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Pragmatist	-	Learns	most	from	learning	activities	that	are	directly	relevant	to	their	situation.	Know	and	explain	how	the	balances	(Asset,	Liability,	Equity,	Income	&	Expenses)	from	the	ledger	are	transferred	in	a	Trial	Balance.	Checking	totals	of	Debit	and	Credit	Columns.	____4.	If	the	Owners	Drawing,	is	a	deduction	of	the	capital	account,	therefore
you	will	place	or	enter	the	amount	in	the	credit	side.	List	Income	and	expense	account	titles	in	accordance	with	Chart	of	Accounts.	AQUINO	Revision	#	Feedback	to	trainee	General	comments	(Strengths/Improvements	needed)	Trainee	signature:	Date:	Trainer	signature:	Date:	62.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date
Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	61	of	65	Developed	by:	ROSETTE	A.	Income.	Post	Transactions	2.1	Prepare	ledger	Prepare	ledger	2.2	Transfer	journal	entries	Transfer	journal	entries	2.3	Summarize	ledger	Summarize	ledger	3.	Worksheet	5.	/	/	*Totals	Debit	and	credit	with	100%	accuracy.	Journalize	transactions	1.1	Prepare
chart	of	accounts	/	1.2	Analyze	documents	/	1.3	Prepare	journal	entry	/	2.	Heading	&	Columns	d.	AQUINO	Revision	#	2.	For	Replenishment	Ruler	25	pcs.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	30	of	65	Developed	by:	ROSETTE	A.	PREPARING	TRIAL	BALANCE	Date
Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	25	of	65	Developed	by:	ROSETTE	A.	AQUINO	Revision	#	Learning	Experiences	Learning	Outcome	2	Transfer	balances	from	the	ledger	Learning	Activities	Special	Instructions	1	Read	Information	Sheet	#3.2-1	on	how	to	calculate	the	balances	of	the	ledger	accounts	for
checking.	AQUINO	Revision	#	SELF-ASSESSMENT	CHECK	INSTRUCTIONS:	This	Self-Check	Instrument	will	give	the	trainer	necessary	data	or	information	which	is	essential	in	planning	training	sessions.	/	/	NOTE:	*Critical	aspects	of	competency	54.	Theorist	-	Learns	most	when	ideas	are	linked	to	existing	theories	and	concepts.	Heart	disease	d.	In
terms	of	Owners	Drawing,	remember	that	it	is	a	deduction	of	the	Capital	account	so	the	amount	is	place	in	the	Debit	Column	and	re-	enter	in	the	Balance	Column.	Observe	trainer’s	demonstration	on	how	to	total	debits	and	credits	with	100%	accuracy	Perform	Task	sheet	#3.3-1	on	how	to	Prepare	trial	balance	with	100%	accuracy	Evaluate
Performance	using	performance	Criteria	Checklist	#3.3-1	CBLM	in	Preparing	Trial	Balance	30	mins.	Review	internal	control	system	Certificate	of	achievement	/Certificate	of	training	Submitted	an	authenticated	copy	of	certificate	of	training	11.	c	2.	If	you	only	find	discrepancy	from	the	figures….	Review	internal	control	system	5.1	Check	policy
compliance	/	5.2	Prepare	policy	compliance	report	/	9.	/	/	*Transfers	account	balances	of	Income	and	expense	account	titles	from	the	ledger	to	the	Trial	Balance.	Double	check	the	difference	between	total	debit	amount	and	total	credit	amount	and	compare	it	with	the	amount	written	in	the	Balance	Column	if	they	tally.	PREPARING	TRIAL	BALANCE
Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	29	of	65	Developed	by:	ROSETTE	A.		Income	and	expense	account	titles	are	listed	in	accordance	with	Chart	of	Accounts.	But	remember	the	account	balance	of	Income	is	in	the	Credit	Side.	Be	sure	to	show	your	outputs	to	your	trainer	as	you	finish	each	task	so	that
he/she	can	guide	you.	Drawing/withdrawal	c.	AQUINO	Revision	#	3.2	Participate	in	negotiations	Participate	in	negotiations	4.	18.	Transfer	Income	and	expense	balances	in	accordance	with	Chart	of	Accounts	Demonstration	Observe	trainer’s	demonstration	on	how	income	and	expense	balances	from	the	ledger	are	being	transferred	in	a	trial	balance.
____2.	Evaluate	Performance	using	performance	Criteria	Checklist	#3.3-2.	List	asset,	liability,	and	equity	account	titles	in	accordance	with	the	Chart	of	Account.	Name	&	Date	4.	D	Test	II.	Existing	Health	Conditions	(Existing	illness	if	any)	a.	AQUINO	Revision	#	Evidences/Proof	of	Current	Competencies	Evidence	of	Current	Competencies	acquired
related	to	Job/Occupation	Current	competencies	Proof/Evidence	Means	of	validating	BASIC	COMPETENCIES	1.	balance	Evaluate	performance	using	Performance	Criteria	Checklist	#	3.1-3	1	hr.	Ledger	balance	d.	57.	Transfer	the	Balance	of	the	Income	account.	Procedure:	In	checking	the	Balances	you	can	follow	these	Simple	STEPS	1-5	below.
*Transfer	account	balances	of	Asset,	liability,	and	equity	from	the	ledger	to	the	Trial	Balance.	If	positive,	the	difference	is	called	a	DEBIT	BALANCE;	if	negative,	a	CREDIT	BALANCE	Reminder:	Double	check	the	calculation	of	those	account	titles	with	multiple	entries	only.	Aquino	Date:_____________	Score:______	DR.	300	pcs.	Trial	Balance	2.	What	we
should	remember	before	listing	down	the	account	titles.	AQUINO	Revision	#	Inventory	of	Training	Resources	Resources	for	presenting	instruction		Print	Resources	As	per	TR	As	per	Inventory	Remarks	CBLM	for	Bookkeeping	NC	III	25	30	For	Reproduction		Non	Print	Resources	As	per	TR	As	per	Inventory	Remarks	Videos	20	20	Complete	PowerPoint
presentations	20	20	Complete	Resources	for	Skills	practice	of	Competency	#	TRS741342	PREPARING	TRIAL	BALANCE		Supplies	and	Materials	As	per	TR	As	per	Inventory	Remarks	Pencils	25	pcs.	85	to	89	d.	Kinesthetic	-	described	as	the	students	in	the	classroom,	who	have	problems	sitting	still	and	who	often	bounce	their	legs	while	tapping	their
fingers	on	the	desks.	Ruler	Assessment	Method:		Oral-questioning		Written	test		Practical/Performance	test	26.	35.	8.	22.	AQUINO	Revision	#	Characteristics	of	learners	b.	deduction	of	equity	account	________5.	AQUINO	Revision	#	PERFORMANCE	CRITERIA	CHECKLIST	No.	3.2-2	Task	Sheet	No.	3.2-2	Students	Name:	__________________________	G11-
______________	Date:	__________________	CRITERIA	YES	NO	Did	I…….	Igorot	d.	Go	through	the	activities	to	guide	you	in	adding	the	Debit	and	Credit	Column	with	100%	accuracy.	T	4.	Individualized	Learning	Read	Information	Sheet	#3.1-3	about	different	account	titles	and	how	they	were	listed	according	to	chart	of	account.	If	you	see	that	the
balances/open	balances	is	placed	on	the	debit	side,	you	will	also	transfer	it	in	the	debit	side.	25	pcs.	Assessment	Method:	Observation	Demonstration	38.	Do	the	General	Ledger	of	“Dr.	LJ’s	Medical	Clinic”	on	July,	2015.	have	a	debit	balance	________4.	Romans	5:3-4	–	Perseverance	Produces	Character	Not	only	so,	but	we	also	glory	in	our	sufferings,
because	we	know	that	suffering	produces	perseverance;	perseverance,	character;	and	character,	hope…	You	become	stronger,	more	steadfast,	more	confident,	and,	ultimately,	full	of	hope	65.	Ruler	Assessment	Method:		Oral-questioning		Written	test		Practical/Performance	test/	Observation	27.	PREPARING	TRIAL	BALANCE	Date	Developed:	May
2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	52	of	65	Developed	by:	ROSETTE	A.	The	Debit	&	Credit	Columns.	5%	5%	20%	25%	Total	Debits	and	credits	with	100%	accuracy.	AQUINO	Revision	#	Inventory	Stapler	1	pc	2	pcs.	C	10.	AQUINO	Revision	#	MODULE	CONTENT	UNIT	OF	COMPETENCY:	PREPARE	TRIAL	BALANCE
MODULE	TITLE	:	PREPARING	TRIAL	BALANCE	MODULE	DESCRIPTOR:	This	module	deals	with	the	knowledge	and	skills	required	in	preparing	Trial	Balance	manually	for	all	types	of	business	organizations	and	business	activities.	Write	the	four	columns	c.	c.	AQUINO	Revision	#	TASK	SHEET	No.	3.2-3	Title	Transfer	Balances	from	the	Ledger	to	the
Trial	Balance	(Income	&	Expenses	Accounts)	Performance	Objectives	Given	the	necessary	learning	materials,	discussion	and	demonstration.	AQUINO	Revision	#	Plan	Training	Session	3.	17.	Please	see	the	sample	on	the	next	page.	ensures	that	the	account	balances	are	extracted	from	the	journal	entry.	Ledger	Book	4.	Male	b.	Note:	This	procedures	in
calculating	balances	for	checking	are	based	on	the	new	procedures	on	how	General	Ledger	is	being	done	today.	Account	Number	d.	Continue	transferring	account	balances	until	you	are	finish.	The	visual	learner	can't	concentrate	with	a	lot	of	activity	around	him	and	will	focus	better	and	learn	faster	in	a	quiet	study	environment.	Transfer	first	the
Beginning	Balances	of	Income	prior	to	the	next	operation	of	the	business,	if	any.	*Total	Debits	and	credits	with	100%	accuracy.	7)	Continue	transferring	account	balances	until	you	are	finish.	1	List	account	titles	Contents:	1.	_________11.	*Extracts	Trial	Balances	with	100%	accuracy.	Use	mathematical	concepts	and	techniques	Certificate	of
achievement	/	Certificate	of	training	Submitted	an	authenticated	copy	of	certificate	of	employment	6.	7.	Subtract	the	Debit	and	Credit	Columns	and	see	if	the	amount	calculated	is	the	same	with	the	amount	written	in	the	Balance	Column.	Maintain	An	Effective	Relationship	With	Client/Customers	3.1	Maintain	a	clean	and	hygienic	environment
Maintain	a	clean	and	hygienic	environment	3.2	Meet	client/customer	requirements	Meet	client/customer	requirements	3.3	Build	credibility	with	customers/clients	Build	credibility	with	customers/clients	4.	PREPARING	TRIAL	BALANCE	Date	Developed:	April	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	18	of	65Developed	by:
ROSETTE	A.	28.	Solo	parent	d.	g.		Debits	and	credits	are	totaled	with	100%	accuracy.	D	8.	Journal	entries	c.	AQUINO	Revision	#	_________16.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	35	of	65	Developed	by:	ROSETTE	A.	College	Level	d.	5)	Extract	the	account	balances	to
the	Trial	Balance	after	finding	out	that	everything	was	correctly	posted	in	the	General	Ledger?	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	11	of	65Developed	by:	ROSETTE	A.	AQUINO	Revision	#	43.	LJ’s	Medical	Clinic	Trial	Balance	July	31,	2015	Acct.	____5.	51.	AQUINO	Revision	#
TABLE	OF	SPECIFICATION	Objectives/Content	area/Topics	Knowledge	Comprehension	Application	#	of	items/	%	of	test	Define	meaning,	purpose,	limitation	of	trial	balance	5%	5%	5%	15%	Know	the	format	of	the	Trial	Balance.	ASSESSMENT	PLAN		Written	Examination	(This	will	include	questions	on	the	knowledge	related	listing	accounts,
transferring	and	summarizing	balances	from	a	ledger.	BASIC	COMPETENCIES	CAN	I…?	Avoid	rushing	while	posting.	75	to	79	Average	grade	in:	Math	a.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	32	of	65	Developed	by:	ROSETTE	A.	NOMINAL	DURATION	:	19	hrs.	32.	if
positive,	the	difference	is	called	a	debit	balance;	if	negative,	a	credit	balance.	Discuss	and	show	the	format	of	a	Trial	Balance.	2	Transfer	balances	from	the	Ledger	Contents:	1.	Continue	adding	up	again,	if	there	is	still	another	amount	in	the	Debit	Column,	the	sum	of	amount	is	place	in	the	Balance	Column.	High	School	Level	b.	PREPARING	TRIAL
BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	28	of	65	Developed	by:	ROSETTE	A.	Apply	Quality	Standards	1.1	Assess	quality	of	received	materials	Assess	quality	of	received	materials	1.2	Assess	own	work	Assess	own	work	13.	You	should	be	very	careful	in	every	numbers	you	write	in	the	Debit	and
Credit	Columns	including	the	addition	and	subtraction	of	amount	in	the	Balance	Column.	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	5	of	65Developed	by:	ROSETTE	A.	Maintain	an	effective	relationship	with	clients	and	Certificate	of	achievement	/Certificate	of	training	Submitted	an
authenticated	copy	of	certificate	of	training	10.	Use	Relevant	Technologies	6.1	Study/select	appropriate	technology	Study/select	appropriate	technology	6.2	Apply	relevant	technology	Apply	relevant	technology	6.3	Maintain/enhance	relevant	technology	Maintain/enhance	relevant	technology	COMMON	COMPETENCIES	1.	Other	needs	a.	Asthma	c.
Lead	small	team	2.1	Provide	team	leadership	/	2.2	Assign	responsibilities	/	2.3	Set	performance	expectations	for	team	members	/	2.4	Supervised	team	performance	/	3.	But	remember	the	account	balances	of	each	elements.	Debit	b.	Owner’s	equity	accounts.	AQUINO	Revision	#	1.3	Engage	in	quality	improvement	Engage	in	quality	improvement	2.
Solve	problems	related	to	work	activities	Certificate	of	achievement	/	Certificate	of	training	Submitted	an	authenticated	copy	of	certificate	of	training	5.	Evaluate	Performance	using	performance	Criteria	Checklist	#3.3-1.	3.	You	will	start	writing	first	the…	a.	Maintain	an	effective	relationship	with	clients	and	customers	3.1	Maintain	a	clean	and
hygienic	environment	/	3.2	Meet	client/customer	requirements	/	3.3	Build	credibility	with	customers/clients	/	4.	F	2.	e.	The	focus	of	this	learning	outcome	is	to	list	down	asset,	liability,	and	equity	including	income	and	expense	account	titles	in	accordance	with	the	Chart	of	Account.	YES	NO	6.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016
Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	51	of	65	Developed	by:	ROSETTE	A.	is	the	difference	after	getting	the	total	debit	and	credit	balances.	A	4.	Answer	Self-Check	#3.1-2	Compare	answer	to	Answer	Key	#3.1-2	5.	LO	2:	Transfer	balances	from	the	Ledger	1.	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:
Document	No.	BKPNCIII-01	Issued	by:	Page	10	of	65Developed	by:	ROSETTE	A.	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	13	of	65Developed	by:	ROSETTE	A.	INTRODUCTION:	This	session	covers	the	knowledge,	skills,	and	attitudes	in	listing	accounts,	transferring	and	summarizing
trial	balance.	And	you	will	start	with	account	payable.			Rules	and	Regulations			1.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	47	of	65	Developed	by:	ROSETTE	A.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:
Page	53	of	65	Developed	by:	ROSETTE	A.	Transfer	first	the	Beginning	Balances	prior	to	the	next	operation	of	the	business,	if	any.	Answer	Self	Check	#	3.1-2	Trainees	answers	the	questions	Compare	to	answer	key	#	3.1-2	Trainer	evaluate	the	answer	of	the	trainee	CBLM	in	Preparing	Trial	Balance	Chart	of	Accounts	Ledger	1	hr.	Double	check	also
placement	of	amount	either	debit	or	credit	side.	Others(please	specify)	___________________	Previous	experience	with	the	topic	Training	Certificates		Journalizing	Transaction	Workshop		Posting	Transaction		Financial	Reports		Review	internal	Control	System/	Previous	learning	experience	List	down	trainings	related	to	Bookkeeping		Journalizing
Transaction	Workshop		Training	in	Posting	Transaction		Financial	Reports	Seminar/	Workshop		Review	internal	Control	System	Seminar	Training	Level	completed	Certificate	of	Competencies	acquired	and	NC	level	III		Journalizing	Transaction		Posting	Transaction		Financial	Reports		Review	internal	Control	System	Special	courses	Other	courses
related	to	Bookkeeping		Units	in	education		Master’s	degree	units	in	education		Others(please	specify)	_________________________	Learning	styles	a.	Asset,	liability,	and	equity	balances	are	transferred	in	accordance	with	Chart	of	Accounts	2.	1	2	3	List	Asset,	liability	equity	account,	Income	&	Expense	account	titles	in	accordance	with	Chart	of	Account	1
4	5	*Transfer	account	balances	of	Asset,	liability	equity	account,	Income	&	Expense	account	titles	from	the	ledger	to	the	Trial	Balance.	4)	Double	check	the	difference	between	total	debit	amount	and	total	credit	amount	and	compare	it	with	the	amount	written	in	the	Balance	Column	if	they	tally?	d	4.	errors	1)	Which	of	the	following	combinations	of
trial	balance	total	suggest	the	presence	of	either	a	transposition	error	or	a	number	slide?	Multiple	Choice	1.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	59	of	65	Developed	by:	ROSETTE	A.	Answer	Self	Check	#	3.1-3	Compare	to	answer	key	#	3.1-3	CBLM	in	Preparing	Trial
Balance	1	hr.	1.	College	Graduate	Sex	a.	Answer	Self	Check	#	3.1-1	Compare	to	answer	key	#	3.1-1	CBLM	in	Preparing	Trial	Balance	1hr.	assists	in	the	identification	and	rectification	of	errors.	Which	of	the	ff.	You	can	also	use	other	format	A/C	(Account	Number	Column)	instead	of	PR	Column.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016
Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	50	of	65	Developed	by:	ROSETTE	A.	Go	through	the	activities	to	guide	you	in	listing	different	account	titles	accordingly	and	properly	in	accordance	with	the	chart	of	account.	Reflector	-	Learns	most	from	activities	where	they	can	watch,	listen	and	then	review	what	has	happened.	List
account	titles	2.		Asset,	liability,	and	equity	balances	are	transferred	in	accordance	with	Chart	of	Accounts		Income	and	expense	balances	are	transferred	in	accordance	with	Chart	of	Accounts.	Note:	Please	use	you	job	sheet	on	Task	Sheet	3.2-1	with	checked	and	corrected	entries	for	your	continuous	learning	and	pre-requisite	activity.	Supplies
Calculator,	General	Ledger,	Pencil,	Journal	&	Ruler	Equipment	LCD	Projector,	Computer/Laptop	Steps	and	Procedures:	This	are	the	steps	you	should	follow.	D	6.	AQUINO	Revision	#	Lecture/	Discussion	Trainer	discusses	about	the	definition	purpose,	example	and	limitation	of	trial	balance.	Write	debit	and	credit	d.	f	3.	1.	AQUINO	Revision	#	5.
_________19.	AQUINO	Revision	#	7.	an	account	verification	report.	Transfer	Asset,	liability,	and	equity	balances	in	accordance	with	Chart	of	Accounts	Individualized	learning	Video/Multi-media	presentations	Demonstration	Read	Information	Sheet	#3.2-2	posting	closing	ledger	balances	into	a	Trial	Balance.	Subtract	the	amount	in	the	Credit	entry	in
the	Balance	Column	in	an	asset	accounts	(this	is	for	every	entry	of	transaction).	50	pcs.	Develop	And	Practice	Negotiation	Skills	3.1	Plan	negotiations	Plan	negotiations	12.	PREPARING	TRIAL	BALANCE	Date	Developed:	April	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	19	of	65Developed	by:	ROSETTE	A.	AQUINO	Revision	#	TASK
SHEET	No.	3.2-2	Title	Transfer	Balances	from	the	Ledger	to	the	Trial	Balance	(Asset,	Liability	&	Owner’s	Equity)	Performance	Objectives	Given	the	necessary	learning	materials,	discussion	and	demonstration.	In	writing	the	account	titles	in	the	Trial	Balance,	we	should	list	them	in	accordance	with	the	chart	of	accounts.	Solve	Problems	Related	To
Work	Activities	4.1	Identify	the	problem	Identify	the	problem	4.2	Determine	fundamental	causes	of	the	problem	Determine	fundamental	causes	of	the	problem	4.3	Determine	corrective	action	Determine	corrective	action	4.3	Provide	recommendation/s	to	manager	Provide	recommendation/s	to	manager	5.	What	are	first	point	to	consider	in	preparing	a
Trial	Balance?	List	Asset,	liability,	and	equity	account	titles	in	accordance	with	Chart	of	Account.	Remember	also	that	Expenses	is	a	deduction	of	Income	therefore,	Expenses	is	always	place	or	enter	in	the	Debit	Side.	Develop	and	practice	negotiation	skills	Certificate	of	training/	Certificate	of	achievement	Submitted	an	authenticated	copy	of	certificate
of	training	4.	Enter	the	Account	Number	in	the	PR	Column	after	you	have	double	check	the	amount.	Activist	-	Learns	by	having	a	go	e.	The	transactions	of	Ms.	Venette’s	Laundry	shop	were	completed	during	December,	2015	as	its	first	month	of	operation.	AQUINO	Revision	#	QUESTIONING	TOOL	Questions	to	probe	the	candidate’s	underpinning
knowledge	Satisfactory	response	Extension/Reflection	Questions	Yes	No	1.	Balance	Sheet	c.	acts	as	the	first	step	in	the	preparation	of	financial	statements.	Manage	own	performance	4.1	Plan	for	completion	of	own	workload	/	4.2	Maintain	quality	of	performance	/	4.3	Build	credibility	with	customers/clients	/	8.	But	if	the	business	is	just	newly	open
ignore	the	procedure	#1	and	go	on	with	step	#2.	AQUINO	Revision	#	Information	Sheet	#	3.2-2	Transfer	Balances	from	the	Ledger	to	the	Trial	Balance	Learning	Objectives:	After	reading	this	INFORMATION	SHEET,	YOU	MUST	be	able	to:	1.	Individualized	learning	Lecture/	Discussion	Read	Information	Sheet	#3.1-1	about	the	format	of	Trial
Balance.	Account	balance	e.	Look	the	account	balance	of	CASH	is	equal	This	is	your	job	sheet.	Continue	transferring	account	balances	of	the	next	account	title	and	so	on.	Transfer	income	and	expense	balances	in	accordance	with	Chart	of	Accounts.			Job	Role/Environment	Questions			1.	High	School	Graduate	c.	_________12.	b.	Complete		Equipment	As
per	TR	As	per	Inventory	Remarks	Computer/Laptop	1	unit	10	units	For	Maintenance	Air-con	unit	1	unit	3	units	Good	LCD	Projector	1	unit	1	unit	Good	Teacher’s	Table/	Chair	1	set	2	sets	Complete	Arm	Chairs	25	pcs.	AQUINO	Revision	#	Balance	of	Cash	To	check	the	account	balance	get	the	difference	bet.	AQUINO	Revision	#	Key	to	Correction	42.
December	31,	2015	6.	Transferring	account	balances	is	critical.	Transfer	the	Balances	of	Expenses	accounts.	BOOKKEEPING	NC	III	Date	Developed:	April	2016	Date	Revised:	Document	No.BKPNCIII-01	Issued	by:	Page	2	of	65	Developed	by:	ROSETTE	A.	Individualized	learning	Read	Information	Sheet	#3.1-1	about	the	definition,	purpose,	example
and	limitation	of	trial	balance.	Complete		Tools	As	per	TR	As	per	Remarks	64.	Calculate	the	balances	of	the	ledger	accounts	for	checking.	1)	Check	the	Debit	and	Credit	Columns	by	means	of	adding	each	column	using	pencil	footing	and	start	with	the	first	account	title	written	in	the	General	Ledger?	December	15,	2015	d.	PREPARING	TRIAL	BALANCE
Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	55	of	65	Developed	by:	ROSETTE	A.	AQUINO	Revision	#	PERFORMANCE	CRITERIA	CHECKLIST	No.	3.2-1	Task	Sheet	No.	3.2-1	Trainee’s	Name:	_______________________	Date:	__________________	CRITERIA	YES	NO	Did	I…….	5%	15%	20%	TOTAL	15%	15%	70%
100%	55.	General	Ledger	d.	Summarize	trial	balance	A.	Balance	is	the	sum	of	debit	entries	minus	the	sum	of	credit	entries	in	an	account.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	27	of	65	Developed	by:	ROSETTE	A.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016
Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	58	of	65	Developed	by:	ROSETTE	A.	Double	check	the	amount	you	have	posted.	Total	Debits	and	credits	with	100%	accuracy	Multi-media/video	presentations	Lecture/	Discussion	Demonstration	See	PowerPoint	presentations	Trainer	discusses	about	adding	debits	and	credits	balances	in	the
Trial	Balance	and	make	it	equal.	Know	and	explain	how	to	calculate	the	balances	of	all	the	accounts	of	the	General	Ledger	before	transferring	them	in	your	Trial	Balance.	Conditions	Trainees/participants	must	be	provided	with	the	following:	1.	Before	you	transfer	the	balances/open	balances,	make	sure	you	have	rechecked	the	filled	up	format	of	the
Trial	Balance	and	listed	all	the	account	titles	in	accordance	with	the	Ledger.	Balance	column	b.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	63	of	65	Developed	by:	ROSETTE	A.	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:	Document	No.	BKPNCIII-01
Issued	by:	Page	9	of	65Developed	by:	ROSETTE	A.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	43	of	65	Developed	by:	ROSETTE	A.	5.	Therefore,	any	amount	Transferred	in	the	Debit	Column	is	re-enter	in	the	Balance	Column.	The	trainee’s	demonstration	was:	Satisfactory	Not
Satisfactory	61.	Double	check	also	the	placement	of	the	amount	in	the	debit	or	credit	side.	AQUINO	Revision	#	LEARNING	OUTCOME	SUMMARY	LEARNING	OUTCOME	NO.	AQUINO	Revision	#	You	should	know	and	explain	how	to	calculate	the	Balances	of	all	the	accounts	of	the	ledger	for	checking	before	transferring	them	in	your	Trial	balance.
Debits	and	credits	are	totaled	with	100%	accuracy.	Blank	spaces	are	provided	for	some	data	that	need	your	response.			Contingency	Questions	1.	Answer	Self	Check	#3.2-1	Compare	to	answer	key	#3.2-1	CBLM	in	Preparing	Trial	Balance	1	hr.	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:
Page	15	of	65Developed	by:	ROSETTE	A.	Journal	for	Trial	Balance	4.	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	6	of	65Developed	by:	ROSETTE	A.	AQUINO	Revision	#	TASK	SHEET	No.	3.2-1	Title	Calculating	Balances	of	Ledger	Accounts	for	Checking	Performance	Objectives	Given
the	necessary	learning	materials,	discussion	and	demonstration.	P33,	220	debit	and	P35,	420	credit	c.	Perform	Computer	Operations	2.1	Plan	and	prepare	for	task	to	be	taken	undertaken	Plan	and	prepare	for	task	to	be	taken	undertaken	2.2	Input	data	into	computer	Input	data	into	computer	2.3	Access	information	using	computer	Access	information
using	computer	2.4	Produce	output/	data	using	computer	system	Produce	output/	data	using	computer	system	2.5	Use	basic	functions	of	a	www-browser	to	locate	information	Use	basic	functions	of	a	www-browser	to	locate	information	2.6	Maintain	computer	equipment	and	systems	Maintain	computer	equipment	and	systems	3.	The	first	amount
entered	must	be	re-entered	in	the	Balance	Column	and	the	succeeding	entry	in	the	Credit	Column	is/are	added	in	the	Balance	Column.	_________10.	4.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	40	of	65	Developed	by:	ROSETTE	A.	4)	Double	check	the	amount	you	have	posted.
PREPARING	TRIAL	BALANCE	Date	Developed:	April	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	21	of	65Developed	by:	ROSETTE	A.	Multi-media/video	presentations	Demonstration	See	video/	PowerPoint	presentations	Observe	trainer’s	demonstration	on	how	to	extract	trial	balances	with	100%	accuracy	Perform	Task	sheet	#3.3-
2	on	how	to	extract	trial	balances	with	100%	accuracy.	What	you	will	write	as	the	date	of	the	statement	if	you	will	prepare	a	Trial	Balance?	/	/	*Extracts	Trial	Balances	with	100%	accuracy.	Introduction:	After	checking	the	calculations	of	the	Balances	you	can	now	proceed	to	transferring	balances	in	the	Trial	Balance.	Complete	Note:	In	the	remarks
section,	remarks	may	include	for	repair,	for	replenishment,	for	reproduction,	for	maintenance	etc.	Enter	the	Account	Number	in	the	PR	Column	after	you	have	double	check	the	amount.	What	are	you	going	to	use	if	you	don’t	have	computer	equipment?	Post	transactions	Certificate	of	achievement	/	Certificate	of	training	Submitted	an	authenticated
copy	of	certificate	of	employment	4.	Transfer	asset,	liability	and	equity	balances	according	to	Chart	of	Account.	a	trial	balance	d.	Manage	own	performance	Certificate	of	achievement	/	Certificate	of	training	Submitted	an	authenticated	copy	of	certificate	of	training	CORE	COMPETENCIES	1.	Others(please	specify)	___________________________	6.	20.	The
following	are	the	purpose	of	Trial	Balance	EXCEPT	one.	For	Replenishment	Marker	3	pcs.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	37	of	65	Developed	by:	ROSETTE	A.	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:
Page	7	of	65Developed	by:	ROSETTE	A.	Balance	of	Cash	To	check	the	account	balance	get	the	difference	bet.	You	should	know	and	explain	how	the	balances	(Income	&	Expenses	Accounts)	are	transferred	from	the	ledger	to	the	Trial	Balance.	Use	relevant	technologies	Certificate	of	achievement	/	Certificate	of	training	Submitted	an	authenticated
copy	of	certificate	of	employment	COMMON	COMPETENCIES	1.	Summarize	trial	balance.	consist	the	two	main	parts	of	a	trial	balance?	AQUINO	Revision	#	3.	95	and	above	b.	PREPARING	TRIAL	BALANCE	Date	Developed:	April	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	20	of	65Developed	by:	ROSETTE	A.	In	listing	down	the
account	titles	in	a	Trial	Balance.	Read	Information	Sheet	#3.1-3	about	different	account	titles	and	how	they	were	listed	in	the	Trial	Balance	in	accordance	with	chart	of	account.	Income	and	expense	account	titles	are	listed	in	accordance	with	Chart	of	Accounts.	Prepare	Trial	Balance	3.1	List	account	titles	List	account	titles	3.2	Transfer	balances	from
the	ledger	Transfer	balances	from	the	ledger	3.3	Summarize	trial	balance	Summarize	trial	balance	4.	Pencil	7.	On	the	other	hand,	Liability	has	a	credit	balance	you	will	place	it	in	a	credit	side.	AQUINO	Revision	#	ANSWER	KEY	#	3.2-2	1.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:
Page	22	of	65	Developed	by:	ROSETTE	A.	Steps	/Procedure:	In	checking	the	balances	you	can	follow	the	important	Steps	1-5	below.	Specific	Instruction:	Prepare	Trial	Balance	within	2	hours.	80	to	84	e.	Complete	Staple	wire	1	box	2	box	Complete	Teacher’s	Record	Book	1	pc.	Female	Age	Your	age:	_____	4.	C.	Calculator	2.	PREPARING	TRIAL
BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	39	of	65	Developed	by:	ROSETTE	A.	B.	The	focus	of	this	learning	outcome	is	to	summarize	trial	balance.	LO	3:	Summarize	Trial	Balance	1.	Use	relevant	technologies	6.1	Study/select	appropriate	technology	/	6.2	Apply	relevant	technology	/	6.3
Maintain/enhance	relevant	technology	/	COMMON	COMPETENCIES	CAN	I…?	T	3.			The	candidate’s	underpinning	knowledge	was:		Satisfactory		Not	Satisfactory	63.	AQUINO	Revision	#	CORE	COMPETENCIES	1.	Ifugao	c.	C	9.	The	term	footing	refers	to	the	addition	of	column	figures.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date
Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	33	of	65	Developed	by:	ROSETTE	A.	Start	with	the	first	account	title	written	in	the	General	Ledger	in	accordance	with	the	Chart	of	Accounts.	Read	Information	Sheet	#3.1-1	about	the	definition,	purpose,	example	and	limitation	of	trial	balance.	List	of	Income	and	Expense	account	titles	in
accordance	with	Chart	of	Accounts	Demonstration	Observe	trainer’s	demonstration	on	how	to	list	income	and	expenses.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	46	of	65	Developed	by:	ROSETTE	A.			Safety	Questions	1.	PREPARING	TRIAL	BALANCE	Date	Developed:	May
2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	42	of	65	Developed	by:	ROSETTE	A.	6	pcs	For	Replenishment	DVD	20	pcs.	AQUINO	Revision	#	You	can	see	here	the	single	entry	of	the	expenses	account	titles.	December	30,	2015	b.	Evaluate	Performance	using	performance	Criteria	Checklist	#3.2-3	CBLM	in	Preparing	Trial	Balance
30	mins.	a	36.	Heading	&	4	Columns	c.	21.	Use	Mathematical	Concepts	And	Techniques	5.1	Identify	mathematical	tools	and	techniques	to	solve	problem	Identify	mathematical	tools	and	techniques	to	solve	problem	5.2	Apply	mathematical	procedure/solution	Apply	mathematical	procedure/solution	5.3	Analyze	results	Analyze	results	6.	Evaluate
Performance	using	performance	Criteria	Checklist	#3.3-2	Preparing	Trial	Balance	1	hr.	Answer	Self-Check	#3.1-1	Compare	answer	to	Answer	Key	#3.1-1	3.	Perform	Task	Sheet	#	3.2-1	on	how	to	calculate	all	the	balances	of	the	ledger	accounts	for	checking	correctly.	AQUINO	Revision	#	BASIC	COMPETENCIES	CAN	I…?	80	to	84	a.	T	7.	Copy	the
balance	written	at	the	end	of	the	Balance	Column.	Enter	the	correct	balances.	T	60.	Remember	also	that	Expenses	is	a	deduction	of	Income	therefore,	Expenses	is	always	place	or	enter	in	the	Debit	Side.	Paper	5.	Muslim	g.	Asset,	liability,	and	equity	account	titles	are	listed	in	accordance	with	Chart	of	Account.	If	you	will	list	the	name	of	the	account,	it
is	written	in	what	column?	D.	Perform	Task	sheet	#3.3-1	on	how	to	Prepare	trial	balance	with	100%	accuracy.	AQUINO	Revision	#	Remember:	You	will	just	copy	and	transfer	the	checked	account	balances	to	save	time	and	effort.	24.	They	are	often	referred	to	as	hyperactive	students	with	concentration	issues.	You	should	know	and	explain	how	the
balances	(Asset,	Liability	&	Owner’s	Equity)	are	transferred	from	the	ledger	to	the	Trial	Balance.	Review	internal	control	system	Reviewing	internal	control	system	HCS412305	23.	Perform	Task	sheet	#3.3-2	on	how	to	extract	trial	balances	with	100%	accuracy.	Ibaloy	h.	F	3.	ensures	that	for	every	debit	entry	recorded,	a	corresponding	credit	entry	has
been	recorded	in	the	books	in	accordance	with	the	double	entry	concept	of	accounting.	If	you	see	that	the	balances	or	open	balances	is	placed	on	the	debit	side,	you	will	also	transfer	it	in	the	debit	side.	2)	Subtract	the	Debit	and	Credit	Columns	and	see	if	the	amount	calculated	is	the	same	with	the	amount	written	in	the	Balance	Column?	AQUINO
Revision	#	ANSWER	KEY	#	3.2-1	1.	PREPARING	TRIAL	BALANCE	Date	Developed:	April	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	17	of	65Developed	by:	ROSETTE	A.	Answer	Self	Check	#3.2-2	Compare	to	answer	key	#3.2-2	7.	Working	student	c.	29.	50.	If	you	find	out	that	everything	was	correctly	posted	then	you	are	now
ready	to	extract	the	account	balances	to	your	Trial	Balance.	in	accordance	with	the	Chart	of	Accounts.	6)	Follow	Steps	a-e,	if	I	found	any	discrepancy	with	the	figures	of	account	balances?	But	remember	the	account	balance	of	Income	is	in	the	Credit	Side.	is	a	column	for	increase	of	asset	and	decrease	of	liability.	If	discrepancy	was	found	follow	these
Steps	a-e.	Complete	Ledger	Book/Ledger	25	pcs.	an	accounting	statements	b.	Lead	workplace	communication	Certificate	of	achievement	/	Certificate	of	training	Submitted	an	authenticated	copy	of	certificate	of	employment	2.	Gaddang	f.	Column	A	Column	B	________1.	For	Replenishment	Ballpens	25	pcs.	f.	3)	Copy	the	balances	written	at	the	end	of
the	Balance	Column.	What	is	being	transferred	in	a	Trial	Balance?	If	Assets	account	titles	has	a	debit	balance	you	will	place	it	in	a	debit	side.	_________15.	PREPARE	TRIAL	BALANCE	PREPARING	TRIAL	BALANCE	HCS412303	4.	a	balance	report	9.	AQUINO	Revision	#	Please	see	this	sample	below.	Liabilities	accounts.	4	Evaluate	Performance	using
performance	criteria	checklist	#3.2	.1	5.Read	Information	Sheet	#3.2-2	on	how	balances	from	the	ledger	are	being	transferred	in	a	trial	balance.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	64	of	65	Developed	by:	ROSETTE	A.	The	focus	of	this	learning	outcome	is	to	transfer
balances	from	the	ledger	to	the	Trial	Balance	in	accordance	with	the	Chart	of	Account.	LEARNING	ACTIVITIES	LO	1:	List	account	titles	Learning	Content	Methods	Presentation	Practice	Feedback	Resource	s	Time	1.	D	2.	Extract	Trial	Balances	with	100%	accuracy.	Assets	&	Expenses	a.	5.	Remember:	You	will	just	copy	and	transfer	the	checked
account	balances	that	are	written	in	the	General	Ledger	to	save	time	and	effort.	Double	check	the	difference	between	total	debit	amount	and	total	credit	amount	and	compare	it	with	the	amount	written	in	the	balance	column	if	they	tally.	Rechecked	the	entry	in	the	Ledger	were	you	find	discrepancy	in	the	Balance	Column.	Journalize	transactions
Journalizing	transaction	HCS412301	2.	b	5.	True	or	False	1.	Trainees	answers	the	questions	Trainer	evaluate	the	answer	of	the	trainee	2.	AQUINO	Revision	#	Performance	Test	Specific	Instruction	for	the	Candidate	Qualification	BOOKKEEPING	NC	III	Unit	of	Competency	PREPARE	TRIAL	BALANCE	General	Instruction:	Given	the	necessary	materials
&	tools,	the	candidate	must	be	able	to	prepare	Trial	Balance.	Individualized	learning	Read	Information	Sheet	#3.2-1	on	how	to	calculate	Balances	of	the	ledger	accounts	for	checking.	And	any	succeeding	amounts	must	be	added	to	the	Balance	Column.	Credit	5.	Lead	Workplace	Communication	1.1	Communicate	information	about	workplace	processes
Communicate	information	about	workplace	processes	1.2	Lead	workplace	discussions	Lead	workplace	discussions	1.3	Identify	and	communicate	issues	arising	in	the	workplace	Identify	and	communicate	issues	arising	in	the	workplace	2.	Perform	Task	Sheet	#	3.1-3	on	how	income	and	expenses	are	listed	in	the	trial	balance.	Perform	Task	Sheet	#	3.2-
1	on	how	to	calculate	the	balances	of	the	ledger	accounts	for	checking.	Liability,	Equity	&	Income	d.	December	1,	2015	c.	________2.	Answer	Self-Check	#3.1-3	Compare	answer	to	Answer	Key	#3.1-2	9.	AQUINO	Revision	#	Demonstration	Observe	Trainer’s	demonstration	on	how	to	list	all	the	different	account	titles	accordingly	and	properly	in
accordance	with	the	chart	of	account	from	the	ledger	to	the	trial	balance.	Income	and	expense	balances	are	transferred	in	accordance	with	Chart	of	Accounts	Conditions	Trainees/participants	must	be	provided	with	the	following:	1.	have	a	credit	balances	________3.	Continue	transferring	account	balances	of	the	next	account	title	and	so	on.	P26,	670
debit	and	P26,	607	credit	d.	F	10.	Transfer	first	the	Beginning	Balances	prior	to	the	next	operation	of	the	business,	if	any.	PREPARING	TRIAL	BALANCE	Date	Developed:	April	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	16	of	65Developed	by:	ROSETTE	A.	Journal	b.	Tagalog	b.	ASSET-	Debit	Side	Liability	and	Owner’s	Equity-
Credit	Side	Drawing-deduction	of	Capital-	Debit	side	Assessment	Method:	Observation	Demonstration	48.	2	pc.	Paper	3.	*Transfer	account	balances	of	Income	and	expense	account	titles	from	the	ledger	to	the	Trial	Balance.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	38	of	65
Developed	by:	ROSETTE	A.	AQUINO	Revision	#	Characteristics	of	learners	Physical	ability	1.	AQUINO	Revision	#	Competency	Based	Learning	Materials	Sector	:	Health,	Social	and	Other	Community	Development	Services	Sector	Trade	Area:	BOOKKEEPING	NC	III	Unit	of	Competency:	PREPARE	TRIAL	BALANCE	Module	Title:	PREPARING	TRIAL
BALANCE	RIZAL	HIGH	SCHOOL	Dr.	Sixto	Antonio	Avenue,	Caniogan,	Pasig	City	2.	AQUINO	Revision	#	Self-	Check	#	3.2-1	Matching	Type:	Instruction:	Match	the	correct	answers	from	Column	B	with	Column	A.	Post	transactions	2.1	Prepare	ledger	/	2.2	Transfer	journal	entries	/	2.3	Summarize	ledger	/	3.	59.	Make	sure	you	put	in	mind	that	the
balance	side	of	all	asset	accounts	is	in	the	Debit	side.	Encircle	the	letter	of	your	choice	that	best	describes	you	as	a	learner.	ASSESSMENT	CRITERIA:		Asset,	liability,	and	equity	account	titles	are	listed	in	accordance	with	Chart	of	Account.	Please	see	the	sample	on	the	next	page.	Complete	Worksheets	(assorted)	25	pcs.	Anemia	e.	1	1	3	5	Total	Debits
and	credits	with	100%	accuracy.	F	6.	None	b.	Remember,	if	the	account	titles	had	a	credit	balance	like	Liability,	Owner’s	Capital	&	Income,	they	are	automatically	transfer	in	the	Credit	Column.	Perform	Task	Sheet	#	3.1-3	on	how	to	list	Income	&	Expenses	account	titles	in	accordance	with	the	chart	of	account.	Apply	quality	standards	Certificate	of
achievement	/	Certificate	of	training	Submitted	an	authenticated	copy	of	certificate	of	training	2.	____1.	30	mins.	BOOKKEEPING	NC	III	Date	Developed:	April	2016	Date	Revised:	Document	No.BKPNCIII-01	Issued	by:	Page	1	of	65	Developed	by:	ROSETTE	A.	T	47.	31.	1)	Transfer	first	the	Beginning	Balances	of	Income	prior	to	the	next	operation	of	the
business,	if	any.	Having	to	read	long	texts	is	pointless	and	will	not	be	retained	by	the	auditory	learner	unless	it	is	read	aloud.	AQUINO	Revision	#	Learning	Experiences	Learning	Outcome	1	List	account	titles	Learning	Activities	Special	Instructions	1.	10.	Lead	workplace	communication	1.1	Communicate	information	about	workplace	processes	/	1.2
Lead	workplace	discussions	/	1.3	Identify	and	communicate	issues	arising	in	the	workplace	/	2.	AQUINO	Revision	#	PERFORMANCE	CRITERIA	CHECKLIST	No.	3.2-3	Task	Sheet	No.	3.2-3	Trainee’s	Name:	_______________________	Date:	__________________	CRITERIA	YES	NO	Did	I…….	AQUINO	Revision	#	Learning	Experiences	Learning	Outcome	3
Summarize	trial	balance	Learning	Activities	Special	Instructions	1.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	41	of	65	Developed	by:	ROSETTE	A.	List	income	and	expense	account	titles	in	accordance	with	Chart	of	Account.	PREPARING	TRIAL	BALANCE	Date	Developed:
May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	57	of	65	Developed	by:	ROSETTE	A.	A	7.	Read	Information	Sheet	#3.1-2	about	the	format	of	a	Trial	Balance	4.	Transfer	balances	from	the	ledger	3.	Prepare	trial	balance	3.1	List	account	titles	/	3.2	Transfer	balances	from	the	ledger	/	3.3	Summarize	trial	balance	/	4.	No.	Account
Title	Debit	Credit	101	Cash	102	Accounts	Receivable	106	Land	107	Building	108	Medical	Equipment	201	Accounts	Payable	202	Notes	Payable	301	Dr.	LJ’s	Capital	303	Dr.	LJ’s	Drawing	401	Professional	Fees	Income	501	Salaries	Expenses	502	Insurance	Expense	503	Repairs	and	Maintenance	Expense	505	Communication	Expense	508	Medical
Supplies	Expense	509	Office	Supplies	Expense	511	Dues	and	Subscriptions	Expense	49.	The	equality	of	debits	and	credits	in	the	ledger	should	be	verified	at	the	end	of	each	accounting	period	by	preparing.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	49	of	65	Developed	by:
ROSETTE	A.	Assessment	Method:	Observation	Demonstration	52.	Define	the	meaning,	purpose,	example	and	limitations	of	Trial	Balance.	But,	if	you	find	any	discrepancy	with	the	figures	of	account	balances	you	can	refer	to	Steps	(a-f).	Discuss	and	show	the	format	of	Trial	Balance.	True	or	False	:	Instruction:	Write	T	if	the	statement	is	True	and	write	F
if	the	statement	is	False	before	the	statement.	All	Ledger	Accounts	are	closed	at	the	beginning	of	an	accounting	period.	Solve	problems	related	to	work	activities	4.1	Identify	the	problem	/	4.2	Determine	fundamental	causes	of	the	problem	/	4.3	Determine	corrective	action	/	4.4	Provide	recommendation/s	to	manager	/	5.	_________13.	Double	check	the
amount	you	have	posted	to	avoid	errors.	Supplies	Calculator,	General	Ledger,	Pencil,	Ruler	Equipment	LCD	Projector,	Computer/Laptop	Reminder:	Double	the	calculation	of	those	account	titles	with	multiple	entries	only.	Introduction:	Before	transferring	balances	to	the	Trial	Balance,	you	have	to	double	check	and	find	the	Balances	of	all	Ledger
accounts	written	in	small	figures	called	pencil	footing	in	the	Balance	Column,	if	they	were	computed	correctly.	How	are	you	going	to	work	with	others?	Note:	This	procedures	in	transferring	account	balances	are	based	on	the	new	procedures	on	how	General	Ledger	is	being	done	today.	A	5.	Trainer	discusses	about	the	format	of	Trial	Balance.	Total
Debit	and	Credit	columns	are	checked	&	should	be	equal.	Answer	Self	Check	#3.2-1	Compare	to	answer	key	#3.2-1	3.	Evaluate	Performance	using	performance	criteria	checklist	#3.1-3	CBLM	in	Preparing	Trial	Balance	1	hr.	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	12	of
65Developed	by:	ROSETTE	A.	1	3	4	TOTAL	3	3	14	20	56.	Look	the	account	balance	of	CASH	is	equal	33.	Financially	challenged	b.	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	8	of	65Developed	by:	ROSETTE	A.	6.	The	transferred	amount	in	the	Debit	Column	are	just	re-entered	in	the
Balance	Column.The	same	theory	is	applied	in	the	Income	account	except	that	the	Balance	side	of	income	is	the	Credit	Column	34.	Prepare	Financial	Reports	4.1	Prepare	financial	statements	Prepare	financial	statements	4.2	Analyze	financial	statements	Analyze	financial	statements	5.	58.	Prepare	financial	reports	Certificate	of	achievement	/
Certificate	of	training	Submitted	an	authenticated	copy	of	certificate	of	training	5.	3)	Continue	the	procedures	in	the	next	account	titles	and	so	on,	if	the	computed	amount	in	the	Balance	Column	is	the	SAME?	Lead	small	team	Certificate	of	achievement	/	Certificate	of	training	Submitted	an	authenticated	copy	of	certificate	of	employment	3.	You	can
also	use	other	format	A/C	(Account	Number	Column)	instead	of	PR	Column.	Please	check	the	appropriate	box	of	your	answer	to	the	questions	below.	P65,470	debit	and	P68,170	credit	b.	Post	transactions	Posting	transactions	HCS412302	3.	Perform	computer	operations	Certificate	of	achievement	/	Certificate	of	training	Submitted	an	authenticated
copy	of	certificate	of	training	3.	After	doing	all	activities	of	this	LO,	you	are	ready	to	proceed	to	the	next	UC	on	Preparing	Financial	Statements	30.	This	is	known	as	transposition	error.	Diabetes	g.	Continue	the	procedures	in	the	next	account	titles	and	so	on,	if	the	computed	amount	in	the	Balance	Column	is	the	SAME.	AQUINO	Revision	#	Self-	Check
#	3.2-2	True	or	False:	Instruction:	Write	T	if	the	statement	is	True	and	write	F	if	it	is	False.	Transfer	balances	from	the	ledger.	Define	the	meaning,	purpose,	example,	and	limitation	of	trial	balance.	Chart	of	account	3.	AQUINO	Revision	#	41.	Write	both	a	and	b	8.	You	might	have	entered	your	amount	in	the	wrong	side.	List	account	titles.	44.
PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	48	of	65	Developed	by:	ROSETTE	A.		Trial	Balances	are	extracted	with	100%	accuracy.	Complete	White	Board	1	pc.	Evaluate	Performance	using	performance	criteria	checklist	#3.1-3	After	doing	all	activities	of	this	LO,	you	are	ready
to	proceed	to	the	next	LO	on	Transferring	balances	from	the	Ledger.	Evaluate	Performance	using	performance	criteria	checklist	#3.2-1	Multi-	media	You	tube	Video	1	hr.	Whether	you’re	using	old	or	new,	it	is	critical	to	double	check	the	calculation	for	100	%	accuracy	before	transferring	account	balances.	37.	____3.	PREPARING	TRIAL	BALANCE	Date
Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	44	of	65	Developed	by:	ROSETTE	A.	But,	if	there	is	amount	transferred	in	the	Debit	Column,	it	must	be	automatically	subtracted	in	the	Balance	Column.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:
Page	45	of	65	Developed	by:	ROSETTE	A.	AQUINO	Revision	#	Video/Multi-media	presentations	Demonstration	See	video/	PowerPoint	presentations	Observe	trainer’s	demonstration	on	how	to	calculate	all	the	balances	of	the	ledger	accounts	for	checking.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.
BKPNCIII-003	Issued	by:	Page	26	of	65	Developed	by:	ROSETTE	A.	Subtract	the	amount	in	the	Credit	entry	in	the	Balance	Column	in	an	asset	accounts	(for	every	entry	of	transaction).	9.	How	are	you	going	to	do	if	the	Trial	Balance	is	not	equal?	AQUINO	Revision	#	Training	Needs	Training	Needs	(Learning	Outcomes)	Module	Title/Module	of
Instruction	List	account	titles	PREPARING	TRIAL	BALANCE	Transfer	balances	from	the	ledger	Summarize	trial	balance	16.	90	to	94	c.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	31	of	65	Developed	by:	ROSETTE	A.	Debit	&	Credit	b.	PREPARING	TRIAL	BALANCE	Date
Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	65	of	65	Developed	by:	ROSETTE	A.	2	pcs.	Evaluate	performance	using	performance	criteria	checklist	#	3.1-2	7.	_________18.	19.	Perform	computer	operations	2.1	Plan	and	prepare	for	task	to	be	taken	undertaken	/	2.2	Input	data	into	computer	/	2.3	Access	information
using	computer	/	2.4	Produce	output/	data	using	computer	system	/	2.5	Use	basic	functions	of	a	www-browser	to	locate	information	/	2.6	Maintain	computer	equipment	and	systems	/	3.	Develop	and	practice	negotiation	skills	3.1	Plan	negotiations	/	3.2	Participate	in	negotiations	/	4.	LEARNING	OUTCOMES:	At	the	end	of	this	module	you	MUST	be	able
to:	1.	75	to	79	Cultural	and	language	background	Ethnicity/culture:	a.	P14,	517	debit	and	P15,477	credit	II.	This	are	the	steps	you	should	follow.	AQUINO	Revision	#	KEY	to	Corrections	Test	I.	If	you	have	any	questions	or	you	need	clarification,	ask	assistance	from	the	trainer.	2.	Ledger	3.	Listing	account	titles	is	divided	into	two…	Income	and
Expenses	accounts	are	the	next	accounts	to	be	entered	in	the	Trial	Balance	statement	after	Asset,	Liability	&	Equity	accounts.	Copy	the	balances	written	at	the	end	of	the	Balance	Column.	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	3	of	65Developed	by:	ROSETTE	A.	Continue	the
procedures	in	the	next	account	title	and	so	on,	if	the	computed	amount	in	the	Balance	Column	is	the	SAME.	Visual	-	The	visual	learner	takes	mental	pictures	of	information	given,	so	in	order	for	this	kind	of	learner	to	retain	information,	oral	or	written,	presentations	of	new	information	must	contain	diagrams	and	drawings,	preferably	in	color.	AQUINO
Revision	#	Information	Sheet	#	3.2-1	Calculating	Balances	of	Ledger	Accounts	for	Checking	Learning	Objectives:	After	reading	this	INFORMATION	SHEET,	YOU	MUST	be	able	to:	1.	Competency	Based-	Learning	materials	6.	Unlocking	of	Difficulties:	Balance	is	the	Sum	of	DEBIT	entries	minus	the	SUM	of	CREDIT	entries	in	an	ACCOUNT.	Write	the
correct	answer	from	the	space	provided	before	the	number	in	the	Column	A.	Multiple	Choice:	Write	the	letter	of	the	correct	answer	in	your	answer	sheet:	1.	Perform	Task	Sheet	#3.2-3	on	how	to	transfer	income	and	expenses	in	accordance	with	the	chart	of	account.	AQUINO	Revision	#	LEARNING	OUTCOME	NO.	T	8.	AQUINO	Revision	#	Sample
Data	Gathering	Instrument	for	Trainee’s	Characteristics	Please	answer	the	following	instrument	according	to	the	characteristics	described	below.	But	if	the	business	is	just	newly	open	ignore	the	procedure	#2.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	56	of	65	Developed	by:
ROSETTE	A.	Prepare	financial	reports	Preparing	financial	reports	HCS412304	5.	Total	Debit	and	Credit	Columns	with	100%	accuracy	2.	Disabilities(if	any)_____________________	2.	Transactions	b.	See	video/	PowerPoint	presentations	Observe	trainer’s	demonstration	on	how	balances	from	the	ledger	are	being	transferred	in	a	trial	balance.	PREPARING
TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	24	of	65	Developed	by:	ROSETTE	A.	Trial	balance	is	a	working	paper	that	accountants	use	as	a	basis	while	preparing	financial	statements.	46.	But,	if	you	find	any	discrepancy	with	the	figures	of	account	balances	you	can	refer	to	Steps	(a-e)	on	the
next	page.	Perform	Task	Sheet	#	3.1-2	on	how	to	list	Asset,	Liability	&	Owner’s	Equity	account	titles	in	accordance	with	the	chart	of	account.	a.	20	pcs.	AQUINO	Revision	#	Written	Test	I.	AQUINO	Revision	#	40.	F	9.	Characteristics	of	learners	Language,	literacy	and	numeracy	(LL&N)	Average	grade	in:	English	a.	AQUINO	Revision	#	TABLE	OF
SPECIFICATION	Objectives/Content	area/Topics	Knowledge	Comprehension	Application	#	of	items/	%	of	test	Define	meaning,	purpose,	limitation	of	trial	balance	1	1	1	3	Know	the	format	of	the	Trial	Balance.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	62	of	65	Developed	by:
ROSETTE	A.	Apply	quality	standards	1.1	Assess	quality	of	received	materials	/	1.2	Assess	own	work	/	1.3	Engage	in	quality	improvement	/	2.	6)	Transfer	the	Balances	of	Expenses	accounts.	Ruler	Assessment	Method:		Oral-questioning		Written	test	25.	Account	Title	c.	In	adding	the	amount	in	the	debit	and	credit	columns	we	are	using	pencil	writing
called	footing.	contains	the	amounts	after	adding	and	subtracting	debit	and	credit	entries	per	line.	TEACHER’S	SELF-REFLECTION	OF	THE	SESSION	This	session	covers	the	knowledge,	skills,	and	attitudes	in	listing	accounts,	transferring	and	summarizing	trial	balances	from	a	ledger.	Start	with	the	first	account	title	written	in	the	General	Ledger
using	the	account	no.	Review	Internal	Control	System	5.1	Check	policy	compliance	Check	policy	compliance	5.2	Prepare	policy	compliance	report	Prepare	policy	compliance	report	15.	YES	NO	1.	AQUINO	Revision	#	SESSION	PLAN	Sector	:	Health,	Social,	and	Other	Community	Development	Services	Sector	Qualification	Title	:	Bookkeeping	NC	III
Unit	of	Competency	:	Prepare	Trial	Balance	Module	Title	:	PREPARING	TRIAL	BALANCE	Learning	Outcomes:	1.	2)	Transfer	the	Balance	of	the	Income	account.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	34	of	65	Developed	by:	ROSETTE	A.	Perform	Task	Sheet	#3.2-3	on	how
to	transfer	income	and	expenses	in	accordance	with	the	chart	of	account.	A	3.	45.	Worksheet	4.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	54	of	65	Developed	by:	ROSETTE	A.	Evaluate	Performance	using	performance	criteria	checklist	#3.2-2	9.	A	mere	lack	of	even	1	number
means	everything	or	lack	of	zero	means	a	lot,	or	even	trans-positioning	is	critical.		Performance	Test	(This	includes	the	following	test:	listing	accounts,	transferring	and	extracting	Trial	Balances	and	total	debits	and	credits	with	100%	accuracy.	Remember:	You	will	just	copy	and	transfer	the	checked	account	balances	to	save	time	and	effort.
Hypertension	f.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	60	of	65	Developed	by:	ROSETTE	A.	Lead	Small	Teams	2.1	Provide	team	leadership	Provide	team	leadership	2.2	Assign	responsibilities	Assign	responsibilities	2.3	Set	performance	expectations	for	team	members	Set
performance	expectations	for	team	members	2.4	Supervised	team	performance	Supervised	team	performance	3.	53.	/	/	*Transfers	account	balances	of	Asset,	liability,	and	equity	from	the	ledger	to	the	Trial	Balance.	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	4	of	65Developed	by:
ROSETTE	A.	_________17.	AQUINO	Revision	#	Identifying	Training	Gaps	Summary	of	Current	Competencies	versus	Required	Competencies	Required	Units	of	Competency/Learning	Outcomes	based	on	CBC	Current	Competencies	Training	Gaps/Requirements	BASIC	COMPETENCIES	1.	For	Replenishment	Journals	(assorted)	25	pcs.	A	statement
prepared	to	confirms	that	accounts	are	still	in	balance.	Auditory-	a	learner	who	has	the	ability	to	remember	speeches	and	lectures	in	detail	but	has	a	hard	time	with	written	text.	Complete	Calculators	25	pcs.	Others(	please	specify)_____________	Education	&	general	knowledge	Highest	Educational	Attainment:	a.	The	Debit	&	Credit	Columns.	AQUINO
Revision	#	Name:_____________________________	Grade___-_______________	Teacher:	Ms.	R.	Go	through	the	activities	to	guide	you	in	Transferring	balances	from	the	ledger	accurately.	d.	Manage	Own	Performance	4.1	Plan	for	completion	of	own	workload	Plan	for	completion	of	own	workload	4.2	Maintain	quality	of	performance	Maintain	quality	of
performance	4.3	Build	credibility	with	customers/clients	Build	credibility	with	customers/clients	14.	Journalize	Transactions	1.1	Prepare	chart	of	accounts	Prepare	chart	of	accounts	1.2	Analyze	documents	Analyze	documents	1.3	Prepare	journal	entry	Prepare	journal	entry	2.	Ibanag	e.	You	can	also	use	other	format	A/C	(Account	Number	Column)
instead	of	PR	Column.	Whether	you’re	using	old	or	new,	it	is	critical	to	double	check	the	calculation	for	100	%	accuracy	before	transferring	account	balances.	AQUINO	Revision	#	BOOKKEEPING	NC	III	COMPETENCY-BASED	LEARNING	MATERIALS	List	of	Competencies	No.	Unit	of	Competency	Module	Title	Code	1.	Check	the	calculated	Account
Balances	using	the	procedure	given	on	the	Task	Sheet.	T	5.	AQUINO	Revision	#	customers	4.	BOOKKEEPING	NC	III	Date	Developed:	April,	2016	Date	Revised:	Document	No.	BKPNCIII-01	Issued	by:	Page	14	of	65Developed	by:	ROSETTE	A.	_________20.	Perform	Task	Sheet	#	3.2-2	on	how	balances	from	the	ledger	are	being	transferred	in	a	trial
balance	8.	What	are	the	safety	precautions	you	must	undertake	if	you	will	use	computer	equipment?	List	of	Asset,	liability,	and	equity	account	titles	in	accordance	with	Chart	of	Account.	Just	continue	doing	the	procedures,	if	the	entry	is	still	on	the	Credit	Column	(subtract)	and	place	the	difference	in	the	Balance	Column.	Write	the	trial	balance
heading	b.	Perform	Task	Sheet	#	3.1-3	on	how	to	list	all	the	different	account	titles	in	accordance	with	the	chart	of	account	from	the	ledger	to	the	trial.	Copy	the	balances	written	at	the	end	of	the	Balance	Column.	Suppose	that	in	our	Trial	Balance,	the	Ledger	balance	of	cash	was	erroneously	transferred	to	the	trial	balance	as	P653,	700.00	(the
correct	amount	is	P635,	700).	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	36	of	65	Developed	by:	ROSETTE	A.	Calculate	Balances	of	the	ledger	accounts	for	checking.	Answer	Self	Check	#3.2-2	Perform	Task	Sheet	#	3.2-2	on	how	balances	from	the	ledger	are	being	transferred
in	a	trial	balance.	PREPARING	TRIAL	BALANCE	Date	Developed:	May	2016	Date	Revised:	Document	No.	BKPNCIII-003	Issued	by:	Page	23	of	65	Developed	by:	ROSETTE	A.	1	hr.	One	of	the	errors	that	will	cause	the	trial	balance	to	be	out	of	balance	is	that	the	transaction	is	not	recorded	in	the	journal.	39.	Asset	accounts.	Complete	Mono	block	chairs
25	pcs.	Thus	this	session	plan	is	implemented	and	successfully	followed	by	the	trainees.	Check	the	Debit	and	Credit	Columns	by	means	of	adding	each	column	using	pencil	footing	and	start	with	the	first	account	title	written	in	the	General	Ledger.	AQUINO	Revision	#	If	discrepancy	was	found	follow	these	Steps	a-f.	Write	the	letter	of	your	answer	T/F
on	the	space	provided	before	each	number.	5%	10%	15%	List	Asset,	liability	equity	account,	Income	&	Expense	account	titles	in	accordance	with	Chart	of	Account	5%	20%	25%	*Transfer	account	balances	of	Asset,	liability	equity	account,	Income	&	Expense	account	titles	from	the	ledger	to	the	Trial	Balance.	/	/	Lists	Income	and	expense	account	titles
in	accordance	with	Chart	of	Accounts.	3	Summarize	trial	balance	Contents:	1.	Compare	to	answer	key	#3.2-2	Evaluate	Performance	using	performance	criteria	checklist	#3.2-2	CBLM	in	Preparing	Trial	Balance	Multi-	media	You	tube	Video	1	hr.	Just	continue	doing	the	procedures,	if	the	entry	is	still	on	the	Credit	Column	(subtract)	and	place	the
difference	in	the	Balance	Column.	Journalize	transactions	Certificate	of	achievement	/	Certificate	of	training	Submitted	an	authenticated	copy	of	certificate	of	employment	2.	Ledger	Book	5.	Prepare	financial	reports	4.1	Prepare	financial	statements	/	4.2	Analyze	financial	statements	/	5.	If	you	find	out	that	everything	was	correctly	posted	then	you	are
now	ready	to	extract	the	account	balances	to	your	Trial	Balance.	Eraser	8.	Likewise,	Expenses	is	a	deduction	of	Income,	so	the	amount	is	place	in	the	Debit	Column	and	re-enter	the	amount	in	the	Balance	Column.	Assessment	Criteria	1.	AQUINO	Revision	#	Evidence	Plan	Competency	standard:	BOOKKEEPING	NC	III	Unit	of	competency:	PREPARE
TRIAL	BALANCE	Ways	in	which	evidence	will	be	collected:	[tick	the	column]	Demonstration&	Questioning	ThirdpartyReport	Portfolio	Written	The	evidence	must	show	that	the	trainee…	Lists	Asset,	liability,	and	equity	account	titles	in	accordance	with	Chart	of	Account.	But	if	the	business	is	just	newly	open	ignore	the	procedure	#2	and	go	on	with	step
#3.	Evaluate	Performance	using	performance	Criteria	Checklist	#3.2-3	After	doing	all	activities	of	this	LO,	you	are	ready	to	proceed	to	the	next	LO	on	Summarizing	Trial	Balance.	For	Replenishment	Erasers	25	pcs.	Use	mathematical	concepts	and	techniques	5.1	Identify	mathematical	tools	and	techniques	to	solve	problem	/	5.2	Apply	mathematical
procedure/solution	/	5.3	Analyze	results	/	7.	5)	Enter	the	Account	Number	in	the	PR	Column	after	you	have	double	check	the	amount.	T	2.
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