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Introduction

Introduction

Welcome to Starting your own Small Business!

. There has never been a better time for Aboriginal
people to think about setting up their own small
businesses. As Carolyn from Aboriginal
Tracks Australia explained in the video, the
Reconciliation process has fostered a real and growing interest
in Aboriginal culture, both here and overseas — people want
to know about Aboriginal culture and are keen to buy quality

~goods’and services from Aboriginal people.

X You h'ave already seen in the Aboriginal Small Business Video
__ that owning a small business can be exciting, challenging, hard
< iwork and rewarding. The aim of this Resource Book is to help
. you::

Part A e work out if running a small business is
o a suitable job for you

¢ develop a business idea
¢ plan how to set the business up

e work out if it is viable (worth going
ahead with)

Part B

develop some of the book-keeping skills
that you will need if you go ahead with
your business idea.

-~ We hope that this program is an interesting and useful step for
you in planning your future. For some people, this will mean
making the next move into setting up your own business. For

others; it will mean deciding that small business isn’t a terrific
idea for them and that there are better ways of using their
energy and makmg money.

No matter what you decide, best wishes for your future!
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Introduction

What the icons mean

As you work through this Resource Book you will notice the
following icons (pictures).

. Indedual activity — activities which can
" be ¢ompleted on your own.

Group activity — it is better to work with a %f/ =
=" . -small group to complete these activities. e

Youwﬂl need to view the Aboriginal Small
"“'‘Business Video to complete these
- activities. You may need to re-visit this

_video several times during the course.

Using a calculator will make these
activities easier to complete.

If "'you need help completing these
.- - activities, you'll find it in Back to Basics —
.. Small Business Maths.

8
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Unit 1—Thinking about running your own business

Part A — Planning your small business

< Uni:tj— Thinking about running your own business?
*"Introduction

In this Unit you will think about what’s involved in running
your own business. You will:

e look at what you think are the good and bad things
about running a small business

look at ways of reducing the effects of the bad things.

‘Running a business — pluses and minuses

7in, Joe and Carolyn spoke honestly in the
~Aboriginal Small Business Video about the good
/and bad things about running their own

- businesses. But, different people see the same
<« thing in totally different ways.

For example, Darrin is very happy to work seven days a week

to build his business and make it profitable. Other people

wouldn’t like this, as they want to spend more of their time
-~ with their family or doing other things.

W
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Activity 1.
|71 Using information from the video, and your own
thoughts, what do you see as the good and bad things
about running your own business?
2. In what ways could you make the bad things better?
Good things Bad things
Ways to improve bad things
con
<
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Unit 1—Thinking about running your own business

Setting up and running a business

Darrin, Joe and Carolyn gave lots of useful
information about how they set up and run their

‘:+ - .own:businesses. For example, Darrin from Daz’s
~-- - .Didges talked about these steps:

1. Ask yourself why you want to go into business. Darrin
wanted to improve his skills and learn more about
making traditional Aboriginal artifacts

Ask yourself what you want to sell or make.

Ask yourself what you can sell or make.
Ask yourself what people will buy.

Work out how to make the item step-by-step.

~ Check out the price of similar items in shops.

x " Work out how to get the best out of your equipment.

Find out what you need to learn, and how you’re going
to learn these things.

9. Check out out any special legal things that are
important to your business.

+ 10. Set goals.

ia
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Part A—Planning your small business

Activity 2.

| “Watch the video again to hear the advice that Joe and
Carolyn give about setting up and running a business.
Make notes in the spaces below.

Joe says:

o ?fWhat other ideas do you have? What else do you think
is important?

. My ideas:

| Now that you have thought about some of the things
that are involved in running your own business, let’s
look at your business idea.

i )
Joel
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Unit 2—How to find a business idea

T TR I I CTARERST

Unit 2 — How to find a business idea

Introduction

Theﬁrst step in setting up your own business is working out
" what'business you’re going in to!

In this Unit you will learn how to use brainstorming to help
you to find your own business idea.

Brainstorming

Coming up with a good business idea can be quite tricky! You
may be lucky enough to have a great idea just ‘pop’ into your
‘head. Or, you may have thought about this for some time and
already have a business idea that suits you.

aE )\cﬁyity 3.

1..Do you already have a Dbusiness idea?

Yes No

-1 2.If you do, write it down.

| 3. How did you come up with your idea?

Starting your own small business Page 7



Part A—Planning your small business

Brainstorming is used to get a lot of original,
creative ideas in a very short time. You can use it
to help find a business idea.

e Th1s is how it works.
1. Get together with a small group of people who are all

interested in finding a business idea. (Between three
and six members is often a good size for a group.)

2. Choose some-one to write down every idea in as few
words as possible.

Every-one in the group is made to feel comfortable to
toss in their ideas, no matter how wild or crazy they

-~ sound. (Make a group rule that no idea is to be
criticised.)

v A
Ao
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Unit 2—Houw to find a business idea

_Activity 4.

1 If you don’t already have a business idea, then
brainstorm one with a group.

If you've got your business idea already, you may
like to brainstorm your idea in a group to see if it
can be improved.

~At the end of your brainstorming session you will
-‘have lots of ideas. Some will be scrapped straight
away, others will need to be thought about a bit
.more. There may even be one that stands out as a
good idea to look at more carefully.

/2. List the business ideas that are worth thinking

__.about in more detail. Your group will need to keep

~ “discussing these ideas until you come up with one
idea to follow up.

3. My business idea is...

.| .“4. My business name is..




Unit 3—Will my business have any customers?

Unit 3 — Will my business have any customers?
Introduction

:-In 'this Unit you will start to examine whether your business
idea can work. You will do this by finding out whether there is
a market for your product or service — it may be a brilliant
idea, but does any-one want to buy it?

Who will buy my product or service?

Before you go any further with your business idea, it’s very
important to check that there is a market for your product or

»s:‘érv"ic_e — ie, that people will buy it.

The v;/ay in which you do this will depend on the type of
business you intend to set up. For example:

"¢’ How many other businesses are there that are
-+, already doing what you want to do? There may be
~ = - room for more, or there may be too many already. You
el s could use the Yellow Pages telephone books or the
- Internet to find this out.

e It may be useful to talk to the people who will supply
the materials you need for your product or service.
How do they think your idea will sell?

e Industry books, magazines and journals have
information about how or whether the market is
growing, getting smaller or staying the same.

e Is your business idea based on Aboriginal culture? If
so, there may be a good market because of growing
community interest. This is true for the three
businesses in the Aboriginal Small Business Video.

st

e Ifyou want to sell your product to shops or galleries:
-+ speak to some owners,
. -« ‘show them your product ,
- ask them if they think it would sell, and
. ask them what price you could sell it for.

e Talk to other business owners about your idea. It may
be better to talk to someone who’s not in exactly the

Starting your own small business L 3 Page 11



Part A—Planning your small business

same business, as they may not want to encourage
another business which will compete with them!

If you want to sell your product at markets, spend
time watching how many people go there, how much
they spend and what sorts of products are popular.
For example, if most people spend less than $20, and
you want to sell for $60, then a market may not be a
good way to sell your product.

Your state or territory government may have a Small
Business Development Centre which will help you to
work out if there is a market for your idea.

‘ nds and family can be very kind, but not very useful when

o tfy1ng to work out if your idea will work. They will often say
~ your idea is great, and that lots of people will pay for it. But,

o ou‘need more reliable information than this!

.-Fmdmg‘out if there is a market for your idea is the most

“important part of planning your business. It is also the hardest
. thing to do. This is because you have to be like a detective and
" ““work-out the best way of doing this for your business.

Starting your own small business



Unit 3—Will my business have any customers?

g = P [ FRPUE— . - _ -

=)

_ Activity 5. e

“~1. How are you going to test if there is a market for
your business? Think of at least three ways.

. 2. Do these things, and make notes about what you
5. “found out.

by

bt

B
i
]
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Unit 4 — Why will my customers want to buy from
me?
e A,l’_nt'l"'c:zduction

“There are lots of businesses out there — and every one of them
is trying to attract as many customers as possible!

In this Unit you will think about the special advantages that
your business will have.

ow.will my business be better than others?

The next step is to work out what advantages your business
will have over others. For example:

Is it a new idea? If so, you will have the market to
yourself.

- Do you have any special skills that are needed?

= o Can you give better customer service — ie, give
e - customers exactly what they want, when they want
it?

e Are you able to produce a better quality product or
service than others?

e  Are you able to produce more cheaply?

_® Do you have a better supply of the products you need
to buy than other businesses?

e Do you have access to good finance?

Starting your own small business Page 15



Part A—Planning your small business

3] "@
Activity 6. L
SN =1 %

o 1. What advantages do Darrin, Joe and Carolyn have
in their businesses?

e Darrin (Daz’s Didges)

'2.What advantages will your business =
" have in the market place?

-------------------------------------------------------------
--------------------------------------------------------------------------------
--------------------------------------------------------------------------------

L I
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Unit 5—How will I organise my business?

Unit 5 — How will | organise my business?

SO Introduction

‘} In thls Unit you will decide how your business will be
-~organised.

Business structure

Your business will need some sort of structure. Sole traders
and partnerships are the most common ways of starting out:

‘sole-trader e one person (you) owns and runs the business

e you can employ other staff

e two or more people own the business (up to
20)

e can employ other staff

ny e usually, the partners have a partnership
R agreement drawn up in case there are any
hassles between the partners

e often a family business.

Starting your own small business Page 17



Part A—Planning your small business

Activity 7.

{"1; There are advantages and disadvantages to both
types of structure. Some of these are listed below.
Can you think of any others?

Sole trader Partnership

..o don’t have to share e share profits
__profits

| " can’t share losses e share losses
e can be lonely ¢ can be fights

can do what you want e can discuss problems,
ideas with partners

” 4 What are the good and bad things about this?

o 5 ;HQWWiH you deal with the bad things?

&
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Unit 5—How will I organise my business?

Good and bad

How to deal with the bad




Unit 6—Business skills

Unit 6 — Business skills

Introduction

' Inthls Unit you will list the skills needed to run your business
*~-gnd-identify how you will get them.

What skills will my business need?

There are some basic skills that all businesses
need — eg, how to keep business books. (We’ll be

_looking at this in part B of this program.) As well,
/our.-own business will have some special skills

‘needs. Let’s look at the three businesses on the
video again.

For Daz’s Didges to work, Darrin had to have skills in

making Aboriginal artifacts.

oo  The success of the Deen Maar Dance Group would not
* have been possible without dancers!

Carolyn has cooking skills and knows how to use
indigenous foods.

o
RN
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Part A—Planning your small business

Activity 8.

"Choose one of the three businesses on the video and
list all the skills you think are needed to make it a
success.

Which business did you pick? (Tick v the box)

e Deen Maar Dance Group

i.,.:‘ . .l;.';jlf.g ~Aboriginal Tracks Australia
Skills' needed:

Starting your own small business



Unit 6—Business skills

At this stage, you probably won’t have all of the skills that you
will need to run your own business. There are lots of ways of
getting them. Common ways include:

learning them — eg, by doing a course, working with
someone who has the skills, asking people, reading

paying for them — eg, an accountant to do your tax
return

3. networking — friends, family etc who have the skills
and are willing to share them.

Activity 9.

1 What skills will you need to run your business?

2 How will you get these skills?

Skill | will get this by...

--------------------------------------------------------------------------------

v u e ioscensy B Fo 5 s o TSI LI T e R
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Umt 7——Makmg my product or seruvice

Unit 7 — Making my product or service

Introduction

.- It s 1mportant to think carefully about, and plan, how you will
~“make your product or supply your service.

This is what this Unit is about.
Operating plan

~ There are lots of things to think about when setting up a
’“"‘\""’bu51ness It is very easy to forget something that’s quite
"“important. The next activity will help you to plan some of the
'détai-‘ls you may have overlooked.

~‘Activity 10.

“"Some of the things that you may still need to work out
for your business are listed below.

Give details of each of the items that relate to you.

1. What work still needs to be done to get your product
or service ready to sell?

) 1 2

Starting your own small business Page 25



Part A—Planning your small business

2. Are there any design problems?

0

o U
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Unit 7—Making my product or service

6. What are the good and bad things about this
location?

Good Bad

-+ 7:What sorts of equipment will you need?




Part A—Planning your small business

8. How much will it cost to make your product or
service?

I R T P T P T T T
-----------------------------------------------------------------------------------------

9. How will you know if your product or service is high
- quality?

1"°10. How will you make sure that the quality of your
product or service stays high?

Starting your own small business




Unit 8—Selling

Unit 8 — Selling

Introduction

ess you know where and how to sell your product or service,
your business can’t be a success.

This Unit will help you to plan how to do this.
Selling plan

Your selling plan describes how you will make the sales that
+~you-will need to make your business work. It is much more
'than 51mply getting your product or service to your customers.

Of course, the first thing you need to know before you can set
od selling plan is who your customers will be. Not every-
-will want to buy your product or service. By being clear
about who you will be selling to, you can avoid wasting a lot of
~ time, energy and money trying to sell to people who won'’t buy.

For .eyx.»ample, there are many people who won’t be interested in
= trying Carolyn’s indigenous foods.
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Part A—Planning your small business

Activity 11.

"’"'1'. What sorts of people or businesses would buy
Carolyn’s food?

-------------------------------------------------------------------------------------

| '2: What sorts of people or businesses wouldn’t be
. interested?

--------------------------------------------------------------------------------------

Cléarly, Carolyn needs to put her energy into the
first group.

3. Who will your customers be?

Starting your own small business



Unit 8—Selling

e - e . e e . B —— o f

Activity 12.

Below are listed some of the things you will need to
think about to make sure that you sell as much as you
can.

1. How will you tackle each item?

. 2. Add any other items to the list that are important
~-=for your business.

. I will give good service.

Starting your own small business Page 31



Part A—Planning your small business

¢ I will replace or repair faulty goods.

o I will let my customers and likely customers know
that I do all these things.

| 1. o1 Will let likely customers know about my product or
service (advertising).

------------------------------------------------------------------------------------------

e If I use other people to sell my products or services
(eg shops) I will choose them carefully.

---------------------------------------------------------------------------------------------------

Use the space on the next page to add other things you
need to think about.

2
v

a
MY
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Unit 9—Budgets

Unit 9 — Budgets

Introduction
g Youneed to know:
" e what it will cost to set up your business (set-up costs)
e what it will cost to keep it going week-by-week (on-

going costs)

In this Unit you will draw up a budget that includes these
items.

S;etiitj"ﬁ'_,costs

How much is it going to cost to get your business going? Think
about.every-thing that you will need to spend before you can

o A SR - SRR
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Part A—Planning your small business

Activity 13.

| ~“Some of the costs that you may have to pay to set up
your business are listed below.

1. Find out the cost of each of the items that will affect

you.

. Add all the other costs that you will have to pay to
- ~-~get your business up.

Item

-» lease a premises
connect phone

. printing — letterhead,
business cards etc

e connect electricity

et e equipment

--------------------------------------------

. BeEBUNIEFesseseesesesessessesseesRenetane

o vehicle

: e | :se_tt.i'r‘lg up a loan

Total set-up costs

Starting your own small business



Unit 9—Budgets

Carried Forward (Total Set-up Costs)... $ .....ccouvvenneene

Other Costs

Total Costs $

Starting your own small business Page 37



Part A—Planmng your small busmess

On-going costs

Once your business is up and running, it will cost money to
.. keep it going.

N - N
Y - ‘e
sy e st . . ..
£}
. .

Activity 14. =M -l==
= ===

Some of your business’s on-going costs are listed
below.

‘;;‘A‘i"';"-"'1'“ﬂ'\'i’i§\’_ind out the cost per year of each of the items that
- will affect you.

1. 2. Add all the other on-going costs that you will have
o 1n your business.

Activity Cost

ceirent | s

electricity | e

e gas  eerrrrrrre e e aeaa————.

telephone | e

e postage | s

delivery (eg couriers) | .occcceeceeevceevreeceeeeeee

motor vehicle

Ciwpetrol | e,
o Tepairs e
Ceoregistration | e,

- i‘nsurance .......................................

tlonery and other
ofﬁ»ce Supplles ---------------------------------------

® WageS e

an
we
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Unit 9—Budgets

® INSUTANCE | eeeeereeeeeeeeveereeeeeeeraneeeeeeens
Bk o photocopying | e
I o accounting fees | oo
o advertising = | e,

e pettycash | e,

e Joan repayment = | .,

ank fees | e,

o other ON-goINg COSES | wovvevvceieeeeeeeee e

Total Costs $

R 3. How much will your on-going costs be per month?

- Costs per year divided by 12
$ + 12 = $ e

b
()
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Unit 10 — Pricing

Introduction

e -Worklng out what price to sell your product or service for is a
*. - really important part of planning your business.

In this Unit you will learn some basics about pricing the goods
or services that you want to sell.

How do | work out the price?

One of the most common mistakes made by new businesses is
_ ‘lhng too cheaply. This means that you won’t make enough
profit; On the other hand, if you’re too expensive, you won’t sell
eénough to make a living.

~ Activity 15.

The list below includes some of the things you need to
think about when deciding on a price.

1. Find out as much as you can about each of them.
2. List any other factors that you will need to take into
account when pricing your product/s.

.- the cost of materials per item or service

o Ohow long it will take you to make each item or
provide each service (the cost of your labour — your
e swages)
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¢ your on-going costs (Unit 9)

. your set-up costs (equipment, lease ete) (Unit 9)
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Let’s look at a simple pricing example.

Jane has an art shop. She has about 50 paintings
that cost about $150 each to buy and frame.

Jane knows that she needs to make about $1,000

per week to be able to pay her business expenses g ;ﬁﬁ
and give her about $300 per week. How many . =
sales will Jane need to make? =

1. If Jane sells paintings for $500 each:

$500 selling price

-$150 minus cost of buying
$350  equals profit per painting

$1,000 per week divided by profit per painting.
. $1,000 + $350 = 2.6 paintings per week.

If Jane sells paintings for $400 each:

$400 selling price
-$150 minus cost of buying
$250 equals profit per painting

$1,000 per week divided by profit per painting.
$1,000 + $250 = 4 paintings per week.

If Jane sells paintings for $250 each:
$250 selling price

-$150 minus cost of buying
$100 equals profit per painting

51,000 per week divided by profit per painting.
-_-_'$1,000 + $100 = 10 paintings per week.

¢
e
Co

T TR
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N Activity 16.

“Jane has spent a lot of time talking with artists and
checking out the prices in other galleries. She knows
that customers will pay $300 for a painting. How
many paintings does she have to sell each week to
make $1,000 profit?

selling price

minus cost of buying

equals profit per painting

i’$1,00,0 per week divided by profit per painting.

102$1,000 < $... . S paintings per week.

There are two important things to remember here:

_ 1. It will take time for your business to grow. You’ll need

v another source of finance while this happens. You

R won’t be able to charge a higher price to make up for
- 22>, lower sales at the beginning.

) 2. When you have done your research you should have a
: ‘feel’ for:

e how much people will pay for your goods or
services

e what your costs will be, and

¢ how much you’ll need to sell.

-+ If your figures don’t look good — eg, you’ll have to sell

+  more than you think is possible — then STOP! This is
a big warning. Maybe you can lower your costs or
think of other ways to make the business work. If not,
think very carefully before going any further.

a

4

Starting your own small business



Unit 11—Getting money

Unit 11 — Getting money
N Introduction

s Evenlf you start very small, you will need some money to start
. _upyour business. One of the main reasons that new businesses
fail is because they run out of money at a critical time.

Now that you know how much money you will need for your
idea, you need to work out where the money will come from. In
this Unit you will learn about some places you may be able to
get funding for your business.

Sources of money

'Ther'é‘}are many places that may lend you the money you need

“to-start your own small business. Some of these are listed

elow..

.~ 1. ATSIC (The Aboriginal and Torres Strait
¢ Islander Commission)

ATSIC have a Building Funding Scheme which helps
Aboriginal and Torres Strait Islander people by
helping them to own and develop successful
businesses.

Funds from this scheme have been used to establish
businesses such as shops, hairdressing salons,
tourism businesses, taxi and trucking firms and
farms.

This scheme offers a range of services, including:

° low interest loans

e  help with preparing business plans

entae

e  help with preparing loan applications

assistance to undertake training to improve
business management skills

-+ == & a mentor, to provide on-going support and
.~ .7 assistance .

‘:Contact your nearest ATSIC office for more details.
Or, phone 1800 034 403 (free call).

s
45
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2. Banks

The major banks have a few different kinds of loans
available for businesses. The most popular of these
are:

e overdraft — where you can write cheques to an
agreed amount of money. For example, you may have
an overdraft of $8,000, which you use to pay your
daily bills (electricity, telephone, rent, advertising
etc). You pay interest on the amount of money you
have used — not the total amount of the overdraft.

= o  fully drawn advance — like an overdraft, but as
-~ soon as you use any of this loan, you start to pay
- interest on the whole loan amount.

» o term loan — is for a set period (eg 1-5 years). It
. has a fixed amount of interest.

“ e mortgage — if you own a house or any other

property, the bank may lend you money that is
.. ‘secured’ or ‘guaranteed’ by the property. So, if your
-~ business went broke, the bank would sell your
property to get their money back.

Mortgage loans are often long-term — 10-15 years is
common.

Credit unions are like banks in many ways. But, they
are owned by their members. This means that you
must join a credit union before you can use its
services.

There is a small joining fee — usually, $5-10.

. Because they are owned by their members, credit

unions claim that they give better service. They also

- help their members learn how to take control of their

=~ money. For example, they teach members how to

 budget. They are also often more willing to lend
““money to people on low incomes.

.
L
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4. Friends and family

Think carefully before borrowing money from friends
and family, because this can cause arguments and
hassles that you don’t need. If you do borrow from
them, it might be worth getting a solicitor to draw up
a loan agreement so that both you and the lender are
protected.

5. Government assistance

If you are unemployed, you may be able to get some
help from the government. There are a few different

schemes available. Check the details with your local
CES.

oans are a lot more expensive than others. You need to

", how much it will cost to set up the loan

"o what fees are charged

e  how much interest you will pay.

- Ask someone to help you compare the cost of different loans, if
- you’re unsure how to do this. It can save you heaps of money!

| Activity 17.

How are you going to finance your business?
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Unit 12 — Risks, problems and assumptions
introduction

Inthas Unit you will look at some of the ‘hidden’ parts of

'““business planning. You have based your business plan on a
number of assumptions. Often, we don’t even think about these.

By looking at these assumptions, you will be able to see some of
the risks and problems which your business may be facing.

What are the assumptions in my business plan?

OK So far you've:
el thought about what it would be like to run your own
business,

come up with an idea, and

. done lots of work to see if your idea can work.

.-it’s time to do a reality check. To do this, you need to
think about the risks, problems and assumptions on which your
business is based.

The basic assumption is that your business will be a success.
'ET_his means that it will make enough money to:

° support you,

\‘:;-‘\'?3;:-0 enable you to pay back any money you’ve borrowed,
' and

e enable you to pay the bills.

... Butj.there is a risk that it won’t be able to do all these things.
" 'This_would cause problems for you, the people who lent you
money and any-one else who depends on your income (eg your

- children, partner)
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;;;;;

1. Common business assumptions are listed below.
What risks and problems relate to each
assumption?

Example:

-~ | Assumption: the business will make a profit

Risk Problem

e it won’t make enough ® money worries
1+~ money

._'Ass'umption: the budget you have planned is right
"~ Risk | Problem

Risk Problem

| Assumption: you will sell as much as you expect
o Risk Problem

g2
o
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Assumption: you won’t sell more than you expect

Risk Problem

Assumption: no-one else will copy your business idea

Risk Problem

Risk Problem

Assumption: the business will get going as quickly as
you think it will

Risk Problem

o
[}
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2. List any other problems that might affect your
business. Next to each, write what you would do if

, it happened.

Problem

What I'd do

. Fi'x_l‘ally, remember that when you’re in business it’s always
-important to keep looking for new ideas and opportunities. For

. -example:

: e  ways to lower costs without reducing quality

- e other products or services that would expand your

" business

" . Dbetter ways to sell your product or services.

5 4
o
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Unit 13 — Ethics

Introduction

1at: sort of business do you want to run? Every-one who
‘starts a business wants to make money. Some people want to
do more than this.

Are you only interested in making money, or do you have some
other ideas?

In this Unit we you will look at business ethics — what they
and what yours will be.

Thlnkmg about business ethics

make her customers happy,

provide jobs for Aboriginal people

‘put her heart and soul’ into the
business.

" These are some of her business ethics — ie, the ideas upon
-+> which the business is based.

j@g is also keen to provide jobs for Aboriginal people. As well,
e'wants to make sure that the dancers get paid.

ot every-one has such good business ethics. We've all been
“ripped off’ at times.

\ Zi}f()_‘(f)fd*business ethics are also good for business. People want to
buy frem people who are:

e about the product or service they are
selling

e supply the product or service on time

¢ treat all customers as important.

S R S ST
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It’s important to think about your own business ethics. What
sort of ideas and values are important to you?

© 7 Activity 19.

1. List your business ethics.

2.  Why are these important

to you?

Ethic

Important to me because:

Starting your own small business
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Part B — Keeping your business books

Unit 14 — Why keep books?

w |ntrod uction

Every business in Australia must keep a set of books, and
evidence to support the entries in the books (eg, receipts of
items you have bought).

In.this Unit you will be looking at why you need to keep these
rds.

What records do | need to keep?

"fe-r'écords that you need to keep include details of:

.o invoices (the bills you send to customers and the bills
" you get from the people you buy things from)

e 0 cheques — written by you to other people
- cheques sent to you by customers
e receipts for your cash expenses — eg, petrol, stamps
e daily banking (from your bank statements)
e wages — paid to yourself and employees.
| Why do | need to keép these records?
T 1. They help you to keep track of how your business is
going.

Are you making a profit? Can you pay the bills that
are owing? How much money do customers owe you?

A good set of books will answer these vital questions
~ for you.

. The Taxation Department requires you to keep them.

. At the end of each financial year (30 June), you will
“need to prepare a taxation return that is based on
.your books.

e wocevs Nany small businesses pay an accountant to do this
for them. In this case, your accountant will need to
use your books to prepare your return.

ey
B Vg
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People who loaned you the money for the business
will want to know whether you are making a profit.

If, for example, you have borrowed money from a
bank, they will want to see figures that are based on
your books and bank statements.

They are needed for sales tax.

If your business has to pay sales tax, then you will
need to have good records of what you have sold.

You can check with the Taxation department whether
you have to pay sales tax. You won’t have to if:

i e you have already paid it to the people who supply

you with the materials you use to make your
product or service, or

e you are selling something which is sales tax

exempt (ie, no sales tax has to be paid).

. To sell your business.

If you ever sell your business, you will need to give

" ““the real estate agent details of the last three years’

figures. These are shown to people who are interested
in buying the business.

It may take you some time to learn how to manage your

< business books well. The information and activities in the

.___?'f;'(')lkli_owing Units will give you a basic idea. But, it is important
-to get extra help if you need it. You can get this in many ways,
~ including:

talking to a good accountant
doing a course at a TAFE Institute

reading books

" doing a course with the Council of Adult Education
- from ATSIC.

< J
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Unit 15 — Banking systems

Introduction

is Unit you will learn to:

write cheques,

deposit money,
e cancel a cheque, and

e pay in money to a bank or building society.

j«About cheque accounts

.-You wﬂl need to open a bank account for your business. All
your bills should be paid by cheque.

~you open this account, you will tell the bank who is
allowed to sign cheques. The bank will only accept cheques
~ with the proper signature. You will be given:

a cheque book, and

¢ a pay-in book.

# The cheque book will probably have the name of your business
- printed on it.
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Writing cheques

To write a cheque correctly:
.~ e it must be dated
o o it must be signed
. it must show the amount to be paid in words and in
figures and they must be the same amount
e it must state who is to be paid (the payee)

e you must fill in the cheque ‘butt’ on the left hand side
(for your record)

- it should be ‘crossed’:
"« Not Negotiable
« A/C Payee Only
-~ ‘Crossing’ a cheque means that it has to be deposited

“in an account in the same name that the cheque has
been writtten.

o Belo w 1s a typical cheque which has been filled in correctly.

(| ABC BANK

. te: 19.9/]
""""""""" o ‘ 1) Malop Street, GEELOMG ate: LI

A.P.Billson & Associ z Bittyor

(SN
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i =W EEE
““Fill in the cheques below:
1. PayB Fry $39.12
“~~1¢~(| ABC BANK !
Date: . orrereceneead 97. Eﬁii' Malop Street, GEELOXG R P 12

13102 13182-6321-0425

2... Pay G. Maguire and Co $127.31

(| ABC BANK
Eﬁii' Malop Street, GEEL

13102 13182-63271-04¢25

iR 3. Pay Johnston’s Services Ltd. $620

E';l_'l ABC BANK o
-a Malop Street, GEELQNG =/ emwwemmmemss

B

e e e e . e P
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Paying money into your cheque account

The bank will give you a Pay-in book to use to deposit money
. into your bank account. A typical pay-in slip is shown below.

A.l_. ABC BANK
D ii Malop Street, GEELONG DEPOSIT

R.PBILLSON & RSSOCIRTES

13702 - 6321 - 0425 Date:
ICASH Cash Total $

CHEQUES

Proceeds of cheques will not be available until cleared

> Drawer. Bank. Branch. Amount.

‘Paid in by (Signature) Cheques Total $

Total Deposit | $

-available until cleared. What does this mean? You won’t be able
to use.the money that you deposit in cheques for about five
days — until the bank has made sure that the person who

- “wrote the cheque has enough money in their account to pay it.
- - Any cash that you deposit can be used straight away.

(SN

N
J

Starting your own small business



Unit 15—Banking systems

Activity 21.

“You have received cheques from the following people:

Cheque from Bank Branch Amount
(Drawer)
J Sneddon ANZ Bank Geelong $137.40
‘~--?.~~-:M\i_s’.‘ty’s Ltd Bank of Geelong $ 220.85
(R Melbourne
| Ali Baba Metway Sydney $ 196.00
W . Withers Bendigo Camberwell | $ 348.00
o B Building
1o Society

Complete the pay-in slip below:

E-"l_ ABC BANK ‘
E 1) Malop Street, GEELONG Account Identification Number

13702-6327-0425

1. R.PBILLSON &6 RSSOCIATES Date:
Please fill in the following particulars of cheques; proceeds will not be available until cleared.

Branch. Amount.

Total $

&R
&)
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How to cancel a cheque

Sometimes, you may make a mistake when you write out a
cheque. You cancel a cheque by writing Cancelled over it and
- " leaving it in your cheque book. You also need to write Cancelled
-.on.the cheque butt.

Here is an example:

~— ABC BANK

Date: #v/5/ 98 A Cam— te: 20/ 5/ 1991

pav: P Witson

THE

OR BEARER

SUM OF: ym@g
$ 20 50
A P.Billson & Ass F Bottoor

How to stop a cheque

Sometimes, you may want to stop a cheque after you have
- posted it or given it to the person. A few reasons for wanting to
.stop a cheque include:

3 ~

“.»e¢  you've written it out for the wrong amount
g e it’s written to the wrong person
- e you have already paid the account
| " ‘s you're not happy with the goods you received.

In fhis"'b'ase, ‘phone the bank and ask them to stop the cheque.
-You may have to go in as well, to fill in some forms.

7,
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Unit 16 — Cash payments records
- Introduction

% '_ When you have finished this Unit you will be able to make
‘-entries in the cash payments book.

The cash payments book

In business, all accounts should be paid by cheque, except for a
few small amounts that are paid by cash (through petty cash).

“"You'will need to set up a cash payments book for your business.

" 'This name is a bit confusing, because you record cheque
‘payments in it — not cash. A cash payments book is only used
to record the cheques you have written (not received).

__,'-I«‘-hé::-éXample on the next page shows a typical cash payments
/. book set-up. You don’t have to use all these headings for your

own books — choose headings for the columns that suit your
.-own.business needs.
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Records

This is what each of the columns means.

The first four columns are used to record cheque details:

e who the cheque is made out to

o the date that you wrote the cheque

3. cheque no. e each of your cheques has a number

4. amount

e the amount of the cheque

The other columns are used to record what the money was

used for:

5. materials

utilities

7. ‘insurance

rent

advertising

. cash
purchases

11,

repairs

“motor
vehicle
expenses

e write the cheque amount in this
column if it was used to buy
materials to make what you sell

e write the cheque amount in this
column if it was used to pay for

electricity, phone, gas, water etc.

e write the cheque amount in this
column if it was used to pay
Insurance

e write the cheque amount in this

column if it was used to pay rent

e write the cheque amount in this
column if it was used to pay for
advertising your product or
service

e write the cheque amount in this
column if it was used to write a
‘cash’ cheque (eg to ‘top up’ your
petty cash)

e write the cheque amount in this
column if it was used to pay for
repairs to equipment, the
building etc

e write the cheque amount in this
column if it was used to pay for
petrol, repairs etc.

Starting your own small business
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13.equipment o write the cheque amount in this
column if it was used to buy
equipment for the business

Lo 14 misc o write the cheque amount in this

... (miscellaneous) column if it was used to pay for
something that doesn’t ‘fit’ any of
the other columns

15. total e write each cheque amount again

in the total column so that you
can add up how much you have
spent at the end of each page

Thmk about the best way to organise the cash
‘payments book for your business. What column
|- headings will you use?

1. Date 2. Details
3. Cheque Number 4. Amount

>

.
0l
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Unit 17 — Buying and paying for goods and services

Introduction

_When you have finished this Unit you will be able to make out
--an-order for goods that you wish to buy now and pay for later.

Setting up an ordering system

You will have to buy many things for your business. Paying
with cash is the easiest way of buying, but it is generally better
.to pay by cheque. It is best to pay after you have received the

"Many"suppliers will let you order items and pay for them later
— eg, 7 days 14 days 1 month after you recelve them. Buying

~ This is"}iow to set up credit arrangements with a supplier:

“x1: tell the supplier that you would like to set up an
account
2. the supplier will ask for the names of several financial

referees —ie, businesses you deal with that can tell
the supplier that you pay your bills on time

3. the supplier will then decide whether to give you
s credit.

o fpéy“your suppliers by the due date — otherwise, they may stop
8’1V1ng you credit.

o » Whep you buy items on credit, it is very important to keep good

~records of what you ordered. This way, you can check that you
receive what you've paid for.

T You' will need to use a purchase order for buying items — like
. the one shown on the next page.
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Lﬁrd’fﬁl!\lm‘s ORDER No,__7E057
T\ 101 Allen Street DATE 77/ 7/ 9%

MOOLAP 3220

To. B Sonith
77 Ryrie Sveet
Geelong

Please supply the following goods in good condition:

anntity Description

|0 Points No. 707638 @ 527 Oeach

Signed: L@ c%/l/éj

- Tips for using purchase orders:

1. There should be two copies of the purchase order —
you give the original to the person you are buying
from, and keep the copy for your own records.

"2, Make sure that you set out clearly what you want to
buy. Use part numbers or item codes, if they exist.

3S1gn the purchase order before you hand it over or fax

"When the goods are delivered, check that they are
correct by referring to your purchase order.

If you order goods over the ‘phone, make sure that you write
down the details of your order every time. Don’t rely on

memory to check your order when it’s delivered!

;L-\

~
(O
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Activity 23.

Make out two purchase orders using the details below:

Purchase Order No 1:
¢ order number: 1632
o date: 12/3/98
¢ supplier: D. Palmer
~ e requirements:
. 10 frames 60mm x 30mm @ $16 each
. oval frames size M310 @ $18.50 each
e delivery: ASAP (as soon as possible)

: . o sign the order.

ORDER NO°.

DATE

To:

Please supply the following goods in good condition:

Quantity Description

Signed:

s e e e s e e it
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Purchase Order No 2:
- order number 208
o e date: 14/6/97
T e supplier: The Catering Co
23 Cat St
Geelong, 3220
e requirements:
. 10 x 500 gr. jars Brekky Marmalade
. 12 x 1kg cans Sunny Peaches

. 4 x 2kg jars Salad Dream Mayonnaise
e delivery: by 20/6/97
‘e sign the order

ORDER N°.

DATE

To:

Please supply the following goods in good condition:

Quantity Description

Signed:

b
v
;0
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Invoices

When you buy your goods on credit, you will be sent an invoice
(bill) for what you owe. An example is shown below:

NN
.

Invoice No K 12378
Our Prints Ltd
555 Ryrie Street
GEELONG Date 20.1.98

Invoice to. M/%&tj

707 Xl S2reet
./%o/q&
Your Order No, 78657
Quantity Description $
70 s No 707652 @ 27 ODeack 7000

Terms: Strictly 14 days  TOTAL S’ 870 00

'You can see from this invoice that you owe B. Smith for the
| I’:ints that they supplied to you. You must pay within 14 days
e lof the invoice date (by 3 February).

’How to pay an invoice

w ”““'"you pﬂgy the bill :

e write Paid on the invoice, and

" write the cheque number on the invoice.

You can'pay invoices as soon as they come in, or just before
- 'they are due

:‘Every payment must be written in your cash payments book.

ERLTOTT LT SRR I T T
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Unit 18 — Sales and returns

|ntroduction

: ;At the end of this Unit you will understand:
" e the paperwork to use when you sell to customers

e what to do if goods are returned to you by customers.
Sales

You learned in the last Unit that you may buy the goods you
need:to run your business either with cash or by invoice. It

follows that you may sell your own goods or services using the
'same two systems.

‘Some: busmesses don’t offer credit — eg, most milk-bars, video
tores; market stalls. It is certainly simpler to run a busmess
‘/ona cash on delivery basis. However, in some industries it is
expected that credit will be available for customers.

Activity 24. =

S ~|. Will you offer credit to your customers?

Yes No

Why have you decided this?
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Part B—Keeping your business books

If you intend to provide credit, then you will need to set up an
invoice system. Give the original to your customer, and keep

N the copy for your own records.
" - | - -Activity 25.
Read the following invoice and answer the questions
on the next page.
PROWN Invoice No K 12378
GROCER Date 20.1.98
Sold to. Bernie Smith
16 Banksia Street
OLDTOWN
: ltem Description Qty @ $
1 candles 12 15.00 | 180.00
2 string 2 balls 3.00 6.00
3 linseed ol 10 85¢ 8.50
Terms: Net30 days  TOTAL $ 194.50

Starting your own small business



Unit 18—Sales and returns

1. Who is the purchaser?

i 1o 2 What was the date of the invoice?

" “/Cash sales

... Ifyou sell for cash (or EFTPOS, credit card etc), you may give
o “yQui‘ customer a sales docket. You have probably received many
sales dockets yourself — sometimes they are hand-written, and
sometimes they come from the cash register. Many
supermarket dockets, for example, list the items that you have

= ‘bought and the cost of each item.

e e o s
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Part B—Keeping your business books

Returns

A customer may return goods to you if, for example, the item:
e is broken or damaged
53'1';;,'-,0' " is incomplete

1s out of date

1s not the same as the one chosen.

When items are returned, you may give a refund or credit to
your customer. (Check your state or territory laws — there are
- ... specific rules about when a customer is entitled to a refund.)

/" Edch time a customer returns an item, think about how the

problem happened and how you can prevent it happening
. again. Happy customers are the strength behind every
:_uécessful business.

Starting your own small business



Unit 19—Taxes

Unit 19 — Taxes

Intrgduction

B ’Aél'éizbusiness owner, you will have to complete a taxation
return and pay taxes.

In this Unit you will gain a basic understanding of the taxes
that you may have to pay.

What taxes will | have to pay?

. 'Depending on what kind of business you have, you may have to
“pay‘the following kinds of taxes:

o income tax — this is the tax which is paid on your
. profit

- provisional tax — if your business makes a certain
*amount of profit (set by the Taxation Department)

 you will have to pay provisional tax. This means that
you will pay tax for two years:

«  the year that has just finished, and

. the next year in advance.

The Taxation Department works out how much you
owe for your provisional tax bill.

This tax can be a real hassle for new businesses — it
often has to be paid just when you’re getting
established. It’s very important to plan for provisional
tax before the bill is due. Your accountant will help
you with this.

n. e income tax deductions for employees — if you employ
" staff, you will probably have to pay income tax,
... superannuation, Work Cover and the Medicare levy
"7 for them.

'sales tax — is paid on most of the things that we buy
~-when we go shopping. If you are setting up a retail

outlet eg — a shop, you will probably pay this tax
_when you buy from your suppliers — it is included in
their invoice. However, depending on the kind of
business you run, you may need to pay sales tax
directly to the Taxation Department.

&3

BT S—
0 J
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Part B—Keeping your business books

These are the most common taxes that you may have to pay

when you set up your own small business. However, there are
others.

It i ‘féally important to get good advice and help right from day
.. one —it can save a lot of problems later on.

Most business people use an accountant to prepare their
taxation returns.

Activity 26.

. The Australian Taxation Office provides free booklets
for people who are starting their own businesses. They
|~ ‘have lots of useful information.

‘Contact your nearest office and ask them to send you
“copies.

)
{4
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Unit 20—>More information

Unit 20—More information

Introduction

Congratulatlons on completing this course! By now you will
“““have done a lot of work to plan your own small business. As
well, you have learned some basic book-keeping skills.

However, if you are going to start this business, you will need
to do a lot more work.

..In this Unit you will find out the extra information that you
need to improve the likelihood that your business will be a
- -’_s'.1f1cc'és_s.

Sources of information

__Many organisations can help small business owners. Some of
/¢ these have been identified in this course, eg — ATSIC, the
Taxation Department, your accountant and your State or
Territory Small Business Centre. The Internet can also be a
great way of finding lots of useful facts, ideas and contacts very
quickly.

However, there are many more sources of information
... available.

s

IR e G T T TR e g T . L T
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Part B—Keeping your business books

Activity 27.

1. What other information do you need before you start

your own business?

2. Where will you get this information?

v

4

i

S

Information needed

Sources

Starting your own small business
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Introduction

Introduction

. Welcome to Back to basics — small business maths!

‘ ;AS"y'oii may already know, this small business
course consists of three resources:

o the Aboriginal small business video

e an exercise book called Starting a small business.
This gives you a step-by-step plan to develop a
business idea and some basic book-keeping skills,

- and

Sy . this book, Back to basics — small business maths.

o =AS0me. of the tasks in the Starting a small business require
- eyou-to Work with figures. The purpose of Back to basics is to
“give 'you some more help with these tasks. So, if you're
finding one or more of them a bit tricky, take some time out
-to checkout this book.

Backtobaszcs includes information and activities about:
e  how to use a calculator
. how to add up using your calculator
T +  how to subtract using your calculator
. how to multipy using your calculator
«  how to divide using your calculator
© o how to work out percentages using your calculator

.+ how to write numbers in words.

Back to basics — small business maths Page 1
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What the icons mean

As you work through this book you will notice the following
‘icons (pi_cturgs).

| Indwzdual 'ac:tivity — these activities can
be completed on your own.

Using a calculator will make these
‘activities easier to complete.

84

Page 2 Back to basics — small business maths



1—Houw to use your calculator

1 — How to use your caliculator

k Introduction

They can make life a lot easier when we have to do
calculations!

Although they are a very good tool, it is important to be
careful when using a calculator. Always make the following
. checks:

check the display as your enter each number (it’s
. easy to make mistakes)

- ask yourself, ‘Does this look like a likely answer?

do the calculation twice to double-check your
.answer.

| _:ﬁ.v\Remember you don’t have to be fast when you use a
“-egleulator.

What sort of calculator do | need?

-:There are many different kinds of calculators — ranging from
‘very simple ones which perform basic calculations to those
wh1ch perform complex, scientific work.
Lucklly, the sorts of calculations you’ll be doing are basic:
' e addition
‘-  subtraction
T ~ division

e multiplication

* " percentages.

InthlsUmt you’ll learn how to do each of these calculations.

Page 3



1 — How to use your calculator

Choosing a calculator

“There are a few points to keep in mind when you buy a
calculator. .
1. -Think about buying a large calculator ie — one with
a big display and keys. They can be easier to use
than the smaller types.

2. Read the instruction booklet and discuss your needs
with the sales assistant.

3. Try out the calculator. Check that it does what you
-+ -need'it to do.
4. .Once you buy it, read the instruction booklet
: carefully and work through the examples given,
. -several times. This is very important because it will
-~ help-you learn exactly what your calculator can do.

5. ) Sthi‘er'your calculator in its case and keep it away
from heat.

What does a‘simple calculator look like?

A typical, simple calculator is shown below.

[ Display ]
‘«.[Uii:hirt?r’\:: v;:rk \v/ Use this key to divide]
outpercentages ] 2505.99

Switches your
calculator ON

Clears the calculatoj

Switches your >€5—_l =
[ calculator OFF ]:: G B E ready for a new

[7](8][9 |[x calculation

Use this key to
subtract (take away)

Use this key to
get the answer

Use this key to put
in a decimal point

Use this key to
L add up

86
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I—Houw to use your calculator

Your calculator may look different to the own shown in the
picture. For example, there may be extra keys and some
calculators only have one button for switching on/off.

1. Draw the face of the calculator you’ll be using.

2. Label the following keys:

Sl eoN * addition
vy e e OFF e subtraction
' e percentage ¢ answer
7+ o division o decimal point
-e multiplication e C (Clear).

87
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2—Using your calculator to add up

2 —Using your caiculator to add up

\ Let’s 100k at some very simple examples of how z %
"~ to useyour calculator for additions. e
L 1 4+3 =

s A

to do this on your calculator you enter,
in this order:

Step 1

Stepz_J

Step 5

The answer is 7.

Note: Step 1 for every calculation is C (Clear). By entering
C, you are making sure that your last calculation has been
. cancelled (cleared) from the calculator.

S 2. 17+24

to do this on your calculator you enter, in this order:

:St__:_ep 1—C

Step2—1 step 1
.- Step3 —7 step 3
s Step4_+ Step 6
3 Step 2 Step 7
& Step 6—4
..Step7—=

The answer is 41.

Back to basics — small business maths Page 7



2 — Using your calculator to add up

Adding money

" Let’s look at'an example of how we add money
.using a calculator.

$1.20 + $2.40

To do this on your calculator, you enter, in this order:

Stepl —C -
< J.8
tep2 —1
. Step4 __2 [OFF ][ - +] ["/n+ ][ ;] T Step 1
Step5 — 0 step O\ [7 8] ])x](e)
Step 6-—+ 4 [T] rs_ — ||| step 6
Step7 =2 [sep2- >0 (7)
Step 4 & 7J
-~ Step 9.—4
Step 10 — 0 step5 & 10| |step3 & 8
Step 11 — =

You'll notice that the answer on the display is 3.6. This is
because the calculator is simply working with numbers — it
doesn’t know that we’re adding dollars and cents.

But, --Whénﬁ;é’re working with money, we need two numbers
after the decimal point.

All you need to do is add a zero at the end of the number to
get the right answer:

3.6 is the same as 3.60
So, the right answer is $3.60.

Page 8 Back to basics — small business maths
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2—Using your calculator to add up

If the calculator answer has no numbers after the decimal
point, you’ll need to add two zeros. For example:

Adding dollars and cents

Calculator display

S $2.00 + $2.00 = $4.00

2.+ 2. =4.

Add two zeros = 4.00

So, the right answer is $4.00

 Activity 2. —
1 ‘Look at these examples of adding dollars and
- cents. You are given the answer that would be
BTN fow i ;.vshown on your calculator display.
Convert each of the calculator answers into
dollars and cents.
Sum Calculator Dollars
display and cents
| Example:
$1.40 + $2.60 4. $4.00
© | ) $2.20 + $4.90 7.1 N
| ) $4.90 + $9.60 14.5 $ o
0 $7.45 + $6.00 13.45 $ oo
S d)$525 + $3.00 8.25 S,
| e $6.00 +$4.00 10. $ oo
179 $7.00 + $5.00 12. $ o,
@) $5.50 + $9.50 15 $ e,
Back to basics — small busir‘;ess maths- o éage 9
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2 — Using your calculator to add up

<. -Activity 3.

Try these calculations:

) 14427 = . oo
D) 90+ 19 = oovvoreereeeeerree s

“““ T A2 265
@) $8.00+$425 = s

» | e ,$’:;1»0.40 £$19.10 = weovrveereneee s
o f) $92.50 +$26.00 = ..oooorrrrernrreenenreennnes
8 $160048$5204$945=
) $126.004 24550 = e

) $45.95+129.50 + $64.10 = ..oooorrrcrrrrrnenn

Check your answers with the ones given at the back of
this book. Did you get the same answers? If not, try
them again.

Ifyoustlll get a different answer, ask your Trainer for
thelp.

9 . Back to basics — small business maths



3 — Using your calculator to subtract

3 — Using your calculator to subtract

Us1ng your calculator to subtract (take away) one number
: from another is very simple!

T »- N
You use the [3 key, instead of the key.

Let’s look at some examples:

1. 10-4

’ *'To do this on your calculator, you enter, in this
- order:

"Stepjj' 1 —

, C
S Swp2 —1
Step 3—0

Step 4 — —

Step5 — 3

Step 2

The answer is 6.

Note Step 1 for every calculation is C (Clear). By entering C,
... .you are making sure that your last calculation has been
" cancelled.

Page 11



3 — Using your calculator to subtract

2. 24-9

To do this on your calculator, you enter, in this

order:

-

24,

Step 1 —

C
Step 2 — 2
Step3 — 4

. Step4-— - Step 3 [

Steps < 9

Step 2

Step6 — =

.~ The answer is 15.

"3 1920 64

To do this on your calculator, you enter, in this

order:
/

Step 1 — C 120.

Step2 — 1 OO DO
‘Step3 — 2 R @D ——
3 .
a:fStep4—0 )rj 9| x |[ei) =z
:Ste 5 — step 6

p Step7—— CF }% Step5
Step 6=—.6
2 3

Step7 — 4 StepZIm[ I ]

, R 0 Step 8

BtepB v [oend

Aruitoxt provided by Eic:

Step 3
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3 — Using your calculator to subtract

Activity 4.

p——

= B

I PRI

Do the last three examples on your calculator:

2) 10 =4 et
D) 24— oo
€ 120 =64 ...

Q) B =l m e
D) 26 =15 o
¢c) H5-24 ... reenenrtn——————————————————

If"f;you haven’t already read the section on Adding
.Money, you should look at it now. It gives

“important information about how to change the
calculator’s answer into dollars and cents.
d) $6.45-$3.99 = .ccoovveieeeeeee
e) $31.50-3950= ..cccooovrivireeirerern
f)  $96.40~20.60 = ...c.cocveeereererereee,
g) $109.00 - 10.85 - $17.50 = ...................
h) $426.00 — $118.00 - $84.10 = ...............
i) $894.65 — $87.30 —~ $198.00 = ...............

.:-:I‘:'E"';Check your answers with the ones given at the back of
this book. Are they the same? If not, try them again.
- B Ifyeustlll get a different answer, ask your Trainer for

o “help.

Back to basics — small business maths Page 13
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4 — Using your calculator to multiply

4 — Using your calculator to multiply

~ Let’s look at how we use a calculator to multiply two or more
- numbers
“To do this we use the multiplication key — [Z]
Again, we’ll start with some very simple
examples.

1. 4x3

-

¥,
09 @) @) C)
EEEE

e (2]
sep 2257 )(5) (6 ) (2) [

Step 1

Step 5

The answer is 12.

?26'."14\'Tfote: Step 1 for every calculation is C (Clear). By entering C,
you are making sure that your last calculation has been

cancelled.
2. 12x6
/ _:ﬁé; &m@a
©E©

calca kol e
: e
GG (3) (< ) (o P

Step 2 r—‘ji]&_]

Step 6

The answer is 72.

Back to basics — small business maths Page 15
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4 — Using your calculator to multiply

3. 120x13

/

Step 1 — C 1560,

Step 3 = 2 GG +l[/+lL ) (B Y1
Step4 — O uu L_] "LE[
Step 5 — X AEEOE?
Step 6 — 1 step2 & 651 )2 (3 I
_ Step7 —3 . . +1 = step 8
Step8 _= step 4 sen3 Step 7

. ’I‘-h,e‘-;,gnswer is 1560.

Page 16 Back to basics — small business maths
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4 — Using your calculator to multiply

Q) A X B ot
D) 12 X B =

Q) B XA m et vaeas
b) BX8 =
€ T X B o oot ee e e e

If you haven’t already read the section on Adding
~Money, you should look at it now. It gives
“jmportant information about how to change the
calculator’s answer into dollars and cents.

@) $450 X 3= oo

S €) AXS125= oo -.
| ) TX$94.60 = oo
2 $26.10 X 55 = ..oooeeeeereereee e

D) $34.50 X 15 = oo

1) $62.50 X 25 = ..o,

“Check your answers with the ones given at the back of
_ this book. Are they the same? If not, try them again.
If you still get a different answer, ask your Trainer for

Back to basics — small business maths Page 17
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4 — Using your calculator to multiply

Why would you need to multiply figures in your own
business? We’ll look at an example.

Julle runs a restaurant which specialises in indigenous foods.
One of her suppliers has sent her an invoice (bill) for the
goods she has ordered.

INVOICE
Invoice Date: 1/9/97
Invoice Number: 010486
 Billed to:
- Good Tucker Restaurant
e . 535 King Street
oo SYDNEY NSW 2000
ORDER NUMBER: 1568 TERMS STRICTLY 14 DAYS
DATE DESCRIPTION OF GOODS PRICE NO AMOUNT
per kg

10/8/97 | Kangaroo fillets 32.20kg| 2 64.40
Yabbies 26.00kg| 6 156.00

Emu fillets Z/jXOOkg 8 232.00

. The price per ZR

S kilogram of The number off| The total price
each item kilograms that| | for each item
Julie bought
The total amount
Julie owes
- : ‘2z>}

' WE APPRECIATE YOUR BUSINESS TOTAL: § 454.40

S
EMC Page 18
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4 — Using your calculator to multiply

When Julie receives the invoice she checks that she has been
charged the correct amount of money. She does this by
checking the amount charged for each item.

Kangaroo fillets cost $32.20 per kilogram.
Julie ordered 2 kilograms, that is:
$32.20 x 2 = $64.00

2. Yabbies cost $26.00 per kilogram.
Julie ordered 6 kilograms, that is:
$26.00 x 6 = $156.00

-Emu fillets cost $29.00 per kilogram.
Julie ordered 8 kilograms, that is:

$29 x 8
= $232.00

hecklf she had been charged the right price, Julie had to
ithe price of each item on the bill by the cost per

“The check that the total amount owing is correct, Julie can
-add up the figures in the Amount column, that is:

$64.40 + $156.00 + $232.00 = $452.40

}-;,:;:':;So;?:f:;&gstralis Fine Foods have charged Julie the correct price.

Page 19
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~ Activity 6.
1-.the blanks in the invoice below.
—Rw=r e %6 ey — INVOICE
Blackstump Road
GIPPSLAND
Invoice Date:..................
Invoice Number:..............
" Billed to:
i : Handcrafted Traditions
‘ 16 Main Road
Dimboola
! "ORDER NUMBER: 1568 TERMS STRICTLY 14 DAYS
DATE DESCRIPTION OF GOODS PRICE NO AMOUNT
perm
Redgum 6" x 2" $8.00m | 10 |
Ironbard 6“ x 2” $11.00m| 6 | ...
‘Brushbox 4" x 4° $6.50m | 15 | oo
Tas. Oak 4" x 4" $5.90m 15 | e
\TE YOUR BUSINESS TOTAL: §

4 — Using your calculator to multiply

Back to basics — small business maths



5 — Using your calculator to divide

5 — Using your calculator to divide

.. Next, we will look at how to use a calculator to
-+ - -divide’numbers. = —

with some very simple examples.

1. 42

T Stepl —C
" Step2 —4
tep 3 — +
Step4 —2 Step 2
| 'Step‘:'_5 —=

The answer is 2.

~Note: Step 1 for every calculation is C (Clear). By entering C,
you are making sure that your last calculation has been
‘cancelled.

2. 1244

Step2 —1
. Step3 —2

Step 1

' ;St'epk 4 = Step 5
) Step5 _ 4 Step 2

Step 6

The answer is 3

Page 21
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5 — Using your calculator to divide

120 +5

Step 5

Step 2

EMC Page 22 Back to basics — small business maths
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5 — Using your calculator to divide

Activity 7.

If you haven't already read the section on Adding
«Money, you should look at it now. It gives
“jmportant information about changing the
.-zcalculator’s answer into dollars and cents.

d)  $13.50+3 = oo
€) $5.00 54 = e
) $662.20 =T = oo,
g)  $1,43550 =55 = cooeceeeeeeeeeeeeeeenne
h)  $517.50 + 15 = oo
D) $1,562.50 + 25 = .ocoeeeeeeeee e

Check your answers with the ones given at the back of
ok. Did you get the same answers? If not, try
1gain.

ill get a different answer, ask your Trainer for

Back to basics — small business maths Page 23
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5 — Using your calculator to divide

When would you need to divide figures in your own business?
Here’s an example.

surf shop and want to buy the following stock:
'i"fepes

e board wax

e skate board decks.

Supplier
| Ripper Waves The Tube Surfing Daze
ltem Price |Quantity| Price |Quantity| Price | Quantity
legropes | $1.86 |each | $18.00| 12 $17.60| 10
55 | each $5.40| 12 $4.80 | 10
skateboard 4500 each | $460.00| 12 $448.00| 10
decks =~ | g

How doyou V\;(’)rk out who is the cheapest supplier?

We need to find out the price per ifem from each supplier.
This i easy with Ripper Waves — the price you've been given
is for a- smgle item.

Because Thm;'Tube quoted you a price per dozen items, you'll
need to d1V1de their prices by 12:

leg r0pes $18 00 + 12 = $1.50 each

lculator display is 38.33333 for skateboard
ed the first two numbers after the decimal

Page 24 l @ [} Back to basics — small business maths



5 — Using your calculator to divide

S

Surfing Daze’s prices are for 10 items. So, to find out the
price per item we need to divide their figures by 10.

leg ropes $17.60 + 10 = $1.76 each

" board wax $4.80 + 10 = .48 each

skateboard decks $448.00 + 10 = $44.80 each

Now that we know how much each supplier charges per item,
we can compare prices:

Supplier
Ripper Waves The Tube Surfing Daze
Price Price Price
leg'Topes™ $1.86 each $1.50 each $1.76 each
b)'v_(.):‘ar(i jwaxl .- .55 each .45 each .48 each
"+ | skateboard | $45.00 each | $38.33 each $44.80 each
decks

q ) . . _ e TR IR —
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5 — Using your calculator to divide

Page 26

| Activity 8.

N 1Wh01sthe cheapest supplier for:

a)leg ropes? ..o

D) D0ard WaxX? ...ccoeeeeeiee e

¢) skateboard decks? ....ceeviieeeiiieeee e

*“suppliers?

3. Circle the cheapest supplier for each item.

i i‘fi_' ‘2."What is the price per item from each of the following

Supplies
Price | Qty| Price | Qty | Price |Qty
White paper $3.60 | ea | $21.96 | 6 | $42.60|12
Blue biros $2.40| 3 80| ea| $1.40| 2
Envelopes $1.10 |100| $2.00 | 200 50| 50
Highiigﬁ_tg; pens $2.10 | ea | $3.80| 2 | $4.10| 3
Whlte 'pa!per
o Price Divided by Price per
Given (Quantity) item

~ Your Office

Discount Office
Supplies

10w

Back to basics — small business maths




5 — Using your calculator to divide

Blue biros
Price Divided by Price per
Given (Quantity) each item
Your Office
Paper ‘n Things
Price Divided by Price per
Given (Quantity) each item
Discount Office
Supplies
-:*| Highlighter pens
: Price Divided by Price per
Given (Quantity) each item
;Your Office
G Paper ‘n Things
Discount Office
- ‘Supplies
your answers with the ones given at the back of
this"book. Did you get the same answers? If not, try
+/ them again.
Ifyaustlll get a different answer, ask your Trainer for
help.

1 @7 Page 2‘7‘



6 — Using your calculator to work out percentages

6 — Using your calculator to work out percentages

We c yme across percentages (%) often during our lives. For

;~1tem_s.;.1h the store.

A percentage is just another way of writing [
numbers. To work out percentages on our
calculators we use the percentages key:

(%) instead of the B key.

Meaning Fraction Decimal
E {; jfli%’? loutof100 | 1 01
' B 100
5 out of 100 5 __1__] .05
5 100 \ 20
10% 10 outof 100 | 10 (1 ] 10
100 (10 |
150utof 100 | 15 (3 ] 15
100 \20
20 out of 100 | 20 (1 20
100 \5
25 out of 100 25 (1 .25
100 \4
50% 50 out of 100 | 50 (1 5
100 \2
75 out of 100 % (3 .75
T 100 (4
© 100% ~ |100outof100 | 100 . 1.00
....... ol 100 (1)




6 — Using your calculator to work out percentages

So, a 50% discount means an item is being sold for half price.

Using a calculator, percentages are very easy to
“work out. Let’s look at some examples:

order):

for step

The?’:'.":".nswer is $50.

Note Step 1 for every calculation is C (Clear). By entering C,
you are. makmg sure that your last calculation has been
cancelled. = -

Back to baszcs — small busmess maths



6 — Using your calculator to work out percentages

2. 25% of 80

To do this on your calculator, you need to enter (in

this order):
[
Step7 -

b ) @)

) Step 1
Step3 —0 Step 2 9 I[xQE

T

Step6$§5] 6] —
sz

| Stgb 7 —%

':The answer is 20.

. 10% of $40
To do this on your calculator, you need to enter (in
this order):

e

.. Step 7
. " Stepl —C =Y [RM
" Step2 —4 ) R Y e 1

) Step3 —0 BOaEST
. iz_tep : —x w253 )0
tepd —1 |
el E31ES
0

Step 5

~.Step6 — 0
Step 7' — %

2 ’I‘he answer is $4.00

fa
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6 — Using your calculator to work out percentages

-

.| Activity 9.

: 1 DQ ‘tjh'e last three examples on your calculator:
a) 50% of $100 =
b) 25% of 80 =
¢c) 10% of 40 =

2 Try these calculations:

T o400
b)  15% of $75 =
o 10% of $65 =
Q) 5% of$75 =

g)  40% of $160 =
~h) 9% of $850 =
D 6%of $20 =

Check your answers with the ones given at the back of
;fth1s book. Did you get the same answers? If not, try
‘them again.

If you stlll get a different answer, ask your Trainer for
help: -

Let’s look at some of the ways that percentages are used in
busmess

Back to basics — small business maths
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6 — Using your calculator to work out percentages

Often, your suppliers will give you a discount if you pay your
bill quickly. For example, you may be offered 3% discount if

you pay within seven days.

Activity 10.

| 1. How much money would you save on these bills if
©1.7 " 'you were given a 3% discount for early payment?

| 2. How much would you then owe on each bill? Work
this out by subtracting the discount from the bill.

, Bllled Amount

3% Discount if
payment received
within 10 days

Total Amount Due
(Total - Discount)

el g —$200
a) $64
b) $82.45

c) $193.60
| o) $220.00
- _"_':TZQ $99.00

$6

$194

Back to basics — small business maths
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There’s a simpler way of using your calculator to work out %
discounts. Let’s look at an example:

'ij:f‘\S;Ff%“kdjscount~611 $64

Step 3

The answer is $62.08

Back to basics — small business maths
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6 — Using your calculator to work out percentages

Activity 11.

‘Re-calculate the % discounts in Activity 9, using this
one-step method.

a) 40% of $400 = ...oneeeeeeeeeeeeeeeeeeeeeeeenn

D) 15% OFf $75 =

C) 10% 0f $365 = e

d) 5% OF $75 = e

€ 8% Of364 = oo

D) 60% of $120 = ..o

g)  40% 0F $160 = «ovneeeeeeeeee e

T R 0% 0f $850 = oo seeeee e
' D) B% 0F$20 = oo

These discounts may not seem very large — but they are
‘definitely worth having! They give you 3% more profit — and
_ sthat can be difficult to get in other ways.

.'_;fPer(i:entage discounts may also be given by a supplier if you
. order in bulk. Or, you may choose to give a good customer a
*.discount.

gt

Sor‘ﬁé'p\eople use a percentage mark-up to set the price for the
.. A8 they sell eg — 60%.

- So, for example, if it costs $2 to make an item, you would add
 60% of that cost to set the price.

60% of $2 = $1.20

T $2.00 $1.20
Cost + Profit =
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6 — Ustng your calculator to work out percentages

1 Activity 12.

Work out the selling price of the following items.

Cost Profit Selling Price
45% $ o
100% $ e,
120% S
38% - S
22% S

| Check your answers with the ones given at the back of
thls book. Did you get the same answers? If not, try
them again.

If you still get a different answer, ask your Trainer for
help; -

[C ;Page P
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6' — Ustng your calculator to work out percentages

There is also a simpler way to work out % mark-ups.
Agam let’s look at an example:

o 45% mark -up on $16.40

Stepl —C
Step2 —1
Step3 — 6

Step 1

. ...Step 10 —%

The answer is $23.78

Back to basics — small business maths . jl 1 6 Page 37




6 — Using your calculator to work out percentages

Activity 13.

" Ré—calcﬁlate the % mark-ups in Activity 12 using this
one-step method.
Cost (% l\FI,Ira (:Eup) Selling Price
45% S
100% $ o
120% - S
38% ST eerennnes
22% S

Check your answers with the ones given at the back of
this book. Did you get the same answers? If not, try
them again.

If.you still get a different answer, ask your Trainer for
help: .-

‘ :p;;:; L .
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7 — Writing numbers in words

7 — Writing numbers in words

- As a‘;sinall business owner, you will operate a cheque account.
. ".To be-able to write cheques correctly, you need to know how
" “:t0 write numbers in words.

(] ABC BANK
pate:..... 1/ 12/ a1, A=) \aron suse,

.......................................................................... PR BEARER
7d and twenty seven ..
.............................................. $ 127.65—
127. 65
$ ...................... ZL@&//ZM

“You ¢an see from the above example that the cheque amount
is written ‘twice:

‘once in numbers — $127.65

e. ' once in words — One hundred and twenty seven
dollars and 65% only.

v::*_;"I‘hgre are three things to note here:
B 1. the cents don’t need to be written out in full

o 2 the word ‘only’ is written at the end for security
. reasons (to stop people from adding to the amount!).

o ; 3. a straight line is used to fill up any other
space — also for security.

Back to basics — small business maths Page 39
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7 — Writing numbers in words

~| Activity 14.

Back to basics — small business maths
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7 — Writing numbers in words

3 R UL OO
T T T O
B s~ NI 77 SO
T R
25 1,000 coovreererrrrrrrrene S
R U U OO
2T 1,247 oo

17287 88,263 v

Check your answers with the ones given at the back of
his-book. Did you get the same answers? If not, try

them again.
If you still get a different answer, ask your Trainer for

Back to basics — small business maths Page 41
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7 — Writing numbers in words

.| Activity 15.

T.ijow,\ i fill in the amounts that are missing in the
following cheques:

ABC BANK
B Malop Street, GEELONG = =t===essessces

13702-6327-0425

ABC BANK
B Malop Street, GEELONG = =re=sesmsmase

THE

13702-6327-0425

Back to basics — small business maths
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7 — Writing numbers in words

T R YR T

C ABC BANK Date: 97
B ”|) Malop Street, GEELONG ~~ ""resewsee=ees
%
pav:  JKXafLy NUES .errrrerer e OR BEARER
THE
SUM OF 1 uctcunnaneanannnsnnnsnasnsannnssnsssnnnenssansnsnsnnncnsannnonsannnnns
....................................................... $_275.50—
13702-6327-0425
ABC BANK Date: o
il B Malop Street, GEELONG ~ =reeseeseseess
Pav:  The Tube | crrrriereercneenens OR BEARER
THE

13702-6327-0425
ABC BANK Date: 97
B Malop Street, GEELONG ~  =eeeesessssses
rav: ,GQ0d. Tucker Restaurant ... OR BEARER
THE
SUM OF . 4 iuuuassssssssnssunsunnnnnunnunusssnnsnssnssnsnsssnnssnnnsnnnnnnnnnnnns
: $ 82.00—
13702-6327-0425
Back to basics — small business maths Page 43
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7 — Writing numbers in words

ABC BANK
B Malop Street, GEELONG ~  =eee=sesssesne

oay. MY BUSINESS
THE

13702-6327-0425

ABC BANK
B Malop Street, GEELONG = ==es=esssmesms

13702-6327-0425

ABC BANK
il B Malop Street, GEELONG = ===e==eemsexms

PAY: BATH'S PLUMBING
THE

RO 1 MU= 7). SO $

13702-6327-0425

Back to basics — small business maths
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ABC BANK Date: o7
. B Malop Street, GEELONG ~~ =reeeswennenss
S ea. CREATIVE PRINTING DR BEARER
THE
SUMOF. 4uvessssmsssssnnsrssnssssnssssannsessssssnnsensansnesenssansssssssnnnss
........................................................ $10,760——
13702-6327-0425
ABC BANK - .,
B Malop Street, GEELONG BELELLEEETEEELE
pav: SN DDON S e ereaeesneens OR BEARER
THE
sumor: . TQ.. HUNDRER..ANR.. THIRTY. . BIGHT..........
DOLLARS.ONLY. T $
“H 13702-6327-0425

?Check your answers with the ones given at the back of
1 = this book. Did you get the same answers? If not, try
*them again.

iy

If ‘you still get a different answer, ask your Trainer for
|...help..

&) . B, - , —_—

Page 45




Summary

Summary

Congratulations! By completing all the activities in Back to
. -Basics— Small Business Maths, you have gained some of the
" essential skills needed to manage your own business
finances.

We hope the rest of the program is both interesting and
useful to you.

Best _”Wishes.

Back to basics — small business maths Page 47
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Answers to activities

Answers to activities

Activity 1

111 depend on your own calculator but should look

something like this:

PEHC\ENTAGE

DIVISION

ON

L

™~C (CLEAR)

= MULTIPLICATION

~ SUBTRACTION (MINUS OR TAKE-AWAY)

— ANSWER (EQUALS)

ADDITION (PLUS)

Calculator Dollars
5 display and cents

| a)$2.20 + $4.90 7.1 $7.10

b) $4.90 + $9.60 145 $14.50

$7-.45 + $6.00 13.45 $13.45
5 + $3.00 8.25 $8.25

|/ ) '$6.00 + $4.00 10. $10.00

_____________ " ) $7.00 + $5.00 12. $12.00

g) $5.50 + $9.50 15 $15.00
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Answers to activities

Activity 3
a) 14 + 27 = 41
)90+ 19 =109
| ¢) 42426 = 68
d)$8.00 + $4.25 = $12.25
e) $ 10.40 + $ 19.10 = $29.50
£ $ 92.50 + $ 26.00 = $118.50
. 2)$16.00+$5.20 + $ 9.45 = $30.65
h)$12600 +$ 24550 = $371.50
i) § 45.95 + 120.50 + $ 64.10 = $239 55

Activityd
.1, subtractions:
a)10-4=6
b)24-9=15
. ©120-64=56
2.. ; Sé_lbtractions:
a)8-4=4
b) 26 - 15 = 11
&) 55 - 24 = 31
" 4)$6.45 - $3.99 = $2.46
) $3150- $9.50 = $22
-ff)}_;ffséfés';z;o - 20.60 = $75.80
o g--i)’::$-109;00 -10.85 - $17.50 = $80.65
1) $426.00 - $118.00 - $84.10 = $223.90
i) $894.65 - $87.30 - $198.00 = $609.35

Back to basics — small business maths
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Answers to activities

Activity 5

1. multiplications:

. 7a) 4x3=12

i b) 12x6=1T2

¢) 120 x 13 = 1560

2. multiplications:
6x4=24
5 x 8 = 40
T7x3=21
) $4.50 x 3 = $13.50
4x$1.25=9$5.00
__________________ f) 7 x $94.60 = $662.20

) $26.10 x 55 = $1,435.50

h) $34.50 x 15 = $517.50

i) $62.50 x 25 = $1,562.50

7 . » T T - S e ;
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Answers to activities

Activity 6
[+ - Blackstump-Road
- GIPPSLAND . -
’ O Invoice Date:......ceeveernnnes
Invoice Number:.....cvcveuees
Billed to:
Handcrafted Traditions
16 Main Road
Dimboola
ORDER NUMBER: 1568 TERMS STRICTLY 14 DAYS
DATE DESCRIPTION OF GOODS PRICE NO AMOUNT
perm
Redgum 6” x 2“ $8.00m | 10 $80.00
Ironbard 6" x 27 $11.00m| 6 $66.00
Brushbox 4” x 4~ $6.50m | 15 $97.50
Tas. Oak 4” x 4~ $5.90m 15 $88.50
... WE APPRECIATE YOUR BUSINESS TOTAL: $332.00

Back to basics — small business maths
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Answers to activities

Activity 7
1. divisions:
o a) 4+2=2
Lih) 12+4=3
c) 120+5=24

2. divisions:

a) 24+4=6

cj 214723
“d). $13.50 + 3 = $4.50
)y $5.00+4=8125
) $662.20 + 7 = $94.60
)" $1,435.50 + 55 = $26.10

h)  $517.50 = 15 = $34.50
) $1,562.50 = 25 = $62.50

Activity 8

Lo the cheapest supplier:

a) leg ropes — The Tube @ $1.50 each

b) », _}iboard wax — The Tube @ 45 cents each

S

c) '_A_:é‘kateboard decks — The Tube @ $38.33 each

e g
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Answers to activities

2 & 3 How much does each supplier charge for each item, and
who is the cheapest?

. White paper

Price Divided by Price per
""" Given (Quantity) each item
@ $3.60 each $3.60
Paper ‘n Things | $21.96 6 $3.66
| Discount Office | $42.60 12 $3.55
 ‘Supplies
Blue biros.
e — Price Divided by Price por
Given (Quantity) each item
Your Office $2.40 3 .80
Paper ‘n Things .80 each .80
Discount Office $1.40 2 70
Supplies
Envelopes
: | Price Divided by Price per
Given (Quantity) each item
\Jour office $1.10 100 01
Papér o Thmg‘; $2.00 200 .01
Discount Office ) .50 50 .01
_ Supplies

All three suppliers are charging the same price for

envelopes.

131
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Ansuwers to activities

Highlighter pens

Price Divided by Price per
Given (Quantity) each item

’ Yoﬁr Office $2.10 each $2.10

Paper ‘n Things $3.80 2 $1.90

Discount Office $4.10 3 $1.36

_Supplies

" Activity 9
o “a) ' 50% of $100 = $50
b) w,_:_.25% of 80 = 20

O 10% of $40 = $4.00

. ‘percentages:

2. percentages:
&) 40% of $400 = $160
b) 15% of $75 = $11.25
S c) 10% of $65 = $6.50
© Q) 5%of$75=$3.75
C le) 8% $64 = $5.12
W‘ f) 60% of $120 = $72
) 40% of $160 = $64
“h) 9% of $850 = $76.50
D). 6%of $20 = $1.20

Page 55




Answers to activities

Activity 10
Bl Amount | paymeni received | {21 Iou Due
R within 10 days
a)'$64 $1.92 $62.08
b) $82.45 $2.47 $79.98
¢) $193.60 $5.80 $187.80
|, d) $48.00 $1.44 $46.56
“ e) %226’:00 g $6.60 $213.40
1 D $99.00 $2.97 $96.03

a)j '40% of $400 = $160
b)  15% of $75 = $11.25
0. 10% of $65 = $6.50
d) 5% of $75 = $3.75
¢) 8% of $64 = $5.12
D 60% of $120 = $72
g)  40% of $160 = $64
h) 9% of $850 = $76.50
) 6% of §20 = $1.20
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Answers to activities

T e e o SR e ks e e g e J—

Activity 12 & 13

Cost Profit Selling Price

45% $23.78
100% $57.00
120% $358.60
38% $94.46

22% $3.90

13 — THIRTEEN
15 — FIFTEEN
20 — TWENTY
' 25— TWENTY FIVE
.~ 86— THIRTY SIX
44 — FORTY FOUR
47 — FORTY SEVEN
______ 51 — FIFTY ONE
i 66— SIXTY SIX
4. 75— SEVENTY FIVE
B 83_ EIGHTY THREE
16°° 98— NINETY EIGHT
7. 100 — ONE HUNDRED
18. 126 — ONE HUNDRED AND TWENTY SIX
19. 135 — ONE HUNDRED AND THIRTY FIVE
20. 140 — ONE HUNDRED AND FORTY

21 199 — ONE HUNDRED AND NINETY NINE

mit e oo R B

R el =
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Ansuwers to activities

22 627 — SIX HUNDRED AND TWENTY SEVEN
23 754 — SEVEN HUNDRED AND FIFTY FOUR
‘24 998 — NINE HUNDRED AND NINETY EIGHT

25. . '1,000— ONE THOUSAND

26 A4 160 — ONE THOUSAND, ONE HUNDRED AND
SIXTY

27 1,247 — ONE THOUSAND, TWO HUNDRED AND
FORTY SEVEN

28 38,263 — THIRTY EIGHT THOUSAND, TWO
- . -HUNDRED AND SIXTY THREE.

ActIVIty 15
Pay Rlpper Waves — Eighteen dollars and forty cents only.
Pay Surﬁng Daze — $643.86

Pay Krafty.-Nuts — Two hundred and seventy five dollars and
fifty cents only.

Pay The Tube — $194.00

Pay Gocod Tucker Restaurant — Eighty two dollars only.
Pay My Busmess — $1,026.00

Pay Mlsty s ~ One thousand and forty nine dollars only.
Pay Bath’s Plumbmg — $94.55

Pay Creatlve Printers — Ten thousand, seven hundred and
sixty dollars only

Pay Sneddon’s — $238.00

Back to basics — small business maths
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