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Unit Standard 11241 NQF Level: 2 Credits: 6

Perform Basic Business Calculations
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Contact Details

	Assessor Details

	Name
	

	SETA
	
	Registration No:
	

	Contact Details
	e mail:
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	Fax:
	

	Moderator Details

	Name
	

	SETA
	

	Contact Details
	e mail:
	
	Registration No:
	

	
	Phone:
	
	Fax:
	

	Candidate Details

	Surname
	
	Name
	

	Employer
	
	ID No
	

	Branch
	

	Contact Details
	e mail:
	

	
	Phone:
	
	Fax:
	


Competence

Congratulations on completing the following programs:

· Demonstrate an understanding of a selected business environment
· Function in a business environment
· Operate in a team 
· Introduce new staff to the workplace 
· Use communication skills to handle and resolve conflict in the workplace 
· Maintain a secure working environment
· Monitor and control reception area

· Monitor and control the receiving and satisfaction of visitors

· Attend to customer enquiries face-to-face and on the telephone in a banking environment

· Monitor and control office supplies

· Monitor and control the maintenance of office equipment

· Demonstrate an understanding of the use of different number bases and measurement units and an awareness of error in the context of relevant calculations

· Investigate life and work related problems using data and probabilities

· Use mathematics to investigate and monitor the financial aspects of personal, business and national issues

We sincerely hope you enjoyed the programme and that the learning experience was enriching.

The fact that you have attended training, however, is not sufficient evidence of your competence for us to award you a certificate and the credits attached to this programme. You are required to undergo assessment in order to prove your competence to achieve credits leading to a  national qualification.

Being Declared Competent Entails:

Competence is the ability to perform whole work roles, to the standards expected in employment, in a real working environment.

There are three levels of competence:

· Foundational competence: an understanding of what you do and why

· Practical competence: the ability to perform a set of tasks in an authentic context

· Reflexive competence: the ability to adapt to changed circumstances appropriately and responsibly, and to explain the reason behind the action
To receive a certificate of competence and be awarded credits, you are required to provide evidence of your competence by compiling a portfolio of evidence, which will be assessed by a SETA accredited assessor.

You Have to Submit a Portfolio of Evidence

A portfolio of evidence is a structured collection of evidence that reflects your efforts, progress and achievement in a specific learning area, and demonstrates your competence.
The Assessment of Your Competence

Assessment of competence is a process of making judgments about an individual's competence through matching evidence collected to the appropriate national standards. The evidence in your portfolio should closely reflect the outcomes and assessment criteria of the unit standards of the learning programme for which you are being assessed.  To determine a candidate’s knowledge and ability to apply the skills before and during the learning programme, formative assessments are done to determine the learner’s progress towards full competence. This normally guides the learner towards a successful summative (final) assessment to which the assessor and the candidate only agree when they both feel the candidate is ready.

Should it happen that a candidate is deemed not yet competent upon a summative assessment, that candidate will be allowed to be re-assessed. The candidate can, however, only be allowed two reassessments.  When learners have to undergo re-assessment, the following conditions will apply:

· Specific feedback will be given so that candidates can concentrate on only those areas in which they were assessed as not yet competent

· Re-assessment will take place in the same situation or context and under the same conditions as the original assessment

· Only the specific outcomes that were not achieved will be re-assessed

Candidates who are repeatedly unsuccessful will be given guidance on other possible and more suitable learning avenues.  In order for your assessor to assess your competence, your portfolio should provide evidence of both your knowledge and skills, and of how you applied your knowledge and skills in a variety of contexts.  This Candidate’s Assessment Portfolio directs you in the activities that need to be completed so that your competence can be assessed and so that you can be awarded the credits attached to the programme. 
Appeals & Disputes

The candidate has the right to appeal against assessment decision or practice they regard as unfair. An Appeals and Disputes procedure is in place and communicated to all assessment candidates in order for them to appeal on the basis of:
· Unfair assessment

· Invalid assessment

· Unreliable assessment

· Unethical practices

· Inadequate expertise and experience of the assessor

Appeals have to be lodged in writing (Candidate Appeal Form) & submitted to Training provider internal moderator within 48 hours, following the assessment in question. The moderator will consider the appeal & make a decision regarding the granting of a re-assessment. The learner will be informed about the appeal-outcome within 3 days of lodging the appeal. Should the learner not be satisfied with the internal appeal outcome, the learner will be advised of the rights to refer the matter to the SETA ETQA.

Assessment Process Flow














ASSESSMENT STRATEGY

Exit level outcomes: Utilise technology to produce information

· Set personal goals 

· Function in a team and overall business environment

This assessment exercise will cover the above exit level outcomes in order to achieve a certificate of competence. The purpose of the assessment process is to gather enough evidence to prove all unit standard outcomes were achieved.Competency will be assessed through class hands-on tasks recorded in PoE, input and performance based assessment, assignments which will require a fair amount of research and observation in essential embedded knowledge. Assessment evidence should be sufficient to prove that the candidate is competent in all required tasks set by the unit standards. 

A summative assessment will be conducted at the end of the course to confirm assessment judgments.  Principles of fairness, validity, practicability, reliability and consistency will be adhered to throughout.

	Unit Standard Title
	National Certificate: Business Administration Services
	Unit Std ID
	11241, 13932, 14357, 8000

	NQF Level
	Level 3&4
	Credits 
	30

	Purpose of Assessment 
	The purpose of this assessment is to achieve the first step into applying the acquired skills and knowledge in the workplace.

	Assessment Procedures
	· An integrated assessment approach will be followed to allow for practical and theoretical components. This entails the assessment of a number of unit standards, outcomes and criteria together in one assessment activity.

· Candidates are not only assessed against specific outcomes, but also on critical outcomes, attitudes and values.

· A summative competence judgment will be made on the basis of all assessment evidence produced, that proves that the candidate can be consistently judged as competent against the outcomes of the unit standards and the qualification as a whole.

· Candidates take responsibility for their own assessment and should notify the assessor when they are ready for assessment.

· Candidates will receive feedback after the summative assessment, which will be discussed after all assessments have been completed.

· All assessments will be reviewed to ensure that assessment practices are valid, fair, transparent, consistent and current.

· An Internal/External moderator will moderate assessment practices.

· The SETA will also conduct external moderation.

	Context of Assessment
	Assessment Method
	Assessment Conditions
	Who will conduct assessment
	Assessment results and feedback

	
	Questionnaire

Project
	Input based assessments
	Assessor
	Immediate


UNIT STANDARD 11241

Unit Standard Title 

Perform Basic Business Calculations
NQF Level

3

Credits
6

Purpose 

This Unit Standard is intended for people who are required to perform routine financial transactions and calculations

Individuals who are credited with this Unit Standard will be able to apply the processes and procedures necessary to initiate the recording of disbursements and revenues, and to understand the financial implications to the organisation of each element in the transaction
Learning assumed to be in place

· Numeracy and Literacy at NQF level 2 

· INTFIN 1: Commercial Arithmetic 

· EUC2: Operate a Personal Computer or equivalent 

Unit standard range

Learning accredited with this standard will reflect the ability to:

· Employ a narrow range of applied knowledge, skills and basic comprehension within a limited range of predictable and structured contexts, including working with others under direct supervision, but with a very limited degree of discretion and judgement about possible action

· Demonstrate the acquisition of a knowledge base without which the tasks and procedures cannot be undertaken. This knowledge base consists of a discrete and limited set of data and known responses. Learners are not expected to generate ideas from information supplied, but they are expected to make choices from a limited range of options

· Learners will be expected to demonstrate applied competence within the context of a clearly defined (structured) role within a cooperative working environment

· Learners should be able to operate independently in familiar contexts taking some responsibility for the tasks and procedures, with guidance, support and regular quality control. Learners are expected to recover monies timeously in accordance with company standards 

Specific Outcomes and Assessment Criteria

Specific Outcome 1: The learner must demonstrate the ability to consider a range of options, make decisions about and evidence performance around each of the specific outcomes
Assessment Criteria
· Distinguish between items of expenditure and revenue

· Differentiate between fixed and variable costs

· Perform invoicing operations and post amounts to the appropriate accounts

· Reconcile individual transactions with statements of accounts

· Identify the items disbursed on behalf of the organisation to be recovered in the invoicing process

Specific Outcome 2: A composite statement of outcomes which expresses applied competence in the particular component of practice
Assessment Criteria
· From source documents, identify items of disbursement and revenue

· Demonstrate an understanding of the effect of costs relative to the transaction

· Identify the circumstances in which cost items can be fixed and/or variable

· From source documents, allocate cost items to the appropriate accounts and apply relevant client tariffs for the calculation of revenue and prepare invoices in a predetermined format

· Compare transaction amounts which have been recorded in the company’s books with those reflected on third party statements, and initiate the recovery of shortfalls and the refunding of excesses
Unit Standard Essential Embedded Knowledge

The learners can understand, explain and apply:

· Concepts of disbursements and revenue

· Principles of fixed and variable costs

· Processes and procedures involved in invoicing

· Processes and procedures involved in reconciliations

· An appreciation of the consequences of under recovery and disbursements 

Critical Cross-field Outcomes (CCFO)

· Identify and solve problems in which responses display that responsible decisions, using critical thinking, have been made, e.g. Identify shortfalls following a detailed comparison of transaction amounts recorded in company’s books and those reflected in third party statements

· Work effectively with others as a member of a team, group, organisation or community, e.g. Appreciate that since the Forwarding and Clearing Industry is practised in an international environment at the micro, meso and macro levels it operates in systems which are reliant on others and which address the processing of data, the processing systems approach as well as the productivity orientation of Forwarding and Clearing companies demands high levels of teamwork and the understanding, reaction and maintenance of team coherence and co- operation, the level of competency is largely dependent on the individual’s ability and capacity to operate effectively with peers, supervisors, internal and external customers.

· Organise and manage oneself and one’s activities responsibly and effectively, e.g. The learner will be able to apply an appreciation of the importance of structured self-management in meeting the time requirements of the Forwarding and Clearing industry, and that this is a critical factor contributing to achievement of customer satisfaction

· Collect, analyse, organise and critically evaluate information, e.g. the learner will be able to analyse the effect of costs relative to the transaction and use this evaluation to initiate appropriate action

· Communicate effectively using visual, mathematical, and/or language skills in the modes of written and/or oral presentation, e.g. The learner will be able to communicate understanding, knowledge and application in appropriate oral and written modes

Assessment Preparation 11241
Preparing The Candidate

	Name of Candidate
	
	Date
	

	
	
	Time
	

	Name of Assessor
	
	Venue
	

	How to prepare the candidate
	Document Requirements
	Agree (tick)
	Action Required

	Explain to the candidate why you are meeting and the purpose of the assessment.
	NQF Framework Assessment process
	
	

	Discuss the assessment plan in detail.
	Assessment strategy
	
	

	Explain assessment process, show assessment instruments to candidate and describe assessment conditions.
	Assessment instruments
	
	

	Identify the role-players during assessment.
	Assessors

Moderator
	
	

	Describe the evidence required to be declared competent.
	Examples of evidence
	
	

	Explain how evidence will be judged.
	
	
	

	Explain to the candidate how to prepare:  Give candidate summative task description.
	Summative task description
	
	

	Confirm with the candidate what he/she should bring to the assessment.
	Detailed briefing on exact requirements to be given to candidate
	
	

	Ensure that candidate understands the procedures of all assessment practices.
	Appeals procedure

Moderation procedure

Assessment policy
	
	

	Ask the candidate if he/she foresees any problems or identify any special needs.
	List needs
	
	

	Check with candidate that he/she clearly understands the assessment procedure.
	
	
	


	Comments Or Questions:

	

	

	


Assessor’s Declaration:

I hereby declare that I have prepared the candidate for assessment, the candidate was consulted and all stakeholders have been informed and the workplace is prepared to ensure valid and fair assessment.

	Assessor Name
	Signature

	
	


Agreed Assessment Plan

	Candidate's Name: 
	

	Assessor's Name:
	

	Unit Standard Title:  
	11241 Perform Basic Business Calculations

	Special Assessment Requirements
	

	Event
	Date, time and location
	Resources required
	Evidence to be generated

	Attend Training
	
	Training material, Facilitator
	Attendance Register

	Complete assessments.
	
	Assessments
	Completed Assessments

	Complete Portfolio of Evidence
	
	Portfolio of Evidence guide
	Completed Portfolio of Evidence

	Submit Portfolio of Evidence to training provider
	
	
	Acknowledgement of receipt from training provider

	Assessor roles and responsibility

	Roles
	· Assessor

· Guide

· Feedback Agent

· Reviewer 

	Responsibilities
	· Consult candidate re assessment, assessment process and plan

· Agree assessment process and plan with candidate

· Forward documentation to candidate: plan, guide and assessment instruments

· Assess candidate with the use of different instruments

· Provide feedback on assessment findings

· Support candidate through assessment process 

· Source feedback from candidate on assessment process

· Review assessment process and outcome

· Use assessment process as opportunity to transform assessment activities and outcomes

	Candidate roles and responsibility

	Roles
	· Candidate

· Feedback agent

· Reviewer 

	Responsibilities
	· Be available for assessment

· Be actively involved in the consultative process

· Learn from the assessment process

· Provide feedback to the assessor in terms of the assessment as learning activity

· Provide feedback to the assessor on the efficacy of the assessment process

· Review own role and assessor role in the assessment process

	Assessment Instruments
	· Portfolio of evidence

· Project
· Questioning
· Practical assignment

	Assessment Process

	Step
	Date

	1. Evaluation of POE addressing Essential Embedded Knowledge in unit standards

2. Evaluation of Research Projects and other evidence address specific unit standards

3. Consultation: assessment plan and assessment activities and instruments.  Pre-assessment moderation and interviews conducted at this stage

4. Observation: feedback on assessment against specific outcomes, critical outcomes and constructs in unit standards

5. Feedback: to candidate regarding sufficiency of evidence and possible interview to gain supplementary evidence

6. Feedback to candidate regarding assessment findings as well as review process
	

	Feedback
	Written feedback to be given to all stakeholders at the end of the assessment process, as well as verbal feedback to the candidate during assessment activities

	Recording Process
	Process and findings to be recorded and submitted for record keeping purposes as well as moderation and verification

	Review Process
	The review process is the responsibility of the assessor and the candidate.  Joint reviewing will take place after feedback has been given to the candidate

	Right to appeal
	The candidate must be advised of the right to appeal

	Accessibility and safety of environment
	Step
	Date

	
	1. Site inspection conducted

2. Pre-assessment moderation conducted
	

	Resources Required
	· Assignments

· POE

· Assessments

	I confirm that:

· I have been consulted on and have agreed to the training and assessment process as detailed in the assessment guide

· I have been advised of my right to appeal against any assessment that is unfair, unreliable, invalid or impracticable

· I have read and understood the appeal procedure

· I know that assessments may be moderated or verified by an external party

· The purpose of the assessment has been clearly explained to me

· The criteria have been discussed with me, and I know I will be assessed against these criteria

· I know when and where I will be assessed, and I was given fair notice

· I know how the assessment will be done, and any other requirements related to the assessment

· I am ready to be assessed

Signed: 





Date:  





	Overall Assessment Decision
	Competent
	Not yet competent

	Candidate’s Signature
	
	Date
	

	Assessor’s Signature
	
	Date
	

	Moderator’s Signature
	
	Date
	


Formative Assessments

Insert formative assessments behind this page
Summative Assessment Readiness Statement

Note: R = Ready for summative assessment, NYR = Not yet Ready for summative assessment

	Candidate's Name
	
	ID No.
	

	Assessor's Name
	
	Reg. No.
	

	Unit Standard Title
	

	ASSESSMENT DECISION

	Specific Outcome
	R
	NYR
	Comments

	The learner must demonstrate the ability to consider a range of options, make decisions about and evidence performance around each of the specific outcomes
	
	
	

	A composite statement of outcomes which expresses applied competence in the particular component of practice
	
	
	


Assessor’s / Facilitator declaration:

I hereby declare that I have assessed the learner’s formative assessment and find the learner ready / not yet ready for the summative assessment

	Assessor / Facilitator Name
	Signature

	
	


11241 Knowledge questionnaire

· Distinguish between items of expenditure and revenue

· Differentiate between fixed and variable costs

· Identify the circumstances in which cost items can be fixed and/or variable

1. Explain how a business generates income (revenue) (2)

	


2. Explain fixed costs and give two examples.  (3)

	


3. Explain variable costs and give two examples.  (3)

	


4. A hardware store sells tools such as hammers, pliers, screwdrivers, etc.  is this called trading stock or equipment?  Are the costs fixed or variable?  (2)

	

	


5. A manufacturing concern or a vehicle repair shop buys tools, but these tools are not for resale – they are used in the manufacturing or repair process.  Are these tools trading stock or equipment?  Are the costs fixed or variable?  (2)

	

	


· Perform invoicing operations and post amounts to the appropriate accounts

· From source documents, identify items of disbursement and revenue

· From source documents, allocate cost items to the appropriate accounts and apply relevant client tariffs for the calculation of revenue and prepare invoices in a predetermined format

6. For the accounts of Us and Them Trading Co:

· Record the transactions for May 200… in the following journals:

· Debtors journal (five lines

· Cash receipts journal with analysis columns for analysis of receipts, bank, sales, cost of sales, debtor’s control and sundry accounts (9 lines)

· Post to the following accounts in the general ledger:

· Debtor’s control (5 lines)

· Sales (4 lines)

· Trading stock (3 lines)

· Cost of sales (4 lines)

· (balance only on debtor’s control)

· Post to the accounts of both debtors in the debtor’s ledger

Transactions for May 200…(22)

6.1. cash sales of goods according to the cash register roll, R3840 (cost price R 2560) (2)

6.2. credit sales of goods took place as follows:

6.3. C. Tilsey 
R 420

(cost price R280, invoice 001)  (2)

6.4. G. Pepler
R1410

(cost price R940, invoice 002)  (2)

6.5. 08
cash sales of goods according to the cash register roll, R5460 (cost price R3640).  Issued receipt 001 for R1100 to J Wessels in respect of rental of premises  (2)

6.6. 09
issued invoice 003 to C. Tilsey for R384 (cost price R256) for goods bought on credit  (2)

6.7. 15
G. Pepler paid R600 off in his account.  Issued receipt 002  (2)

6.8. 26
cash sales of goods according to the cash register roll R6870 (cost price R4580). (2) 

6.9. Debtor C. Tilsey paid R420 on his account.  Issued receipt 003 to him. (2)

· All relevant information is gathered for invoicing purposes

· Invoice is prepared according to organisational format and procedures

· Invoice is issued to customers

7. What information do you need in order to issue an invoice?  (8)

	

	

	

	

	

	

	

	


8. Issue an invoice for the following customer:  (16)

8.1. Mr C.U Stormer, 25 First Street, Timbuktu, 12458

8.2. He purchased the following goods on 12 May 200…:

8.3. 200 dinner plates at R8.00 each

8.4. 200 cutlery sets at R65.00 each

8.5. 20 table cloths at R25.00 each

8.6. His payment terms are 30 days from invoice

8.7. The next invoice number is 543

	
	

	
	

	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	

	


· Compare transaction amounts which have been recorded in the company’s books with those reflected on third party statements, and initiate the recovery of shortfalls and the refunding of excesses

· Reconcile individual transactions with statements of accounts

· Follow-up of payment is undertaken and payment is insured within terms of payment time frames

9. Give two reasons why it is important to follow up with customers to ensure that payment takes place in time.  (2)

	


10. It is now month end. Prepare a statement of account for the above customer.  Invoice number 564 for the amount of R12680 was also issued on 23 May.  He made a payment of R5000 to the account on 20 May.  There are no other amounts due by the customer.   (15)

	XYZ Traders
321 Church Street, Timbuktu, 12458

STATEMENT
	25 May 200..

	To: Mr C.U. Stomer
25 First Street, Timbuktu 12458  (1)

	Date
	Invoice No
	Debit
	Credit 
	Balance 

	12 April 200 (1)
	324 (1)
	R15100.00 (1)
	
	R15100.00 (1)

	20 May 200 (1)
	Payment (1)
	
	5000.00 (1)
	R10100.00 (1)

	23 May 200 (1)
	564 (1)
	R12680.00 (1)
	
	R 22780 (1)

	Total due
	R22780 (1)

	Current
R22780  (1)
	30 days
	60 days
	90 days
	120 days



11. Record the following transactions in the cash payments journal for May: (72)

	Transaction no
	Cheque no
	Date 
	Payee
	Purpose
	Amount 

	01
	25
	02
	Cash
	Petty cash
	2500
	00

	02
	26
	02
	Cash
	Wages
	5400
	00

	03
	27
	05
	Funky Interiors
	Trade Stock
	6800
	00

	04
	28
	08
	Business stationers
	Stationery
	680
	00

	05
	29
	09
	Telkom
	Telephone
	1300
	00

	06
	30
	09
	Cash
	Wages
	5400
	00

	07
	31
	13
	Classy Potteries
	Trading Stock
	13800
	00

	08
	32
	17
	National Cutlery
	Trading Stock
	8700
	00

	09
	33
	17
	Cash
	Wages
	5400
	00

	10
	34
	24
	Cash
	Wages
	5400
	00

	11
	35
	31
	Cash
	Wages
	5400
	00

	12
	36
	31
	Rental Specialists
	Rental of premises
	6800
	00


	Doc No
	Date 
	Name of payee
	Fol
	Bank
	Wages
	Trading stock
	Sundry accounts

	
	
	
	
	
	
	
	Amount
	Fol
	Details

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


12. Record the following source documents in the Creditor’s Journal for XYZ Trading: (22)

	INVOICE
Nationwide Catering Supplies

Timbuktu
	No 1092
Renumbered to 01

	To:
XYZ Traders

321 Church Street

Timbuktu 12458
	Date: 12 May 200…

	Quantity
	Description
	Price
	Amount Due

	500
	Dinner plates
	                 R  5
	60
	            R2800
	00

	500 
	Cutlery sets
	                 R 40
	00
	          R20000
	00

	50
	Table cloths
	                 R 17
	50
	              R875
	00

	Total
	          R23675
	00

	Terms 30 days from date of invoice


	INVOICE
Business Stationery Supplies

Timbuktu
	No 448
Renumbered to 02

	To:
XYZ Traders

321 Church Street

Timbuktu, 12458
	Date: 22 May 200…

	Quantity
	Description
	Price
	Amount Due

	20
	Reams photocopy paper
	                 R  25
	00
	          R  1250
	00

	20 
	Rols fax paper
	                 R 15
	00
	             R 300
	00

	20
	Black bic pens
	                   R  8
	00
	           R   160
	00

	Total
	           R 1710
	00

	Terms 30 days from statement


	INVOICE
Reliable Computers

Timbuktu
	No 99
Renumbered to 03

	To:
XYZ Traders

321 Church Street

Timbuktu, 12458
	Date: 23 May 200…

	Quantity
	Description
	Price
	Amount Due

	2
	Computer systems
	             R  6999
	00
	        R  13998
	00

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	         R 13998
	00

	Terms 30 days from statement


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


13. Post the transactions to the relevant accounts in the General and Creditor’s Ledger.  Please note that the contra entry now is Creditor’s control.  (35)

	

	

	
	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	
	


	

	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


14. Compare the bank statement with the cash journals and make the necessary supplementary entries in the CRJ and CPJ. Post it to the bank account in the general ledger.  Prepare the bank reconciliation statement.  (72)

Note: Only the bank columns of the CRJ and CPJ are given.

Cash receipts journal of In Touch Stores May 200…:

	Doc No
	Day
	Details
	Bank

	
	02
	
	520

	
	05
	
	784

	
	08
	
	643

	
	15
	
	705

	
	21
	
	684

	
	30
	
	741

	
	
	
	3577


Cash payments journal of In Touch Stores May 200…

	Doc no
	Day
	Payee
	Bank

	130
	03
	M. Midas
	263

	131
	06
	P. Gould
	600

	132
	09
	Sanders & Co
	325

	133
	12
	S. Sebastian
	182

	134
	19
	P. Pam
	324

	135
	21
	B. Sutton
	240

	136
	24
	M. Midas
	161

	137
	28
	Cash
	361

	
	
	
	2456


	MY BANK
Bank statement In Touch Stores 01 April 200... to 30 April 200…

	Date
	Details
	Amount
	Balance 
	Reference

	01 April 
	Balance B/F
	
	1000
	

	03 April
	Deposit
	520 cr
	1520
	Your branch

	05 April
	Cheque
	263
	1257
	130

	08 April
	Cheque
	600
	657
	131

	08 April
	Deposit
	284 cr
	641
	Your branch

	08 April
	DO
	280
	661
	Sanlam 3156685XYZ

	10 April
	Deposit
	643 cr
	1304
	Your branch

	12 April
	Cheque
	182
	1122
	133

	12 April
	Deposit
	705 cr
	1827
	Your branch

	12 April
	Cheque
	325
	1502
	132

	14 April
	Cheque
	324
	1178
	134

	16 April
	Cheque
	240
	938
	135

	18 April
	CU
	300
	638
	

	18 April
	LV
	6
	632
	

	18 April
	LF
	15
	617
	

	22 April
	Deposit
	684 cr
	1301
	Your branch

	25 April
	SF
	120
	1181
	

	30 April
	Deposit
	800 cr
	1981
	A. Sithole

	
	
	
	
	


Notes:

The bank statement shows all the amounts in one column, where credits to the bank account are indicated with a cr.  All other amounts are debits to the account.

Abbreviations:

· DO

debit order

· LV

Government Levy

· LF

ledger fees

· CU

cheque unpaid

· SF

service fees

· IN

Interest

The stop order in favour of Sanlam is for insurance

The unpaid (dishonoured) cheque was received from A. Small

A. Sithole made a deposit of R800 for rent

The account balance at the beginning of the month was R1000

	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


· The reasons for having cash, banking, receipt and payment procedures in place are explained to relevant individuals

· Staff are instructed on cash-system operating procedures

· The source documents for processing banking transactions are described

· Different banking processes are utilised

· The legal procedures pertaining to banking are explained

· All source documents are obtained to process banking transactions

· Source documents are reconciled and any discrepancies noted, reported and rectified

· Transfers, deposits and withdrawals are processed as per organisational requirements

· Any suspected irregularities are reported and rectified

· Security procedures relating to banking transactions are ensured

15. Give two reasons why an organisation will have procedures in place to control the receipt of money in the form of cash and other receipts and to control the payment of money in the form of cash and other receipts.  (2)

	

	

	

	

	


16. List and describe at least four procedures for receiving cash and other payments.  (4)

	

	

	

	

	

	


17. List and explain at least four procedures for making payments.  (4)

	

	

	

	

	


18. List two banking source documents.  (2)

	

	

	

	


19. What details should you enter into a deposit slip?  (9)

	

	

	

	

	

	

	

	

	


20. Name three things you must check once the deposit has been accepted by the bank.  (3)

	

	

	


21. What does it mean when the words “Not Negotiable” are written between the crossing lines of a cheques?  (2)
	


22. What does it mean when the words “Not Transferable” are written between the crossing lines of a cheques?  (2)

	


23. Who will you report errors in the deposit to?  (1)

	


24. In the pages following you will find the following documents: deposit slips and cheques.  Do the following:

24.1. Make out a deposit slip to deposit the following into your bank account:  (12)

· A cheque for R700 issued by P. Polokwane for transport for the following two months ahead for children. 
· And cash of R13500.

24.2. Write out the following cheques. (18)

· You need to buy new seats for one of your buses so that it meets the standards required by the tender contract you are planning to win. You speak to an old friend of yours who works in the seat-manufacturing industry and he decides to help you out. His company, “Sit-rite”, is willing to sell you 100 seats for only R3000 – 00. 
· While you are out collecting the seats, your secretary phones you and tells you that your printer has broken. You need to be able to print itineraries for your passengers and must buy a new one. You stop in at “Walter’s Compu-warehouse” where you buy a printer for R1449 – 00. you have enough food for the week that you will be away. You stop in at “Pick ‘n Pay” to buy the groceries that you will need. They cost you R897 –90 altogether.

· It is the end of the month and your secretary needs to be paid her salary. You usually do an electronic payment into her account but this month she has asked for a cash cheque rather. You write a cheque out for her salary of R1500-00.

24.3. Calculate how much money you have left in the bank.

Your Bank
Your Bank Limited, Reg No 1999/00789/09
	
	
	Date 





	Credit ​







	
	


	
	Acc. no
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Instruments delivered for collection by the customer or on his behalf shall be made available as cash only after payment thereof. Any payment against uncleared effects allowed by the Bank shall be at the Bank’s discretion and no claim arising from this practice shall be brought against the Bank and furthermore the Bank shall, at it’s discretion, be entitled to debit the Customer’s account with the amount of dishonoured instruments. The Bank shall not be held responsible from errors resulting from incorrect information furnished by the customer or on his behalf.  Furthermore the Bank does not accept responsibility for ensuring that the Customer has lawful title to instruments handed in for collection
	
	R
	c

	
	Notes
	
	

	
	Nickel
	
	

	
	Bronze
	
	

	
	MO/PW and PO
	
	

	
	Subtotal
	
	

	No cheque exceeding R5 million can be accepted
	Drawer’s name
	Bank
	Branch name/code
	
	

	
	1
	
	
	
	

	
	2
	
	
	
	

	
	3
	
	
	
	

	Details of depositor
	
	   
	
	
	
	
	
	
	
	
	

	
	           Total
	
	
	
	
	
	
	
	
	
	

	Signature 





	
	
	
	
	
	
	
	
	
	
	

	Telephone (             ) 




	
	


Your Bank
Your Bank Limited, Reg No 1999/00789/09
	
	
	Date 





	Credit ​







	
	


	
	Acc. no
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Instruments delivered for collection by the customer or on his behalf shall be made available as cash only after payment thereof. Any payment against uncleared effects allowed by the Bank shall be at the Bank’s discretion and no claim arising from this practice shall be brought against the Bank and furthermore the Bank shall, at it’s discretion, be entitled to debit the Customer’s account with the amount of dishonoured instruments. The Bank shall not be held responsible from errors resulting from incorrect information furnished by the customer or on his behalf.  Furthermore the Bank does not accept responsibility for ensuring that the Customer has lawful title to instruments handed in for collection
	
	R
	c

	
	Notes
	
	

	
	Nickel
	
	

	
	Bronze
	
	

	
	MO/PW and PO
	
	

	
	Subtotal
	
	

	No cheque exceeding R5 million can be accepted
	Drawer’s name
	Bank
	Branch name/code
	
	

	
	1
	
	
	
	

	
	2
	
	
	
	

	
	3
	
	
	
	

	Details of depositor
	
	   
	
	
	
	
	
	
	
	
	

	
	           Total
	
	
	
	
	
	
	
	
	
	

	Signature 





	
	
	
	
	
	
	
	
	
	
	

	Telephone (             ) 




	
	


	Date
	
	Your Bank
YOUR BANK Limited
Main Street Branch, 100 Main Road, JHB
	Date
	




	To
	
	
	

	Balance b/f:

	Pay    







  or Bearer

	Amount paid in:
	






	R

	
	






	

	
	
	




	Cheque number 001
	“.99979   :999999:  99999999999”.   99
	Joe Smith


	Date
	
	Your Bank
YOUR BANK Limited
Main Street Branch, 100 Main Road, JHB
	Date
	




	To
	
	
	

	Balance b/f:

	Pay    







  or Bearer

	Amount paid in:
	






	R

	
	






	

	
	
	




	Cheque number 002
	“.99979   :999999:  99999999999”.   99
	Joe Smith


	Date
	
	Your Bank
YOUR BANK Limited
Main Street Branch, 100 Main Road, JHB
	Date
	




	To
	
	
	

	Balance b/f:

	Pay    







  or Bearer

	Amount paid in:
	






	R

	
	






	

	
	
	




	Cheque number 003
	“.99979   :999999:  99999999999”.   99
	Joe Smith


	Date
	
	Your Bank
YOUR BANK Limited
Main Street Branch, 100 Main Road, JHB
	Date
	




	To
	
	
	

	Balance b/f:

	Pay    







  or Bearer

	Amount paid in:
	






	R

	
	






	

	
	
	




	Cheque number 004
	“.99979   :999999:  99999999999”.   99
	Joe Smith


Total 45
Assessment Activities conducted per the Assessment Plan





Assessment Plan agreed by candidate & completed by the assessors before the actual assessment





CANDIDATE





Detailed Assessor Report compiled & forwarded for Moderation





ASSESSMENT





Assessment Guide submitted to training provider as per Assessment Plan





Feedback Report Completed by Assessor & individual feedback given to candidate





Appeal form completed by the candidate in event of dispute





Record of Learning Updated





Assessment Results Moderated





Action Plan completed by Assessor





All records & evidence filed





SETA





Completed Assessor report/Moderator report/Record of Learning forwarded to SETA





Approval and Certification obtained from SETA





Certificate of Competencies issued to successful candidates





SETA to register on National Learner Database








SAKHISISIZWE LAG MOD 9 BA3     Page 27

