| ntroduction

The syllabus is designed for students aged 12 - 15 years who have
compl eted the sixth standard of primary education, the age profile
and corresponding ability range of students should be borne in

m nd throughout.

The syllabuswill be assessed at two levels - Ordinary and Higher.
Care shoul dbe taken in useof |language to ensure that the
abilities of ordinary level students are catered for.

Whil e much of the new syllabus may seem fanmliar at first glance
it should be enphe:sised that for the nost part it will require a
new approach in teaching. A number of new topics wll require
some background work by teachers - amount will depend on the
teacher's own special subject area.

Every opportunity should be taken to present women in equal
profile to men as entrepreneurs add in position of authority.

Parts of the syllabus will require sensitive handling in the
classroom situation so that individual students will not be put
under stress because of their particular domestic environnent.

The syllabus is designed for a conpletely integrated approach; it
is also suggested inthe introduction that it will involve
integration of subject skills e.g. business_ studies add maths etc.

Teachers may adopt different teaching strategies, they may choose
to start the course at different points. The decision rests with
the cl assroom teacher. However Business Studies while
incorporating much of the old syllabi does involve for the most
part a difference in approach.



THE BUSI NESS
BUDGETI NG
I ncone

In dealing wi

OF LI VI NG

th income in this opening section it should be remenbered

that it is being covered in the context of budgeting. Bearingthis in

mnd, it woul

d probably be advisable to leave any detailed treatment of

wages slips until section two of the syllabus where conpletion of wages

slips occurs.

As an introduction to income this sectioncould be

introduced in a series of franes.

(1) Forms of

Money

Wages

Sal ari es
Fees
Transport
Overtime
Col mi ssi on
Bonus
Allowance

I ncone
Soc/ Wl fare Benefit in kind

unenpl oynent subsi di sed nmeal s
ol d age subsi dised housing
i 11lness subsi dised transport
injury conpany car
chi Idren medi cal  expenses
wi dows cl ot hing

Can the student distinguish between regular and additional income?
Are there other sources of income? e.g. interest, rent etc.

(2) Statutory deductions and Consequent benefits

St at ut or zDeduct i ons

I NCOMVE  TAX
PAYE PRS

Government | ncome

Consequent Benefits~

Heal t h Services Unenpl oynment  benefit

Gar dal

Teachers

Sickness/injury benefit
Pensi ons



Gross and Net Pay

| Gross Pay
INCOME TRX i
PAYE required |
| less Statutory deductions \ by law i
|

PRSI |

= MNet Pay after statutory deductions

but an emplovee may ask for other deductions to be made

Inicn dues
Savings
V.H:LE.

less Voluntary deductions =

)

= Net Pay after all deductions

Can the student answer the following questions, having examined a
wages slip?

Are there any statutory deductions?

What benefits might arise from paying these deductions?

Give examples of "other deductions".

Do the wages contain any additional income?

What do the letters PAYE stand for?

What will the total net wages for the year be if the other months wages
are the same?

Is there any danger in assuming that the other months income will be
the same?

EXPENDITURE

It is suggested that the same format could be used in teaching about
expenditure.

Nature and Timing of Expenses

Although students may be familiar with many household expenses, the
classification and timing is most unlikely to be familiar. Some time
could profitably be spent showing how the most common bills are
constructed e.g. ESB, Phone, Gas.



There are two general questions to be considered about each expense:

(1) 1Isthe expernme fixed, irregular or discretionary?
(20 1Is the experne weekly, monthly or annual?

Presented with a list of expenses can the student now answer those
questions?

(2) Recording actual expenditure

This would be the students' first formal introduction to the cash
analysis book. Since the cash analysis book is central to accounting
inthe new syllabus, it is essential that students are introduced in a
relaxed and efficient manner.

Havi ng deci ded on a small number of headings, can the student now
classify and record a list of household expenses? It is worth a little
practice, weaker students may take a little time to adapt to this form
of recording while some "bright" students can develop sloppy habits
even at this stage.

(3) Document s

A nunmber of standard busi ness docunents can be introduced as part of

thisunit e.g. order form delivery note, invoice, statenent. The
principle of checking statements can be used to link these docunents.
An ESB bill provides a good example of an invoice.

The use and purpose of a receipt as evidence of purchase and as source
document for recording may be suitable naterial in this area.

Students may al so be profitably introduced to the basics of filing -
all the time enmphasising that "how' to file is simply finding an easy
met hod of accessing docunments. More inmportant is the question of
"“what" should be filed and "why".

(4) Esti mat es

From past figures can the student estimate future expenditure? Can the
student spot the possible effects of acold winter, Christms, the
timng of bills, etc. on budgeting.

The construction of a bar-chart illustrating the pattern of household
expenditure over a year should help students to understand that pattern
and perhaps suggest solutions to the ensuing difficulties.

Reference coul d be made when discussing this to opportunity cost,
i mpul se buying and the inmportance of planning expenditure.



THE BUDGET

It is sugc/ested that if students have a good grasp of budgeting for
expendi ture and estimating income then it shoul d not pose too great a
problemdealing with this section. The following approach m ght suit.

{1) Matching income and expenditure

By illustrating income and expenditure on bar chartsall students
shoul d see where the deficits and surpluses arise.

Can the cesh flowproblems be elimnated by re-scheduling expenditure?

I's the budget problem causedbyplanneddi screticmaryexpenditurewhere
no incone is available for that purpose?

Does the budget appear to bal ance but estimated income has a maj or
conponent of 8cMticnal incone.

(2) Accounting

The opportunitycoul dhe taken to havestudents record both incone and
expenditure in an analysis book, this will reinforce their accounting
skills.

The opportunity could also be taken to use the cheque number colum to
enphasi se integration.

N.B.  Throughout this sectionit is of vital inportance for teachers to
be extremely sensitive about the domestic backgrounds of students -
even sinple projects onhousehol dexpendituremay cause problens.

Care should be taken not to present stereotyped inmages of nmen and

~Ren.

CONSUMER EDUCATI ON

Every time a per snbuyssmegoodor service the perscn is emering
intoa contract. The seller is agreeing tosell thegoodor service:
the buyer is agreeing to pay for it. C~sumer Law h@ sbeen enacted to
protect the consumer when ‘'things gowrcng.'

The Informed Ccnsumer

In introducing this unit, the aimshould he to instil in students a
positive atitude towards being a consuner, to see thenselves as the
targets of marketing strategies, to encourage themt o distinguish
bet==ccn needs and desires (see unit on expenditure), to distinguish
bet ween price and value for ntrmey, to und_erstand the influenc~that
determ ne their decisions.
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The informed consumer is not sonmeone who is solely interested in

knowl edge of the law, he/she is inforned on planning expenditure to
suit the person's budget and needs. Where students in class study Home
Economi cs, the know edge acquired should be drawn upon to wi den the

cl e~ discn~ion.

Reasons for Protection

A brief picture of A Citizen attenpting to seek redress for faulty
goods in the context of no consumer legislation should be sufficient
for students to see the need for protection. Particular reference

could be made to the obvious advantages of the requirements to give
accurate description of goods, contents etc.

Consumer legislation also lays down a level playing field for sellers.
Agenci es I nvol ved

A brief know edge of the following agencies and their role in consuner
protection is required

Director of Consumer Affairs
QOrbudsman

Trade Association

Courts of Law

Rel evant  CGovernnment Departments

Legi sl ation

Sal e of Goods and Supply of Services Act
Consumer |Information Act

Students will not be required to refer to a specific piece of
legislation, it is sufficient for themto suggest acertain course of
action because it is the law

Students shoul d have sufficient know edge to address their consumer
complaint to the appropriate agency. Students should be able to deal
wi th negative responses to conplaints e.g.

No c~:~h refunds
Not under guarantee etc.

Students should appreciate the significance of time lapse fromdate of
purchase to date of conplaint.

Dealing with Credit Note.



Procedure for redress

A case study approach m ght be beneficial in approaching this unit.
ccmsumer should, when, 'things go wrong', be ableto

i) identify conplaint e.g. faulty good, good not matching description
ii) state objective e.g. cash back, replacement etc.
iii0 select an appropriate course of action.

Presenting the conplaint:

(1) Oral conplaint - in person
by tel ephcne
(2) Witten ccnplaint

Contents of conpl aint

Whet her the conplaint is to be made orally or in witing, the students
shoul d recognise that in the course of conmunication, reference will
have to be made to certain information:-

Goods/ service purchased

Dat e of Purchase

Evi dence of Purchase

Cause of Conpl ai nt

Obj ective of conplaint (politely)

Pur sui ng Conpl ai nt
A polite, well-structured conplaint is often most advantegeous.

(1) Personal visit to shcp

(2) Visit higher authority in the shop
(3) Wite to the manager

(4) Conplain to an appropriate agency
(5) Seek legal advice

Docunent ati on

Consumer Educaticza is a good intrroducticmto studelats to the inportance
of keeping records. In teaching, str~ should be placed, firstly, on
the inportance of filing inportants docunents and, secondly, on any
simple filing systens. Knowi ng what documentsto file and the ability
to quote those documents outweighs (inthis field) the '"howto file'
appr oach. Fi iing should be treated as a fast means to access docunents

Hhi ch have been identified as necessary to file and are now nece~. ~ry
to quote.

Docunents (1) Ordering Coods. (Cal or witten)
The information, to be used.

A



(2) Receipts
Evi dence of purchase. Other evidence?
Compl ete information on receipt?

(3) Credit Note
What it is.
Accepting or rejecting it.

Witing a Business letter

Only a small percentage of students write letters. Teaching themto
write a letter is firstly a skill training exercise. Because of the
generation gap, it may be too often a~su~d by teachers that student
have already been writing letters. The Business Studies teacher shoul d
consult with the language teachers in the school for the purpose of
agreeing on timescale and content in letter-witing.

Most students will use the telephone or personal visit for

comuni cati ons. An easy introduction to letter-writingwould be the
identification of the vital information to be included in the call.
When students write this down it will be a nemp; subs-~ently it can be
developed into a letter.

Care shoul d be taken to avoid archaic language. The following mght be
a checkli st

Names and addresses, sender and receiver
Dat e

The vital data
Si gnature

BN -

In the classroom situation, students should be encouraged to write
wel | -presented letters with properly addressed envel opes.

BOOK- KEEPI NG/ RECORDI NG I N THE BUSINESS STUDIES JUNI OR CERTI FI CATE
PROGRAMVE

Many teachers may feel that the Business Studies syllabus for the
Junior Certificate does not attach the same inportance to "double
entry" book-keeping as the Internediate Certificate and Group
Certificate syllabuses in the Commerce area did. These teachers may
cite the underplaying of even the term "double entry" as it is only
mentioned three times in the new syllabus.

While there is a changed enphasis and approach there are a number of
reasons for this:

This programme has to cater for the full ability range of students
at Junior Cycle level interms of termnology, numerical skills
and nental agility;



Many students taking the former Intermediate Certificate Commerce
progranmme di d not understaD~ double entry and attenpt questions in
this arearelyingon a learned fornula response - while this
systemworks for sone, in many cases the marks gained in the book-
keeping section of the programme are at least a grade lower than
those awarded in the Business Procedure and Office Practice part
of the examnation.

The enphasis on material/skills of personal use suggests that
record keeping, particularly in areas of current famliarity with
junior students |ike household accounts and club accounts, wll be
covered and at a level suitable to the age and ability of the
student.

Integration is a process encouraged throughout the new programe
(in particular see 2.2.7 and 3.2) and with this in mnd the
programme is placing more emphasis on preparing and using figures
(not only within a double entry framework) than pure book-keeping
t echni que.

It is suggested that the analysed cash book be the core of the
financial record keeping area and that the book-keeping process be
built up fromthat foundation. This approach has the advantage of
being used as the accounting basis for book-keeping/recording for many
important sections of the syllabus - household, business, club, farm
and service areas. For weaker students the cash book is
straightforward and can be expanded to give worthwhile accounting

i nf ormation.

One of the benefits of this approach is that the skills of keeping a
cash book, analysing and balancing it, gives students practice at
entering figures, preferably frombasic docunents, analysing these
under appropriate headings, closing and balancing an account at regular
and neaningful intervals and subsequently using and commenting on the
resulting picture. It is also possible to introduce at this stage the
concept of budgeting (for say the next period based on the actuals for
the current one) and costing (for example what is the cost of, say

electricity, per week). It must be enphasised that what is in mnd
here is the introduction of concepts at a sinple level and the

devel opnent of skill in the use of figures as a method of recording and
comuni cati ng. It could also be a good approach to introduce the idea

of showing this simple information in other more visual ways such as
graphs, bar charts etc. The main aim perhaps in doing all this is that
students should gain confidence in mastering simple concepts and
frameworks which will stand themin good stead at later stages in the
record keeping programme. This approach al so means that some
reinforcing of numeracy, figure work, layout and legibility can be
built into the early stages of the progranme at a time when it is most
likely to have an effect - at later stages this aspect can be played
down and concentration centred on more difficult concepts, |onger
questions and critical examnation of the results of these records.



A central belief of the course conmittee in drawing up the revised
progranme was, and is, that the recording of credit sales and purchases
shoul d not have any place in the 8:~sessnent programme for Ordinary

| evel students. Simlarly it is felt that adjustments to accounts,

i ke prepayments and accruals, make the record keeping exercise too
complicated for these students and that generally these amendments will
only have a mnimal effect on the overall figures anyway. | ndeed,
allowing for the fact that there is likely to be a simlar opening
accrual or prepaynent which will more or |ess cad.cel out the closing
one, the actual cash posting to an account will more or less be the
same as the charge or gain to be ultimately posted to the final
accounts fromthat account.

A central plank inthe Committee's case is that it is perfectly
feasible to prepare basic ledger accounts add trial bal ances add final
accounts without using credit purchases and credit sales, by a basic
cash analysis book. Inthe early stages, it is possible to use a
service firmso that even stock need not be a conplicating factor.

It isnot the intention of the Course Committee to dictate the teaching
approach which must be used by every teacher : What follows here is a
possi bl e method of introduction to double entry book-keeping which

woul d hel p ~LT. students to gain an overall viewof record keeping and
its uses before the more able ones will be asked to deal with
adjustnents etc. it is quite possible that other approaches will be
equal l'y effective, particularly in the case of the brighter more

numer ate student.
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"Fbelaney had saved £1,000 cssh and decided on 1st January, 1989 to

set up in business as a plunber”". The opening statenent of assets and
liabilities wll therefore be:

Liabilities Assets
Capital (F. Del aney) £1, 000 Cash £1, 000
and the ledger will have the following accounts and entries:

CashBook

Recei pts Payment s
'
Detai Is Tot al Anal ysis Details Tot al Anal ysi s

Capi tal £1, 000

Capital Account

Cash £1,000

and a Trial Balance would be as foll ows:
Trial Bal ance

£ £

Capi tal 1,000
Cash 1,000

1, 000 1, 000

Let us say that "Delaney decided to buy some copper and other materials
to use on a central heating conversion which was conpleted during the
first two weeks of January: the cost of the materials, paid for incash
on 2nd January, was £800 and the cash which was received on 15th
January for the job was £2,000".

Students can be asked to write out the basic docun~nts to re~rd these
transactions and, as cash is being used in the early stages for clarity
and sinplicity, the documents would be a receipt given by Del aney for
the £2,000 and one received by Deianey for the £800.



The Cash Book incorporating this information will now | ook Iikethis
when the entries are all nade:-

Recei pt s
Details Tot al Sal es
Capital 1,000
Central
Heat i ng 2, 000 2, 000
3, 000 2,000
Balance 2,200 I
To Sales A/C

CashBook
Payment s
Details Tot al Pur chases
Material s 800 800
Baiance 2,200
3,000 800

To Purchases A/IC ]

After the ledger postings have been made the resulting Trial Bal ance

woul d be:

Trial Bal ance

£
Capi tal
Sal es
Pur chases 800
Cesh 2, 200
3,000

And an Operating and Assets/Liabilities statement woul d be:

*(perating Statenent

Pur chases 800
Sur pl us 1,200
2, 000

Liabilities
Capi tal 1, 000
+ Surplus 1,200
2,200

Ist January - 15 January, 1989

Sal es

Asset s

Cash

*The Qperating Statenent may al so appear in tabular form

£

1, 000
2,000

3, 000

2,000

2,000

2,200

2,200
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"On 16 January, Del aney decides to buy a second hand van for £l ,200.
The next day a boiler was bought for £ ,100 to be put induringthe
next fortnight in a local factory and full payment was received for
this job of £4,000 on 31st January. On that day al so a telephone
account of £80 was paid for January for the business".

Wite up the ]xx~ks for the second fortnight and extract a T.B. and
final accounts for this period.

CashBook
Recei pts Payment s
Details Total Sales Details Total Purchases  Assets Expenses
Bal ance 2,200 Van 1, 200 1,200
Factory
j ob 4,000 4,000 Purchase 1,100 1,100
Tel . 80 80
Bal ance 3,820
£6200 4,000 6, 200 1,100 1,220 80
To SaesA/C To PurchasesA/C To To
A/C Expenses
Al C

The Trial Bal ance on 31st January will be:

Trial Bal ance

Asset s Liabilities
Capi tal 2,200
Van 1,200
Pur chases 1,100
Expenses 80
Sal es 4,000
Cash 3,820

6, 200 6, 200

Operating Statement, 16 January - 31 January, 1989

Pur chases 1, 100 Sal es 4,000
Tel ephone 80
Surplus for period 2,820

4,000 4,000
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Liabilities Assets
Capital at start 2,200 Van 1,200
Add Surplus 2,820 Cash 3,820
5,020 5,020

A further exercise might be the merging of the accounts for the two
periods as follows:

The Trial Balance will remain the same as it is at the same date - the
final accounts will be as follows:

Operating Statement, January 1989

Purchases 800 Sales 2,000
" 1,100 " 4,000
1,900 6,000
Expenses 80
Surplus for month 4,020
6,000 6,000

Statement of position at 31 January 1989

Liabilities Assets
Capital at start 1,000 Van 1,200
Add: Surplus for month 4,020 Cash 3,820
5,020 5,020

One of the principles which we are hoping to encourage is that the
preparation of financial/book-keeping statements will not be an end in
itself but that the results will be used to come to conclusions/
decisions and to lead into other related areas. Therefore the

following types of questions/approaches might follow on from the
accounts of Delaney above:

1 Describe in your own words what the above accounts for January show.
2. On the basis of the same pattern for January being continued for the

rest of the year what surplus would you estimate Delaney would earn
during 1989.



3. Would you expect the January pattern to continue during 19897
Prepare a budget for 1989 stating your ~_umptions (reasons for
using your figures).

4. The actual receipts for 1989 were £64,000. Cost of materials was
£25,000 and Tel ephone and other expenses ampunted to £1,500. Draw
up a table conparing your budget at 3 with the actual results and
showi ng the difference clearly.

5. Explain, in your own words, possible reasons for the differences
bet ween budget and actual as denpnstrated in 4 above.

The conpletion and use of source docunmentation is envisaged and
encouraged in the syllabus. Inthe above example references to the
source docunentation e.g. receipt numbers can be made in the cash book

| ack of space inthe A4 format makes it inpossible to show all the
headi ngs necessary. It is envisaged that the cash book shoul d have one
heading for VAT, 5 analysis headings and a total colum giving 7
columns in all in each side.

At a later stage the cash book can be converted into a cheque payments
book and cash receipts book: any format of this is acceptable either
incorporated (two column cash book - one for cash the other for
cheques) or separately using a nomnal |edger cash account and nom nal
| edger bank account to record the double entry aspect of cash and bank.
It is worth enphasising here that cash discounts have no part in the
book- keepi ng/ recor di ng programme at higher or ordinary level as they
forma very complex and difficult cgncept in book-keeping terms for
this age group. The termcash book is taken to mean al so petty cash
book which is therefore inplied on the syllabus. Finally the filing
of the source docunentation and backing information can be covered on
an automatic and routine basis and if feasible simple computer
progran~es can be used to denonstrate and reinforce the recording
process.

The object of the above approach is to simplify the process of double
entry book-keeping: at later stages in the programme the adk]ition of
credit transactions and other adjustments will bring it more into line
with the content of the current programme for the better students and
will lay a sound basis for progressing in the book-keeping/recording
area.
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FI NANCE FOR A BUSINESS - A GUIDELI NE

Pl ease note the follow ng:

Busi nesses, like individuals, need finance, thus this section should
be seen as a followon from "Borrowing" in the Business of Living.

Busi nesses need finance for different reasons, e.g. Long Term
Reasons such as Buildings and Machinery; Medium Term Reasons such as
Mot or Vehicles and Short Term Reasons such as wages, stock, etc.

The correct sources of financing should be obtained to neet these
needs, i.e. long termsources for long term needs, e.g.

Share capital for buildings
Term loan for motor lorries
Bank overdraft for stock

A loan application should include the follow ng:

(1) Information about the business and the owners~ (2) Wat the |oan
is for; (3) Howmuch is required; (4 How long is it for; (5 How
much the owners are putting up; (6) Ability to repay loan and
interest; (7 what security is available.

Proper planning is required. As in the case of the household, a
busi ness must know how much it needs and when it is needed. It must
therefore prepare some cost ings and a Cash Fl ow Statenent. The Cash
Fl ow Statenment could also be seen as an extension of the section on
Personal Budgeting in the Business of Living section.
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Cash Flow Statement

This is a forecast of what cash will be coming into and out of a
business at any one time. It will indicate

1. If there will be enough cash to pay expenses, buy materials,
purchase machinery, etc.

2. What cash shortage may occur and when, thus enabling the business a
suitable source of finance in time.

It is usually prepa:t'ed on a monthly basis, a year in advance.

Preparing a Cash Flow Statement

1. Draw up 14 columns - one for each month of the vear, ocne for total
for yvear and one for details.

2. Under details fill in receipts and payments on the dates they will
occur .

3. The difference between the receipts and payments is the Net Cash
figure - this can be a surplus or a shortfall.

4. If there is any opening cash add the surplus to it, or subtract the

shortfall. The end result is the Closing Cash figqure. This will

be the opening cash figure for the next month.
E.q.

CASH FLOW FOR PERIOD JAN - MAY
JAN FEB MARCH AFRIL MAY TOTAL

Receipts 40,000 | 40,000 30,000 30,000 50,000 | 190,000
Payments 35,000 | 55,000 50,000 50,000 40,000 | 230,000
Net Cash 5,000 | (15,000} J (20,000) | (20,000) | 10,000 (40,000)
Opening Cash | 40,000 | 45,000 30,000 10,000 | (10,000) 40000
Closing Cash | 45,000 | 30,000 10,000 (10,000) 0,000 0'000

The cash flow statement shows up a shortfall for the month of April.
The business knowing this in advance can either (a) postpone some
payment or (b) seek a bank overdraft or other sources for say 1 or 2
months.

This clearly shows the benefit of preparing a cash flow statement,
apart from the fact that a finance agency would require one before
granting a loan.
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Question: Prepare a Cash Flow Statement for a year fromthe
followi ng data.

Recei pts: Cash Sal es Jan - Mar £60, 000
Apt - Aug £80, 000
Sept - Dec £90, 000
CGovernnent Grant in May £80, 000
Paynment s: Purchases per month  Jan - Mar £30, 000
Apr - Aug £35,000
Sept - Dec £40, 000

Wages £2,000 per month

Light & Heat £1,000 every second month (starting Feb.)
Tel ephone  £500 every third month (starting Jan.)
Purchase of new machinery £170,000 in March
Advertising £200 per month

Tax £4,000 in Sept.

Purchase of new van £15,000 in June.

Openi ngCash £15, 000.

On completion of the Cash FIl ow Statement indicate:

A. If there will be a shortfall or deficit;

B. For what mont hs?

C How the deficit might be financed and/or the surplus invested.
(@]

A. What information does the owner of the business obtain fromthis

Cash Flow Statenent?
B. How shoul d the business react to this information?



CASH FLOW STATEMENT

JAN FEB MAR | APRIL MAY JUN | JULY AUG | SEPT OCT NOV W DEC TOTAL
RECEIPTS
SALES 60,000 |60,000 {60,000 | 80,000 80,000 | 80,000 | 80,000 | 80,000 | 90,000 | 90,000 | 90,000 {90,000 | 940,000
GOVT,. GRANT 80,000 80,000
TOTAL

RECEIPTS A 60,000 |60,000 | 60,000 | 80,000 160,000 | 80,000 | 80,000 | 80,000 | 90,000 | 90,000 | 50,000 ; 30,000 }1,020,000
PAYMENTS L L
TELEFHONE 500 500 500 500 2,000
PURCHASES 30,000 {30,000 | 30,000 35,000 35,000 | 35,000 | 35,000 | 35,000 | 40,000 | 40,000 | 40,000 | 40,000 ; 425,000
WAGES 2,000 | 2,000 2,000} 2,000 2,000 | 2,000| 2,000 | 2,000| 2,000} 2,000| 2,000] 2,000 24,000
LIGHT & HEAT 1,000 1,000 1,000 1,000 1,000 1,000 6,000
SUNDRIES ‘ |
ADVERTISING 200 200 200 200 200 200 200 200 200 200 200 200 2,400
TAX ) 4,000 | 4,000
(C) VAN 15,000 15,000
{C) MACHINERY 170,000 170,000
TOTAL _

PAYMENTS B 32,700 [33,200 | 202,200 38,700 37,200 | 53,200 | 37,700 | 38,200 46,200 | 43,700 | 42,200} 43,200| 648,400
NET CASH A+B 27,300 [26,800 | 142,200 41,300 122,800 | 26,800 | 42,300 | 41,800 43,800 | 46,300 | 47,800 46,800| 371,600
OPENING CASH 15,000 |42,300 | 69,100((73,100 ) | (31,800)| 91,000 [117,800 |160,100 |201,900 |245,700 {292,000 333,800 15,000
CLOSING CASH 42,300 | 69,100 | (73,100)(31,800 ) | 91,000 |117,800 160,100 | 201,900 |245,700 |292,000 [339,800 386,600 386,600




20 -
SI MPLE CONTROL AGCCOUNTS

Control A/Cs are part of the overall control procedure operated by a
busi ness t o check the accuracy of its book-keeping system Ot her
control procedures include the Trial Bal ance and the Bank

Reccnci i ation Account.

Control A/Cs are used to help locate m stakes that m ght occur in a
Debtors or Ceditors Ledger which could contain upto 500 accounts. A
Control A/Ccould be maintained for, say, twenty accounts as follows:

(a) Balance each Ledger A/C in the Debtors Ledger and total these
bal ances (list of balances);

(b) Prepare a Debtors Control A/ Cfor these twenty A/ICs frcm
information in the Sales Book, Sales Returns Book and Cash
Recei pts and Lodgement Book. Enter the totals from these books in
the Debtors Control A/ C and bal ance it;

(¢} The balance in A shoul d equal the balance in B otherwise there has
been a mstake. This m stake is local ised to these twenty A/ Cs

and shoul d be easily spotted.

The following sinmple exanple illustrates what woul d be expected at
Juni or Level.

The four Debtors are Tom Anne, Mary and Qaire. Anne and Claire each
have bal ances of £500 in their accounts.

Sales DAY BOOK (Page 5)

DATE Details F. TOTAL  NET VAT 10%
10/1/89 Tom Invoice 7 DL3 880 800 80
12/1/89 Anne Invoice 9 DL4 1, 100 1, 000 100
12/1/89  Mary Invoice 11 DL5 440 400 40
14/1/89 Claire Invoice 14 DL6 990 900 90

Credit Sales A/IC GL3 3,410 3,100 310

[ Sales A/IC VAT A/ C

Debtors Control A/C



DAT~

16/1/89
19/1/89

DATE

21/1/ 89
29/ 1/ 89

10/1/89

31/1/89

1/1/89
12/1/89

31/1/89

21

SALES RETURNS BOOK (Page 19)

DETAILS A= TOTAL
Anne Credit Note | DL4 330
Claire Oedit Note 2 DL6 88
Debit Sal es Returns A/C GLS8 418

Debt ors Control

CASH RECEI PTS AND LODGEMENT BOCK

NET ' VAT 10%

300
80

380

30

38

Sales R VAT A/C

AlC

(Page 7)

This A/ICmay al so be presented in T A/IC form

DETAI LS F RECEI PT DEBTORS

No.
Tom DLI 49 700 700
Claire DL6 52 500 500
1,200 1,200
Debtors Control AIC
DEBTORS LEDGER
TOM A/ C
Sal es SB5 880 21/1/89 Cash C.hP7
31/1/89 Bal ance C/ D
880
Bal ance B/ D 180
ANNE A/ C
Balance B/ D 500 16/1/89 Sal es Returns SR19
Sales $B5 1, 100 31/11789 Bal ance C/'D
1, 600

Bal ance B/ID 1,270

TOTAL LODG-4EN

)

700
180
880

330
1,270
1,600



12/1/89 Sal es SB5
1/1/89 Bal ance B/ D
1411189 Sal es SB5
31/1/89 Balance B/ D
Total as per SR
Sal es

Ret ur ns Book

Sal es Returns SRBI19 38

Bal ance CD

Amount

DEBTORS LEDGER

MARY A/ C
440

CLAI RE A/C
500 19/1/89 Sal es Returns SR19
990 29/1/89 Cash CB7

31/1/89 Bal ance C/ D
I, 490

902

GENERAL LEDGER

Sales A/ C

Totals as per SB5
Sal es Book

Sal es Returns A/ C

310

VAT AC

Sal es SB5
272
310

Bal ance BD

due to Revenue

88
500
902

I ,490

©)

3,100

310

310
272



1/1/89 Bal ance B/D
31/1/89 Sal es SB5
31/1/89 Bal ance B/ D

TOTAL LI ST OF DEBTCRS

Tom
Anne
Mary
Claire

DEBTORS CONTROL A/C

1,000
3,410

4,410

2,792

180
1,270
440
902
2,792

31/1/89 Sales Returns SRB19 418
31/1/89 QC %h CB7 1,200
31/1/89 Bal ance C/'D 2,792

4,410

The Li st Bal ance equal s Control
Bal ance.



| NFORVATI ON TECHNOLOGY

Modern information technology is an integral part of the syllabus. I't
is recomended that teachers include aspects of |IT where relevant and
appropriate throughout the syllabus. Particular reference should be

made to I T in the home e.g. washing programon washing machine; renmote
control TV with Teletext; programmable videorecorders; wistwatches
with rmultifunctions; calculators etc.

In designing the syllabus it had been agreed to include a separate
sectionon IT so that the syllabus might be updated on an ongoing basis
with the m ni mumof change to the rest of the syllabus. However, in
the teaching programme, it is strongly recommended that students move
fromthe known i.e. the home and school to the unknown i.e. offices,
shops and factories. In this matter it is hoped that students wll see
I T as part of our everyday lives and develop an appreciation of the
advantages of developments in IT.

It is inplied that where maj or new developments occur in IT that those
devel opnents are automatically part of the syllabus.

Technol ogy and Keyboarding

The Department of Education in issuing the Junior Certificate Business
Studi es syllabus fornmally to schools on 27th Septenber, 1988 sent
Circular Letter M4/88 approving of the programme in general but
stating in section 3 of that letter that:
"schools may provide the technology elenents of this syllabus
wi t hin existing resources. For an interimperiod those elements
will be optional in the exanmination.”

The syllabus is expected to take the subject into the 21st Century and
integration of computer literacy into a business studies programe is
essenti al .

While the "technology areas" of the progranme are optional this refers
to the parts of the programme which are equipment sensitive - kno~led~g e
of technology is not optional. While students may not have access to
conmputer resources in their schools this does not mean that the student
shoul d not wunderstand the broad elements of a computer system (CPU,

VDU, keyboard, storage methods and media printers, programmes and
applications in the business arena etc.) which would be assessed in the
way the other areas of the Junior Certificate programme will be

exam ned.

One of the problems in dealing with the IT area in second level schools
is the different type of conputers already there and the consequent
extent of non-conpatible computer operating systems. However there is
one standard feature that is common to all conputers in our schools at



the monment and inthe foreseeable future - that is that they all use
the QWERTY keyboard as do all typewiters - nmnual, electric and
el ectronic.

Keyboar di ng

A keyboarding option shall be offered. In future years it is expected
that more and more schools will, given the resources, expose their
students to practical experience in conputers. Busi ness Studi es
recognising the need for skill training in keyboarding as a basis for
efficient use of computers includes keyboarding as an option in the
initial years of the Junior Certificate, however it is expected that
more and more wei ght will be attached to practical applications as the
years go by.

Some schools, in particular those which already have an established

Secretarial programme, would be able to inplenent the keyboarding

el ement of the programme out of their current resources of equipnent
and teacher skills. Nevertheless there are schools which coul d not

currently do so. The following possibilities m ght be considered in
these cases where the equipnent is not available.

While not ideal it is possible for students to learn keyboarding
intwos i.e. two to a keyboard with regular switching... Some
students will have conmputers/keyboards at home and practice
sessions could be encouraged for these.

Most schools will have some computer resources perhaps of
different makes - if these were all gathered together in the one
area it is possible that a viable number of keyboards would be
available to justify offering the keyboarding option.

Manual typewriters can be effectively used in teaching
keyboar di ng.

Opportunities exist for local schools to co-operate in the
utilisation of scarce physical and teaching resources. A school
may have underutilised equipnent which could be shared with a

I ocal school teaching these and mutually advantegeous exchanges
coul d be considered.

Local sponsorship mi ght be sought for equipment which would aid
t he development of skills whichwill ultimtely be to the benefit
of commercial organisations.

Where there is insufficient equipment to offer a full programme of
keyboarding to a class it m ght be possible to organise it on a

voluntary self teaching basis - all current popul ar conputers in
our schools, Apple, BBC, Commpdore, IMB, and |IMB Conpatibles have



readily available "typing tutors" for around the £30 mark which could
be used outside of standard class time. Most of thses prograrne also
e~sess the progress of the user indicating the level of accuracy and
s~cd of keyboarding - some require that a m nimum standard is obtained
before allowing the student to progress to the next |esson.

Teachi ng Resource

l. Again it is possible that some schools will have no difficulty
with this area in that they will already have Business Studies
teachers with a teaching qualification inthe
typewiting/keyboarding areas.

Where this skill is not available "in house" the followng
suggestions might be considered:

(a) Teachers mi ght consider using a typing tutor themselves in
conjunction with a good keyboarding text book to develop a
skill in keyboarding of a sufficient standard to denobnstrate
the correct technique at a reasonable speed;

(b) It is possible that local and/or national courses might be
organised to assist teachers in this;

(c) Business Studies Teachers Association branches night consider
putting on a local course for their own menbers with direct
support fromthe Department of Education;

(d Where none of the above options is possible/attractive the
managenent of schools m ght consider using local part-time
teaching resources who already have teacher qualifications in
typewiting - since 1978 more than 2,000 peopl e have been
awarded the Departnent of Education Teachers Diploma in
Typewriting and all of these would be conpetent and many
woul d be available during the day to teach the Junior
Certificate students the required standard of skill;

() Alocal firmorganisation/PTA could be interested in
providing cash/personnel to tutor the Junior Certificate
students in keyboarding - many have been calling for this
skill to be taught at Junior Cycle level;

(f) Sharing of teacher resources mght help in optimsing
programres in two or more local schools.



The Conputer

It is recognised that current resources, both material and teacher,
place limtations on dealing with conmputers. However, bearing in mnd
that each second-level schcol has been equi pped with a conputer and
printer the following could be a focus for m nimum requirements in
1992.

Gi ven that resources place linmtations on the provision of a practical
examination the written examnation mi ght include the following as the
basis for assessnent.

G ven a diagramor picture of a conmputer, can the student |abel the
fol | owi ng:

Visual Display Unit; Keyboard; Printer.

Given a picture/diagram of a standard keyboard with three keys bl anked
out can the student identify the m ssing keys?

Can the student distinguish between:
Mai n memory and secondary memory (e.g. floppy disk)
Hardware and software.

What criteria would the student apply to buying a conputer?
Can the student give examples of IT in the home, the office,
heal thcare, the factory, etc.

Hi gher Level (in addition)

Given a description of two conputers, can the student give insimple
| anguage t he advantages of one over the other. The description woul d
include among ot hers

Memory e.g. 32K 64K 20 MB

| BM conpatible or PC

Col our moni tor

Single disk: dual disk: hard disk: ca_~sette
Free software: integrated package

Mouse.

Students should be able to identify and/or describe the follow ng

Keyboard
V.D. U
Memory - Byte
Mai n and Secondary Memory
Cassette
Fl oppy Di sk
Hard Di sk



Printer

Wor kstati on

Software - Database
Wor dprocessing
Spr eadsheet
Communi cati on
Mai I mer ge

Modem

Mouse

Tel ecomEireann I T services to business.



I nformation Technol ogy Resources

It isour belief that high level comercial conputer programmes in the
accounti ng/ book- keepi ng/ payrol | area are in general too conplicated and
too invisible in their workings to be of positive teaching value to
Juni or Cycle students. The principles underlying these programmes need
to be taught anyway in sinplified nmanual format so that students can
understand t he processes, reasons and uses of /for record keeping in
general .

This is not to say that a sinple ccnputer programme cannot be used as a
teaching aid and as a way of .show ng why most of the record keeping in
comercial  business, and scme hcmes and clubs is being kept with the
hel p of conputer systens.

However there are three types of programmes which can relatively easily
be usedon the Junior Certificate programme (subject to equipnent etc.)
and these are the spread~heet, database and wordprocessor. These
programmes often come in an "integrated" package which allows the use
of information in one type e.g. spreadsheet to be used in any of the
other applications. An exanple of this type of package is "Appleworks"
included with the Departnent of Education's last supply of "Apples" to
schools. All the other types of conputers used in schools al so have
simlar "integrated" packages available for themat quite reasonable
prices £30 - £50. The key educational advantages of these type of

packages are:

L Once students understand the "mechanics" and framework of these
progranmes they can apply themto many aspects of the revised
Buysiness Studies programme - filing, record keeping, keyboarding.
In addition the organisation and planning required to construct a
rel evant dat abase or a working add effective Book-
keepi ng/ Recording  spreadsheet gives students an introduction to
the type of calculations and thinkingrequired in programmng
without the need to I earn conplex and specialisedprogramm ng
| anguages;

2. An integrated package normally has a simlar operating and conmand
structure for all the types of applications in the package. This
is useful for techer and student in that the learning load is
sinplified which means that student and teacher can more quickly
master the initial tecnhnicalities and go on to devel op worthwhile
separate and integrated applications;

3. Experi ence/ achi evenent in the conputer areas is a very powerful
motiviating factor in the education scene for young students who
realise that;



Skill in the use of dat abase/ spr eadsheet / wor dpr r oc~si ng/ gr aphi cs
programmes gives studer,ts and te.gchers a basis to devel op
applicaticnms inother subjects and fields both inside and outside
of school iire. This meets many of the ains set out for the new
syllabus, in particular 2.1.4 and 2.1.3 on page 3.
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APPENDI X

JUNI OR CERT BUSI NESS STUD ES SYLLABUS

RESOURCES

This list isnot to be treated as a conplete list.

MATERI ALS:

These consist of the followng:

Text books and ot her books; Newspapers; Docunents - Business and
Financial; Conputer Programres; Transparencies; Slides; Video Tapes;

Charts; Radio and T.V.

Text Books: Suitable for giving basic facts. They should
not replace the teacher.

Ot her Books: Suitable for project work and research.
Students should be given clear guidelines as
to use.

Newspaper s: Suitable for:

(Local & National) (a) Introducing a topic;

(b) Conpiling scrap book on topics;
(c) Research work by students;
(d) Following a story, e.g. strike-causes,

medi ators, outcone;
(e) Types of work.

Documents - Business Sui table for:
and Financi al (a) Teaching correct completion of sane;
(b) Extracting certain information e.g.
I nsurance Proposal Form/ BankLoan
Application Form - what information is
required by Insurance Company and Bank.

Comput er  Programres: Suitable for showing modern means of
compiling and processing information, e.g.
wage preparation; stock control; filing, etc.

Transparencies Suitable for highlighting certain points.
Use of colour can increase interest. Use of
overlays can show how something progresses.
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Slides: Reverse Film? Purchases or home produced. Visual
presentation more stinulating.

Vi deos/ Tapes: Students living in a T.V. and Video age wll
respond to this form of presentation.
Suitable videos can be used to introduce a
topic or help conclude it. Students should
be expected to write an account or answer
questions on what they see.

Charts; Hangers? Purchas~ed, or produced by teacher or
students. Students can often express
themsel ves better in pictured formthan in
words. Charts should not be overexposed.

Radi o/ T. V. Suitable programmes can stimulate a class.

PERSONNEL

Included under this heading would be other teachers, e.g. Career
CGui dance Teacher; outside experts - Business Person; Bank Oficial;
Post Master; Representatives from Credit Union/Building Societies;
Trade Union Oficials; Insurance Brokers, etc. etc.

(N.B. PROPER PREPARATION | S REQUI RED WHEN AN OUTSI DE SPEAKER | S USED).

EXPERI ENCES

Teacher: Simpl e case studies e.g. taking out
insurances; purchasing a car; consumer
probl ens.

St udent s: (a) Own experiences, e.g. Consumer problen~,

use of pocket noney.

(b) Role-Play - Bank M-nager/Client; Store
Manager/ Cust omer .

(c) Forming a club - experience of holding a
meeting; keeping records.

(d) Setting up School Bank; Credit Union;
M ni Conpany, etc. Conpetitions.

(e) Specialist conmmttees.

(f) Carrying out research/visiting factories.



OBTAI NI NG OUTSI DE RESOURCES

10.

Institution

Local Finance Agencies

Irish Banks Information
Nassau House,

Nassau Street,

Dubl in 2.

P.MP. A,
Wl fetone Street,
Dublin I.

A CC.,

A C.C. House,
Upper Hatch Street,
Dublin 1.

Consuner Association of Ireland,

45 Upper Mount Street,
Dublin 2.

I.D.A HQ,

W lton Place,
Dubl in 2.

Irish League of Credit Unions,

Castleside Drive,
Rat hf ar nham

Irish Film Institute,
Li brary:

Eustace Street,
Dublin 2.

ICTU OBrien Press,
20 Victoria Road,
Dublin 6.

Of fice of Consunmer Affairs,
13 Hume Street,
Dubl in 2.

Resource
Document s/ Speakers
(a) Video/ Bookl et/ Speakers
on Banki ng.
(b) Records & Book-keeping

in small business.

| nsurance Chart

Savings, How & Why Chart

Consumer Choi ce Magazi ne

A guide to setting up and
running a small business.

Bookl et Credit Union &
You.

Films: "Filing Procedures:
Fitting the Job to the 6
Wor ker".

Book "Understanding Trade
Uni ons Yesterday and
Today".

Bookl ets and Reports.



OBTAI NI NG OUTSI DE RESOURCES

10.

Institution

Local Finance Agencies

Irish Banks Information
Nassau House,

Nassau Street,

Dublin 2.

P. M. P.A.,
Wl fe tone Street,
Dubl in I.

A CC.,

A C.C. House,

Upper Hatch Street,
Dublin I.

Consunmer  Association of Ireland,

45 Upper Mount Street,
Dubl in 2.

I .D.A. H. Q. ,
W iton Place,
Dubl in 2.

Irish League of Credit Unions,

Castleside Drive,
Rat hf ar nham

Irish Film Institute,
Li brary,

Eust ace Street,
Dublin 2.

ICI1J/OBrien Press,
20 Victoria Road,
Dublin 6.

Of fice of Consunmer Affairs,
13 Hume Street,
Dubl in 2.

Resour ce

Document s/ Speakers

(a) Video/ Bookl et/ Speakers
on Banki ng.

(b) Records & Book-keeping

in smal i business.

| nsurance Chart

Savings, How & Why Chart

Consumer Choi ce Magazi ne

A guide to setting up and
running a small business.

Bookl et Credit Union &
Y ou.

Films: "“Filing Procedures:
Fitting the Job tothe 6
Wor ker".

Book "Understanding Trade
Uni ons Yesterday and
Today".

Bookl ets and Reports.



