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Please remember that your school’'s computer
technician/coordinator will be the best person to
assist you in setting up this record book
template on your school system!

Additional questions may be directed towards

Matt Kreifels
Ew i

mkreifels@esu3.org
Features
SAE Agreements

and
This edition of the Nebraska SAE Record Book automatically “builds” agreement

Megan Patent-Nygren
meganchristine@hotmail.com

worksheets as students label enterprises. This eliminates the need to copy and

paste agreement worksheets.

Income and Expense Register
The new income and expense register places each entry on one line only. This
should be easier for students to follow through a transaction adn allows entries to
be sorted!

Corrections
Throughout the book, dates have been re-fromatted, alignment has been checked

and labels have been coordianted. The depreciation page has also been re-
calculated.

Home Edition
A new, condensed edition has beend eveloped for students to take home to com-
plete the bare necessities or record keeping. This PDF can be printed and copies
made as needed.
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Getting Started

Each school is provided with a Nebraska SAE Record Book CD. This contains:
» Record Book Excel File, both zipped and unzipped versions
* FFA Invoice Excel File
* Nebraska SAE Record Book Handbook
» Adobe Acrobat Reader, WinZip and MacZip Software

Software Hardware Requirements
Software: Microsoft Excel version 95 or higher for the PC or Mac System
Hardware: That required for Excel, however, the file is very large and a
more powerful system will handle it much easier. The Nebraska
SAE Record Book will run using the minimum standards
recommended for the FFA Resource CD.

Saving Student Record Books

The master file on the CD is read-only. To save a student file, open the master file and
“save as” using the student’s name and record book year in some format. It is
recommended that you start and stay with a system to easily distinguish between students
and record book years. For example:

Mary Doe’s 2002 record book might be saved as
« mary_doe_2002.xls
*  mdoe02.xls
* marydoe02.xls
e doemary02.xls

It is also recommended that you find a
central location to save all record books.
This will provide you with easy access to
grade record books, a place to store inactive
books and will make backing up the files
easier. This location could be a folder on
your computer, the school server or a laptop
that students can use. Each school will
have to determine its preferred system. It is
easier, however, to make this determination
prior to implementing the record book.

ents\Record Books

doemary0dz
jmarv_dn&_ZElDZ
jmarvdneuz
jmdneuz

Unfortunately, the record book file does not fit on a standard floppy diskette in its regular
form. By using WinZip, it is possible to easily condense the file so it can easily be
transported on a diskette for students to work on their record books outside of the central
location. For more information on using WinZip, see the WinZip Help section at the end of
this book.



To conserve space, all entry pages had to be limited in some way.

If a student needs room for additional entries on one of the following pages, please e-mail
a zipped copy of the file to Matt Kreifels (mkreifels@esu3.org) or Megan Patent-Nygren
(meganchristine@hotmail.com) with a description of what you need added. One of them
will add space to the page(s) and send it back to you as soon as possible. This affects:

e Income and Expense Summary
* Record of Work

* Inventories & Liabilities

e Literature Log

e Livestock Breeding Record

e Account Record

e Journal

» Skills & Abilities

» Leadership Points

For all other entry pages (see list below), you may make a
copy of the tab (giving you two tabs) without disrupting any
formulas. To make a copy:

Move ar Copy...

1. Right click on the desired tab.

2. Select “Move or Copy”.

3. Opt to make a copy by selecting the
tab following the one you are
copying and clicking on the “Make a Move or Copy
Copy” box.

Note: The copy must have a

different name than the original tab. |—

Pages that you may copy:

Crop Agreement

i Field Hiskory
A Livestock Agreement
» Literature Log LS Irw Check

» Scientific Procedures
« Crop Field History by eriation
e Livestock Inventory Check

» Livestock Weight Record

» Depreciation

*  Home & Community Improvements
e School & Community Activities

* Photos




Printing Recommendations

You have two options for printing the SAE Record Book:

1. Using the Print command found in the File menu, you can opt to print the “entire
workbook”. This will print all of the pages. Once printed, it is easy to remove
and discard unused pages. This will cause continuous page numbers from the
title page to the photos pages with one set of page numbers. Removing pages
will cause gaps in the page numbers.

q% HP Desklet 510C Series Pri #3 |_

2. Using the Print command found in the File menu, you can opt to print the
“Active Sheet”. This will print only the page you are viewing. Again, you will
have to remove and discard unused pages. The page numbers start over with
each tab printed. Printing each tab separately will take longer, but it will
eliminate gaps in page numbers.

Note: Normally, one can avoid printing unwanted pages by opting to print only the selected
areas. The workbook is setup to protect you from changing any automated features, and
it is not possible for you to select cells in which you will not enter information. Therefore,
printing a selection will result in pages lacking headings, summaries and totals.

Note: It is recommended that the pages be printed and insserted in the student’s
record book folder or binder in the same order in which they appear in this manual.



Record
Book
Pages

Each tab in the
Excel file has
corresponding
pages in the
manual. They
are set up in an
easy-to-read,
user-friendly
format for quick
reference for
students and
instructors.

The pages are
in the same
order that the
tabs appear on
the Excel file.

To move
between cells
on each page,
use the “Tab”
key.

Fd Microsoft Excel -

0 2 H 2 &

Eecord Book

D ICN |

Arial
oz

Hame: Marviilestone
Phone: 402-123-4567
Addres=s: 123Winners Circle, Success Mebrasks 010101
S5H: 123-45-6789
Member Humber: 45E7E0123
School/Chapter: SUCCEess
Chapter Humber: MEQOQDOD
Instructor: hr=. Mativation
i i i Type of Student
List your Enterprises below: Enterprise: Share:
Frtorprize T (Mar 100%

Petsanal

fark. 4 SAE Inventory

Tabs used to access
record book pages.




Tab/Page: Start

Instructions:

1. Enter Student Information
Year and Name are required lines.

2. Enter Enterprises
A personal enterprise is recommended for all students. It is required for
students to record personal income and expenses on the balance sheet.
(A drop down list is available to select Type of Enterprise.)

4. Check the student’'s share. Default is 100%. This allows students to enter
complete information for the enterprise. The software will adjust according to
student’s share.

Synopsis:

“Start” serves as the title page for the record book. Information entered on this page
transfers to many pages throughout the book. It is imperative that students complete
the table at the bottom of this page fully before working on other pages! Students may
add additional enterprises once other pages have been used, however they cannot
change existing enterprises.

To assist students in classifying enterprises, we have provided a brief description of each

type:

Personal:

Agriscience:

Entrepreneurship:

Crop:

Livestock:

Placement:

This includes all non-SAE income and expenses. A personal
enterprise is required for students to claim personal income
and/or expenses on the Balance Sheet!

SAE'’s involving research and exploration in search of new
science-based information in agriculture. Agriscience enterprises
include those that could be fall in another classification but meet
the exploration and research qualification.

SAE’s owned and operated by the student that are not focused
on the production of crops or livestock.

SAE'’s directed at producing crops including agronomic and
horticultural for oneself or sale.

SAE'’s directed at producing animals for oneself or sale.

SAE'’s involving work under the supervision of another.

Info Needed to Complete Page: Name, Address, FFA Roster, Social Security Number,
Enterprise Names and Types

Data Transfers to Pages: Nearly all pages



F1 Microsoft Excel - Record Book

= H = &

CEI—

=3) Year & Book Number

Tear:

)

2004

Book Humher:l

r_'!

Personal
Information

R

=

Mlaryhdilestone

S
dBaak
2004

Edition

FPhone:

Address:

402-123-4567

123 Winners Circle, Success, Mebraska 010101

S5N:
Member Number:

SchoollChapter:
Chapter Number:

123-45-6729

406753123

Correct student’s

Success

percent ownership if

MNEDDDQ

Instructor:

Plrz. Mlaotivation

not 100%.

- - Type of Student
List your Enterpriseas hbelow: _
Enterprise; Share:
Enferprice £ | Many Fersonal 100
Emferprise & | Success Gaglens FPlacement k

Start

Use enterprise titles
students will recognize.

Select from personal,
entrepreneurship,
agriscience, crops, livestock
or placement.




Tab/Page: Agreement Templates

Instructions:
1. Enter pertinent information at the top of the page.
2. Answer each of the questions as necessary.
3. Obtain signatures once the agreement has been printed.

Synopsis:

Each agreement template is used to help students establish a plan for the
upcoming year or at the beginning of their SAE. Once completed, it should be
printed, signed and kept in a safe place until the remainder of the record book is
printed.

Info Needed to Complete Page: Goals and plan for SAE
Data Transfers to Pages: None
Questions asked on agriscience agreement page:

» Describe the time when the student is expected to complete research.

» List the type of research that the student is expected to perform.

* What are the wages? How and when will they be paid? Are there any
additional benefits?

» How will supplies and equipment for the experiment be acquired? Who will pay
for them?

» What provisions are made for being unavailable due to school or other special
activities?

* How will the student’s work be evaluated and shared with the student and the
school supervisor?

» Student’s short and long term goals for this experience.

Questions asked on entrepreneurship agreement page:

» Describe the time when the student is expected to work.

» List the type of work that the student is expected to do.

* What are the wages? How and when will they be paid?

» Describe any benefits such as insurance or paid leave.

» What provisions are made for missing work due to school or other special
activities?

* How will the student’s work be evaluated and shared with the student and the
school supervisor?

» Student’s short and long term goals for this employment.

10



Employer Mame
Employer Address
Supervisar Mame
Date of Agreement
Date Agreement Ends

ENTERPRISE 2 AGREEMENT

otudent Marme MaryMilestone

Enterprize Mame Success Gardens

Enterprise Type Placement

TERMS OF AGREEMENT

Descrbe the time when the
student is expected to
Wi

List the type of work that
the student is expected to
do.

What are the wages? How
and when will they be paid?

Describe any benefits such
as insurance or paid leave.

What provisions are made
for missing work due to
schoal or other special
activities?

Howe will the student's work

Ssur| | BE A S AT

|“@Recurd Book

&'Adnbe PageMaker 7.0 ... |
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Questions asked on a placement agreement page:

» Describe the time when the student is expected to work.

» List the type of work that the student is expected to do.

* What are the wages? How and when will they be paid?

» Describe any benefits such as insurance or paid leave.

* What provisions are made for missing work due to school or other special
activities?

* How will the student’s work be evaluated and shared with the student and the
school supervisor?

» Student’s short and long term goals for this employment.

Questions asked on a crop agreement page:

* What are land costs and how will student pay them?

» List the terms for machinery use and cost.

* How will management decisions be made?

» How are the costs for seed, chemicals and fertilizer paid?

* What is the student’s responsibility for labor for the enterprise?

» What provisions are made for missing work due to school or other special
activities?

» How will crop be marketed or stored?

» Student’s short and long term goals for this enterprise.

Questions asked on a livestock agreement page:

» What are land costs/utilities and how will student pay them?

* How will animals be acquired and paid for?

» List the terms for machinery/truck use and cost.

* How will management decisions be made?

* How are the costs for feed paid?

* What is the student’s responsibility for labor for the enterprise?

* What provisions are made for missing work due to school or other special
activities?

* How will animals be marketed?

e Student’s short and long term goals for this enterprise.

12



Tab/Page: Income & Expense Register

Instructions:

Enter date in Date column.

Enter “x” in NC (Non-Cash) column, if applicable.

Select an Enterprise from the drop-down list.

Select an income or expense category from the drop-down list.

Enter a transaction ID. This could include a check number, bank reference, etc.
It could be left blank in a cash transaction.

Enter a vendor name.

Enter a description of what was purchased/paid/earned.

Enter an amount.

A AN

o

© N

Synopsis:

All transactions should be entered on this page and then classified according to enterprise
and income or expense category. The income and expense categories were taken from
entries needed in the FFA proficiency and degree applications.

The following income and expense categories are available:

Personal Income:
Personal Expenses:

Agriscience Income:
Agriscience Expenses:

Entrepreneurship Income:

Entrepreneurship Expenses:

Crop Income:
Crop Expenses:

Livestock Income:
Livestock Expenses:

Placement Income:
Placement Expenses:

ag income — not SAE, non-ag income, income other
than earnings

food, recreation/transportation, education, clothes,
capital investment, other

wages, capital sales, other income

supplies/other, publishing costs, capital sales, other
expenses

general sales/service, capital sales, other income
wages paid, supplies/rent/utilities, taxes/insurance,
inventory purchased for resale, capital investments,
other expenses

general sales, capital sales, other income
chemical/fertilizer, seed/labor, machinery costs*,
inventory bought for resale, capital investments, other
expenses

general sales, capital sales, other income

feed, inventory bought for resale, capital investments,
other expenses

gross earnings, bonuses, other income
supplies/other, withholdings

* machinery costs is for non-current expenses such as fuel and repairs

Info Needed to Complete Page: Transaction information including, but not limited to,
receipts, bank statements, check registers, etc.

Data Transfers to Pages: Enterprise Summaries, SAE Income and Expense Summary,
and Balance Sheet

13
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Sorting Entries in the Income & Expense Register

Instructions:
1. Select (highlight) entries to be sorted.
2. Select Sort from the Data menu.

B Macrosalt Excel - Record Boak

Sufriotyks

W b yio

Testtm Columns

FrwntTable and PreosChar B

Irrgeort Externial Dann

E=frexh Diaty
-

3. Enter sort criteria in the dialog box.

H1% _ AN

INCOME & EXPENSE REGISTER

g
i
2
E
3
e
:
d

cur eminien, Ben click the AY| bation on e ioolbe shows.

Notes:

e The column headings are in order from left ot right. l.e. Column B is Date,

Column D is Enterprise.

* The entry/transaction humber does not sort with the transactions.
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Tab/Page: Enterprise Summaries

Instructions:
1. Check the information transferred from the Income and Expense Register to
check for validity.
2. Enter efficiency factors as they are attained for each enterprise.

Synopsis:

This page is compiled from the transactions entered in the Income and Expense Register.
It is dependent on what is entered for accuracy. Students are expected to enter efficiency
factors as they are attained for each enterprise. Pages 42-44 of the National FFA
Proficiency Award Application Handbook (found on the Resource CD sent to each chapter)
has information to assist students with calculating a variety of efficiency factors.

Info Needed to Complete Page: Efficiency Factors

Data Transfers to Pages: SAE Income and Expense Summary and Balance Sheet

16



3 Microsoft Excel - Record Book

] File

Edit  iew Insert Format

Acrial

(553 - I

Toaols
DEeEBan &Ry BRI v-o- @ % -2 5]
B0 BEENE T

Data  Window  Help

it |

0 .00 | F
B %% 5, T aN |t

ENTERFRISE SUMMARY - Enterprise 2
Success Gardens

Placement (Student Share Onby)y: 100%
Gross Earnings E0.00 Products used at Home #
Bonuses § FProducts Xfered or Bartered 3§
Other Income § Labor Xfered for NC Expense §
Total Cash Income  § E0.00 Total Non-Cash Income  #

SuppliesiOther §

NOMN-CASH EXPENSES

NC SuppliesiOther %

Withholdings 12.00 NC Withholdings  #
¥ ¥
¥ ¥
¥ ¥
¥ ¥

Total Cash Expenses  # 12.00 Total Non-Cash Ezpenses  §

FINANCIAL SUMMARY

otal Cash & NC Net Profit  # 42.00
rimes 3 Student Share o0
Ffus Closing Inventory §

ines Beginning Inventory -

Enterprise Profit or Loss = % 48.00

TR Fiecord of 'wWork

i SAE Inventory

fsere|| §E A F D™

Draw~= [: AutoShapes= . w [ | 0 -‘ £y

ENTERFRISE HOURS

Paid Hours 0
Unpaid Hours 0
Total Hours 1]

SAE Liabilities

|J IRecurd Book Sﬁ‘xdnhe F‘agEMa...l E




Tab/Page: Record of Work

Instructions:
1. Enter work information.
Dates will auto-format.
Enterprise should be selected from the drop down list.
Summary should be as complete and detailed as possible.
2. Totals will calculate automatically and are carried forward.

Synopsis:

“Record of Work” provides students a place to record what is done and when it is done. It
is effective for students to enter data on a daily, weekly, bi-weekly or monthly format.
Students are encouraged to combine like-work throughout the month to limited entries.
Each month has a new form.

Info Needed to Complete Page: Hours worked and a description of what was done.

Data Transfers to Pages: Enterprise Summaries
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affects more than one

enterorise. solit the hours.

All hours must be tagged to
an enterprise. If an activity

L
January Year, 2002
Hours Worked Summary of Work Expenence
Date Tprze Mo. Hours [Li=t different kinds of jobs you performed. Yoo may wish to record daily, weekly,
Paid Unpaid [or maonthly.]

28-Jan| My Designs 10 Flanning upcoming wedding job with client

H-dan| Success Gardens 26 ‘work, at the cash register, checking out customers & care for plants

H-dan| Gerbils 15 142 hour per day caring For gerbils - cleaning cagg\feeding, watering, ete.

\

Hours may be logged daily,
weekly or monthly for the
student’s convenience.

repeated task is done.

Be as specific as possible
when documenting tasks,
especially the first time a

\ﬁ

January Hours

Total Hours Ffrom Previous Months

Total Hourz to This Point

Hours are automatically
calculated and carried
forward from month to

month. They also transfer to
the enterprise summaries.

19



Tab/Page: SAE Inventory

Instructions:

1. Divide assets according to categories provided.

2. Enter information about each asset including enterprise association, a
description, the quantities, values and depreciation. (Depreciation may be
calculated using the Depreciation tab.)

3. The page summary will total as information is added.

Synopsis:

“SAE Inventory” provides students a place to organize assets into the categories
used on many FFA applications. Some things to remember:

* Non-SAE assets should be listed on the “Personal Assets”
tab.

» Enterprises should be selected from the drop-down list.

* Assets associated with more than one enterprise should be
split and the appropriate share should be claimed for each
enterprise.

Info Needed to Complete Page: List and description of assets including amount
and value.

Data Transfers to Pages: Balance Sheet

Note: For inventory and liability purposes, students are encouraged to
only enter their share of the item(s). This has been changed as some
student’s ownership may differ from entry to entry. In the description, the

student may want to comment on his or her ownership of the item. l.e.,
4020 John Deere (50% ownership with brother).

20



Totals are calculated. Data is
transferred to enterprise
summaries and the balance

sheet.
/
SAE INVENTORY /
Page Summnary V

Yaar fnz

Clasing Current Asseis Total 2r.na
Beginning Cuifenl Asopts Total 33.00
Current lmsentory Chanige £.00

Ending Hon-Current Invantony 60,00
Beginning Hon-Current Inventary 120000
Hon-Current Imsenbony Change 140.00

e DI '-::‘:::- Py e | waleg gmiatdr i i

e - -—

B, Imvestment in feed, seed, ferdilirer, chemical lin= and pap,, & other curment asseis

B s S T R —— e I L R T Fa
Wegetable Producti Seads 25.00 | 2200
Garbils Feard & lbs 8.0013 lbs 500

- IR0 27.00

Enter inventory information
on January first and
December thirty-first of each
year.
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Tab/Page: SAE Liabilities

Instructions:
1. Divide liabilities according to categories provided.
2. Enter information about each liability including enterprise association, a
description, the quantities, values and depreciation.
3. The page summary will total as information is added.

Synopsis:

“SAE Liabilities” provides students a place to organize liabilities into the categories
used on many FFA applications. Some things to remember:

* Non-SAE liabilities should be listed on the “Personal
Liabilities” tab.

» Enterprises should be selected from the drop-down list.

* Liabilities associated with more than one enterprise should
be split and the appropriate share should be claimed for
each enterprise.

Info Needed to Complete Page: List and description of liabilities including amount
and value.

Data Transfers to Pages: Balance Sheet

22



Totals are calculated. Data is
transferred to enterprise
summaries and the balance
sheet.

/

SAE LIABILITIES

/

Eage Sumimery

Year 2002

Eniding Current Liahilities Total 0.m

Beginning Current Liahilities Total o.on

Currend Change in Debt o.on

Ending Mon-Curment Liabilities 0.on

Baginning Non-Current Liabilitles 0.0m

Hon-Cumant Debt Change 0.00n
%@@h dand  Dec
rul'h-\.:l-v\.w = r-\.l.-u H-ru.-grwl.— .-\.r\.d.r,- raler

iy e

TOTAL| § - |&

L. Motes and chattel morlgadge (Lotal minus cunient pamions)

eait bt

TR e paapiear e

Enter inventory information
on January first and
December thirty-first of each
year.

Use the current payoff
amount for the loan value on

January first and December
thirty-first of each year.
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Tab/Page: Personal Inventory

Instructions:

1. Divide assets according to categories provided.

2. Enter information about each asset including enterprise association, a
description, the quantities, values and depreciation. (Depreciation may be
calculated using the Depreciation tab.

3. The page summary will total as information is added.

Synopsis:

“Personal Inventory” provides students a place to organize assets into the categories used
on many FFA applications.

Info Needed to Complete Page: List and description of assets including value.

Data Transfers to Pages: Balance Sheet

PERSONAL INVENTORY Entering bank account
balances, etc., is extremely
Paqe Summary important as this data
Year 2002
E—— v transfers to the Balance
Beginning Current Assets Total % - Sheet!

Current Inventory Change E: - .I
Ending Hon-Current Inventory % -
Beginning Hon-Current Inventory  § 2,000.00
Hon-Current Inventory Change $(2,000.00)

Dec 31

Cash on-hand, checking and savings
Cash value - bonds, stocks, life insurance
Hotes & accounts receivable

A__Intvestment in short-term, consumable agsets (current assets)
Forginning

= i crip- o~ Quaniity

Soqierieeg vodue | onoleg quastity | oo rodu

Enter inventory information
on January first and
December thirty-first of each
year.

B. Investment in non-consumable agsets (non-current assets)

. "‘::ﬂ;”.;; aginieing o, ‘m;’;:'r;ﬁ eovling quontity | smcling vadu
Clothes 4 50000
Fick-up 1 # 150000 [ % 250000

24



Tab/Page: Personal Liabilities

Instructions:
1. Divide liabilities according to categories provided.
2. Enter information about each liability including enterprise association, a
description, the quantities, values and depreciation.
3. The page summary will total as information is added.

Synopsis:

“Personal Liabilities” provides students a place to organize liabilities into the categories
used on many FFA applications.

Info Needed to Complete Page: List and description of liabilities including value.

Data Transfers to Pages: Balance Sheet

PERSONAL LIABILITIES

Pagoe Summary

Pt
=
=]
o

Year

Ending Current Liabilities Total
Beginning Current Liabilities Total
Current Change in Debt

o | R S

Ending Hon-Current Liabilities
Beginning Hon-Current Liabilities
Hon-Current Change in Debt

o | R R

A. Hon-currenticapital liabilities associated with non-productive personal assets

i crar-ton = puasits P L FO T TP e rasr

L

$
Enter inventory information /
on January first and Use the current payoff
December thlrty-flrst of each amount for the loan value on

year. January first and December
| | thirty-first of each year.
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Tab/Page: SAE Income and Expense Summary

Instructions:
1. Check the information transferred from the Income and Expense
Summaries to check for validity.

Synopsis:
This page provides information for Page 8 of the FFA Proficiency Application. It also
rovides
gtudents the INCOME & EXPEMSE SUMMARY OF ENTREPREMELURSHIP
. AMND PRODUCTION SAE PROGRAMS
opportunity —
to evaluate 1 2 : ] 4 5 E [ B 200
income and E E E 5
expense . ‘! % ¥
sources on Enterprise - Elele )|
a per 5] 2 AR AR RE
. s g |23 ]|2]|=z]:]32
enterprise Z Z - i § 3 E | o | 2
basis. El8]s s[5 |2]P
1. Cuanr gt Orpanading bneoems
Info 3 Oy Currertd g g lwwnleig m m 4 soa| g g 2on| 4 1 Hik § T80
Needed to | :'5':"‘3"'“"""'""':""""9 LR W + moal| g g as0n| 3 ] [ § meo
FRrisi]
Complete i:::i:l;'r"'"““;""“’ TR ETR T & roon # ¢ Ha | e
Page: Page 4 Caghsuies WA A |3 § ¥ ¥ ¥ WA | ®
|S F Wakps ol Prosducip Lrsd o Hoimis oy g t t E t t W t
transferred ! '”"-"'::jm"‘“m“":' " M R E] ¥ ¥ i B B 1080
complete 3 Wibsn of A Libcn Exchamgedicn el " | " [ . . R R .
= & Tongl CasrentiOperating bik bE 3 kol 8 FIEE I ] Ha T
Data 2 CusrenlOperaling Expaness
1 Carrend Flper sbrag rasmitory g hig ¥ 1 ¥ ¥ Il I Il
Transfers Paschised
to Pages b ::::T.ulwrll'l;nxngrq'\rnu-:- T g t wzonnd | we T L M OO0
Balance C g:‘j:-_";’_xﬂ'ﬂﬂ"‘ﬂ i TR ¥ i (1 TOR ETT
Sheet A CashCussent Oige atined Eaqpeassis « ™ m % % % % % K& "
era i (o (N N CR CRE CR R o
"::H::-:"'m"“"’ g g § S0l | § § § [T §0D
lx:mm nL5 T ® 800y asse)  (ORY 4 i HA 1 fiskan
4 Hon-Current/CapRal Transactions
' E:';:{m Canent 1 1 ool § [ [ ¥ HA FHOM0
b Ron CumeraACapid Gakis o) O 1 1 ] ] ] HA [
= :ry-.n ) Pl Cueremt B sl ig nig o | t i i (711 FA T
4 Moo Cumeneizapicd Puysgbaenes L kLG [ ¥ - ] [] [ [ [
[T Med Capitgl Trpasyotiges hLA hLA gomentd - 18 - JE - b R
L] LI i @lex) 0 e ] |&EI | I | L]
6 Total Return o Capital Labor
& Mansgement $ {dﬂﬁ.ﬂﬂ]
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Tab/Page: Balance Sheet

Instructions:

1. Check information for validity.

Synopsis:

The Balance Sheet matches that found in many FFA Applications including that
required for the Nebraska and American FFA Degrees. This page is entirely

calculated from information previously entered.

Info Needed to Complete Page: None

Data Transfers to Pages: None

(Candidate's Share Only)

=

Year:

CANDIDATE'S FINANCIAL BALANCE SHEET STATEMENT

2002

Assets

Beginning Y alue
January 1 (4]

Ending *alue
December 31 (B)

CURBENT/OPERATING ASSETS

a. Cash on-hand, checking and savings ki s0000 | § S87.00
h. Caszh value - bonds, stocks, life insurance ¥ - ¥ -
c. Mates & accounts receivable ki - ki -
d. Current/Operating Inventory
1. Candidstes investment in harvesting and growing crops 5 - 5 -
2. Candidates investment in feed, seed, ferilizer, chemical, zupplies, ki 3300 % 2700
prepaid expenses and other currentioperating assets
3. Candidate's investment in merch., crops, and livestock purchaszed for| - ki -
4. Candidate's investment in raized market livestock & poultry k3 - k3 -
5. Total CurrentiOperating Inventory ki 3300 % 2700
e. Sub-total productively invested current/operating assets % 533.00 | % 61400
. Mon-productively invested personal assets ki - ki -
g. Total currentioperating assets % 53300 | % 614.00
2. HNON-CURBENT/CAPITAL ASSETS:
a.  Mon-currenticapital inventory
1. Candidate's investment in non-depreciable draft, pleasure and ¥ 12000 | % 160.00
hreeding livestock & poultry
2. Candidate's investment in depreciable, draft, pleasure, and breeding | § - ki -
3. Candidate's investment in machinery, equipment and fixtures. 5 000 | % 100.00
4. Candidate's investment in depreciable land improvements, building ki - ki -
5. Candidate's investment in land ki - ki -
6. Subtotal-productively invested non-current/capital assets % 470,00 | % 260.00
b,  Mon-productively invested persanal non-currertfcapital azsets. k3 - k3 -
¢. Total non-current/capital assets ] 470,00 | % 260.00
3. TOTAL PRODUCTIVELY INVESTED ASSETS § 1,003.00 | % 874.00
4. TOTAL HON-PRODUCTIVELY INVESTED ASSETS $ - $ -
. TOTAL ASSETS § 1.003.00] % 874.00
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- HHH H Beginning Yalue |  Ending Yalue
Llabllltles & EqUIty January 1 (&) |December 31 (B)
6. CURRENT/OPERATING LIABILITIES
a. Accounts and notes payable ki - ¥
b, Currentfoperating portion of non-currerticapital dekt (the portion of non- | § - ¥
current debt during thiz calendar year)
c. Subtotal - currentfoperating liabilties azsocisted with productively ki - ¥
d. Currentloperating liabilties associated with non-productive personal ki - ¥
{. TOTAL CURRENT/OPERATING LIABILITIES § - $ -
8. NON-CURRENT/CAPITAL LIABILITIES:
a. MNotes & chattel mortgage (total notes & chattel martgage minus current k3 - ;]
b. Real estate mortgages, contracts (total real estate mortgages; contracts | § - ¥
minus current portions)
. Cther non-current/capital liabilties (total other non-current/capital ki - ¥
liahilties minus currentfoperating portions)
d.  Subtotal - non-currenticapital iskilities associsted with productively 5 - ]
e. MNon-currenticapital liabilties azsociated with non-productive personal k3 - ;]
f. Total non-current/capital liabilities ] - %
9. TOTAL LIABILITY ON PRODUCTIVE ASSETS $ - $ -
10. TOTAL LIABILITY ON HON-PRODUCTIVE/PERSONAL ASSET] & - $ -
11. TOTAL LIABILITIES & - 3 -
12. OWHNER'S EQUITY/NET WORTH
a. Productively invested ki 1,003.00 | % g74.00
k. Non-productively personally invested ki - ¥ -
. Taotal Owvners EcquityMet Warth % 1,003.00 | % 874.00
13. Change in Productively Invested Owner's Equity § {129.00)
14. Change in Non-Productively/Personal Invested Owner's Equity § -
15, Gain or Loss in Owner's Equity § {129.00)
16. Working Capital $ 533.00)|% 614.00
[total currentfoperating assets minus total currentfoperating liabilties)
17. Current Ratio NA NA
(total currentfoperating assets divided by currentioperating lishilties)) to §1 to $1
18. Debt-To-Equity Ratio $0.00 $0.00
[total lishilties divided by tatal owner's equityinet worth) to $1 to $1
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Summary of Productively Invested Capital

Ending Yalue

19. Supervised Agricultural Experience Program Equity

a. Total of productively invested equity ki g74.00

b,  Total educational expenses (OhLY tuition, fees & books are allowed here ) ki 35.00

c.  Total productively invested equity ki 909.00
20. Total Non-Productive/Personally Invested Equity $ -
21. Total Equity $ 909.00
22. Non-Supervised Agricultural Experience Income

a. Candidate's earnings and income from non-SAE agricutural activities ¥ -

k. Earnings from non-agricultural sources ¥ -

. Incaome ather than earnings ¥ -

d. Total non-supervised experience program income F -

&. Total other personal expenses (including taxes and FICA) F -

f.  Net non-supervised experience program income (if =zero, erter 0) F -
23. Total Qualifying Productively Invested Equity $ 909.00
24. Value of Unpaid Labhor ] -
25. Adjusted Qualifying Productively Invested Equity 4 50500
Summary of Source and Use of Funds Fning Yale
26. Earnings from Supervised Agricultural Experience Program

a. Candidate's return to capital, labor and management ki [405.00%

b, Grandtotal net earnings from swage earnings 5 625.00

. Total SAE earnings 5 220.00

d.  alue of unpaid labar (Mo, of Unpaid Hours x $3.33) k3 -

.  Adjusted total ZAE earnings ki 220.00
2. All Other Earnings and Income

a. Candidate's earnings & income from non-SAE agriculture activities ki -

b, Total agriuchural related earnings ki 220.00

c.  Earnings from non-agricultural sources ki -

d. Income other than earnings ki -

&, Total non-agricutural related income 5 -

f. Total zource of funds ki 220,00
28. Use of Funds

a. Tdtal educational expenses ¥ 35.00

b. Total other personal expenszes ki -

. Total use of funds for personal expenditures ki 35.00
29. Maximum Possible Increase in Owner's Equity $ 185.00
30. Gain or Loss in Owner's Equity $  (129.00)
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Tab/Page: Scientific Procedures

Instructions:
1. Enter information in each of the sections provided as the information becomes
available.

Synopsis:

The categories provide a basic outline for a scientific lab report and are taken from
the Agriscience Student of the Year application.

Abstract:
The abstract should include a brief statement of purpose, procedures used, data
collected and conclusions drawn. It may also include possible research applications
or future research.

Hypothesis:
This area should include the problem statement and your hypothesis.

Materials:
Equipment and supplies used to conduct research. List and describe how each
was used.

Methods: SCIENTIFIC PROCEDURES

Describe
procedures/skills
utilized and to
which aspect of
the project they
were applied.

Abstract

Sedect this e, Fean e vourabsiract Onky 15 lisse of bl will pring

Results:
What happened?
What did you find?
What can others
gain from your
study?

H:r"Fll:Iﬂ'IE-'ﬁlﬁ

Info Needed to Complete

Page: Answers to
questions about project Select this ted, thean bype your fypothesis. Onby B ines of texdtwall pont

Data Transfers to

Pages: None Materials

S alf £ y L

30



Tab/Page: Literature Log

Instructi

ons:

1. Enter bibliographic data for sources used in research project.

Synopsi

S:

As a scientist, it is important to document literature research conducted to establish
the need and the premise for research projects. Below, you will find a few sample
entries taken from the MLA Handbook to use as a guide.

Info Needed to Complete Page: Research consulted

Data Transfers to Pages: None

Sample Bibliographic Entries:

A Book:
Author’s name. Title of Book. Publication City: Publisher, Date.

An ltem in a Reference Book:
“Title.” Reference Title. Edition.

An Article in a Periodical:
Author, “Title.” Periodical Name. Volume # (Year): Page(s).

Information from the Internet:
Author. “Article/Page Title.” Web Site Title. Volume Number (Date Given on Site): n.
pag. Online. Internet. Date Accessed.

LITERATURE LOG

The text wrap feature is

Date

Accessed

automated for longer entries. |+

Bibliographic Entry

/31702

Kaku, Michio. Hyperspace: & scientific Odyssey through Paralle] Aferses, Time
Warps, and the Tenth Dimension. Mew York: Oxford UP, 1994,

Bf1f0E

Jakobson, Riman, and Linda F. Waugh. The Sound Shape of Language.
Bloomington: Indiana UP, 1879,

5431402

American Medical Association. The American Medical Association Encyclopedia of
Medicine. Mew York: Fandom House, 1989,

B/31/02

"Mandarin. " The Encyclopedia Americana, 1993 ed.

B340z

ocotta, Peter. "Censorship, Reading, and Interpretation: A Case Study from the
Soviet Union." PMLA. 109 (1994): 61-70.

BfA1f0E

Lindsay, Robert K. "Electronic Journals of Proposed Research.” EJournal. 1.1
(19913 n. pag. Online. Internet. 10 Apr. 1991,

i
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Tab/Page: Crop Field History

Instructions:
1. Provide field description.
2. Enter data for each field.

Synopsis:
The crop field history tab is a place for producers to keep a record of crop rotations,
chemicals applied, and other important data affecting crop production. Enough

room exists on one tab for three fields.

Info Needed to Complete Page: Cropping history. HINT: Once you have completed this
table, copy and paste the information onto next year’s page.

Data Transfers to Pages: None

CROP FIELD HISTORY

Field Description:
Number of Acres:

Year:
Crop Grown:
Yield Per Acre:
Fertilizer Applied:
Insecticide:
Herhicide:

Soil Test:

Rent Agreement:
Insect Prohlems:
Weed Problems:
Irrigation:

Other:
Other:

Lines for your own
information!
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Tab/Page: Livestock Inventory Check

Instructions:
1. Enter the initial inventory in the first box.

2. Account for additional animals brought into the herd and animals lost to the
herd on a monthly basis. The inventory is automatically calculated.

Synopsis:

Keeping a general inventory of animals on hand is an important step in accounting

for livestock. This record allows students to see when and where their animals

come from and leave. This page can be helpful in accounting for loss and planning
feed and pen space for upcoming years, if the livestock inventory is cyclical.

Info Needed to Complete Page: Number of livestock as of January 1 and any pertinent

future data as it occurs.

Data Transfers to Pages: None

MONTHLY LIVESTOCK INVENTORY CHECK

Enterprise is

Enterprise: Beef selected from a

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
1. First of Month B G B G 0 1] 0 1] 1] a a a
2. Purchased or Transferred In :r &]
3. Offspring Born \
4. Animals Added \ & 6 6 o of o of 8 &8 & =8
5. Sold or Transferred Out \ B
6. Died \
7. Butchered \
8. Total Animal Reduction \0 0 B 0 0 0 0 0 0 0 0
9, END OF MONTH \ B 1] 1] 0 1] 0 B a g a

Initial Entry on January First

Account monthly
for inventory
changes. Excel

does all the math!
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Tab/Page: Livestock Weight Record

Instructions:
1. Enter identification information and weights as they are available.
2. Account for changes in weight and quantity to calculate weight gained, days on
feed and daily gain ratios.

Synopsis:
This page allows livestock producers to assess their skills in raising livestock to
market maturity. Knowing the number of days to market is an important

management tool.

Info Needed to Complete Page: Number of livestock and weights at key points in life
cycle.

Data Transfers to Pages: None

LIVESTOCK WEIGHT RECORD

ldentificati Mluarmber | Sosersge Murriber | Saerage

on of Weight |of days | dady \eight | of dags | daily

animal [£]) Birth Weight Weaning Weight | Gained |fed qain Final Weighing Gained | fed qain
Gty | Duate Age Weight | D ste Sge | Weight D ste Sge | Weight

= E= L= (=2 E= (=2 =]
= E= C= (= E= (=2 =]
= o o |o o o |o
=2 E=2 L= (=2 E— (=1 (=]
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Tab/Page: Livestock Breeding Record

Instructions:
1. Enter breeding information as soon as possible..
2. Record accuracy.

Synopsis:

Keeping a breeding record is a valuable management step for livestock producers.
It allows them to plan for birth and keep a more accurate progeny record.

Info Needed to Complete Page: Breeding, pedigree and birth information.

Data Transfers to Pages: None

LIVESTOCK BREEDING RECORD

Dam Sire Date of | Gestation Actual o Mo, | Males |Females
Enterprise Species kertification | Identification | Service | (indays) | Due Date | Dete Born | Males | Femnales | Weaned | Weaned
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Tabs/Pages: Account Record & Print Invoice

Instructions:
1. Enter customer orders as they are filled.
2. Select invoice to be printed.
3. Print.

Synopsis:

Students may use these pages to track and billclients for services and products
delivered. Up to five lines may be transferred to the invoice page.

Info Needed to Complete Pages: Billing Information

Account Record

Select Involce Entries to Print Masimam of five): | 115 | |
. Rl Amiiine Dt
i Erlarprise Product or Sarvice Cusd nastr — owed  |D od Dt Paid | 10 or &
WA D signs [Weadiding Flowens Gretoken e ¥ 60000 |SEZ5O2

B | S | P =
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page 1 af 1 il fiare: PR FR-5F
,_I
M&M Designs
Ay Eqvegmeice A lamaged
Marty Milegtone
123 winners Circle, Success, Mebraska 010101
402-123-4567
Customer: Gretchen Miller
Date Items or Units Product or Service Amount Owed

Bl2B{02 1} Wedding Flowers : G00_00
TOTAL: #% G00_00

Flease remit within 10 days unless stated otherwise in the notes below.

’/I‘-Iutes:

~

Thank you for your Business!
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Tab/Page: Depreciation

Instructions:

oukhwnNE

value will be calculated.

Synopsis:

Enter the asset’'s name and/or description.
Enter its life in years.
Enter the number of years you have owned it.
Enter its beginning value.
Enter its salvage value.

Regardless of depreciation schedule, the annual depreciation and current

Each page related to inventory has a space for depreciation to be entered.
This page provides students a place to calculate depreciation in one of three

different schedules.

Info Needed to Complete Page: Information about depreciable assets.

Data Transfers to Pages: None

FFA DEPRECIATION RECORD

OPTION 1 - STRAIGHT LINE DEPRECIATION

LIFEIH | YEARS BEGIHHIHG SALVAGE AHHUAL CURRENT
ASSET YEARS | OWHED YALUE YALUE DEPRECIATION YALUE
Pick-up 10 7 F4 500 Fa00 400 1,700
TOTAL THIS TABLE $400
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Tab/Page: Journal

Instructions:
1. Make entries as significant events occur related to an SAE.

Synopsis:

Each student will fill this page out differently, depending on his or her
attention to detail, but this page provides all students a place to record items
of interest. Some examples might include:

* Began research study.

* Finished planting corn.

* Learned a new skill or ability.

* Twins were born.

* Six lambs born today - pulled two.

* Promoted to assistant shift manager.

* Rain delayed mowing six lawns.

* Atthe farmer’s market , | sold a record number of tomatoes.

Info Needed to Complete Page: Information about SAE activities.

Data Transfers to Pages: None

SAE JOURNAL

Date |Enterprise Notes & Observations
112/02|AaCo Promoted to shift assistant manager
2N 4/02|Beaf reatad twio cahlves for pinkeve
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Tab/Page: Skills and Abilities

Instructions:
1. Make entries as new skills and abilities are learned.

Synopsis:

Many FFA applications ask for skills and abilities. Here is a place students
can enter these as they are learned. Itis a good record of one’s
development in an SAE program.

Info Needed to Complete Page: Information about SAE skills and abilities
acquired.

Data Transfers to Pages: None

SKILLS & ABILITIES

Date |Enterprise Skill or Ability

415/02| Corm Comparing seed promotional materials to select seed iz a valuable zkill to produce an
efficient and successful crop.
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Tab/Page: Home and/or Community Improvements

Instructions:

1. Enter project name and goals related to the project before much of the

project has been completed.
2. Enter additional information as it is completed..

Synopsis:

In the duration of many SAE’s, students complete some type of home and/or

community improvement project. This is a place for students to document

those activities.

Info Needed to Complete Page: Information about improvement projects.

Data Transfers to Pages: None

HOME and/or COMMUNITY IMPROVEMENTS

Project:

Faint Livestock Buildings

Goals:

Faint all buildings by the time schoaol starts this fall

Accomplishments:

Mission completed!

Date Completed: |July 23, 2002
Project Cost: $1,200
Hours Required: [R5

Project:

Goals: L

Accomplishmehts:

for six projects.

Each page has room
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Tab/Page: Leadership Points

Instructions:
1. Enter FFA activities as each is attended/completed.
2. Document award or responsibility.
3. Select level from the drop down list.

Synopsis:
This provides a location for FFA members to document FFA leadership
points. This page calculates value and totals chapter activities as well as

those above the chapter level.

Info Needed to Complete Page: List of FFA activities.

Data Transfers to Pages: None Totals to check state
degree eligibility.

NEBRASKA FFA LEADERSHIP POINTS RECORD

Page Summary \
Hame: Matt Doe Points Earned at the Chapter Level: 10
Year: 2002 Points Earned above the Chapter Level: 10
Total Points Earned: 20
PﬂRﬂhapteu 10, District = 10, State = 20, National = 30, International = 30
Name and year
transfer for chapter
use.
Date Activity/Office/Assignment Award/Responsibility Level Points
S-Jan |FF & Meeting Chapter 10
23-Jan |District Leadetship Skils Evert Parli Pro Team District 10
12-Feb |FFA Mesting -
Chapter
District
State
Mational
Internatio
\
\

Drop down list with
possible levels.
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Tab/Page: School and Community Activities

Instructions:
1. Enter school and community activities as each is attended/completed.
2. Document award or responsibility.

Synopsis:
This provides a location for FFA members to document non-FFA activities.
This page can be useful when completing FFA degree applicaitons or for
non-FFA agriscience students completing record books for class.

Info Needed to Complete Page: List of non-FFA activities.

Data Transfers to Pages: None

SCHOOL AND COMMUNITY ACTIVITIES

HAME Matt Doe

Activity/Office/Assignment Award/Responsihility
Cne-Act Play Lighting Crew
Journalism Photo Editor

Band Trumpet - fourth chair
Mebraska Bow Hunter's Association Mermber
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Tab/Page: SAE Photos

Instructions:
1. Select enterprise.
2. Copy and paste photos.
3. Write a caption not exceeding fifty words.

Synopsis:
As SAE’s develop, it is nice for students to have a photo record of their
progress. These photos also come in handy when applying for FFA awards
and degrees. This page has room for six photos.

Info Needed to Complete Page: Photos, caption information.

Data Transfers to Pages: None
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Supporting Photographs

Water Consensation

Photos
may be
electronicly
placed or
the page
can be
printed and
they can be
attached
manually.

-

Conserving natural resources is extrememly important throughout
Mebraska if we want to presemve scenes like this.

N

~
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Tab/Page: WinZip Help

(Please note, for Mac Users, consult with your media specialist about
appropriate software to use for zip functions.)

Using Windows
Explorer:

Programs

Windows Explarer

The easiest way
to use WinZip, is
to access files
through Windows
Explorer. To
open Windows
Explorer from the
Start button,
select Programs,
then Windows
Explorer.

On the leftis a
list of all drives
and folders on
your computer,
on the right is the selected drive or folder’s contents. Click on the desired drive or
folder to see its contents.

In Windows Explorer, you can drag and drop files to move them from one
folder to another, change the names of files and many other file management
activities.

EX Exploring - _Record Books

I:I CoAMy Docurments _Eecord BEooks

l:l Kpcms @duemarvﬂz
B0 Maxis @marv_due_EDDE
-1 MS Office 2000 CD ¥ marydoenz
255 Mty Docurnents H]mdaeoz

----- te'l_RecordBooks

- @1 AgEd Club

----- 1 Aginthe Classroarm

..... [ Ag stuff From Others
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Installing WinZip:

The setup file for an evaluation copy of WinZip has been put on your CD for your
convenience. To install, double click on the WinZip81 file and follow the
instructions. (It is easiest to accept the recommendations of the software during the
installation.)

Zipping Files: ) doemaryoz

1. Open the
appropriate
folder in
Windows
Explorer.

2. Right click e winZip v | Add to Zip file...
on the file =
name.

3. Select
“WinZip:Add
to Zip
File...”

4. Agree to
any
license
dialog
boxes.

5. Click on

“Add”, if asked.

Close the WinZip Program.

The zipped file is in the folder with the original.

No

Un-zipping Files:

Open the appropriate folder in Windows Explorer.

Double click on the zipped file.

Wait for the program to extract the file.

Double click on the extracted file.

Save the opened file to the desired location. (Often, you will replace an
older file with the same name.)

Al

47



Credits

The Nebraska SAE Record Book has been developed with the following goals:

* Provide one system applicable to all students in Nebraska agricultural
education programs;

* Allow students to directly transfer information from completed record
books to FFA award, proficiency and degree applications; and

» Utilize computer resources available in Nebraska school systems.

The book began with a computerized version originally created by Phil Miller, retired
agricultural education teacher at Mead High School and Mark Rasmussen, 1999
graduate of Mead High School. Through the work of the committee listed below, the
current version of the record book has been developed. Committee members
include:

» Kevin Behrens
Schuyler Central High School Agricultural Education Instructor
* Chad Kment
Plainview High School Agricultural Education Instructor
» Matt Kreifels
Blair High School Agricultural Education Instructor
e Phil Miller
Mead High School Agricultural Education Instructor, Retired
* Megan Patent-Nygren
Conestoga High School Agricultural Education Instructor
* Kristine Spath
Omaha Public Schools Agricultural Education Consultant
* Tom Wheeldon
Schuyler Central High School Agricultural Education Instructor

Microsoft, Excel, and Windows are registered trademarks or trademarks of the
Microsoft Corporation in the United States and/or other countries.

Adobe, Acrobat and the Acrobat logo are trademarks of Adobe Systems
Incorporated which may be registered in certain jurisdictions.

WinZip is a registered trademark or trademark of WinZip Computing, Inc., in the
United States and/or other countries.
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