an honor code violation, you should meet with your instructor to discuss the situation. Any student violating the honor code will receive disciplinary action following the GTCHS Student Handbook.

Please detach and return this sheet to your teacher by Wednesday, August 16.
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