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Learning Outcome 3: Managerial, consumer and financial knowledge and skills
The learner will be able to demonstrate knowledge and the ability to apply responsibly a range of managerial, consumer and financial skills.
Assessment Standards

We know this when the learner
3.1: Differentiates between financial concepts used in business (for example, fixed assets, current assets, liabilities, owner’s equity).
3.2: Develops leadership and management strategies that will ensure a return on investment.
3.3: Completes source documents (such as receipts, deposit slips, cheques) and records elementary cash transactions in a statement of receipts and payments.
3.4: Uses keyboards skills and function keys in developing, storing and retrieving basic information.
3.5: Explains the concept and analysing a statement of net worth.
3.6: Investigates the various methods of savings and investments (savings accounts, fixed deposits, shares, unit trusts) and calculates returns on a variety of investments.
3.7: Describes the levels, categories, remuneration and responsibilities of jobs.
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Assessment 
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To be completed later.
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Four
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Question 4
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Question 1 and Question 2
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Question 3


Assessment Task
Formal Assessment Task 3 (LO3 AS1-7)
Activity 1: Effect on accounting equation (Individual activity) (LO3 AS1, AS3, AS5)

Study the transactions below and explain the effect these transactions will have on the accounting equation. Record your answers in the table. An example has been provided to assist you.

Example: An invoice reveals that the business bought equipment for cash, R2 000.

a) A receipt is written out to the owner, who deposits R100 000 into the business account as start-up capital.

b) An invoice reveals that the business bought trading stock on credit from a supplier, R15 000.

c) A cheque counterfoil reveals that we paid a creditor R 2 500 for goods sold on credit previously.

d) A debit note shows that we sold stock to the value of R5 000 to a debtor on credit.

e) A cheque counterfoil reads: Drawings, R6 500.

	
	Assets
	Owner’s equity 
	Liabilities

	e.g.
	+R2 000: equipment is an asset that increases

-R2 000: bank is an asset that decreases
	– (no effect)
	– (no effect)

	a)
	
	
	

	b)
	
	
	

	c)
	
	
	

	d)
	
	
	

	e)
	
	
	













[10 marks]

Activity 2: Keyboard skills (Individual activity) (LO3 AS4)

Alicia needs to finish her homework. She uses the computer keyboard only, not the mouse. Complete the table and state which key functions she can use to complete the following commands listed in the table below. 






[10 marks]

	Action
	Key function

	a) Alicia wants to move text.
	

	b) Alicia wants to check the spelling and grammar.
	

	c) Alicia wants to repeat the previous action she performed.
	

	d) Alicia wants to type in all caps.
	

	e) Alicia wants to scroll up and down in the document.
	

	f) Alicia wants to highlight text.
	

	g) Alicia wants to delete highlighted text.
	

	h) Alicia wants to insert information over existing information.
	

	i) Alicia wants to save her document.
	

	j) Alicia wants to close the application.
	


Activity 3: Statement of receipts and payments and source documents (Individual activity) (LO3 AS3)

Read the transactions of Mama Rosa’s Spa below. Make out the relevant source documents. 

Then draw up a statement of receipts and payments of Mama Rosa’s Spa for the month of August 2010, following the T-format. 

Cash transactions for August 2010:

	01 August 2010
	Mama Rosa, the owner, deposits R25 000 into the bank account to start the business. Task: Make out a receipt CS001 using the template below.

	02 August 2010
	As accountant you have to issue cheque 300301 for repairs done by the plumber, T Piece, R600. Task: Use the cheque template below.

	04 August 2010
	Receipts as per cash register roll C0001, R3 260.

	07 August 2010
	Mama Rosa pays wages per cheque 300302, R1 200.

	09 August 2010
	Mama Rosa issues cheque 300303 to the amount of R300 as a donation for the Women’s Day Fundraiser.

	11 August 2010
	Receipts as per cash register roll C0002, R1 020.

	12 August 2010
	Essential oils and towels purchased, R5 890. Pays with cheque 300304.

	15 August 2010
	Receipts as per cash register roll C0003, R2 560.

	21 August 2010
	Wages paid as per cheque 300305, R2 400.

	25 August 2010
	Receipts as per cash register roll C0004, R2 320.

	28 August 2010
	Rental for the month of September paid per cheque 300306, R6 500.

	28 August 2010
	Wages paid as per cheque 300307, R1 200.


Receipt template:

RECEIPT

Mamma Rosa’s Spa










Date: __________

Received from: _______________________________________________________

the sum of: 
  _______________________________________________________

____________________________________________________________________


_________________






With thanks

In payment of _________________________________________________________

Cheque template:










Cheque: 300301

AB BANK

Non-transferable






Date: ___________

Pay: _________________________________________________________________
The amount of _________________________________________________________


_______________________________________________ 








____________________________









Signature








For: Mama Rosa’s Spa

Teacher assessment rubric: Source documents and statement of receipts and payments
	Criteria
	Marks

	Source documents made out correctly
[Marks out of 5]
	The learner inserted all the information. [5 marks]
	The learner left out one entry in the source documents. [4 marks]
	The learner left out two entries in the source documents. [3 marks]
	The learner left out three or more entries in the source documents. [1-2 marks]
	

	Information contained in statement of receipts and payments [Marks out of 5]
	The learner included all the relevant information in the statement of receipts and payments. [5 marks]
	The learner left out one entry from the statement of receipts and payments. [4 marks]
	The learner left out two entries from the statement of receipts and payments. [3 marks]
	The learner left out three or more entries from the statement of receipts and payments. [1-2 mark]
	

	Total marks out of 10: 
	


Level 4: 7-10 marks (70–100%) – Outstanding

Level 3: 5-6 marks (50–69%) – Achieved

Level 2: 4 marks (35–49%) – Partially achieved

Level 1: 1–3 marks (1–34%) – Not achieved

Activity 4: Class test (Individual activity) (LO3 AS1-7)

1. What does it mean to default on your debts?





[1 mark]

2. What are the benefits of bookkeeping for a business?




[3 marks]

3. What does a business use for recording all its cash purchases?



[1 mark]

4. What does a business use for recording all its cash income?



[1 mark]

5. Write down the accounting equation and explain what each of the concepts is made up of. 












[8 marks]

6. Name two ways of making money.







[2 marks]

7. Name one advantage and one disadvantage of investing in shares.


[2 marks]

8. Write down two advantages of investing in unit trusts.




[2 marks]

9. Name three ways jobs are classified. 






[3 marks]

10. Classify the jobs listed below. Choose the correct classification from these fields: professional, management, agriculture, service industry, technical industry, transport industry.

Jobs: 

a) Miller

b) Executive director

c) Engineer

d) Tour guide










[4 marks]

11. What is a career?









[1 mark]

12. What does the following stand for: CPU and LCD?




[2 marks]












[Total: 30 marks]
Suggested Solutions (LO3 AS7)

	Question number
	Possible marks
	Solution


	1
	10
	Assets

Owner’s equity 

Liabilities

e.g.

+R2 000: equipment is an asset that increases

-R2 000: bank is an asset that decreases

–

–

a)

+R100 000: bank is an asset that increases

+R100 000: capital increases owner’s equity

–

b)

+R15 000: trading stock is an asset that increases

–

+R15 000: creditors is a liability that increases

c)

-R2 500: bank is an asset that decreases

–

-R2 500: creditors is a liability that decreases

d)

-R5 000: trading stock is an asset that decreases

+R5 000: debtors is an asset that increases

–

–

e)

-R6 500: bank is an asset that decreases

-R6 500: drawings decrease owner’s equity

–



	2. 
	10 
	Action

Key function

a) Alicia wants to move text.

F2 

b) Alicia wants to check the spelling and grammar.

F7

c) Alicia wants to repeat the previous action she performed.

F4

d) Alicia wants to type in all caps.

Caps Lock 

e) Alicia wants to scroll up and down in the document.

PgUp and PgDn

f) Alicia wants to highlight text.

Ctrl + Shift + left and right arrows

g) Alicia wants to delete highlighted text.

Del

h) Alicia wants to insert information over existing information.

Insert

i) Alicia wants to save her document.

F12

j) Alicia wants to close the application.

Esc



	3. 
	10
	See below.

	4.
	30
	1. Not being able to pay your debt.



          [1 mark]

2. Bookkeeping enables a business to see if it is making a profit or a loss; to keep track of its expenses and income; to see say how much of its money is invested in capital goods (assets); to tell whether its assets are increasing or decreasing in value. (any three)

         [3 marks]

3. A cash payments journal.




         [1 mark]

4. A cash receipts journal.




         [1 mark]

5. assets = owner’s equity + liabilities(. Assets are fixed assets( and current assets(. Owner’s equity is capital( less drawings( plus profit(. Liabilities are long-term( and short-term liabilities(. 
         [8 marks]
6. Starting a business; investing money.


         [2 marks]

7. Shares are riskier, because the prices fluctuate. However, this also means that you stand a chance to make your money grow more quickly.



 

 

 
         [2 marks]

8. The advantages of unit trusts are the following:

· They give people direct access to wealth creation and profits from shares.

· Anybody can invest in them, because you can invest small amounts each month.

· You don’t need expert knowledge to invest in them.

· They offer low to medium risk.

· You can have access to your money within three to five working days. 

· They are flexible investment instruments. You can invest a lump sum or make monthly regular investments and you can change the amount you invest according to your needs. (any two)     [2 marks]
9. Jobs are classified according to the timeframe of the job (full-time or part-time); according to level (top management, middle management or supervisory); according to qualifications required (those you need special training for, such as for a medical doctor), those that require people to be technical, semi-skilled and unskilled; according to field or industry. 
         

                                                                                                      [3 marks]

10. 
a) Agriculture
b) Management

c) Professional

d) Service industry





        [4 marks] 

11. Your career is the field in which you qualify yourself and in which you work.
                                                                                           [1 mark]        

12. Central processing unit; liquid crystal display.

        [2 marks]



Answer to 3:

Receipt template:

RECEIPT

Mamma Rosa’s Spa










Date: 01 August 2010
Received from: _____Mama Rosa________________________________________

the sum of: 
  _____Twenty Five Thousand Rand only______________________

____________________________________________________________________


_Accountant________________






With thanks

In payment of ______Capital deposited into bank account______________________

Cheque template:










Cheque: 300301

AB BANK

Non-transferable






Date: 02 August 2010
Pay: _____T Piece______________________________________________________
The amount of ______Six hundred rand only ________________________________


_______________________________________________ 








________Accountant___________









Signature








For: Mama Rosa’s Spa

	Statement of receipts and payments of Mama Rosa’s Spa for August 2010

	Receipts
	Payments

	Doc no
	Date
	Details
	Fol
	Amount
	Doc no
	Date
	Details
	Fol
	Amount

	CS001
	01
	Bank
	
	25 000
	300301
	02
	Services
	
	600

	C0001
	04
	Services rendered
	
	3 260
	300302
	07
	Wages
	
	1 200

	C0002
	11
	Services rendered
	
	1 020
	300303
	09
	Donation
	
	300

	C0003
	15
	Services rendered
	
	2 560
	300304 
	12
	Consumables
	
	5 890

	C0004
	25
	Services rendered
	
	2 320
	300305
	21
	Wages
	
	2 400

	
	
	
	
	
	300306
	28
	Rental
	
	6 500

	
	
	
	
	
	300307
	28
	Wages
	
	1 200

	
	
	
	
	
	
	31
	Bank
	c/o
	16 070

	
	
	
	
	34 160
	
	
	
	
	34 160


Appendix of Assessment Tools
Teacher assessment rubric: Source documents and statement of receipts and payments
	Criteria
	Marks

	Source documents made out correctly
[Marks out of 5]
	The learner inserted all the information. [5 marks]
	The learner left out one entry in the source documents. [4 marks]
	The learner left out two entries in the source documents. [3 marks]
	The learner left out three or more entries in the source documents. [1-2 marks]
	

	Information contained in statement of receipts and payments [Marks out of 5]
	The learner included all the relevant information in the statement of receipts and payments. [5 marks]
	The learner left out one entry from the statement of receipts and payments. [4 marks]
	The learner left out two entries from the statement of receipts and payments. [3 marks]
	The learner left out three or more entries from the statement of receipts and payments. [1-2 mark]
	

	Total marks out of 10: 
	


Level 4: 7-10 marks (70–100%) – Outstanding

Level 3: 5-6 marks (50–69%) – Achieved

Level 2: 4 marks (35–49%) – Partially achieved

Level 1: 1–3 marks (1–34%) – Not achieved
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