Name:       
UNIT 1:  BANKING AND BOOKKEEPING
OVERVIEW

· Banking and bookkeeping is one of the      units in this Reference Guide.  
· Each business manager will be actively involved in 
·      
·      
·      
· The manager(s) of Pettisville Bank will post to the      , which is similar to the      .
·  The       in the cashbook and the balance in the       should be the same 
· unless the manager has recorded an       or       that has not yet been      .
· Managers who keep       financial records will       the bank statement an easy task.

TIMING

· Pettisville Bank will mail bank statements on      
· which is at the       of the simulation.  
Business Forms

·      
·      
·      
·      
·      
·      
·      
·      
Lesson 1.1 Writing checks
Helping Managers
· The managers of       will come to the instructor from time to time to ask for the checks that       received.  
· They are stored in the file folder labeled      .
Manager Tips
· When using an electronic check register, keep a “     ” version too.  
· This will provide verification for the       of work and also alleviate problems that occur when employees are      .
· Managers will use the (check column) when       the bank statement at the end of the month that “C” stands for “     ”
· Maintain the check register in       so       can be made easily.
· Checks must be written in      .
· Business managers are not to accept checks written in      .
· When a check is for an even amount of money, it must include the      .
· There are serious       for “     ” a check.  

· Banks charge substantial       for      .
· The       may also assess a returned      .
· A  person’s       and reputation in the community       too.

· When a company       within the business community, suppliers are reluctant to       and will insist on      .
