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Advancing Graphic Communications

Il. BALANCE SHEET ACCOUNTS

ASSETS
Current Assets

CaSh . This account show cash in banks and on hand.

Notes and Accounts Receivable ...... Face value of notes and outstanding charges held against others.

Allowance for Bad Debts .................. Provision for possible losses from uncollectible accounts

INVeNtories ......ccoveeeeeeeeeeeecee This account is the sum of Finished Goods, Work in Process, Raw
Work in Process Materials and Other Inventories.
Paper

Other Chargeable Materials
Department Supplies
Marketable Securities ........cccccceeeee Shows the cost of securities, readily convertible into cash.
Other Current Assets ......cccceeceeeveeneen. Shows other current assets not already listed, such as prepaid expenses, etc.
Income Tax Refund Receivable
Interest Receivable
Prepaid Interest
Prepaid Insurance
Prepaid Officers’ Life Insurance
Prepaid Taxes
Prepaid Expenses - Other
Loans and Exchanges
Fixed Assets
Real Estate - Land and Buildings ....These accounts represent the gross costs of these assets.

Land
Buildings
Accumulated Depreciation - Building ..Accumulated depreciation on buildings used for business.
Machinery and Equipment................ Gross cost of machinery and equipment used for business.
Accumulated Dep. Machinery
& Equipment .....oovveiiieeiiie, Accumulated depreciation on productive assets.
Other Fixed Assets.......cccccvvverireennen. This account represents the gross cost of such fixed assets as:

Furniture and Fixtures, Vehicles, Others.
Accumulated Other Fixed Assets....Measures the accumulated depreciation on these assets.

Other AsSsets....cocuveeeiiiiiiee e Other assets not included in other classifications such as: Cash Value of Life
Insurance, Deposits, Goodwill, Long Term Investments, Organization
Expenses, Others.

LIABILITIES
Current Liabilities
Notes and Mortgages Payable

Within One Year ......ccccovvvvveeeiniiinnens This account shows obligations of the business, such as negotiable paper or
other written promises, which the firm is to pay within one year.

Accounts Payable .............c.cccccoee Shows the liability of the business for the total of balances owed
to creditors and due within one year.

Other Current Liabilities ..........c..cc..... These accounts show all other obligations payable within one year.

Payroll Taxes Payable
Sales Taxes Collected
Accrued Expenses
Estimated Federal and State Income Taxes
Other Current Liabilities
Long-Term Liabilities .......cccoveeeerviiunnnns This accounts show long-term obligations of the business. Examples are loan
and equipment mortgages, long-term notes and bonds issued by the business.
EQUITY
Total EQUILY ...eeeeeiiiieeieeeeee e This account represents the total of your Capital and Retained Earnings (net
of any treasury stock) for Corporations or the net capital of an individual
Proprietorship or Partnership.

lll. OPERATING STATEMENT ACCOUNTS
SALES REVENUES

Gross Sales ......ccccceeeerrrreriieiiieeeeeeeeeenn. Total sales billed to customers.
Sales Returns and Allowances ........ Reductions to gross sales resulting from billed jobs returned by
customers or credits allowed to customers.
Sales Discounts ......ccevveeeeeeeeeeeeeeeenn. Cash discounts allowed to customers.
Net Sales ....cveviveeieiieeiieeeeeeeeeeeeeeeeeee, Gross Sales less Sales Returns and Allowances and Sales Discounts.
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Other Factory Expenses
Factory Supplies and Expense.............. This account covers all expenses incurred for specific factory departments or
production or cost centers, but not chargeable to specific jobs. Examples are oil
chemicals, electronic prepress supplies, stripping supplies, press supplies and
bindery supplies.
Packing, Shipping, Delivery Expenses ..Such items as shipping materials and supplies, freight, express, parcel post,

PRINTING outside delivery services, delivery vehicle expenses and other expenses
|N DUS-I-RIES applicable to receiving and delivery. This account should be offset by charges
to the customer. Some firms may want to include mailing costs of catalogs.
OFAMEH“:A Repairs and Maintenance...................... This account includes all repairs and maintenance expenses of buildings and
factory machinery and equipment, including computer type equipment.
Other Factory EXpenses.......ccoccuvveeeennnes This account is charged with miscellaneous factory expenses, which cannot be

readily allocated to any one of the above accounts.

ADMINISTRATIVE EXPENSES

U > Salaries - Executive .....ccccceveeevciiieneeenee All compensation earned by executives serving in a general supervisory

capacity, such as president, general manager, treasurer, etc. But, if an executive
spends part of his time as general plant manager, as sales manager or in

selling work, his salary should be allocated accordingly to Factory and/or to
( Sales. (See Classifying Employees)
Salaries — OffiCe ....ccooeuvrvvevreeeeieeeeeeeeen. All amounts earned by office clerical help, such as accountants, bookkeepers,
billing clerks, telephone operators, receptionists, and others.
Payroll TaXes......cccecvveeeireeriieeeeee e (Federal, State and Local) Government taxes for retirement, unemployment
> — benefits, and other, but only as they cover Administrative Employees. Examples
; are F.I.C.A. and federal and state unemployment taxes.
— Employee Benefits .......ccccoeveviiieiiinnnn. Premiums or other expenses of disability or health insurance plans, life
( insurance, pension, retirement or profit sharing plans, etc., as they relate to
Administrative Employees.
Bad Debts.......ccoviiiieeeee e This account provides for losses on uncollectible accounts.
Data Processing Expenses.................... This account includes all current year expenses to maintain your management
— information system including software and updates.
Office Supplies and Expenses .............. This account generally includes office supplies, stationery and postage.
Professional Fees ........ccccooiiieiiiininnen. Includes legal, accounting, consulting and other professional fees.
Taxes - BUSINESS ......eecveeeeiiiiiiiiviieeenns Business taxes such as franchise, gross receipts, capital stock, and others. It
) does not include real or personal property taxes applicable to manufacturing
~ or payroll taxes.
Telephone ......eeeviiecciieeeee e This account is charged for telephone and related expenses.
Other Administrative Expenses ............ Administrative expenses such as: Contributions, Depreciation — Administrative,
( Dues and Subscriptions, Officers Life Insurance, Vehicle Expenses -
Administrative, and Other Administrative Expenses.
SELLING EXPENSES
Salaries — Executive ........cccoeceeieiiieennns All compensation earned by executives in proportion to the time they devote to
directing and supervising salespeople, or to personal selling, contacting
customers, and other sales duties. But, where an executive spends part of his
ime as general plant manager or in administration, his salary should be allocated
accordingly to Factory and/or to Administrative. (See Classifying Employees)
Salaries and Commissions - Salespeople..This account is charged with sales salaries, commissions and other
compensation earned by sales representatives.
Salaries - Sales Office Clerical.............. Charge to this account the proper proportion of salaries of office employees
J I working on sales matters. (See Classifying Employees)
! Payroll Taxes........ccooeriiieriiceiceecenn (Federal, State and Local) This account is charged with government taxes for
l retirement, unemployment benefits, and other, as they cover Sales Employees.
A Examples are F.I.C.A. and federal and state unemployment taxes.
Employee Benefits .......cccoooiieieiiiiiinees Premiums or other expense of disability or health insurance plans, life insurance,
pension, retirement or profit sharing plans, etc., as they relate to Sales Employees.
(_T\ AAVErtiSING ...eeeeeiiiiiieee e Cost of mailing lists bought or compiled; the expense of preparing, printing and
Q mailing the firm's advertising; the cost of newspaper, radio or television
advertising or promotion; directory, novelty, and other forms of advertising.
\ Travel and Entertainment All travel expenses related to selling and entertainment of customers or prospects.
‘ Other Selling Expenses Covers such selling expenses as: Branch Office Expenses and Brokerage
Expenses, Christmas Expenses, Depreciation — Selling, Selling Gifts, Other
r_ Selling Expenses not shown elsewhere.
INTEREST ... Interest on notes and other indebtedness incurred during the period.
OTHER INCOME AND EXPENSE
Other iNCOMEe ......oeeviiiiiiiee e All miscellaneous and extraordinary income such as: Discounts Earned on

Collection of State Sales Taxes, Interest Income, Gain on Sale of Fixed Assets,
Sale of Scrap, Rental Income, Commissions, Dividend Income, Extraordinary
Gains, Other Non-Operational Income.

Other EXPENSES ....cocceeeeceeeeiieeeeieeeees All miscellaneous and extraordinary expenses such as: Loss on the Sale of
Fixed Assets, Extraordinary Losses, Other Non-Operational Expenses.




