In-Basket Project

Analyzing Financial Statements

Teacher Resources
Skill Level:
Advanced

Time Line:
2-4 hours

Description:
 SEQ CHAPTER \h \r 1In this activity students will analyze financial statements for Plainfield Video and prepare a budgeted income statement and balance sheet for the coming fiscal year.  Students will be expected to use spreadsheet and word processing software and be proficient in accounting concepts.
SCANS Proficiencies
Resources:
Allocates Time



Meet deadlines


Allocate Money



Create a budget

Information:
Acquires and Evaluates Information



Determine financial ratios


Organizes and Maintains Information



Prepare a comparative balance sheet



Prepare a comparative income statement


Interprets and Communicates Information



Present recommendations in a report format


Uses Computers to Process Information



Use spreadsheet software to create financial statements



Use word processing software to create report

Technology:
Applies Technology to Task



Utilize technology to generate financial statements

Basic Skills

Reading:
Read student instructions


Understand financial statements


Refer to accounting reference materials

Writing:
Communicate recommendations in one-page report

Math:
Calculate ratios and percentages

Thinking Skills

Decision Making:
Make financially sound decisions

Problem Solving:
Recognize changes in financial status

Reasoning:
Analyze balance sheets and income statements

Personal Qualities

Responsibility:
Proofread calculated figures

Self-Management:
Stay on task

NBEA Standards

Accounting III:  Financial Statements

Prepare, interpret, and analyze financial statements using manual and computerized systems for service, merchandising, and manufacturing businesses.

A.
Financial Statement Preparation

Level 3-4

· Perform horizontal and vertical analyses and compute appropriate ratios to evaluate solvency and earning power

Analyzing Financial Statements

Teacher Instructions/Guidelines
Description/Jobs

 SEQ CHAPTER \h \r 1The student will be working as an assistant bookkeeper at Plainfield Video, a small video store located in Plainfield, Indiana.  The store is owned and operated by William Harris and rents/sells videotapes and video games.  The student will be expected to understand accounting concepts and be proficient on spreadsheet software.

After reviewing the store’s financial papers for the previous two fiscal years, the student will perform the following tasks:

Job 1
Prepare a comparative income statement including the following information:

· Figures from the two previous years

· Amount of difference between years

· Percent difference between years

· Projected budget amounts for the current year using same rate of change as that between the two previous years

Job 2
Prepare a comparative balance sheet including the following information:

· Figures from the two previous years

· Amount of difference between years

· Percent difference between years

· Projected budget amounts for the current year using same rate of change as that between the two previous years

Job 3
Calculate and record the following ratios for each of the two previous years at the bottom of the comparative income statement:

· Current Ratio

· Return on Sales

· Return on Assets

· Return on Equity

Job 4
Calculate and indicate what percent each revenue account contributes to the total operating revenue for each of the two previous years.  Record these calculations at the bottom of the comparative income statement.

Job 5
Prepare a one-page report indicating whether it would be more profitable for Plainfield Video to continue selling video games or if it would be better to discontinue video game sales and increase the inventory of videotapes for sale.  The analysis should include the student’s reasoning for his/her recommendations.

Equipment/Software

Computer with integrated application software

Recommended Uses

Reinforcement activity

Learning tool

Assessment tool

Analyzing Financial Statements

Example Output/Solutions

Jobs 1, 3, and 4

Format may vary

	Plainfield Video

	Comparative Income Statement

	For the Years Ended December 31, (Two Previous Years)

	
	
	
	
	
	

	
	Year 1
	Year 2
	Amount of Difference
	Percent Difference
	Budget

	Operating Revenue:
	
	
	
	
	

	Video Game Rental
	109,366 
	107,179 
	(2,187)
	-2.00%
	105,036 

	Videotape Rental
	225,910 
	230,428 
	4,518 
	2.00%
	235,036 

	Video Game Sales
	113,402 
	102,628 
	(10,774)
	-9.50%
	92,878 

	Videotape Sales
	166,322 
	170,147 
	3,825 
	2.30%
	174,060 

	Total Operating Revenue
	$615,000 
	$610,382 
	($4,618)
	-0.75%
	$605,799 

	
	
	
	
	
	

	Cost of Merchandise Sold:
	
	
	
	
	

	Merchandise Inventory, January 1
	24,270 
	23,520 
	(750)
	-3.09%
	22,793 

	Purchases
	372,395 
	383,570 
	11,175 
	3.00%
	395,080 

	Less Purchases Returns and Allowances
	12,795 
	14,575 
	1,780 
	13.91%
	16,603 

	Net Purchases
	359,600 
	368,995 
	9,395 
	2.61%
	378,635 

	Total Cost of Merchandise Available for Sale
	383,870 
	392,515 
	8,645 
	2.25%
	401,355 

	Less Merchandise Inventory, December 31
	23,520 
	23,910 
	390 
	1.66%
	24,306 

	Cost of Merchandise Sold
	$360,350 
	$368,605 
	$8,255 
	2.29%
	$377,049 

	Gross Profit on Sales
	$254,650 
	$241,777 
	($12,873)
	-5.06%
	$229,555 

	
	
	
	
	
	

	Operating Expenses:
	
	
	
	
	

	Selling Expenses:
	
	
	
	
	

	Advertising Expense
	15,455 
	15,625 
	170 
	1.10%
	15,797 

	Miscellaneous Expense--Sales
	2,321 
	2,308 
	(13)
	-0.56%
	2,295 

	Salary Expense--Sales
	32,419 
	33,390 
	971 
	3.00%
	34,390 

	Supplies Expense--Sales
	1,621 
	1,702 
	81 
	5.00%
	1,787 

	Total Selling Expenses
	$51,816 
	$53,025 
	$1,209 
	2.33%
	$54,262 

	
	
	
	
	
	

	Administrative Expenses:
	
	
	
	
	

	Insurance Expense
	3,400 
	3,740 
	340 
	10.00%
	4,114 

	Miscellaneous Expense--Administrative
	1,065 
	1,054 
	(11)
	-1.03%
	1,043 

	Payroll Taxes Expense 
	11,426 
	11,844 
	418 
	3.66%
	12,277 

	Rent Expense
	32,200 
	32,800 
	600 
	1.86%
	33,411 

	Salary Expense--Administrative
	62,800 
	65,312 
	2,512 
	4.00%
	67,924 

	Supplies Expense--Administrative
	2,355 
	2,543 
	188 
	7.98%
	2,746 

	Utilities Expense
	13,437 
	14,109 
	672 
	5.00%
	14,815 

	Total Administrative Expenses
	$126,683 
	$131,402 
	$4,719 
	3.73%
	$136,297 

	
	
	
	
	
	

	Total Operating Expenses
	$178,499 
	$184,427 
	$5,928 
	3.32%
	$190,552 

	
	
	
	
	
	

	Net Income Before Federal Income Tax
	$76,151 
	$57,350 
	($18,801)
	-24.69%
	$43,191 

	Less Federal Income Tax Expense
	$17,135 
	$9,338 
	($7,797)
	-45.50%
	$5,089 

	
	
	
	
	
	

	Net Income After Federal Income Tax
	$59,016 
	$48,012 
	($11,004)
	-18.65%
	$39,060 

	
	
	
	
	
	

	
	
	
	
	
	

	
	Year 1
	Year 2
	
	
	

	Current Ratio
	3.61 
	4.75 
	
	
	

	Return on Sales
	0.10 
	0.08 
	
	
	

	Return on Assets
	0.71 
	0.44 
	
	
	

	Return on Equity
	0.98 
	0.56 
	
	
	

	
	
	
	
	
	

	Percent of Revenue:
	
	
	
	
	

	Video Game Rental
	17.78%
	17.56%
	
	
	

	Videotape Rental
	36.73%
	37.75%
	
	
	

	Video Game Sales
	18.44%
	16.81%
	
	
	

	Videotape Sales
	27.04%
	27.88%
	
	
	


Job 2

Format may vary

	Plainfield Video

	Comparative Balance Sheet

	For the Years Ended December 31, (Two Previous Years)

	
	
	
	
	
	

	
	Year 1
	Year 2
	Amount of Difference
	Percent Difference
	Budget

	Assets
	
	
	
	
	

	Cash
	  41,438 
	    65,711 
	       24,273 
	58.58%
	 104,202.31 

	Petty Cash
	      200 
	        200 
	              -   
	0.00%
	       200.00 

	Merchandise Inventory
	  23,520 
	    23,910 
	            390 
	1.66%
	   24,306.47 

	Supplies--Administrative
	    2,500 
	     2,575 
	             75 
	3.00%
	     2,652.25 

	Supplies--Sales
	    1,700 
	     1,785 
	             85 
	5.00%
	     1,874.25 

	Prepaid Insurance
	    6,800 
	     6,868 
	             68 
	1.00%
	     6,936.68 

	Equipment
	    7,200 
	     7,200 
	              -   
	0.00%
	     7,200.00 

	Total Assets
	$83,358 
	$108,249 
	$24,891 
	29.86%
	$140,572.54

	
	
	
	
	
	

	Liabilities
	
	
	
	
	

	Accounts Payable
	  11,175 
	    10,616 
	           (559)
	-5.00%
	   10,084.96 

	Employee Federal Income Tax Payable
	    2,618 
	     2,714 
	             96 
	3.67%
	     2,813.52 

	Employee State Income Tax Payable
	      714 
	        740 
	             26 
	3.64%
	       766.95 

	Medicare Tax Payable
	      690 
	        715 
	             25 
	3.62%
	       740.91 

	Sales Tax Payable
	    3,497 
	     3,410 
	            (87)
	-2.49%
	     3,325.16 

	Social Security Tax Payable
	    2,952 
	     3,060 
	            108 
	3.66%
	     3,171.95 

	Unemployment Tax Payable--Federal
	      190 
	        197 
	               7 
	3.68%
	       204.26 

	Unemployment Tax Payable--State
	    1,285 
	     1,332 
	             47 
	3.66%
	     1,380.72 

	Total Liabilities
	$23,121 
	$22,784 
	($337)
	-1.46%
	$22,451.91

	
	
	
	
	
	

	Owner's Equity
	
	
	
	
	

	William Harris, Capital
	$60,237 
	$85,465 
	$25,228 
	41.88%
	$121,258.80

	
	
	
	
	
	

	Total Liabilities and Owner's Equity 
	$83,358 
	$108,249 
	$24,891 
	29.86%
	$140,572.54


Job 5

The content and format of the report will vary.   SEQ CHAPTER \h \r 1The Evaluation Checklist lists items that should be included in the report.

The student should prepare a one-page report that discusses his/her analysis of the financial statements, ratios, financial condition of the business, and recommendation as to whether it would be more profitable to continue selling video games or discontinue video game sales and increase the inventory of videotapes for sale.  The student should give his/her rationale for the recommendation.

Analyzing Financial Statements

Evaluation Checklist

Name______________________________________________________________________

Date Started_______________________

Date Completed_____________________

	Performance Indicators
	Yes

(
	No

(
	Comments

	Job 1—Comparative Income Statement
	
	
	

	Used appropriate spreadsheet layout/design
	
	
	

	Used appropriate column headings and spreadsheet title
	
	
	

	Entered all data/text accurately
	
	
	

	Used correct formula to calculate amount of difference
	
	
	

	Used correct formula to calculate percent difference
	
	
	

	Used correct formula to calculate budget amount
	
	
	

	Used correct formulas to calculate the following for each year:
	
	
	

	· Total Operating Revenue 
	
	
	

	· Net Purchases 
	
	
	

	· Total Cost of Merchandise Available for Sale
	
	
	

	· Cost of Merchandise Sold
	
	
	

	· Gross Profit on Sales
	
	
	

	· Total Selling Expenses
	
	
	

	· Total Administrative Expenses
	
	
	

	· Total Operating Expenses
	
	
	

	· Net Income Before Federal Income Tax
	
	
	

	· Net Income After Federal Income Tax
	
	
	

	Job 2—Comparative Balance Sheet
	
	
	

	Used appropriate spreadsheet layout/design
	
	
	

	Used appropriate column headings and spreadsheet title
	
	
	

	Entered all data/text accurately
	
	
	

	Used correct formula to calculate amount of difference
	
	
	

	Used correct formula to calculate percent difference
	
	
	

	Used correct formula to calculate budget amount
	
	
	

	Used correct formulas to calculate the following for each year:
	
	
	

	· Total Assets 
	
	
	

	· Total Liabilities
	
	
	

	· Total Liabilities and Owner’s Equity
	
	
	

	Job 3—Ratios
	
	
	

	Included ratios at the bottom of the Comparative Income Statement
	
	
	

	Calculated correct Current Ratio for each year
	
	
	

	Calculated correct Return on Sales for each year
	
	
	

	Calculated correct Return on Assets for each year
	
	
	

	Calculated correct Return on Equity for each year
	
	
	

	Job 4—Percent of Revenue 
	
	
	

	Included percents of revenue at the bottom of the Comparative Income Statement
	
	
	

	Calculated correct percent of revenue for video game rental for each year
	
	
	

	Calculated correct percent of revenue for videotape rental for each year
	
	
	

	Calculated correct percent of revenue for video game sales for each year
	
	
	

	Calculated correct percent of revenue for videotape sales for each year
	
	
	

	Job 5—Report 
	
	
	

	Used appropriate report format
	
	
	

	Created a report free of typographical, grammatical, and punctuation errors
	
	
	

	Included all necessary information:
	
	
	

	Discussion of financial statement analysis
	
	
	

	Ratios
	
	
	

	Financial condition of business
	
	
	

	Recommendation as to whether it would be more profitable to continue selling video games or increase inventory of videotapes for sale
	
	
	

	Rationale for recommendation
	
	
	

	Work Habits Observation
	
	
	

	Completed project in acceptable amount of time
	
	
	

	Remained on task
	
	
	

	Worked independently
	
	
	


Analyzing Financial Statements

 SEQ CHAPTER \h \r 1Plainfield Video is a small video store located in Plainfield, Indiana, and is owned and operated by William Harris.  William has operated the store for the past five years and is competing well in this small community.  The store rents and sells videotapes and video games.  

You are an assistant bookkeeper for the company and are expected to record daily transactions and generate reports as requested by the owner.  You are expected to understand accounting concepts and be proficient on spreadsheet and word processing software.

Mr. Harris has left the attached memo of instructions for you.

interoffice memorandum

to:
Assistant bookkeeper

from:
William harris

subject:
budget preparations

date:
Current date

After reviewing my financial records for the past two fiscal years, my accountant has recommended I prepare an operating budget for this year.  Attached is a copy of those financial records.  Please look over this information and prepare a comparative income statement and balance sheet for me to review.  Be sure to include both years’ figures, amount of difference, percent difference, and budget columns as part of your analysis.  I believe that Plainfield Video will continue to grow at the same rate as the past two years and your projections should reflect this.  

In order for me to better understand my financial picture, I would like you to determine the following ratios for each year:


Current Ratio


Return on Sales


Return on Assets


Return on Equity

Also indicate what percent each revenue account contributes to the total operating revenue for each year.  Record these percentages and ratios at the bottom of the comparative income statement.

I am also in doubt as to whether it would be more profitable for me to continue selling video games or discontinue video game sales and increase my inventory of videotapes for sale.  

Based upon your analysis prepare a one-page report that discusses your analysis of the financial statements, ratios, financial condition of the business, and recommendation as to whether it would be more profitable to continue selling video games or discontinue video game sales and increase the inventory of videotapes for sale.  Be sure to include your rationale for your recommendation. 

I would like to have this information within two to four hours.  I will be using your recommendations as a basis for my financial decisions for the coming year.

	Plainfield Video

	Income Statement

	For the Year Ended December 31, Two Years Ago

	
	
	
	

	Operating Revenue:
	
	
	

	Rent of Video Games
	
	107,179 
	

	Rent of Video Tapes
	
	230,428 
	

	Sales of Video Games
	
	102,628 
	

	Sales of Video Tapes
	
	170,147 
	

	Total Operating Revenue
	
	
	$610,382 

	
	
	
	

	Cost of Merchandise Sold:
	
	
	

	Merchandise Inventory, Jan. 1
	
	23,520 
	

	Purchases
	383,570 
	
	

	Less Purchases Returns and Allow.
	14,575 
	
	

	Net Purchases
	
	368,995 
	

	Total Cost of Mdse. Avail. For Sale
	
	392,515 
	

	Less Merchandise Inventory, Dec. 31
	
	23,910 
	

	Cost of Merchandise Sold
	
	
	$368,605 

	
	
	
	

	Gross Profit on Sales
	
	
	$241,777 

	
	
	
	

	Operating Expenses:
	
	
	

	Selling Expenses:
	
	
	

	Advertising Expense
	15,625 
	
	

	Miscellaneous Expense--Sales
	2,308 
	
	

	Salary Expense--Sales
	33,390 
	
	

	Supplies Expense--Sales
	1,702 
	
	

	Total Selling Expenses
	
	53,025 
	

	
	
	
	

	Administrative Expenses:
	
	
	

	Insurance Expense
	3,740 
	
	

	Miscellaneous Expense--Administrative
	1,054 
	
	

	Payroll Taxes Expense 
	11,844 
	
	

	Rent Expense
	32,800 
	
	

	Salary Expense--Administrative
	65,312 
	
	

	Supplies Expense--Administrative
	2,543 
	
	

	Utilities Expense
	14,109 
	
	

	Total Administrative Expenses
	
	131,402 
	

	
	
	
	

	Total Operating Expenses
	
	
	$184,427 

	
	
	
	

	Net Income Before Federal Income Tax
	
	
	$57,350 

	Less Federal Income Tax Expense
	
	
	$9,338 

	
	
	
	

	Net Income After Federal Income Tax
	 
	 
	$48,012 


	Plainfield Video

	Income Statement

	For the Year Ended December 31, Two Years Ago

	
	
	
	

	Operating Revenue:
	
	
	

	Rent of Video Games
	
	109,366 
	

	Rent of Video Tapes
	
	225,910 
	

	Sales of Video Games
	
	113,402 
	

	Sales of Video Tapes
	
	166,322 
	

	Total Operating Revenue
	
	
	$615,000 

	
	
	
	

	Cost of Merchandise Sold:
	
	
	

	Merchandise Inventory, Jan. 1
	
	24,270 
	

	Purchases
	372,395 
	
	

	Less Purchases Returns and Allow.
	12,795 
	
	

	Net Purchases
	
	359,600 
	

	Total Cost of Mdse. Avail. For Sale
	
	383,870 
	

	Less Merchandise Inventory, Dec. 31
	
	23,520 
	

	Cost of Merchandise Sold
	
	
	$360,350 

	
	
	
	

	Gross Profit on Sales
	
	
	$254,650 

	
	
	
	

	Operating Expenses:
	
	
	

	Selling Expenses:
	
	
	

	Advertising Expense
	15,455 
	
	

	Miscellaneous Expense--Sales
	2,321 
	
	

	Salary Expense--Sales
	32,419 
	
	

	Supplies Expense--Sales
	1,621 
	
	

	Total Selling Expenses
	
	51,816 
	

	
	
	
	

	Administrative Expenses:
	
	
	

	Insurance Expense
	3,400 
	
	

	Miscellaneous Expense--Administrative
	1,065 
	
	

	Payroll Taxes Expense 
	11,426 
	
	

	Rent Expense
	32,200 
	
	

	Salary Expense--Administrative
	62,800 
	
	

	Supplies Expense--Administrative
	2,355 
	
	

	Utilities Expense
	13,437 
	
	

	Total Administrative Expenses
	
	126,683 
	

	
	
	
	

	Total Operating Expenses
	
	
	$178,499 

	
	
	
	

	Net Income Before Federal Income Tax
	
	
	$76,151 

	Less Federal Income Tax Expense
	
	
	$17,135 

	
	
	
	

	Net Income After Federal Income Tax
	 
	 
	$59,016 


	Plainfield Video

	Balance Sheet

	December 31, Previous Year

	
	
	

	Assets
	
	

	Cash
	65,711 
	

	Petty Cash
	200 
	

	Merchandise Inventory
	23,910 
	

	Supplies--Administrative
	2,575 
	

	Supplies--Sales
	1,785 
	

	Prepaid Insurance
	6,868 
	

	Equipment
	7,200 
	

	Total Assets
	 
	$108,249 

	
	
	

	Liabilities
	
	

	Accounts Payable
	10,616 
	

	Employee Federal Income Tax Payable
	2,714 
	

	Employee State Income Tax Payable
	740 
	

	Medicare Tax Payable
	715 
	

	Sales Tax Payable
	3,410 
	

	Social Security Tax Payable
	3,060 
	

	Unemployment Tax Payable--Federal
	197 
	

	Unemployment Tax Payable--State
	1,332 
	

	Total Liabilities
	
	$22,784 

	
	
	

	Owner's Equity
	
	

	William Harris, Capital
	
	$85,465 

	
	
	

	Total Liabilities and Owner's Equity 
	 
	$108,249 


	Plainfield Video

	Balance Sheet

	December 31, Two Years Ago

	
	
	

	Assets
	
	

	Cash
	41,438 
	

	Petty Cash
	200 
	

	Merchandise Inventory
	23,520 
	

	Supplies--Administrative
	2,500 
	

	Supplies--Sales
	1,700 
	

	Prepaid Insurance
	6,800 
	

	Equipment
	7,200 
	

	Total Assets
	 
	$83,358 

	
	
	

	Liabilities
	
	

	Accounts Payable
	11,175 
	

	Employee Federal Income Tax Payable
	2,618 
	

	Employee State Income Tax Payable
	714 
	

	Medicare Tax Payable
	690 
	

	Sales Tax Payable
	3,497 
	

	Social Security Tax Payable
	2,952 
	

	Unemployment Tax Payable--Federal
	190 
	

	Unemployment Tax Payable--State
	1,285 
	

	Total Liabilities
	
	$23,121 

	
	
	

	Owner's Equity
	
	

	William Harris, Capital
	
	$60,237 

	
	
	

	Total Liabilities and Owner's Equity 
	 
	$83,358 


Analyzing Financial Statements

Evaluation Checklist

Name______________________________________________________________________

Date Started_______________________

Date Completed_____________________

	Performance Indicators
	Yes

(
	No

(
	Comments

	Job 1—Comparative Income Statement
	
	
	

	Used appropriate spreadsheet layout/design
	
	
	

	Used appropriate column headings and spreadsheet title
	
	
	

	Entered all data/text accurately
	
	
	

	Used correct formula to calculate amount of difference
	
	
	

	Used correct formula to calculate percent difference
	
	
	

	Used correct formula to calculate budget amount
	
	
	

	Used correct formulas to calculate the following for each year:
	
	
	

	· Total Operating Revenue 
	
	
	

	· Net Purchases 
	
	
	

	· Total Cost of Merchandise Available for Sale
	
	
	

	· Cost of Merchandise Sold
	
	
	

	· Gross Profit on Sales
	
	
	

	· Total Selling Expenses
	
	
	

	· Total Administrative Expenses
	
	
	

	· Total Operating Expenses
	
	
	

	· Net Income Before Federal Income Tax
	
	
	

	· Net Income After Federal Income Tax
	
	
	

	Job 2—Comparative Balance Sheet
	
	
	

	Used appropriate spreadsheet layout/design
	
	
	

	Used appropriate column headings and spreadsheet title
	
	
	

	Entered all data/text accurately
	
	
	

	Used correct formula to calculate amount of difference
	
	
	

	Used correct formula to calculate percent difference
	
	
	

	Used correct formula to calculate budget amount
	
	
	

	Used correct formulas to calculate the following for each year:
	
	
	

	· Total Assets 
	
	
	

	· Total Liabilities
	
	
	

	· Total Liabilities and Owner’s Equity
	
	
	

	Job 3—Ratios
	
	
	

	Included ratios at the bottom of the Comparative Income Statement
	
	
	

	Calculated correct Current Ratio for each year
	
	
	

	Calculated correct Return on Sales for each year
	
	
	

	Calculated correct Return on Assets for each year
	
	
	

	Calculated correct Return on Equity for each year
	
	
	

	Job 4—Percent of Revenue 
	
	
	

	Included percents of revenue at the bottom of the Comparative Income Statement
	
	
	

	Calculated correct percent of revenue for video game rental for each year
	
	
	

	Calculated correct percent of revenue for videotape rental for each year
	
	
	

	Calculated correct percent of revenue for video game sales for each year
	
	
	

	Calculated correct percent of revenue for videotape sales for each year
	
	
	

	Job 5—Report 
	
	
	

	Used appropriate report format
	
	
	

	Created a report free of typographical, grammatical, and punctuation errors
	
	
	

	Included all necessary information:
	
	
	

	Discussion of financial statement analysis
	
	
	

	Ratios
	
	
	

	Financial condition of business
	
	
	

	Recommendation as to whether it would be more profitable to continue selling video games or increase inventory of videotapes for sale
	
	
	

	Rationale for recommendation
	
	
	

	Work Habits Observation
	
	
	

	Completed project in acceptable amount of time
	
	
	

	Remained on task
	
	
	

	Worked independently
	
	
	
























































Students should use actual years for headings
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