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PROGRAM:  Accounting and Related Services 
   
PROGRAM 
CIP CODE: 

 
52.0300.00 

   
DESCRIPTION:  The Accounting and Related Services instructional program 

prepares students to provide technical support to professional 
accountants and other financial management personnel. Duties 
would include full cycle accounts payable (A/P) and accounts 
receivable (A/R) tasks. Accounts Payable duties include review 
and processing of invoices for multiple types of purchases. This 
includes coding invoices, verifying receipt of inventory or service, 
entering into the accounting system, preparing checks and filing. 
Accounts Receivable responsibilities include posting of deposits 
from customers received each month to the Accounts Receivable 
system and reconciliation of month-end reports to what has been 
deposited during the month. Instruction includes general 
accounting principles and practices, posting transactions to 
accounts, record-keeping systems and accounting software 
operation. Microsoft MOS Bundle including Excel and Intuit 
QuickBooks are Certifications that can be obtained through the 
Accounting and Related Services program.  
 
This program is designed and delivered as a coherent sequence 
of school-based and work-based supervised learning. Students 
learn leadership skills and develop their leadership abilities 
through participation in the state-recognized Career and Technical 
Student Organization, FBLA (Future Business Leaders of 
America).   

   
RECOMMENDED PROGRAM SEQUENCE OF COURSES: 
   
Career 
Preparation 
 

 The following describes the recommended sequence of courses 
developed from industry-validated skills necessary for initial 
employment continued or continued related education. All Career 
Preparation state-designated Accounting & Related Services 
standards are addressed in the instructional sequence. 

   
  Schools with ADE-approved Accounting & Related Services 

programs will utilize all of the industry-validated state standards 
and measurement criteria for this program in the design and 
delivery of the following recommended sequence of courses. 

   
  52.0300.10 Introduction to Business and Accounting: This 

course is recommended for students who have an 
interest in accounting and a desire to understand the 
financial aspects of business organizations. Students 
will be introduced to general accounting principles and 
practices. A computer with business applications 
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software is used by students to perform business and 
finance related tasks.  

    
   -and- 
    
  52.0300.20 Basic Accounting: Students enrolled in this course 

will develop skills and knowledge required to 
compute, classify and record numerical data, keep 
accurate financial records for corporations and other 
forms of business. A computer with business 
applications and accounting software is used by 
students to perform accounting and related business 
tasks. 

    
   And program may elect to add: 
    
  52.0300.30 Advanced Accounting: This course is integrated 

into learning experiences allowing students to 
demonstrate their knowledge and skills in the full 
range of Accounting & Related Services State 
standards through projects and simulations. 

    
   -or- 
    
  52.0300.75 Accounting and Related Services - Internship: 

This course provides students an opportunity to 
apply previously developed accounting knowledge 
and skills while participating in a structured work 
experience. Students may be paid or unpaid for their 
work experience.  

    
   -or- 
    
  52.0300.80 Accounting and Related Services - Cooperative 

Education: This course is designed to provide 
students with both school-based and work-based 
learning. Training plans and training agreements are 
based on previously developed accounting 
knowledge and skills. Students generally work a 
minimum of 15 hours a week. 
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TEACHER CERTIFICATION REQUIREMENTS FOR THE 
ACCOUNTING AND RELATED SERVICES PROGRAM 

CAREER PREPARATION:  The instructor must be CTE certified according to the following table 

Accounting and  
Related Services 

CERTIFICATES 
Types: PCTBM, SCTBM 

Note: 
 Accounting and Related Services, 52.0300.70 may be a part of the sequence and the teacher 

must hold a Cooperative Education Endorsement (CEN). 
 Teacher/Coordinator 52.0300.75 is not required to have a Cooperative Education Endorsement 

(CEN). 
 Teacher/Coordinator 52.0300.80 is required to have a Cooperative Education Endorsement (CEN). 

 
CERTIFICATE ABBREVIATIONS FOR THE  

ACCOUNTING AND RELATED SERVICES PROGRAM 
Certificate Types 

PCTBM Provisional Career and Technical Education Business and Marketing 

SCTBM Standard Career and Technical Education Business and Marketing 

 
 


