
MINI
PRACTICE

SET 2

Completing the Accounting Cycle
 for a Sole Proprietorship

Company Background:
Fast Track Tutoring Service is owned and 
managed by Jennifer Rachael. It has been 
in business for one month. The business 
is organized as a sole proprietorship and 
provides tutoring services in a number 
of disciplines for students from pre-
kindergarten through high school. The 
business earns revenue from tuition 
charged for one-on-one instruction and 
special classes.
Your Job Responsibilities: As the accounting clerk for this business, 
use the accounting stationery in your working papers to complete the 
following activities.
 (1)  Open a general ledger account for each account in the chart of 

accounts.
 (2) Analyze each business transaction.
 (3)  Enter each business transaction in the general journal. Begin 

on journal page 1.
 (4)  Post each journal entry to the appropriate accounts in the 

general ledger.
 (5)  Reconcile the bank statement that was received on December 

31. The statement is dated December 30. The checkbook 
has a current balance of $9,631. The bank statement shows 
a balance of $9,844. The bank service charge is $15. These 
checks are outstanding: Check 108, $183 and Check 109, $45. 
There are no outstanding deposits.

 (6) Make any necessary adjustments to the checkbook balance.
 (7) Journalize and post the entry for the bank service charge.
 (8) Prepare a trial balance and complete the work sheet.
 (9)  Prepare an income statement, a statement of changes in 

owner’s equity, and a balance sheet.
 (10) Journalize and post the closing entries.
 (11) Prepare a post-closing trial balance.

Business Transactions: Fast Track Tutoring Service began 
business operations on December 1 of this year.

▲

Summary of Steps
Open general ledger accounts.

Analyze, journalize, and post 
transactions.

Reconcile the bank statement. 

Journalize and post the bank 
service charge.

Prepare a trial balance, a 
work sheet, and the financial 
statements.

Journalize and post the closing 
entries.

Prepare a post-closing trial 
balance.

Main Task
Set up the accounting records 
and complete the accounting 
cycle for Fast Track Tutoring 
Service.

Why It’s Important
This project pulls together 
all of the concepts and 
procedures you have learned.

▲
▲

▲
▲

Fast Track 
Tutoring Service

▲
▲

▲
▲
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Fast Track Tutoring Service (continued)
Complete the project using: ManualManual Glencoe 

Working Papers OR
Peachtree Complete Peachtree Complete 
AccountingAccounting Software OR

QuickBooksQuickBooks 
Templates 

Step–by–Step Instructions:

 1. Select the problem set 
for Fast Track Tutoring 
Service (MP–2).

 2. Rename the company 
and set the system 
date.

 3. Record all of the 
transactions.

 4. Reconcile the bank 
statement.

 5. Print a General Journal 
report and proof your 
work.

 6. Print the Account 
Reconciliation reports.

 7. Print a General Ledger 
and a Trial Balance.

 8. Print the financial 
statements.

 9. Close the fiscal year.
 10. Print a post-closing 

trial balance.
 11. Complete the Analyze 

activity and complete 
the Audit Test.

 12. End the session.

SMART GUIDE

Step–by–Step Instructions:

 1. Restore the Mini 
Practice Set 2.QBB file.

 2. Record all of the 
transactions.

 3. Reconcile the bank 
statement.

 4. Print a Detail 
Reconciliation report.

 5. Print a Journal report.
 6. Print the register for the 

Cash in Bank account.
 7. Print a General Ledger.
 8. Print a Trial Balance.
 9. Print a Profit and Loss 

report and Balance 
Sheet.

 10. Close the fiscal year.
 11. Print a post-closing Trial 

Balance.
 12. Complete the Analyze 

activity and the Audit 
Test.

 13. Back up your work.

PROBLEM GUIDE

QuickBooks

CHART OF ACCOUNTS
Fast Track Tutoring Service

ASSETS

101 Cash in Bank
110 Accts. Rec.—Carla DiSario
120 Accts. Rec.—George McGarty
140 Office Supplies
150 Office Equipment
155 Instructional Equipment

LIABILITIES

210 Accts. Pay.—Educational Software
215 Accts. Pay.—T & N School Equip.

OWNER’S EQUITY

301 Jennifer Rachael, Capital

305 Jennifer Rachael, Withdrawals
310 Income Summary

REVENUE

401 Group Lessons Fees
405 Private Lessons Fees

EXPENSES

505 Maintenance Expense
510  Miscellaneous Expense
515 Rent Expense
525 Utilities Expense

Date Transactions

Dec. 1

2

2

5

5

6

8

9

10

10

11

13

14

15

18

20

24

Jennifer Rachael invested $25,000 in the business, Memo 1.

 Bought a cash register (Office Equipment) for $525, Check 101.

Purchased $73 in office supplies, Check 102.

Purchased instructional computers for $13,924, Check 103.

Received $950 for private instruction, Receipt 1.

Bought $8,494 of instructional materials, Invoice 395, from 
Educational Software on account.

Billed Carla DiSario for two group classes, $36, Invoice 101.

Wrote Check 104 for $850 for the December rent.

Billed George McGarty $275 for special group classes, Invoice 102.

Received Invoice 5495 for a $2,375 microcomputer system, for office 
use, bought on account from T & N School Equipment.

Prepared Receipt 2 for $695 for 20 private lessons given between 
December 1 and December 10.

Received $36 from Carla DiSario on account, Receipt 3.

Sent Check 105 for $200 to Educational Software on account.

Wrote Check 106 for $750 to repaint two classrooms.

Jennifer Rachael withdrew $500 for personal use, Check 107.

Sent Check 108 for the electric bill of $183.

Issued Check 109 for $45 for stamps (Miscellaneous Expense).

Identify the creditor to which Fast Track Tutoring Service 
owed the most money on December 31.

Analyze
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