
ACC 255 – Certified Bookkeeper Review 
Course Syllabus   - - Spring, 2012 - - 

 
Course Information 

Course Description: This course prepares students for the American Institute of 
Professional Bookkeepers (AIPB) Certified Bookkeeper 
examination and review of accounting theory and practical 
bookkeeping skills. 

Learning Outcomes: After completion of this course, the student will be able to: 

1. Master Adjusting Entries, accruals, deferrals and the adjusted 
trial balance 

2. Correct accounting errors  
3. Complete bank reconciliations 
4. Prepare Payroll 
5. Calculate inventory under different methods 
6. Calculate depreciation under different methods   
7. Understand and prepare internal controls and fraud prevention 

Prerequisites: ACC 102 
Course Topics: This course is considered a cap-stone course of all previously learned 

accounting material.   

Textbooks, Supplementary Materials, Hardware and Software Requirements 
Required Textbooks: Certified Bookkeeper Workbook Set – ISBN 1-884826-48-2         

Publisher: American Institute of Professional Bookkeepers  (AIPB) 
Supplementary Materials: For certification, there is a fee through AIPB after the National Testing 

Software Requirements: NONE 

Instructor Information 
Instructor Name: Linda L. Ballard, MBA, CPA 

Instructor Contact Information: E-mail: ballard@dscc.edu OR  

 this class e-mail (preferred) 

Office: Jimmy Naifeh Center, Administration Bldg, Room 143 

Telephone # (901) 475-3168 
Virtual Office Hours: This class is being taught as an on-line course. There are no 

scheduled faculty office hours. E-mail any requests for answers to 
specific questions or other assistance. You will receive an e-mail 
response within 36 hours. Appointments to cover course material or 
answer questions will be scheduled on an individual “needs” basis. 

Instructor Response Time: Every attempt to respond to course e-mail within 24-36 hours during 
the workweek will be made, though it may not be possible in all 
cases. 

Assessment and Grading 
Testing Procedures: Testing will be completed online.  Format will be multiple choice, 

computation and long answer.  There will be a Chapter exam 
following each chapter and a final exam 

Grading Procedures: • Book Test                        =            90% 
• Final Exam                   =   10% 
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• A = 100 – 90 
• B =  89 – 80 
• C =  79 – 70 
• D =  69 – 60 
• F >  60 

Assignments and Participation 
Assignments and Projects: 

 
 

A sequenced list of assignments and 
projects arranged by course section 

or module with due dates if 
applicable.   A generic weekly 

schedule is applicable. 

Due Date Assignment 
Week 1  
Week 2 Test - Adjusting Entries 
Week 3  
Week 4  
Week 5 Test-Correction of Accounting Errors 
Week 6  
Week 7 Test – Depreciation 
Week 8  
Week 9  
Week 10 Test - Payroll 
Week 11  
Week 12  
Week 13 Test - Inventory 
Week 14  
Week 15 Test - Internal Control and Fraud Protection 
Week 16 Final Exam 

 

Punctuality: A statement of course milestones to keep the students on track in an 
asynchronous environment. No synchronous events such as chat 
sessions, audio conferences, or physical meetings should be required. 

Class Participation: A statement that students must participate in all interactive aspects of 
the course if interaction is part of the course design. For example, 
students are expected to communicate with the instructor as a 
learning resource, students must check the course bulletin board 
frequently for announcements, and students must actively participate 
in threaded discussion events.  

Course Ground Rules 
General:  A reiteration and emphasis of certain rules and course 

expectations. For example,  

1. Participation is required  
2. Learn how to navigate within the course management 

system.  
3. Keep abreast of course announcements  
4. Use the assigned college or university e-mail address as 

opposed a personal e-mail address  
5. Address technical problems immediately  
6. Observe course netiquette at all times. Instructor guidelines 

for communication by email, chat, and the use of web 
resources 

E-mail: 1. Always include a subject line.  
2. Remember without facial expressions some 

comments may be taken the wrong way. Be careful in 
wording your emails. Use of emoticons might be 



helpful in some cases.  
3. Use standard fonts.  
4. Do not send large attachments without permission.  
5. Special formatting such as centering, audio messages, 

tables, html, etc. should be avoided unless necessary 
to complete an assignment or other communication.  

6. Respect the privacy of other class members.  

Discussions: 1. Review the discussion threads thoroughly before 
entering the discussion. Be a lurker then a discussant.  

2. Try to maintain threads by using the "Reply" button 
rather starting a new topic.  

3. Do not make insulting or inflammatory statements to 
other members of the discussion group. Be respectful 
of other's ideas.  

4. Be patient and read the comments of other group 
members thoroughly before entering your remarks.  

5. Be cooperative with group leaders in completing 
assigned tasks.  

6. Be positive and constructive in group discussions.  
7. Respond in a thoughtful and timely manner.  

Web Resources:   
Other Important Information 

Library For the DSCC library or help desk go to www.dscc.edu and click on 
Learning Resource Center link. 
 
For the Tennessee Virtual Library go to www.tn.regentsdegrees.org 
and click on TBR Virtual Library. 

Reporting Fraud, Waste, or Abuse ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
State law requires all public institutions of higher education to provide a 
means by which students, employees, or others may report suspected or 
known improper or dishonest acts. In addition, DSCC is committed to the 
responsible stewardship of our resources. 
 
Whether you are part of departmental management, a faculty or staff 
member, a student, or an interested citizen, we encourage you to report 
known or suspected dishonest acts by employees, outside contractors, or 
vendors. 
 
 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
What Should I Report? 
Dishonest acts, either known or suspected, should be reported, such as: 

• Theft or misappropriation of funds, supplies, property, or other 
university/college resources 

• Forgery or alteration of documents 
• Unauthorized alteration or manipulation of computer files 
• Improper and wasteful activity 
• Falsification of reports to management or external agencies 
• Pursuit of a benefit or advantage in violation of the college’s 

conflict of interests policy  
• Authorization or receipt of compensation for hours not 
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worked  
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
Think Before You Speak! 
Before making allegations of dishonesty, be reasonably certain of 
any claims. Such allegations can seriously and negatively impact the 
accused individual’s life and adversely affect the working 
environment of the department.  
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
Reporting Options 
Several options are available to all college employees, students and others 
for reporting known or suspected dishonest acts.              
 
You may report your concerns: 
 

• To your supervisor or department head  
• To an official at your campus or institute 
• To DSCC Internal Audit (731-286-3237) 
• To the Tennessee Board of Regents by email at 

ReportFraud@tbr.state.tn.us 
• To the Tennessee Comptroller’s Hotline for Fraud, Waste and 

Abuse at 1-800-232-5454 
 
If you are a supervisor, department head, or campus official and you 
receive a report of a dishonest act, contact Internal Audit at 731-286-3237 
for further assistance. 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
Investigations 
When Internal Audit receives allegations of dishonesty or other irregularity 
by an employee, outside contractor, or vendor, they are required to conduct 
an investigation. 
 
Departmental management should not attempt to conduct investigations 
nor alert suspected employees of an impending investigation.  

   
In an investigation, objectives include verifying the facts, maintaining 
objectivity and confidentiality, determining responsibility, and 
recommending corrective actions to help ensure that similar actions do not 
occur in the future. 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
Protection under State Law 
As Internal Audit investigates allegations of dishonesty, the reporting 
individual’s confidentiality is protected under Tennessee Code Annotated 
Title 10, Chapter 7 (subject to court action requiring disclosure). Also, state 
law prohibits discrimination or retaliation of any kind against employees 
who report allegations of dishonest acts.    
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
Reporting Responsibility 
Internal Audit has reporting responsibility to the Audit Committee of the 
Tennessee Board of Regents through the Director of System-wide Internal 
Auditing. This reporting relationship enables them to independently and 
objectively review matters involving any level of administration at the 
college. 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
Preventing Fraud, Waste and Abuse 
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College management is responsible for establishing and implementing 
systems and procedures to prevent and detect fraud, waste and abuse.  
 
The basic elements of a proper control system include: 

• Creating a culture of honesty and high ethics 
• Evaluating risks and implementing processes, procedures and 

controls to prevent, deter and detect fraud, waste and abuse 
• Developing an appropriate oversight process 

 
Management at all levels of the college should review the information that 
is available from the American Institute of Certified Public Accountants in 
the document, Management Antifraud Programs and Controls: Guidance 
to Help Prevent and Deter Fraud, at their website:  
 

http://www.aicpa.org/download/antifraud/SAS-99-Exhibit.pdf 
 
Please contact Internal Audit at 731-286-3237 if you need assistance in 
reviewing risks, processes, procedures or controls, or in providing internal 
control 

Technical Assistance: For technical assistance with online classes, contact the LRC Help Desk.  
The Help Desk telephone number for the Dyersburg area is 731-288-7780.  
The Help Desk telephone number for the Covington area is 901-475-3177. 

You may also contact the Help Desk by e-mail.  The address is 
helpdesk@dscc.edu. For any further assistance, call the Help Desk 
Supervisor Rodney Alford at 731-286-3272. 

Library Resources: 
 

To ask a question about books, interlibrary loans or other LRC information, 
call the LRC at 731-286-3361. 

Students With Disabilities: Dyersburg State Community College is committed to providing a 
discrimination free environment for all students. Students with disabilities 
are encouraged to inform the College of any assistance they may need. 
Please notify your instructor or Pam Dahl, ADA Coordinator at (731) 286-
3242. 

Syllabus Changes: From time to time during the semester it may be necessary to make 
changes to the material in the course syllabus. Any necessary changes to 
the course syllabus will be sent to you by e-mail and posted within the 
online course material. 

Server Outage Disclaimer: The server on which DSCC’s online courses are hosted will be occasionally 
unavailable due to upgrades and or maintenance.  Regularly scheduled outages 
will occur during the early morning hours of the second Sunday and third Tuesday 
of each month.  There may also be unplanned downtime due to failures of one kind 
or another.  Because the server is not located at DSCC, the college cannot directly 
correct these situations. You will need to contact your instructor(s) directly to 
make accommodations should an unplanned outage prevent you from taking a quiz 
or submitting an assignment. 
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