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	Learning Outcome(s) and Assessment Standard(s):

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 Standard

We know this when the learner:

3.1: Completes a basic income statement and balance sheet: for a service and retail business.

3.2: Investigates the public relations, social responsibility and environmental responsibility strategies and actions of different businesses and organisations.

3.3: Completes cash and credit transactions in the books of service and retail businesses:

· uses a cash receipts and payment journal, and a debtors’ and creditors’ journal;

· posts journals to the general ledger and draws up a trial balance.
3.4: Uses keyboards skills and function keys in developing, storing, retrieving and editing business documentation.

3.5: Analyses financial statements for decision making at a basic level.

3.6: Differentiates between forms of credit purchases (e.g. open accounts, instalment sales, credit card), and explains and assesses: 

· the use of different means of payment in the economy (e.g. cash, cheques, postal orders, credit cards, debit cards, smart cards, travellers cheques);

· the advantages of cash purchases.
3.7: Researches the laws affecting basic conditions of employment and non-discrimination in the workplace.

	Learning Space:  

Assessment 

	Hyperlinks: 

To be completed later. 

	Rating:

Number of questions for exemplar:

Four 

	Easy questions:

Question 4

	Medium questions:

Question 2 and Question 3

	Difficult questions:

Question 1 


Assessment Task
Formal Assessment Task 3 (LO3 AS1-7)
Activity 1: Drawing up the CRJ, CPJ, general ledger and trial balance (Individual activity) (LO3 AS3)

The following transactions took place during the month of May 2010 in Vernon’s Stationery Supplies. Do the following:

a) Compile a CPJ and CRJ for the month of May 2010.

b) Post the transactions of the CPJ and CRJ to the general ledger.

c) Compile a trial balance.

Vernon’s has a 50% mark-up.
	Date
	Details
	Source document 

	1
	The owner, Vernon Koekemoer, deposits R45 000 into the bank account as start-up capital
	Receipt 01

	2
	Purchases trading stock from CNA Wholesalers, R20 000
	Cheque SS01

	2
	Purchases shelving to the amount of R1 800 from Greenlea Fitters
	Cheque SS02

	4
	Cash sales deposited into bank account, R4 500
	Cash register roll C01

	6
	Pays wages to C Norris to the amount of R2 000 and J Chang to the amount of R2 500
	Cheque SS03

Cheque SS04

	7
	Purchases trading stock from Pencils Galore, R4 650
	Cheque SS05

	8
	Donates R100 to the Mandela Bay Children’s Fund
	Cheque SS06

	10 
	Buys refreshments to the amount of R250 from Cookies 4U
	Cheque SS07

	13
	Receives rental income from B Lee, R3 000
	Receipt 02

	15
	Pays bank charges to Trust Bank, R80
	Cheque SS08

	17
	Cash sales deposited into bank account, R6 000
	Cash register roll C02

	19
	Pays wages to C Norris to the amount of R2 000 and J Chang to the amount of R2 500
	Cheque SS09 

Cheque SS10

	21
	Vernon takes drawings of R5 500 for his own use
	Cheque SS11

	23
	Cash sales deposited into bank account, R4 200 
	Cash register roll C03

	26
	Buys trading stock from Pencils Galore, R9 550
	Cheque SS12

	27
	Printing of brochures at Handsome Prints for R390
	Cheque SS13

	28
	Pays water and electricity to Nelson Mandela Bay Municipality, R1 250
	Cheque SS14

	
	Cash sales deposited into bank account, R7 500
	Cash register roll C04

	29 
	Pays telephone to Telkom, R750
	Cheque SS15


Teacher assessment rubric: CRJ, CPJ, general ledger and trial balance
	Criteria
	Marks

	Entries into CPJ entered correctly

[Marks out of 4]
	The learner made all the entries correctly. [4 marks]
	The learner made one mistake in the CPJ. [3 marks]
	The learner made two mistakes in the CPJ. [2 marks]
	The learner made three or more mistakes in the CPJ. [1 marks]
	

	Entries into CRJ entered correctly

[Marks out of 4]
	The learner made all the entries correctly. [4 marks]
	The learner made one mistake in the CRJ. [3 marks]
	The learner made two mistakes in the CRJ. [2 marks]
	The learner made three or more mistakes in the CRJ. [1 marks]
	

	Balances posted to general ledger

[Marks out of 4]
	The learner made all the entries correctly. [4 marks]
	The learner made one mistake in the general ledger. [3 marks]
	The learner made two mistakes in the general ledger. [2 marks]
	The learner made three or more mistakes in the general ledger. [1 marks]
	

	Draw up trial balance

[Marks out of 4]
	The learner made all the entries correctly. [4 marks]
	The learner made one mistake in the trial balance. [3 marks]
	The learner made two mistakes in the trial balance. [2 marks]
	The learner made three or more mistakes in the trial balance. [1 marks]
	

	Trial balance balanced

[Marks out of 4]
	Yes [4 marks]
	No [0 marks]
	

	Total marks out of 20: 
	


Level 4: 14-20 marks (70–100%) – Outstanding

Level 3: 10-13 marks (50–69%) – Achieved

Level 2: 7-9 marks (35–49%) – Partially achieved

Level 1: 1–6 marks (1–34%) – Not achieved
Activity 2: Interpreting the income statement and balance sheet (Individual activity) (LO3 AS1, AS5)

Look at the list of accounts of Kimi’s Surfing Gear on 28 February 2012.
	LIST OF ACCOUNTS OF KIMI’S SURFING GEAR

ON 28 FEBRUARY 2008

	DETAILS
	AMOUNT IN RAND

	Sales 
	200 000

	Cost of sales
	100 000

	Rental expense
	12 000

	Wages
	36 000

	Consumables 
	4 000

	Insurance
	8 000

	Interest expense
	500

	Interest income
	650

	Telephone 
	6 000

	Water and electricity
	7 000

	Advertising 
	12 000


a) Complete the table below to indicate where in the income statement the accounts will be listed and why. The first example has been done for you.




[10 marks]
	Account
	Income statement
	Reason

	
	Debit
	Credit
	

	Example: Sales
	
	200 000
	Income that increases

	a) Rental expense
	
	
	

	b) Cost of sales
	
	
	

	c) Wages
	
	
	

	d) Interest income
	
	
	

	e) Advertising
	
	
	


b) When you write the notes to a balance sheet, what would you include under cash and cash equivalents?









[2 marks]

c) How do you get to the final amount for owner’s equity?



[2 marks]

d) How do you know when your balance sheet balances?



[2 marks]

e) Give an explanation for:

Drawings

Fixed assets

Current assets

Long-term liabilities 








[4 marks]










[Total: 20 marks]
Activity 3: Legislation in the workplace (Individual activity) (LO3 AS7)

Read the information below and answer the questions that follow.

The Skills Development Act was passed in order to develop and improve the skills of people in the workplace. The Act does the following:

· provides a framework for the development of skills of people at work 

· builds these development plans/strategies into the National Qualifications Framework 

· provides for learnerships that lead to recognised occupational qualifications 

· provides for the financing of skills development by means of a levy-grant scheme and a National Skills Fund
(Source: www.paralegaladvice.org.za)
a) Apart from the Skills Development Act, which three other Acts can you name that impact on the workplace?









[3 marks]

b) Explain what each of these Acts regulates.




[3 marks]

c) What is collective bargaining?






[1 marks]

d) Name three ways in which an employer can discriminate against an employee. [3 marks]











[Total: 10 marks]

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

1. Explain what an income statement is.





[1 mark]

2. Explain what a balance sheet reveals.





[1 mark]

3. Name three objectives that could be reached by setting up a public relations department in a company.









[3 marks]

4. In terms of the King II report, what is one of the seven primary characteristics of good governance that allows a business to give back to the community?


[1 mark]

5. Name four benefits of corporate social responsibility for the business.

[4 marks]

6. How have economic activities impacted negatively on the environment? (Name two examples.)











[2 marks]

7. Indicate the source documents that will be used to journalise the following transactions:
	Transaction
	Source document

	Goods sold for cash
	

	Cash received for services rendered
	

	Cash received for any other transaction
	

	Cash paid into bank account
	













[4 marks]

8. Name three features of electronic accounting software programs.

[3 marks]

9. Give three reasons why a business would want to analyse its statements. 
[3 marks]

10. Give two reasons why paying in cash is an easier form of payment. 

[2 marks]
11. Name two ways in which you can buy on credit.




[2 marks] 

12. What is the best payment terms for a service business to maintain and why?
[2 marks]

13. Name two things governed by the Basic Conditions of Employment Act. 
[2 marks]










[Total: 30 marks]

Suggested Solutions (LO3 AS7)

	Question number
	Possible marks
	Solution



	1
	20
	See below.



	2
	20 
	a) 

Account

Income statement

Reason

Debit
Credit

Example: Sales

200 000

Income that increases

a) Rental expense

12 000

Expense that increases

b) Cost of sales

100 000

Expense that increases

c) Wages

36 000

Expense that increases

d) Interest income

650

Income that increases

e) Advertising

12 000

Expense that increases









[10 marks]

b) Cash on hand, money in the bank



[2 marks]

c) Balance of owner’s equity plus net profit less drawings
[2 marks]

d) The total assets are equal to the total owner’s equity plus total liabilities.




 

[2 marks]

e) Drawings are money the owner takes from the business for his or her own use.

Fixed assets are assets with a long lifespan, such as buildings.

Current assets are assets that have a short lifespan, such as cash.
Long-term liabilities are those debts that will take longer than one year to pay off, such as vehicle financing.



[4 marks]



	3
	10
	a) Employment Equity Act, Basic Conditions of Employment Act, Labour Relations Act
 

 

 
[3 marks]

b) The Employment Equity Act is meant to prevent unfair discrimination in the workplace. The Basic Conditions of Employment Act prescribes the minimum conditions of work an employee may enjoy. The Labour Relations Act regulates the relationship between the employer and employee. 


                        [3 marks] 

c) Collective bargaining involves workers and employer/s negotiating with each other about terms and conditions of employment, to reach a collective agreement.



 

[1 mark]

d) By demoting or not promoting the employee; by blocking the employee from having access to training and development; and by making an unfair distribution of employee benefits to the employee.







[3 marks]


	4
	30
	1. An income statement is a breakdown of the earnings and expenses of a business over a certain period of time to determine whether a profit or loss was made.

 
 
 
[1 mark]

2. A balance sheet reveals the financial position of the business on a specific date. 
 
 
 
 
 
 
[1 mark]

3. Building product awareness; creating interest in the organisation; providing information; stimulating demand for the organisation’s products or services; reinforcing the organisation’s brand. (any three)






 
 
[3 marks]

4. Social responsibility.




[1 mark]

5. It can aid in recruitment and retention of staff, by giving an advantage in recruiting graduates; it can minimalise risk by building a culture of ‘doing the right thing’ in a business; it can offer something unique through which a company can improve its brand recognition; a business can avoid interference in the business in the form of taxation and regulations by undertaking corporate social responsibility. 
 
 
 
 
 
 
                                                [4 marks]

6. Overfishing along the coast; mining causes erosion and soil pollution; industries cause pollution of streams and rivers by dumping their waste products; radiation through mining activities; agriculture causes land degradation through use of chemical fertilisers. (any two)









[2 marks]

7.









[4 marks]

Transaction

Source document

Goods sold for cash

Duplicate cash register slip

Cash received for services rendered

Duplicate receipts

Cash received for any other transaction

Duplicate receipt

Cash paid into bank account

Duplicate deposit slip

8. Easy entry of sales and expenses; professional documents can be generated; costing is done by the program; you can avoid cash-flow problems by drawing up cash budgets and making projections; calculation of income statement and VAT payable to SARS; managing sales and calculating commissions; generate financial year-end statements; generate graphs to assist in financial analysis. (any three)           
                                                                                          [3 marks]

9. To see whether the business made a profit or a loss; to see how much drawings the owner may withdraw for himself or herself; to see if the business is being run effectively; to see if the business can cover its debts; to make projections and plan ahead; to determine the financial position of the business. (any three)

[3 marks]

10. You don’t have to wait for approval of a cash transaction; you don’t pay interest; you can negotiate a discount. (any two)
[2 marks]

11. Credit card, instalment agreement.


[2 marks]

12. Cash is the best payment terms for a service business. This is because a service business does not sell tangible stock that can be repossessed if the customer doesn’t pay;  it could get into cash-flow trouble if it has to wait for customers to pay; admin costs are high in terms of statements, invoices, notices, etc. (any one reason)






                                               [2 marks]

13. Length of working hours; overtime pay; length of a working week; leave regulations; how salary payments are made; how an employee should give notice; how an employee may be dismissed. (any two)







 
 
 
 
[2 marks]



Answer to 1:

	CASH RECEIPTS JOURNAL OF VERNON’S STATIONERY SUPPLIES FOR THE MONTH ENDED MAY 2010

	Source doc
	Date
	Details
	Fol
	Analysis of receipts
	Bank
	Sales
	Cost of sales
	Debtors’ control
	Sundry accounts

	
	
	
	
	
	
	
	
	
	Amount
	Fol
	Details

	01
	1
	V Koekemoer 
	
	45 000
	45 000
	
	
	
	45 000
	
	Capital

	C01
	4
	Cash sales
	
	4 500
	4 500
	4 500
	3 000
	
	
	
	

	BB02
	13
	B Lee
	
	3 000
	3 000
	
	
	
	3 000
	
	Rental income

	C02
	17
	Cash sales
	
	6 000
	6 000
	6 000
	4 000
	
	
	
	

	C03
	23
	Cash sales
	
	4 200
	4 200
	4 200
	2 800
	
	
	
	

	C04
	28
	Cash sales
	
	7 500
	7 500
	7 500
	5 000
	
	
	
	

	
	
	
	
	
	70 200
	22 200
	14 800
	
	48 000
	
	


	CASH PAYMENTS JOURNAL OF VERNON’S STATIONERY SUPPLIES FOR THE MONTH ENDED MAY 2010

	Source doc
	Date
	Details
	Fol
	Bank 
	Trading stock
	Printing 
	Wages
	Sundry accounts

	
	
	
	
	
	
	
	
	Amount
	Fol
	Details

	SS01
	2
	CNA Wholesalers
	
	20 000
	20 000
	
	
	
	
	

	SS02
	2
	Greenlea Fitters
	
	1 800
	
	
	
	1 800
	
	Shopfittings

	SS03
	6
	C Norris
	
	2 000
	
	
	2 000
	
	
	

	SS04
	6
	J Chang
	
	2 500
	
	
	2 500
	
	
	

	SS05
	7
	Pencils Galore
	
	4 650
	4 650
	
	
	
	
	

	SS06
	8
	Mandela Bay Children’s Fund
	
	120
	
	
	
	120
	
	Donation

	SS07
	10
	Cookies 4U
	
	250
	
	
	
	250
	
	Refreshment

	SS08
	15
	Trust Bank
	
	80
	
	
	
	80
	
	Bank charges

	SS09
	19
	C Norris  
	
	2 000
	
	
	2 000
	
	
	

	SS10
	19
	J Chang
	
	2 500
	
	
	2 500
	
	
	

	SS11
	21
	V Koekemoer
	
	5 500
	
	
	
	5 500
	
	Drawings

	SS12
	26
	Pencils Galore
	
	9 550
	9 550
	
	
	
	
	

	SS13
	27
	Handsome Prints
	
	390
	
	390
	
	
	
	

	SS14
	28
	Nelson Mandela Bay Municipality
	
	1 250
	
	
	
	1 250
	
	Water and electricity

	SS15
	29
	Telkom
	
	750
	
	
	
	750
	
	Telephone

	
	
	
	
	53 340
	34 200
	390
	9 000
	9 750
	
	


GENERAL LEDGER OF VERNON’S STATIONERY SUPPLIES

BALANCE SHEET ACCOUNTS

Dr                                                  

    Capital B1          

                                       Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	
	
	
	
	
	May
	
	Bank
	CRJ
	45 000

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                                      

Bank B2       

                                                    Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	May
	30
	Sundry accounts
	CRJ
	70 200
	May
	30
	Sundry accounts
	CPJ
	53 340

	
	
	
	
	
	
	
	Balance 
	c/o
	16 860

	
	
	
	
	70 200
	
	
	
	
	70 200

	June
	1
	Balance
	b/d
	16 860
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                 

                  Trading stock B3             


                         Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	May
	30
	Bank
	CPJ
	34 200
	May
	30
	Cost of sales
	CRJ
	14 800

	
	
	
	
	
	
	
	Balance
	c/o
	19 400

	
	
	
	
	30 050
	
	
	
	
	30 050

	June
	1
	Balance
	b/d 
	19 400
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                              


   Drawings B4      

                                      Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	May
	21
	Bank
	CPJ
	5 500
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


NOMINAL ACCOUNTS

Dr                                                      

 Sales N1                  


                         Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	
	
	
	
	
	May
	30
	Bank
	CRJ
	22 200

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                                

 Cost of sales N2        

                                    Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	May
	30
	Trading stock
	
	14 800
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                               


 Rental income N3   

                                     Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	
	
	
	
	
	May
	13
	Bank
	CRJ
	3 000

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                                    

Printing N4     


                                      Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	May
	30
	Bank
	CPJ
	390
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                                    

Wages N5  

                                                   Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	May
	30
	Bank
	CPJ
	9 000
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                                   

Donation N6 

                                                   Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	Sept
	8
	Bank
	CPJ
	120
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                                

Bank charges N7
                                                   Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	May
	15
	Bank
	CPJ
	80
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                                    

Telephone N8   
                                                    Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	May
	29
	Bank
	CPJ
	750
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                             

Water and electricity N9  

                                      Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	May
	28
	Bank
	CPJ
	1 250
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                                

Refreshments N10 

                                      Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	May
	27
	Bank
	CPJ
	250
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Dr                                                 

Shopfittings N11       

                                     Cr

	Month
	Day
	Details
	Fol
	Amount
	Month
	Day
	Details
	Fol
	Amount

	May
	2
	Bank
	CPJ
	1 800
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


TRIAL BALANCE OF VERNON’S STATIONERY SUPPLIES 

ON 30 MAY 2010
	BALANCE SHEET ACCOUNTS SECTION
	FOL
	DEBIT
	CREDIT

	Capital 
	B1
	
	45 000

	Bank
	B2
	16 860
	

	Trading stock
	B3
	19 400
	

	Drawings
	B4
	5 500
	

	NOMINAL ACCOUNTS SECTION
	
	
	

	Sales
	N1
	
	22 200

	Cost of sales
	N2
	14 800
	

	Rental income
	N3
	
	3 000

	Printing
	N4
	390
	

	Wages
	N5
	9 000
	

	Donation
	N6
	120
	

	Bank charges
	N7
	80
	

	Telephone
	N8
	750
	

	Water and electricity
	N9
	1 250
	

	Refreshments
	N10
	250
	

	Shopfittings
	N11
	1 800
	

	
	
	70 200
	70 200


Appendix of Assessment Tools 
Teacher assessment rubric: CRJ, CPJ, general ledger and trial balance
	Criteria
	Marks

	Entries into CPJ entered correctly
[Marks out of 4]
	The learner made all the entries correctly. [4 marks]
	The learner made one mistake in the CPJ. [3 marks]
	The learner made two mistakes in the CPJ. [2 marks]
	The learner made three or more mistakes in the CPJ. [1 marks]
	

	Entries into CRJ entered correctly
[Marks out of 4]
	The learner made all the entries correctly. [4 marks]
	The learner made one mistake in the CRJ. [3 marks]
	The learner made two mistakes in the CRJ. [2 marks]
	The learner made three or more mistakes in the CRJ. [1 marks]
	

	Balances posted to general ledger
[Marks out of 4]
	The learner made all the entries correctly. [4 marks]
	The learner made one mistake in the general ledger. [3 marks]
	The learner made two mistakes in the general ledger. [2 marks]
	The learner made three or more mistakes in the general ledger. [1 marks]
	

	Draw up trial balance
[Mark out of 4]
	The learner made all the entries correctly. [4 marks]
	The learner made one mistake in the trial balance. [3 marks]
	The learner made two mistakes in the trial balance. [2 marks]
	The learner made three or more mistakes in the trial balance. [1 marks]
	

	Trial balance balanced
[Marks out of 4]
	Yes [4 marks]
	No [0 marks]
	

	Total marks out of 20: 
	


Level 4: 14-20 marks (70–100%) – Outstanding

Level 3: 10-13 marks (50–69%) – Achieved

Level 2: 7-9 marks (35–49%) – Partially achieved

Level 1: 1–6 marks (1–34%) – Not achieved




























