Course:
01.466

Floral Design and Management

Unit 19:
Managing the Retail Floral Operation
Lesson 6:

Record Keeping

QCC:
450, 455, 456, 458, 459, 460, 465
Objectives: 

1.
Explain the importance of record keeping.

2. Identify categories of receipts and expenses that must be kept.

3. Categorize and record receipts and expenses.

Teaching Time:

3 hours
References:

FFA Record Book
Materials and Equipment:

FFA record books or copies of the expense and income pages

Powerpoint: Record Keeping Powerpoint on Disc 4 under Record Keeping
Teaching Procedure

Introduction and Mental Set
Introduce the lesson and talk about the importance of keeping business records.  Ask students to share reasons for keeping records.

Discussion
1.
Invite a business education teacher or bookkeeper for a florist to share the types of records kept by a small business.
2.
Ask students to list the different categories of receipts and expenses that a retail flower shop might have.

3.
Give the students a copy of the income and expense pages of an FFA record book.  Provide a list of expenses and income and let students set-up their record book and make entries.  Explain that this would be a small example of the kinds of records that a small business would keep.

Summary

Why is it important to keep records?

What type of records need to be kept by a small business?

What are examples of receipts and expenses for a retail flower shop?

Evaluation
Grade the record sheets completed in class.
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