Supercharge Your Performance
With Junior Cert Mindmaps

/;\

Business Studies
S usi udi Y

Don't help someone else
become a thief. Encourage
them to buy their own
MindMaps just like you did

The Business of Living - Mind Maps:

= Household Income =>» | Banking (3 MindMaps)

=> Household Expenditure =>» | Saving and Investing

=>» Household Budgeting =>» | Borrowing

=>» Household Accounts and Filing => | Household Purchases

= Household Consumer (2 MindMaps) =>» | Household/Business Insurance (3 MindMaps)
= Money >

Junior Cert Mindmaps - Business Studies Notes is licensed to alan curran for personal use.

Visit http://www.JuniorCertMindmaps.com to see more Mindmaps.

Please do not photocopy

(c) 2010 Copyright by Tammy Strickland. All rights reserved.


http://www.juniorcertmindmaps.com

Supercharge Your Performance
With Junior Cert Mindmaps

/%\

L Business Studies

Don't help someone else
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them to buy their own
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The Business Environment & Information Technology - Mind Maps:

Economics

>

Chain of Production (3 MindMaps)

The National Budget

People at Work (2 MindMaps)

Foreign Trade

The Employer

Forms of Business (3 MindMaps)

Industrial Relations

Business Finance

Marketing (2 MindMaps)

Business Planning

Delivery Systems (2 MindMaps)

Communications

Business Documents

Letter Writing

Information Technology (2 MindMaps)
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Don't help someone else
become a thief. Encourage
them to buy their own
MindMaps just like you did

Record Keeping - Mind Maps:

Introduction to Record Keeping

=>» | Farm and Service Accounts

Trial Balance Question (2 MindMaps)

Bank Accounts

Final Accounts (4 MindMaps)

{2 7 1

Control Accounts

Club Accounts (2 MindMaps)
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The Petty Cash Book
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Benefit in kind is a non cash form of income

Income refers to money or other forms of
wealth received by a household

Otherwise known as perks

[=/What is Income?

Benefit in Kind

Use of a company car
A person or a household should estimate

Examples: =
their total income over a period of time

Use of company phone
[EIRecording |

This helps plan spending for that period

Wages
Regular income is income received on a

Regular i@
SDefinition: N
regular basis such as a weekly wage

Child Benefits

Employed Person =

[=IRegular

Inheritance
Wages

_E_Business Studies Notes: Business of Living:

Irregular &
Household Income

=lExamples

Overtime
Benefits

Irregular income received now and again

Unemployment Benefit
Regular =]
Child Benefit Unemployed Person (= Examples of Income: & -
[=IDefinition: . . -
such as overtime pay & is additional
Lottery Win Irregular izl
. Elirregular Lottery win
Pension Regular = —
Retired Person (= [=lExamples Inheritance
Presents Irregular (=)
Overtime
Grant Regular i=
Student =
Casual Work Irregular =
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The opportunity cost of a purchase is the
alternative we had to do without

D

Definition:

No matter how much we have we must
make decisions when it comes to spending

Points to Note:
Expenditure refers to the money we spend

during a particular period of time

When we choose to buy something, other
things we would like become unaffordable

Items of fixed expenditure are those items
where cost doesn't change according to use

Opportunity Cost &

A girl goes shopping with €5

Situation [=) Epef
She finds a top and earrings - both €5
N They are usually regular payments
i CIFixed
She ends up buying the top Purchase = Example: =1
Insurance
Five euro is the financial cost (=JExamples:
Result = Mortgage
The earrings are the opportunity cost . . .
= Business Studies Notes: Business of Living: Items of irregular expenditure are items
This is when we buy on the spur of the Household Expenditure Definitions: where the cost changes according to use.
moment (not considering the consequences) .
Impulse Buying & irregular They may be paid regularly
As a result we may have spent important ;
money that was needed for bills _ ESB bills
[Z/Examples:
Never plan to spend more than you earn 1= Groceries
Always plan to save money for a rainy day 2= CIbefi These are things which we would only
buying if we have money left over
List your most important expenditure items 3= QDiscretionary
Holidays
Groceries Weekly = Planning Rules: = [zlExamples:
New clothes
Mortgage Monthly (=
Know which bills have to be paid =l 4=

ESB Two monthly (=
Car tax Yearly (=)

Junior Cert Mindmaps - Business Studies Notes is licensed to alan curran for personal use. p|ease dO not phOtOCO py
Visit http://www.JuniorCertMindmaps.com to see more Mindmaps. (c) 2010 Copyright by Tammy Strickland. All rights reserved.


http://www.juniorcertmindmaps.com

@

Supercharge Your Performance
With Junior Cert Mindmaps

This is when a person's planned expenditure R
L. Deficit &=
exceeds their income

Other Definition: ZDefinition: A budget is a statement of planned income

and expenditure for a certain period

This is when a persons planned expenditure e
. - Surplus =
is smaller than their income

=1 Spread annual payments like insurance over

_ th b ing them in instal t:
Money we didn't spend in the last month Opening Cash =! © year Dy paying them In nsta'ments

Move payments to other months to ensure
By adding the opening cash to the balance in . =2 payl
; Closing Cash [
the next month we get our closing cash _—

=Eliminating Budget Deficits

that no more than one large bill falls due
Opening & Closing Cash

The opening cash each month is the closing
cash from the previous month.

=13 Earn additional income by doing overtime

Note: = -!Busmess Studies Notes: Business of Living: =la Reduce/cut non essential expenditure items
For the total column remember to use the Household Budgeting =) X h | . .
opening cash from the first month 5 Find cheaper alternatives to expenditure
We budget to see what we can afford to buy =1 Make a list of planned income for a period
Budgeting helps us to ensure that we have =2 Make a list of expenditure for the period
enough money to pay for bills (due) -
I=JPreparing a Household Budget — Calculate net cash by subtracting the
Reasons for Budgeting =l =3
Budgeting shows us when we can afford —

planned expenditure from income
y . B 3=
discretionary items

Add opening cash from each month to the

budgeting allows us spread payments (bills) net cash for that month (for closing cash)

out over different months |

C
Sy
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Add up the cash and bank columns on both

=
sides and write the answers rough work 1=
Subtract the smaller totals from the larger 2=
Enter the difference on the smaller side
A ’ 32
Use the last date of the period & write
Balance c/d in the details and folio columns
Show the totals of both sides on the same =
line - they should now be the same =
Enter balance on opposite side below total.
5

Use the next day's date and write Balance
b/d in the details column

Purchase the necessary filing equipment
like folders, files, filing cabinet or shelf unit

[ Balancing Analysed Cash Book =!

13

Title each file using an identifiable heading

2=

Arrange the folders in a filing system using
an appropriate methods

Update information regularly

4

Remove outdated/unnecessary information

5=

Steps in Filing

®"
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[=IFiling Definition

EBusiness Studies Notes: Business of Living:
Household Accounts & Filing

[=IFiling Methods
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Filing is the term used to describe a system
of storing important documents

As a result documents can be located
quickly and easily when needed

[EHousehold Bills

[=JIncome Records

Household will be able to check if bills were
paid, when they were paid & their cost

ESB/phone/gas/mortgage/insurance

Payslips and invoices

[=JExpenditure Records

Receipts, invoices, cheque book counterfoils

=lHousehold Filing

@ Complaint Records

Complaint letters/documents of purchases

[=Emergency Contacts

Doctor/police/electrician/plumber/mechanic

This is useful for when the household wishes
to check out how much has been paid

(D Credit Agr

S Numerically

Bank loan or hire purchase agreement

Here the files are stored according to their
document number or reference number

=lAlphabetically

Here files are stored according to the order
of the letters in the name on the file
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A trade association is an organisation that

Definitions: (=]

The Irish Travel Agents Association ITAA =
The Society of the Irish Motor Industry sIMI & Examples &
Register of Electrical Contractors of Ireland RECI =

Investigates retailers with unfair manner

Provide consumer information about rights

@

The National Consumer Agency

Make sure that Ireland products are safe

Make sure that information is on food labels

Investigate complaints from members of the
public who find an advertisement offensi

Adverti

g Standards Authority for Ireland =

Ombudsman is represents the people

The O =

[o] i i public

who have a problem with

Help government to plan laws

Carry out research and surveys into certain
products and services on behalf of consumer

The Consumer Association of Ireland =

Provide information to consumers through
its magazine the Consumer Choice

Used by consumers making claims for faulty

or poor quality goods.

The Small Claims Court =

Maximum claim that can be made is €2000

Supercharge Your Performance
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onsumer Protection

usiness Studies Notes: Business of Living:
Household Consumer: Protection

=1 Poor quality or broken goods

=2 advertising

=3 Unfair prices

=4 Careless or poor standard of service
SiCaveat Emptor: 'Let the buyer beware'

This was the old system adopted in Ireland

Nowadays consumers have both laws and
agencies to help them out

[=Jsale of Goods & Supply of Services Act 1980

=Goods

[=JThe Consumer Information Act 1978 iTerms:

1 All goods must be of merchantable quality
=2 All goods sold must be fit for the purpose
=3 Goods must be the same as the description

Goods received must match samples shown

Person supplying service must have skills

Service person must do job properly

Service materials must be of good quality

It is against the law to describe goods falsely

It s illegal to describe services falsely

=Faulty Good

It is against the law to state a false amount
for the previous price of a good or service

It is against the law to publish an
advertisement that could confuse the public

A Replacement

A Repair
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A Refund

Goods aren't returned within certain time

People don't want a good (changed mind)

= Not Entitled to Remedy:

Faults were caused by misuse or accident

Goods were marked seconds at purchase
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SiDefinition:
Situation: purchase appears cheaper turns

Anyone who buys goods/services

They are aware of their legal rights

They are aware of protective organisations

inition: (=
out in the long run to be more Definition: =)
Buying an old car that develops faults which _ =2
are costly to repair & lasts for a short time False Economy
Example iz i=iThe Consumer =3
Instead of buying a newer model which is

Purchase goods of good value/quality

(=IGood Consumer Qualities:
more expensive but will last longer

Are aware of the different prices on offer

Shopkeepers aren't allowed to have signs

Files all receipts, guarantees & other records

Do not fall victim to false economies

Food Labels are the part of a products
package which contains information

=s
which suggest consumers rights don't apply
= e
'Faulty goods: return to the manufacturer' 1<
VE Illegal Shop Signs
'No cash refunds under any circumstances' 2= Examples: =
'Goods will not be exchanged' 3

Guarantee: promise by a manufacturer to
repair/replace damaged goods for free

Definition:

Guarantees (=]

Name of the product

Name of the manufacturer

- I=)General Price of the product
The name and address of offering person 1&
Information (= " " ‘ - Bar code of the product
The length of time the Guarantee is for 2@ Business Studies Notes: Business of Living:
Household Consumer (SFood Labels | A guaranteed Irish symbol
Receipt: written proof to the consumer that Sinformation:
they have purchased and paid for an item The weight of the contents
The date of purchase 1@ A list of ingredients in order of weight
The price of goods purchased 2= Receipts (=) = cooking A list of colouring agents & preservatives
Name of the shop of purchase 3= Information: =! Sell by date & best before date
Amount handled & change given 4= Cooking and storage instructions
Details relating to the items purchased 5 (=IDefinition: Brand: refers to the makes of a product
::;l:‘;‘;er;?:';:‘t:’::;i:;f"/‘ :5“"’5 on Definition: (=) =1 The price of each brand of the product
L stak de with stock 19 =2 The quality of each brand of the product
ess mistakes are made with stocl =
. o » Advantages & Bar Codes =) =3 The features included in each brand
Bar Codes save time (no individual pricing) 22 = Consumer Notes Factors:
Th tem i ive to install 1 Advantages/Disadvantages (& =a The ingredients and additives used

e system is expensive to instal =

sh } ff 2@ Disadvantages & =s Whether a guarantee is included/length

ops may require less staff:
=6 Special offers available from manufacturers

Junior Cert Mindmaps - Business Studies Notes is licensed to alan curran for personal use.

Visit http://www.JuniorCertMindmaps.com to see more Mindmaps.

Please do not photocopy
(c) 2010 Copyright by Tammy Strickland. All rights reserved.


http://www.juniorcertmindmaps.com

Firms: import or export goods between euro
countries will not worry about exchanges

Firms will know exactly how much the goods
will cost & how much they will receive

Irish firms that trade with other eurozone
countries will save money (no exchanges)

Ireland's interest rates should stay low

...
I

Ireland's inflation rate should stay low

This is a zone in Europe which all use the

same currency

Zone countries include: Austria, Belgium,
France, Germany, Ireland, Italy & Spain

There are 500, 200, 100, 50, 20, 10 and 5

euro notes

There are 2 euro, 1 euro, 50c, 20c, 10c, 5¢,

2c and 1c coins in our currency

Definition: Izl

Countries: =

ngle Currency Advantage

Eurozone =

Notes (=)

Ireland's Currency (=

Coins &

®°
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_eDefin' ion

__Business Studies Notes: Business of Living:
Money
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Money is anything of value that is widely
accepted as payment for goods and services

Money Characteristics =3

Bartering refers to a system of exchanging

i=iDefinition: . -
- or swapping goods or services for others
— Each person involved had to have goods or
=1 .
services that the person wanted
i=iBartering Disadvantages =2 Both items had to be of the same value
@3 Goods being exchanged had to be carried
around and this could be inconvenient
It is accepted by nearly all people as a
=1 . .
means of paying for goods and services
=2 It is in scarce supply so it will hold it's value

It is easy to recognise as the notes and
coins of each amount are identical

=a It is easy to break down into smaller units

=5 It is small and light and easy to carry around
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Person should complete a lodgement form
which is provided at a local bank

Form is handed into the cashier, who then
checks that everything is correct

Stamps the form and the counterfoil

Cashier may also write the amount lodged
into the customer’s savings account book.

Most customers use ATM cards to withdraw

Sometimes people use withdrawal forms

Form is handed into a cashier who checks
that the signature is genuine & money

If everything is in order the cashier stamps
the form with the date and initials

Current account is suited to those who wish
to withdraw/transfer money regularly

Withdrawal &

Payments can be made by cheque (safer)

Current account holders can use a laser card Py=
to pay for goods and services (also safe) =

Payments: standing order/direct debit

Customers can have their wage transferred =
directly into their account (paypath)

Holders can apply for a bank overdraft

Account holders can access current account =
details by using an ATM/telephone/Internet

Applicant fills out form, which asks for
information & proof of identification

Advantages: =

Employees examine this information and
decide whether or not the applicant is liable

If applicant is accepted the person is given an
account number/cheque book/ATM card

[ Lodging/Withdrawing Money =

Definition: &

Current Accounts (&

Supercharge Your Performance
With Junior Cert Mindmaps

Business Studies Notes: Business of Living:
Banking: Commercial Banks
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=IDefinition:

‘=Examples in Ireland

I=IDeposit Accounts

A commercial bank is an institution

providing a range of financial services to

personal and business customers

Bank of Ireland

National Irish Bank
Permanent TSB
ACC Bank
Ulster Bank

AIB - Allied Irish Bank

Deposit accounts i.e. Savings accounts

Current accounts i.e. chequebook accounts

ervice Offers:

A
Night safes for those people who wish to
lodge money after opening hours
I=lLoans A variety of loans to suit their customers
Credit and laser cards
(Eicredit Cards/Ct Automated Teller Machines i.e. ATMs
Cheque clearance: allows people to lodge
[=lother: 24 hour banking: either telephone/online
Methods of transporting money
I=ITransport/Exchange
A range of foreign exchange services
This account is suited to saving customers
(S Definition:
Deposit Interest Retention Tax is charged
=1 Is an efficient & convenient way of saving
=2 Interest is paid on the money held
i=JAdvantages: 5 3
w3 Customers can access their deposit account
using the ATM, telephone or internet
=4 No risk involved in putting money away
Applicant fills out an application form, which
is later viewed by the financial institution.
{=Opening:

If this is accepted, the applicant will be given
an account number, savings book/ATM
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Smart cards are a new invention which is a
similar design to credit/laser cards

They contain a microchip and memory.

Once the card is empty of funds, it can be _
inserted into an ATM Smart Card
Instead of receiving cash; more money will This is a card which is given to current
be loaded onto the card at the ATM account holders by the bank
They are referred to as an electronic purse Used when a customer wants to use a
= cheque as a method of payment
CIpefi
Laser card is an electronic payment that
allows a current account holder to pay Definition: = Bank guarantees that they will pay the seller
without having to use cheques or cash. even if there is no money in drawer account
The laser card is swiped through a terminal 1= l=ICheque Guarantee Card Maximum covered by the card: €130.
Amount of the transaction is keyed in. 2= They should give the card to the seller along
with the cheque
Customer will be asked to key in their PIN. 3= Steps in Usage: (=l
=, . The seller should check that the signature
iziSteps in Usage: h d hes th he ch
Receipt is printed & copy is given to person 42 on the card matches the one on the cheque

The seller should write the card number on
the back of the cheque

Amount is taken from person's account 5=

Laser Cards are convenient and safe 13 - Business Studies Notes: Business of Living:

A credit card is another plastic card which is
used as an alternative to cash

Banking: Plastic Cards

You can keep control of your spending

[=Definition:

Each holder is given a Personal

You cannot overdraw with a Laser Card e . .
Identification Number & a spending limit

Advantages: (=

Laser cards can be used in most types of

retail outlet as well as hotels & restaurants Card is inserted into a machine which reads

and copies the details (checking the limit)

Laser card is much cheaper than cheques

An ATM card enables the bank customer to Credit Card

Card holder keys in their PIN

access their accounts at any bank branch Definition: [= Receipt for transaction price will be printed
Put ATM card into the hole-in-the-wall 18 (=ISteps in Usage: Card company pays the seller each month
. N . . Statement listing all the transactions during
ATM checks inf ti tic st 2
checks NTormaron on magnetic sip e s the previous month is sent to cardholder
Key in the personal identification number 3=
Y P < Cardholder must pay bill within 19 days
(=) =
ATM checks that the PIN keyed in matches 41z =6 L X
\ Steps in Usage: & High interest rates are charged otherwise
Choose the service required like withdrawal 5=
Follow the instructions provided (buttons) 6=
Remove the ATM card (& money) 7=
Remove the advice slip (your record) 8=
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Cheque: a written instruction from account

People exchange their money in commercial EDefinition:
. N holder to a bank, to pay a sum to a person
banks when travelling outside Eurozone —
Currency i=i
- . i=iDrawer: The account holder who issues the cheque
Bank charges commission for the exchange Cheques q
. . . =iParties: =IDrawee: This is the bank where the account is held
These are cheques which come printed in .
N " . Travellers Cheques =! N
various quantities of a foreign currency — Foreign Exchange — .
=Payee: The person who the cheque is addressed to
A current account holder receives a special . )
Date, payee name, amount in words/figures

euro cheque book at their local branch.

Euro Cheques [=I
Drawer’s signature & purpose of payment

These contain cheques that can be written
in the local currency of a country

[LCheque Features

New bal. in & b

An instruction to allow a fixed/variable

amount to be transferred from your current Branch Sort Code & cheque number

account to another on an agreed date. Direct Debit: =
A bank may refuse to cash a cheque if
It is useful for paying regular bills like ESB. information is missing or there is no funding
I=IStopping:
A standing order is an instruction to make a Dishonoured cheques will be sent back to
regular payment of a fixed amount ding Order: © the lodging person marked refer to drawer
rder: o Business Studies Notes: Business of Living:
Useful when paying regular fixed bills o Banking: Services [@iCheque Processes: SEndorsing Involves a person S'E""_‘E_ the_"‘ name on the
—_— back of the cheque & giving it to another
Most household bills would come with a
detachable Bank Giro portion. Involves drawing parallel lines on the front
Bank Giro Transfer: (=) of the cheque & writing 'account payee only'
[=ICrossing

Involves: customer filling this in & handing it

to his or her bank along with money Prevents people cashing cheques which

aren't addressed to them

A bank draft is a convenient way of paying
This is a cheque that has a future date on it

for expensive purchases
[ZPost dated Cheque:

Bank Draft: &
It can’t be cashed until that date is reached

Customer purchases the bank draft at any

bank and hands over the correct amount.
This is a cheque that contains a date which

is come time in the past.

Paypath involves employers transferring
wages directly into employee accounts [ZAntedated Cheque:
nds of Cheques Cheque must be cashed within 6 months of

the date on the cheque or it becomes stale

Safer & convenient for employer/employee.

Paypath: &
Less expensive & involves less work N = This is a signed cheque which has some
A 1@ M relevant piece of information omitted
It encourages employers to open bank . .
accounts (good for banks) i=Istale Cheque: This is a cheque which has not been cashed
—_— within its life span and has no use anymore
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Interest is calculated as a percentage of the
amount of money you put in your account

Simple

Interest is calculated as a percentage of the
amount in an account at the end of the year

Takes into account increase each year

The true rate of interest you are receiving
on savings/investment from an institution

Compound Annual Rate (=)

Takes into account the interest added

This is a deduction from the financial

=
institution which goes to the government

Deposit Interest Retention Tax =

A major organisation providing postal,
retail & money services

Between €100 - €80,000 over 3 years (8%) Savings Bonds: &

Between €50 - €80,000 5% years (16%) Savings Certificates: [=]

Saving with An Po:

Between €25 - €500 1 year (15%)

Savings: (=

Similar to other accounts - is taxed Deposit Account:

Post office is open 6 days a week

[in]

Savings are guaranteed by the state 2@

Advantages of Savin

Interest rates are very competitive

Withdrawals/lodgments: any branch

A postal money order is an order from one
post office to another to pay a person

Making Payments:

This is an organisation where a group of

people save regularly & lend to each other Definition izj

Where you live

Where you work Bond: & Becoming a Member: (=

An association you belong to

You lodge any time & receive dividends Savings Account (=)

Saving with Credit Union: [z

Operate in the same way as banks Deposit Account iz

Supercharge Your Performance
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=Busfness Studies Notes: Business of Living:
Saving & Investing

[0}

Credit Unions
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Savings are that part of our income which
we do not spend

(=l Definition:

@1 To be able to purchase in the future

To have money for unforeseen events

(zJReasons for Saving

To have money for ion/weddi

=la To provide income when retired

©Where to Save: Cn.mmerclal banks, building §oc|et|.e's,.cred|t
unions and An Post offer saving facilities
F1 What rate of interest is available?
=2 Can withdrawals be made easily?
[=IChoosing a Place to Save
=3 How convenient are the opening hours?
=a What other benefits are available?
=1y L Means that you are using your savings to
produce a better return than normal
=1 How much can you earn/ get in return?
=2 Is there risk/how much will you take?
i=i3 How easy is it to turn it into cash?

(S Factors to Consider:

: =a

Will you pay tax on the return?

I=ls Can you afford the investment?
=6 What do you want from the investment?
=1 Investment in accounts with higher interest
= =2 Shares in companies: dividends/value
=3 Property - increase in value/pay rent
{&IDefinition: Financial institution which provides banking
ilities - in particular lending money
(=) They offer a wide range of services
=2 Interest rates on deposits is competitive

[EAdvantages:
(=Building Societies

Building societies have many branches

(=la Opening hours are convenient to public
=1 Tax must be paid on interest earned
{=Disadvantages: . .
You may need to give notice before
=2 .
withdrawal
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31 Do you need the item?
This is a price we pay for borrowed money Definition:
=12 Do you need it now or later?
This is the annual |nte(e§t rate calculated as Flat Rate i = Deciding to Borrow Z:Consider:
a percentage of the original sums borrowed =3 Can you raise money without borrowing?
This is the actual annual rate of interest =4 Can you afford repayments?

T

Kesi he f hat the | . Annual Percentage Rate _
It takes into account the fact that the loan is iziCommercial Banks AIB, Bank of Ireland & Ulster Bank

reducing each year as repayments are made
=lWhere to Borrow

ilding Societies EBS

To hold the Annual Percentage Rate of 1@
interest to compare loan cost with others redit Unions Dundrum Credit Union
Tok the total cost of the | 2= — " .
© know the tota] cost of the Joan ) Rights = Here the customer applies to their bank for
ermission to overdraw their account
To know details of instalments 3@ Soverdraft P
o Overdrafts are short term & have a limit
To cancel the loan application (14 days) 4 (=)
The Borrower (=
. Loans are available from banks & building
Borrower must budget to meet repayments 1& societies & are given for a stated period
[=)Term Loan
Borrower must ensure the loan is repaid 2= o =Busmess Studies Notes: Business of Living: Usually last for between 2 - 5 years
Responsibilities (=} = Borrowing
i =]
Borrower must be truthful when applying 3= (DLong Term Loan A long-term loan is for a period over 5 years
=)
Borrower must use loan for agreed purpose s Types of Borrowing If the loan is for the purchase of property,
» ) . (@ Mortgage the deeds of the property are held by the
What size loan is required? 1= lender until the loan is repaid
Over what period will we repay the loan? 2 Members of a credit union who have been

Household Consider: (=] saving over a time may apply here for a loan

= e
Where can the lowest interest be found? 3@ iziCredit Union

Amount depends on amount borrower saves

Would we be able to manage interest rise? 4 =i

Person who gives loans to other people who

Has the applicant a secure job? 12 Applying for a Loan & o Lo cannot borrow from financial institutions

Has the applicant a history of savings? 2= Loans carry a high rate of interest
What is the loan for & is there security? 3= Lender Consider: = Spefinition: This is collateral to be provided of the
= - borrower does not repay the loan as agreed
Has the applicant borrowed before? 41z
Deeds of Premises
How much does the applicant earn/spend? 5= [=JExamples:
Company Shares
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The cash price of goods 1@
Total cost of purchase on credit (through hp) 23
Number of instalments & amount 3@ Advertisements: Hire Purchase =
How often payments must be made 4z
Any deposit payment that must be paid 5=
Higher Purchase involves 3 parties: a buyer,
) e 1
a seller and a financial institution
Financial institution pays seller in full and - e
then collects instalments from the buyer 2 Procedure: (=)
These instalments in total would cover the 3
rice, interest charge & institution fee "
P & Hire Purchase =
Buyer gets use of the asset without paying 18
over a large sum of money in one go —
8 Y 8 Advantages =]
There is no security required 205
Total price paid in the end is more 1@ Disadvantages: (&

expensive than in it was in the beginning

Renting means paying for the use of a good

for a period of time without ever ing it Definition: &

Renting a car while on holiday

Examples: (=
Renting a house to live in

People renting something over a long period

of time never own a good but pay more Disadvantage: &=

®°
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=_Business Studies Notes: Business of Living:

Household Purchases
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[=lCash Purchase

Goods are paid for in cash, by cheque, by
laser or by smart card at time of purchase

i=/Procedure:

Purchaser becomes the owner instantly

Payment is transferred to seller instantly

izlExample:

Purchase of weekly shopping

Procedure:

=ICredit Purchase =lExample:

(=JAdvantage:

I=JProcedures:

Credit/Store Cards

[Z/Advantages:

Buyer receives goods immediately but
agrees to pay the seller at a later date

Businesses buy materials on credit

Consumers pay for bills like ESB on credit

Buying goods on credit means there is no
extra charge for credit provided

Consumer receives monthly credit before
they have to pay for goods and services

Customers who use cards regularly may be
given reward points or stamps for later gifts

They are easy to carry around

=2 They are convenient for paying (no cash)

=3 There is no cost involved except a small fee

S Example:

=4 They are safer than carrying a lot of cash

=s Customer gets use of good before payment

Store card like a Marks & Spencers card
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[=Insurance

Person taking out insurance must gain from . s s
o b Insurable interest = : .
the item’s existence/suffer from its loss. =!Premium

ElReasons:

When people take out insurance they must Utmost good faith =)

Insurance is a service that people can buy
that compensates them for a financial loss.

The insurance premium is the amount paid
by the customer to the insurance company

Car crash, fire, theft, accident or illness

answer questions on forms truthfully

People pay a premium to a company

You can’t make a profit from insurance.

Indemnity =
You should end up in the same position after Y

a loss has occurs before the loss occurred.

iZiHow it Works:

Insurance companies pool together money
which is invested in things like buildings

Investments provide a profit for companies

Deals with a situation where compensation
has been paid for stolen/lost items

Profit covers insurance companies expenses

Subrogation =] = Business Studies Notes: Business of Living:

If these items were later recovered, the Insurance: Main Facts

insurance company would own them

If a person has an item with more than one
insurance company & a loss occurs that a Contribution =
person will only receive compensation once

People feel insurance is a waste as they are
careful people & a loss may not occur

In turn the company can pay compensation
to people who suffer a financial loss

. . If a loss occurs, a company won't pay the full
=IPolicy Excess » a company w pay
cost of compensation to an insured person

A company might create a condition list

=IExclusion Clause S N
under which insurance won't be paid.

'=INon Insurable Risk This is a risk that no company will insure.

This would be a false economy during losses }su?nce: False Economy? Izl =lOther Insurance Terms

The cost to replace an item would be far
greater than if they paid the insurance fee
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SlAssurance Assurance is financial protection against
= something which will definitely happen

Insurance is fi ial protection
something which might happen

Sinsurance
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Covers loss or damage suffered as a result of

theft of stock, cash or other valuabl M

Covers against the loss or damage to stock

or cash while they are being transported Transit Insuranc

Involves company paying out a lump sum to

Covers against any compensation that must Public Liability Insurance: = DWhole Life A
be paid to an injured person on premises . ole Lite Assurance: dependents of an insured person (deceased)
Covers agal.nst any compensation wh|ch Employer’s Liability Insurance: = Business: Accident & Involves company paymg out a lump sum to

must be paid to an employee who is injured the defendants of an insured person who

dies within a certain time

Covers against any compensation paid to R
oo Product Liability Insurance: . i
people injured as a result of a faulty product . Cover ceases to exist when a person dies
I=ILife Assurance [=ITerm Assurance/Insurance:

Ensures that family will not be left with
repaying loans in the event of a death.

Covers against loss of income due to the

N Fideli I : i
fraud or dishonesty of an employee idelity Guarantee Insurance: i

Businesses with vehicles need this by law Motor Insurance (=l Common: Mortgage Protection Insurance.

Policy covers damage to a firm’s property [=JEndowment Assurance: Involves the company paying a lump sum
caused by fire/ lightning/explosions,/floods - when a person reaches a certain age or dies
All Risks Fire Insurance: &

This provides cover against any damage
done to the house or property itself

There is usually a lot of capital tied up in

stock and business within the business [=JProperty House Insurance:

!_Business Studies Notes: Business of Living:

Insurance: T lome Insurance
Covers against loss of profits resulting from surance: lypes This pravides cover against any damage or
[=/House Contents Insurance:

stopping trade while damage is repaired. theft of items within the household.
Consequential Loss Insurance: =

It also covers other expenses that must be Covers against third party fire and theft.

paid though the firm is earning on income

In a car accident, insurance company will
EiThird Party Insurance: only cover to other car

Covers the costs of medical care when an
insured person falls ill & needs treatment

Medical Insurance: &

It is the only type of motor insurance which

Provides a monthly income to those who is required by law

Salary Protection Insurance: =

have to give up work due to injury or illness
Covers you against third party fire and theft
Provi mpensation for llati = i d:
ovides col v pensatiol ? cancellations or Travel Insurance: 15 _ and also al
the theft of items on holidays —_—— {=iComprehensive Insurance:

Not required by law but would probably be

Pays the insured person an agreed amount N Personal Insuran i
3% N P g. Personal Accident Insurance: =) ersonal Insurance the smarter insurance to take out
of money if they suffer an accident

INo Claims Bonus This is a reduction in premium if a driver
. =
Paid by all employees and employers. — drives carefully and makes no claims

Employee is paid: employer & employee pay
the Department of Social & Family Affairs. Pay Related Social Insurance: (=)

Employee is then entitled to certain benefits
such as unemployment benefit
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= Calculate the value of the item

=2 Contact an insurance company or broker
When an item is insured for more than it's Over-Insurance: 5
worth, person is entitled to it's current value - =3 Complete a proposal form
Under insured person is only entitled to the When the insurer accepts the form you then

P v entt Under Insurance: & =a e P v
current amount they insured the item for pay a premium in /
Taking out Insurance
= Insurer sends you a certificate of insurance

Under insured person is only entitled to a
certain percentage of the damage done

and insurance policy — as confirmation

An assessor is required to use the Average Every year you must receive a renewal
notice which states next year's cost.

Clause Formula

Calculating Compensation

You are given extra days called the days of

Average Clause Formula = Amount of
grace — when insurance is still in operation

Insurance paid/cost of Insurance X Damages Under +Damage: &
A car valued at £20,000 was insured for Zlinsurance premium: Amount paid to an insurance company
£15,000 & damage of £4000 occurred Question: =
. ) Example: & . 5 . — Z!Actuary Person who i pi
What is the compensation? - Business Studies Notes: Business of Livin Zlimportant Terms
Insurance: Calculations =iLoading: This is an increase in the premium
15,000/20,000 X 4000 = £3000 Solution:i=}
=D i Dy amount of premium to be paid

Claim is made when you want compensation
from a company as a loss has occurred.

Install alarms or sprinkler systems

Definition: =

=2 Drive carefully & obey road rules

Inform the insurance company and the Reducing Risk:

police about the damage or loss Cut down on dangerous hobbies & sports

Avoid smoking/drinking too much

Claim estimates of repairing the damage

done or value of property stolen
The value of the item being insured

Steps: =

Complete a claims form (honestly)
The risks which are being insured against

Assessor will estimate the damage done
The number of people wishing to take out

the same type of insurance.

actors Considered: Premiums:

An agreed amount of compensation is then

paid to the insured person
The chance of a claim being made

Expenses & profit of the insurance company
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Cost of living is kept down, so there is more

spending power for the consumer 19
Goods are produced more cheaply and this 2@
will make it easier to sell them abroad Benefits of Low Inflation =
Helps i 3=
L High & Low Infla =
Imports fall if we can provide alternatives 4
If inflation is higher than other countries, 16

Irish goods will become too expensive

Dangers of High Inflation =

Irish jobs will be lost - rise

This is the continuous rise in prices from
one year to the next.

Consumer price index measures inflation.

A basket of goods and their prices which are
compared from one period to the next.

Suppliers know that they can push up prices
and the will pay it

Demand>Supply (=]

Inflatiol

D

Cost of producing goods increases 2

f Inflation= " . . .
Causes of Inflation __Business Studies Notes: Business Environment:

Costs of essential imports increase Economics

Imported inflation & 3

0]

Government induced inflation 4t

1]

Rate of inflation = Increase in price divided

by the previous price x 100 Calculating Inflation: =

The total amount of goods and services
produced in an economy in a given year.

Definition: £

It is measured by Gross National Product

If GNP increases from one year to the next
the country has achieved ic growth.

Keep inflation down

Keep government borrowing down

Economic Growth:

Achieving Economic Growth =

Increase Exports

Keep interest rates down 4=

Higher standard of living

More employment Benefits of Economic Growth =i

More assistance to weaker sectors of society
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Economics is the study of how the world’s
scarce resources are used to provide
people’s needs and wants.

It is about security and making choices.

With limited resources available, we must
decide on the best thing to do

These are the ele

needed to produce

=Factors of Productio

BlList:

Sland

Things supplied by nature (producing goods)

Examples: land, sea, mines, rivers

iziLabour

Payment for use of land is rent

People employed to produce the goods

The payment for the use of labour is wages

All manmade resources used in production

icapital inery,

Payment for use of capital is Interest

Business idea that brings together the other
factors of production to be profitable

Payment for the use of enterprise is profit

The way a country uses factors to produce

i=iSystem Definition:

These: organise the production of goods &
services , bearing in mind limited resources

Consumer through deciding what to
purchase, makes decisions on production

i=iFree pri

xample: USA

The government decides what is to be
produced and individuals are given no say

=iCentrally Planned

Economic System:

ystem Decides:

i=Mixed Economy:

xample: China

These have a lot of Government
intervention & a lot of private enterprise.

Decisions are made by government &
individuals choose goods/services required

ZExample: Ireland

What to produce.

How to produce the good or service

Who will produce the good or service
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These are city & county councils

Definition: &

Government allocates money to these

Local authority housing 1

Development/up-keep of parks

Local Government

Care of travelling families 3@ Spending: &

Public library facilities 4

Lighting/refuse collection/water

Postal service An Post [=]

Health insurance Voluntary Health Insurance (VHI) &

Air travel services Aer Lingus i=}

Electricity supply & generation Electricity Supply Board (ESB) =!

Grants & incentives to business IDA Ireland =]

TV and Radio Radio Telifis Eireann (RTE) &

Bus and rail transport Céras lompair Eireann (CIE) [=]

Government Semi-state Companies =]

Natural gas supply Bord Gais

usiness Studies Notes: Business Environment:

Peat production Bord na Ména ial The National Budget

Training for young/unemployed Foras Aiseanna Saothair (FAS)

Fishing Industry Bord Isacaigh Mhara (BIM) =]

Food/drink promotion Bord Bia =]

Tourism & regulation Failte Ireland =i

Income which is received on a once off basis

Capital =
Borrowing/Sale of State company /EU grants
PAYE, VAT, DIRT, custom/excise duties, Taxation Revenue: il
corporation tax
Current [=]
Profit from state firms, lottery funds
Long term projects
Capital =
Roads, schools, hospitals, airport, railways
Wages/Salaries 1=
Social Welfare Benefits 2@
Current i
Running costs of Government departments 3

Interest on Borrowings 4=
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iNational Budget

ElDeficit

[ZiGovernment Department Services

A plan of Government income/expenditure
for a country for the upcoming year.

SDefinition:
Presented on the first Wednesday in
December (Minister for Finance)

Outlines the income expenditure needed to

=
Ecurrent Budget run a country on a day to day basis

i='Two Budgets:
Outlines the expenditure on capital projects

Sicapital Budget: and where the income will come from

& Science School/university buildings/teachers

[=JEnvironment/Heritage/local government Roads, paths, parks, lighting

([EJustice/Equality/Law Reform Gardai, courts & judges

I=IDefence Army, navy, air corps, equipment

(Dsocial/Family Affairs Sickness, maternity, unemployment benefits

[=]Health & Children Hospital costs, medical cards, staff

[DEnterprise/trade/employment Grants and assistance for business

l=lc icati /i ]

Ports, energy. marine, forestry, harbours

[=)Arts/Sports/Tourism Museums, sports grants, tourism

Proposed Budget < Expected Revenue.

@pefinition: Government is taking more money than
they are pumping back into the economy.
=1 Reduce the citizens taxes
Raise Social Welfare
BActions: =3 Improve Health and education systems
=4 Pay off Government loans
=5 Reduce Capital Borrowing

Proposed Expenditure > Expected Revenue.

[=lDefinition: N
The Government are spending more money
than they are taking in
(=1 Increase taxes
@2 Decrease expenditure in health/education
[=lActions:
=13 Freeze state employees wage
Da Borrow the amount needed

Please do not photocopy
(c) 2010 Copyright by Tammy Strickland. All rights reserved.


http://www.juniorcertmindmaps.com

Supercharge Your Performance
With Junior Cert Mindmaps

This is the sale of goods and services from

=!Definition: Ireland to oth tri
Government board: assists Irish exporters D iti = reland to other countries
Providing information on markets/shopping 1= - Goods that Ireland sells to other countries
[SVisible Exports:
Arranging meetings with foreign buyers 2 wr : Dairy p /phar
Enterprise Ireland =Types: services that Ireland sels to oth .
Providing information on trade regulations 3= Role: i=! - ervices that Irefand sells to other countries
M i=/Invisible Exports:
Organising trade fairs & exhibitions abroad 41d [ Concert abroad, foreign travel (Irish airlines)
Offering grants to develop export market 5= =1 To sell and increase profits
Ireland joined in 1973 (EEC) =2 To earn currencies to pay for imports
Main Facts: =] {=iReasons for Exports
It currently has 27 member states : =3 There is a demand for Irish products abroad
Irish firms sell products in a huge market 1= =a To get rid of surplus production
Irish can work in any member state 25 (=IDefinition: is is the purc as.e of goods f:\n services
Benefits of EU: [z from other countries for sale in Ireland
Ireland receives much funding from EU 31z
8 C Goods Ireland buys from other countries
International firms locate in Ireland a4l _Business Studies Notes: Business Environment: (=visible Imports: -~
- = Foreign Trade = Cars, oil and fruit.
Give firms tax incentives R N
Increase exports. i=i Services Ireland buys from other countries
P — aTypes:

Give grants for exporting goods

Irish people holidaying abroad

Slinvisible Imports:

I=limport @ Borrowing from foreign banks

Getting insurance from a foreign company

Keep prices low here and abroad Be more competitive = N
pp L = Correcting De

Encourage people to buy Irish goods Decrease imports [=!

Producing goods in Ireland to replace

P 1 . Import Substitution: = i i i
foreign imports: helping the economy/jobs P ) =1 Unsuitable climate for certain products
Visible Exports — Visible Imports =2 Raw materials are required for production
SReasons for Importing: - N N
If imports are greater than exports we have =3 Ireland likes variety
a Balance of Trade deficit Balance of Trade &
Certain countries have natural skills and
L therefore produce better goods
If exports are greater than imports we have Calculations: & L &

a Balance of Trade surplus

This is the quantity of a foreign currency
which can be purchased for one euro

Y = SiExchange Rates (=ICurrency to Euro Divide amount by Bank Buys rate
[Scalculation:

[SIDefinition:
Total Exports — Total Imports

Includes everything: visible & invisible

;Euro to Currency Multiply amount in € x Bank Sells rate
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Owned by one person 1=
Owner makes all the decisions 2@
Sole Trader: Characteristi
Owner has an unlimited liability 30
Owner keeps all of the profit/suffers losses 4 =l
Simply register the name of the business Easy tosetup =l 1=
Personal attention to customers 2]
Owner makes all the decisions 3=l Advantages: [=!
Owner may keep all of the profits 42 m BUSINESS Studies Notes: Business Environment:
" Forms of Business: Sole Trader/State Bodies
May give credit 5=
Sole Trader
Unlimited Liability 1iz
Lack of capital may hinder expansion 2=
Long hours 3= Disadvantages: =
Owner bears all the losses a2
No continuity of business 5=

A person who owns and manages his or her
own business e.g. local shop

Sole Trader: Definition i=i
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The owner stands to lose everything in the
event of the business failing

[=lUnlimited Liability:

mportant Terms:

This is the amount invested in the company
and also his or her personal possessions

With limited liability you can only lose the

[=lLimited Liability: youi din the y

Companies under government control

I=ISemi-State Bodies Definition:
For Example: Bord Gais, VHI, An Post, ESB

=1 State = majority shareholder & has control
=2 State minister looks after each company
i=Semi-State Bodies Characteristics:
=3 Minister appoints a board of directors
=4 Profit is reinvested or given to the state
=1 Provide essential services
[ZlAdvantages: =2 Provide a lot of employment
=3 Profitable enterprise = revenue for state
(Z)Semi-State Bodies
=1 Some: poly (no ition)
[=Disadvantages: =2 Firms suffer losses: borne by the tax payers
=3

No profit motive: leads to inefficiency
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of Co-operative: =

Shareholders have limited liability 1=l
One vote per member 2=
Members own the co-operative 3= “
Profits are returned to members a0
Together you can achieve things you could 5
not have done on your own
Lack of License =2

No incentive to buy more shares

A business ran by its own members.

People join to achieve a particular goal they

Advantages/Disadvantages = could not have achieved on their own

This when a group of people come together
and contribute money (e.g. farmers)

[=lProduce Co-operative:

It's used to set up a factory that will buy

Management committee may not have the
expertise to run a modern business

Seven people are required

30

Apply to register of friendly societies

Disad! of Co-operative: (=) farmer produce & make food products.
__Business Studies Notes: Business Environment: A group of workers join together and pool
| 3 f Busi : . their money (perhaps redundancy money)

g orms of Business: Co-Operatives (=)Worker Co-operative:
They set up a business to continue the work
2@ Formation: = they were doing

Certificate of incorporation is issued

A group of people join together to purchase

Each member must buy at least one share

goods in bulk from the manufacturer

(=Retail Co-operative:

Each member has one vote regardless of

the number of shares held

Profit is distributed among members

This is to avail of discounts and lower prices

Formation/Characteristic
They then sell goods in their retail outlets

Characteristics: (=) I=/Credit Unions This a communal financial institution

Members have limited liability

Managed by an elected committee
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Company will hold a meeting of
shareholders

They meet a board of directors to run the
company on a daily basis.

They will report annually to the
shareholders at the AGM.

gi of ies checks

It will then issue a Certificate of
Incorporation (the company birth cert)

Shareholders have limited liability &
company has a separate legal existence

This sets out the relationship of the
company with the general public.

Names, objectives, share capital statement

Contains:

Statement of limited liability, , names and
signatures of founding shareholders.

Document states that the company will
comply with this act

Memorandum of Association: (=

Declaration of C (Company Act) =

Sets out the internal rules and regulations

of the company.

Names, details of share capital, voting rights

Rules for meetings, director elections,
borrowing power, procedure for winding up

Directors names addresses and signatures

Document states the authorised share
capital i capital to be made)

This document is signed by the directors of
the company to ensure that they will agree
to play the role of director in the company

Articles of Association: (=

Contains: @

Statement of Capital of the Company: (=

Declaration of consent to be directors: &

Registrar of Companies (=

Legal Documents
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Meetings: AGM

= Business Studies Notes: Business Environment:
Forms of Business: Private Limited Company
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=IAd:

/Di

[=lPrivate Limited Company (LTD): A company owned by a group of people

Selling of a state firm: Privatilisation.

[SPrivatilisation:
This raises finance for the government and

means that they aren't responsible for firms

[=INationalisation: This is the opposite of Privatilisation

Between 2-50 shareholders

=2 Shareholders have limited liability
Echaracteristics: =3 LTD is written before/after the name

=a Shares can’t be sold to the public

=s Accounts: sent to the register of companies
=1 Shareholders have limited liability
=2 Extra capital is available

i=iAdvantages:

=3 Continuity of existence

Responsibility of is shared

Costly to set up.

=1
Legal documents are required that usually
_ involve a solicitor and accountants
imiDisadvantages:
=2 Shares can't be transferred to general public
=3 Profit must be shared
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This involves the company selling shares in
the firm to raise finance

Issue of Ordinary Shares iz

Shareholders may receive dividends

Profits can be distributed (shareholders) or
retained for future business investment

Does not involve the firm borrowing

If a company is low on cash they can sell an
important asset and lease it back

Means they have cash & use of the asset

sale & Leaseback i) Long-term Finance Sources =

Loan borrowed over 25 year period

Paid back in regular instalments

Non-repayable sources of finance from the
EU or State who want idea development

Example: FAS/IDA/Enterprise Ireland

This is a loan from a financial institution

which is repaid over five years

The firm pays for the use of an asset but
does not own it (avoiding purchase)

Used to purchase equipment/vehicles

m-term Finance Sources =)

Business gets use of the asset instantly but
pays for ownership in instalments
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= BuUSINESS Studies Notes: Business Environment:

Business Finance

Junior Cert Mindmaps - Business Studies Notes is licensed to alan curran for personal use.

[=IPoints to Note:

When a business starts up it needs money

for buying things like premises

It also needs finance for running costs

Businesses must arrange this finance

=Short Term

Raw Materials

Overheads (ESB)

for Fi EMedi

Term

Stock

Equipment

Motor Vehicle
Fixtures & Fittings

Furniture

Premises
[ZLong Term Land
Machinery
This is a person/firm to whom we owe
I=JTrade Creditors

del

i=iShort-term Finance Sources iziBank Overdraft

By ying pay to creditors, a firm can
use them to finance the business (in a bank)

This is when the business has permission to
overdraw their current account (with limits)

=JExpenses Due

Interest is only charged on amount of
overdraft used & business repays with funds

A firm could delay a payment of their
business expenses for as long as possible

Keep the money in the bank (earn interest)

Please do not photocopy
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This is a plan showing all the expected cash

receipts & payments in a firm (for a time)

Cash Flow Statement: &

Shows if firm will be able to pay it's bills 1=
Shows when cash will be low in firm 2@
Shows amount of extra cash available 30z

Prepared in the same way was a household
budget - all the same rules apply

Shows expected income of the firm

Show the expected total costs

Cash Flow Statement: =

Shows firm's net cash/opening/closing cash

Costs which must be paid each month

Does not relate to amount of business

These are costs which change depending on
how much business is being done

Supercharge Your Performance
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Business Studies Notes: Business Environment:
Planning the Business
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Business plan is the most important task

oints to Note:

By having a plan, the firm knows where it is
going and what it hopes to achieve

It is vital for applying for loans or grants

=1 Name & Address of the business
[Z1: Business =2 Legal structure of the business
=3 Main objectives of the business

2: Key Personnel

[=ISections of Business Plan

i=3: Product & Market Place
}7;.

Details about those who set up the business
- including the amount they invested

Details about product or service

=2 Details about the firm's market
=3 Details about the firm's main competition
=4 Details about marketing/selling the product

Details about premises used

[Z)4: Fixed Assets

Details about all other assets used

[Z)5: Financial Requirements

(=1 Details about existing loans

=2 Amount of additional finance & purpose

How finance is to be repaid
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Is responsible for all firm press releases 12
Organise the launch of new products 2=
Organising television and radio publicity 3

5
€

Organise firm's participation in

Organise events which company sponsors

Prepare & distribute promotional material

Collec i ional/i ional mail Mail Service =
Collects/delivers inter/national parcels Parcel Post [
An post =]
Handles sending of important documents Registered Post izl
Business pays for cost of customer mail Freepost i=
Allows subscribers to make/receive calls Telephone Network =
Takes messages for customers Call Answering =
Eircom &
are be charged for incoming calls Freefone
Mobile telephone network Meteor
Service for the whole country Radio/Television =
Business advertise products nationally Advertising Medium = RTE =
Teletext service Aertel i
Fax machine Enables documents: be sent between firms
Modem The transfer of messages by =
Websites Communication between computer users =

Conference in 1 venue can listen and see a
speaker in another venue any distance away

Video Conferencing

Decisions/Solution

People come together to discuss thing

Displays information in the form of bars Bar Chart =

Used to show movements in a business area Trend Graph =

Supercharge Your Performance
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[=IDefinition

Public Relations Officer iz Eva

Facts:

=iCommunications Objectives

Communication: the transfer of information
and ideas from one person to another

Internal & External

_Business Studies Notes: Business Environment:
Communications

Communications Method:

Shows parts of a total Pie Chart =
Presents numerical information in picture Pictogram =

Plans will be achieved: i ion available 12

Firm: more efficient - no delay in paying )

bills or dealing with things like enquiries

Firm will have good industrial relations 38

Workers will be happier & work harder [3=]

Firm will have a good public image s

=1 It must be received by the intended person

=2 It must be understood by the receiver

Receiver must accept the

Receiver must take the appropriate action

=4 s o
requested in the communication
=] i C within an
Slinternal
L mportance: Staff know what to do, will feel like part of
Ld d the ion & problems will be solved
ication which takes pl
Slpefinition: Communication which takes place between
an and the world outside
[=External
= People to C ppl
[ZAdvantages

=l Advantages & Disadvantages
Zoral .

It's fast: feedback & agreements are reached
quickly, mistakes are corrected instantly

No records, not listening

Meetings, telephone, radio & intercom

Easy to remember/understand, fast, records

Feedback is slower & is difficult to handle

Easy to make, & remember

Usually needs another ication form

How quickly do we need to

Junior Cert Mindmaps - Business Studies Notes is licensed to alan curran for personal use.
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Is ication internal or external?

= Does have to be in secret?

\=lAdvantages
iziAdvantages & Disadvantages
=Written i
= Letters, email, reports, fax
I=lAdvantages & Disadvantages
[=ivisual i=iDisadvantages
[=Examples Television, internet, videos, charts/graphs
iziCost What does it cost & how much do we have?

=Record Do we need to copy the

Receiver mightn't understand difficult words

Foreign trades may have language barriers

ZClarity C ication may be

Barriers: Good Communication

Listening Receiver may not listen or be able to hear

Authority

More than one person giving instructions
means that there may be contradictions

Bad i ip between sender & receiver

Please do not photocopy
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Always write in a polite tone 1=
Plan letters so that details are included 2=
Always check grammar and spelling 3=
Enclose copies of all relevant documents 4=
Make sure that the right name is on the top
- 53
of the letter and that it is spelt correctly
Always write the date on a letter 6 =
File away a copy of the letter along with the 7@
originals of any documents enclosed
Address the envelope correctly 8=l
Get a certificate of posting (if important) 9=l
It is a quick form of communication - as the
recipient will receive the letter fast
13
Within a day if they are based in Ireland or
within a few days if they are based overseas
The sender has the time to prepare a letter 2=
The cost of sending a letter is fairly cheap 3@

Rules for writing letters (=

Advantages of letter writing &

®°
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!Business Studies Notes: Business Environment:

Letter Writing
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Letter writing involves a sender
communicating with a recipient through
writing and sending documents

=1 Address of sender

=2 Address of receiver

=3 Date: always appears in long form

Reference : a one line summary which
explains what the letter is about

s Salutation: appears as either Dear
Sir/Madam, Mr/Mrs/Ms or by a first name

— Introduction: a short paragraph outlining

=ILayout of a Letter . : "
the main purpose in writing the letter

Body of Letter: the area of the letter where
=7 . )
all relevant details are included

=0 Conclusion: contains the follow up required
& all relevant recommendations/conclusions

Close: greeting Yours Faithfully (familiar) or
=9 A IR
Yours Sincerely (unfamiliar) is used

Signature: This is followed by name in print
along with a position or title

=0
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Report must be accurate so therefore all
facts must be checked before use

The report should be as brief as possible and
only contain relevant material

Report should be written in a clear fashion

3=

The report should be presented on time

4=

To give information on a particular topic

Investigate how & why an incident occurred

2=

Investigate problem & recommend solution

Rules for Writing Reports (=)

3=

Purposes of a Report (=]

To try to convince a group of people to
adopt a certain course of action

®"
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usiness Studies Notes: Business Environment:

Report Writing
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A report is a written account of the results
and conclusions of an investigation into a
particular topic or event

SlLayout of a Report

Report Title

Name & address of a person or group

Name and address of report writer

Date

=13

=7

Reference: a short summary of the purpose
for which the report was prepared

Body of report: divided into an introduction,
findings, conclusions & recommendations.

Signature of report writer

Appendices: includes copies of charts,
diagrams or tables referred to in the report

Please do not photocopy
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Method by which goods and services get

Definition: = —

from the producer to the consumer =iland Agriculture/Mining/Forestry

Type of good or service 1= ZiExtractive: Zisea Fishing/oil & gas exploration

Speed which goods need to reach consumer 2= Factors: = i=iAir Wind Power
. — Channels of Distribution:
If goods have to be imported or exported 3ia . . Firms involved in building houses, factories,
I=lConstruction: . .
roads, airports, schools and hospitals
turer:Wi ler:retailer:c
Firms which manufacture or make finished
Manufacturer:retailer:consumer le: (=

; . ; ; =in N R products for the consumer using materials
_=_Busmess Studies Notes: Business Environment: unng
Manufacturer:Consumer Chain of Production [=lExample: Electrical goods
Describes the journey of goods or services Firms involved provide a service rather than
through some types of production before Definition: & ) a product to the consumer
reaching the final consumer Eservice
=JExample: Insurance
Wooden table Product &
i=iPrimary Includes all extractive industries
Forest/tree Primary =i
Example: @ [=ITypes of Production: [=lSecondary Includes construction/manufacturing
Carpenter/cabinet maker Secondary =
SiTertiary Includes all the service industries
Furniture shop/transport Tertiary =
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Retailers buy wholesaler stock together Definition:

Buying in bulk: prices are cheaper 1=

2= Voluntary Retail Group (=

Characteristics =i

Each store is designed the same way

Each store benefits from group advertising 3=
Also stock their own brand of goods 4=
Purpose-built building: contains many shops Definition: =

Are easily accessible by good roads 1@

They have space for car parking 2

Shopping Centre

Provide a wide range of shops 3=

Popularity: (=

Have longer opening hours (Bank Holidays) 4

People are reluctant to go to town (traffic) 5=

Facilities like toilet/restaurants are available 6=

This is a large store selling a variety of goods Definition: (=l

[

Usually located in large cities

Have a large number of staff 2=

Provide customer services 3@

Department Store (=

Characteristics (=]

Usually provide a delivery service a@
Give credit to store cardholders 5=
May provide after-sales service 6=
paper adverti: Specialise in a good: sell at low prices (= Discount Store (=
Variety of Goods Retail organisation with many branches = Chain Store (=
Catalogues Organisations who sell goods through post =i Mail Order Firms (=
Stores: &
Variety of goods Large self-service retail organisation (= Supermarket (=)
One type of product Retail organisation with many branches i= Multiple Store (=)
Newsagents Generally sole traders who operate shops = Independent Retailer (=)

Junior Cert Mindmaps - Business Studies Notes is licensed to alan curran for personal use.
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E.Business Studies Notes: Business Environment:
Chain of Production: Retailer

This is a person who buys goods from
manufacturers or wholesalers and sells
them to consumers at a profit

=11 Sell goods (single/multiple) to consumers
=2 Stock goods from a variety of manufacturers
[=JFunctions: =3 Operate business at a convenient location

They may give credit

May provide a delivery service

=1 Decrease in sole traders in large areas

Increase in supermarkets, department
stores and shopping centres

=2

=3 Shopping from home on the internet

=4 Increase in voluntary retail groups

=s Greater demand for healthy products

=6 Goods being paid for by laser/smart cars

=7 Increase of use of self-scanning devices

A franchise is when the business owners
=IDefinition: give permission to another person to set up

=2 a business branch in another location

=

SExample: McDonalds is a franchise

Refers to vending machines that dispense

=lAutomatic Sellin,
L items when correct money is inserted

Products/services provided directly to

Direct selli
EIDirect selling consumers by f; ers/providers
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Wholesalers buy in bulk from manufacturers
and sells in smaller quantities to retailers

Wholesaler Facts:

They do not give credit: all cash 1=

They may not provide a delivery service 2= =1 Buys in large quantities from manufacturers

Prices are lower as costs are reduced 3= Cash & Carry: Characteristics = =2 Wholesaler stores manufacturers' goods

@ Functions: to Manufacturer

They provide a wide range of goods 4z May promote the goods of a manufacturer

__Business Studies Notes: Business Environment:
They have personal contact with retailers 5= " Chain of Production: Wholesaler Provides information to the manufacturers

about market trends and views of retailers

These have their stores laid out like

supermarkets and carry very large stocks Sells goods in smaller quantities to retailers

Cash & Carry Wholesaler &

Retailers come & select the goods they want =2 Provides credit to retailers

(@ Functions: to Retailer

They must provide transport themselves =3 Wholesaler provides a delivery service

=2a Wholesaler provides a wide range of goods
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This is when people work for themselves Definition: =i

Wanting to be your own boss 1E

Wanting to become successful 2=

Wanting to make more money 3

(¥

[

=Ework Any activity which requires effort

Wanting to turn a hobby into a job a4

@Employment Work carried out in return for payment

Wanting to avoid unemployment 5= =iImportant Definitions:

::‘Employees People who work for others for payment

You are your own boss

([=lEmployers People hire others to do work for payment

You make all the decisions

Self-Employment

(& Labour Force Consists of all people available to work

You choose your own working hours Rewards: =i

Regular benefit is paid to unemployed

@1
You keep all the profits Department: social, ity & family
You are doing something you are good at =IHelp: =2 Re-training programmes teach skills (FAS)
You must provide all the business finance 1= Business Studies Notes: Business Environment: =3 Back-to-work programmes: experience
You could lose the money invested 2 People at Work =a Benefits like medical cards/food vouchers
Risks: (=]
You may work long hours 3 @1 Businesses close done due to competition
You are responsible for the entire business L= = Unemployment: Jobs can be done by improved machines
|=JReasons:
To receive a fair wage for work done 1= i3 Large drops in rural employment
To work in safe and healthy conditions 2= Za Economy going through a difficult time
To join a trade union 3@ Rights: (@ =1 Irish people could buy Irish goods
To receive correct number of holidays 4> =2 People employed could work less overtime
[=JReducing:
To be treated like other employees Rights & R =3 People could job-share
Employee should be honest & trustworthy 1z 2a People could start their own businesses
Employee should do a fair day's work 203
Responsibilities:
Employee should be on time for work 3@
Employee should respect employer property 4=
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Managing Director (=)

Runs the business on a daily basis 1=
Keeps board of directors informed 2
Appoints senior managers to departments 3=
Ensures that departments work together 43
Tries to increase sales of a product 1=
Employs and trains sales people 2=

Sales Manager (=)

Keep in contact with pri

Plans & organises marketing department 12
Ensures right staff are hired in department 2= Marketing Manager (&
Responsible for advertising & promotion 30
Interviews and recruits new staff 1=
Provide training courses for employees 22
Human Resource Manager (=
Ensures workspace is healthy & safe 3=
Negotiate with trade unions 4=

People employed in farming/fishing/forests

Less people are farming now because of
new machinery, less interest & imports

This includes people employed in the
f: e of goods & construction

This is the biggest employer in Ireland

It includes people who work in finance,

e, transport, ration etc.

Agriculture:

Industry

Services:

Management Team

=

ish Employment: &

Supercharge Your Performance
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usiness Studies Notes: Business Environment:
People at Work: Organisation
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= Types of Jobs

Organisation of Workplace

Organisation structure shows the chain of

=IDefinition: P, N suni
WiDefinition authority in a firm from owners to juniors
Employed by the state
[EPublic
Jobs like: teachers, doctors or civil servants
(Ssectors
Those who aren't employed by the state
[SPrivate
Jobs like: plumbers, engineers or bankers
[=ZIManual Physical work like building
[=lClerical Office work like typing
=i Technical Jobs with skill or knowledge

=!Administrative Job with organisation tasks

[=IServices Jobs that provide services like nursing

[=lCreative Talent & training are required: like dancing

EProfessional

Qualification: obtained from university

SIskilled

Obtained from a course or apprenticeship

@ Types of Skills

Zisemi-skilled

Trained in one area by the firm

(=lunskilled

No training or qualifications
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Involves paying with cash & a payslip

Iy

Cash This is a person/firm who hires others to do
as ‘mployer K for them i P
Employee records a cash analysis work for them in return for payment
Methods of Payment =

Person who comes up with an idea and sets
up a business to develop that idea at a profit

Employers/accountants pay by cheque Cheque

i=iEntrepreneur

Paid from to employee's Paypath

I

@ biscrimination: Treating one person less favourably than
=IDefinitions: - another because of gender race etc.

An amount someone earns free of tax

Tax Credits (=]
I=lHuman Resource He/she is ible for the

Subtracted from gross income tax

This is a trial period - a new employee may

This is when an employee works more hours be let go after the period (not suitable)

than their normal week for higher pay

Overtime & iziProbationary Period

{SIPAYE/PRSI P P lated social i
Employee is given a payslip (explains) = / ay as you earn/Pay related social insurance

Records =

Employer records pay/PRSI in a wages book He/she sets up a business as he/she wishes

Name and address of employer/employee 12 [ZRights: =2 To hire most suitable people to fill vacancies

Date the employment started 25 =3 Dismiss employees for poor work/conduct

Length of the probationary period 3= 1 To obey all relevant laws

Business Studies Notes: Business Environme

ibilities: =2 Treat employees equally (no discri

Rate of pay = The Employer L
G N : = Contract of Employment: Details =3 Operate a healthy & safe workplace
Amount of paid holiday entitlements 5i= GResponsibilities:
Length of the working week = =a Allows employees all their entitlements
Pension arrangements made 70 (s Pay a fair day's pay for a day's work
=6 Give employees a contract of employment

Range of duties employee must perform 8=

Based on the hours an employee works

Decide on number of new employees/duties 12

(ETime Rate
Draw up a job description 22 Does not reward staff working harder
Draw up a job advertisement 3= (=lGross Wage ipiece Rate Rate based on amount of goods produced
Decide where to place advertisement 4 (=T m— Rewards staff who work harder
. . _Employ g Staff Procedure = issit Employee receives a % of their sales
Collect all replies (CV/application)

This is gross pay after all deductions

Arrange interviews for selected people 6=

[SINet Wage (Zlstatutory Required by law: PRSI/PAYE

Select suitable staff: offer a contract 7 N
(EDeductions:

=/Non-Stat Volunt; 31 bscripti
Arrange for new staff to be shown around 8@ \=/Non-Statutory oluntary: insurance/subscription
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Irish Business and C ion =)
in CTU discussi 1=

Give advice to member firms (relationships) 2= Functions: =
i at Labour Court/C 3=

Bringing 2 sides of a dispute together with a
3rd party to try to discuss/solve problems

Court listens to sides and then makes a

decision: what they think should happen Arbitration:
Employees: discuss problem with steward 1y
Human resource manager discuss problem 28

Conciliation: i=l

[0}

Terms: i

Grievance Procedure: =

No solution: problem goes to trade union 3=

Set by government to solve trade disputes

Labour relations Commissio
Discussion & agreement: conciliation

If LCR doesn't solve problem: it is sent here

Labour Court =/
Court uses the process of arbitration

Investigate disputes: unfair treatment

Result: does not have to be accepted Equality Office

Next step: Employment Appeals Tribunal

Investigate dispute: worker & firm

n

Result: does not have to be accepted Rights C

Next step: Employment Appeals Tribunal

Union organises secret vote for strike

ICTU agrees/gives week's notice of intention

Strike without agreement of union/ICTU

Organisations: [=]

=Business Studies Notes: Business Environment:

Industrial Relations

Official Strikes =

Unofficial Strikes i=i

Dispute with fellow - sympathy

Types of Strikes: i=|
ic Stril

Sudden: no vote or no notice of strike

Wildcat/Lightning Strike =

Go-slow: workers do little work to get paid

Work to Rule =

Dismissal or

of workers

Management refusing to recognise unions

Conditions of employment

All working conditions

Rates of pay

Unfair treatment

Employee being asked to do the work of
another employee Demarcation Dispute
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Relationships which exist between
employers and employees in a workplace

=1 Problems will be sorted fast: no strikes
=2 There will be a good atmosphere at work
=l fits of Good i =3 Employees will work harder (higher profits)
=4 Firm will have a good in name in the public
=5 Firm will not lose customers (no strikes)
IiDefinition: Organisation of workers set up to protect

= Definition:

jobs of their members & improve conidtions

1 To protect their member’s jobs

To improve member's working conditions

To increase rates of pay each year

=4 To represent members in disputes

Irish Print

Scraft Z=Members have a craft/trade/skill:
Electrical Trades

[industrial [=IMembers work in the same industry: IBOA Banking Officials

i=Types in Ireland:
=Members come from different industries SIPTU
EGeneral
Services, Industrial, Professional Technical
I=White Collar 1= have Teachers

Elected person: trade union representative

Shop Steward

Zirish Congress of Trade Unions

=1 To recruit new members into the union
=2 To collect the union subscriptions
=3 To make sure agreements are followed
= To help workers solve management
problems
I=IDefinition: Governing body of trade unions in Ireland
=1 To improve worker pay/working conditions
(EFunctions: =2 To negotiate with employers & government
=3 To help unions: offering advice/training
can't be di d unfairly

i
5
H

There must be no discrimination (gender)
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A firm pays money to have their name or
product associated with an event/person

Young Scientist exhibition sponsors: BT

Sponsorship (=

m

All ideas used by a firm to try to increase
sales of a product or a service

Included in packet or may involve tokens Free gifts =

Sold at a specially reduced price Introductory prices =

Consumers have the chance to win prizes Competitions =)

Definition: =

Common Ideas: =)

Entitles consumer to reduced price Money-off Coupons =!

Being offered 2 products for the price of 1 Two for one offers =

New product is free: attached to another Piggyback selling (=

Is very expensive & has a wide audience

Television (&

Used for products that aren't demonstrated

Radio =

Firms can advertise on different websites

Internet =]

Are of any size, has wide audience, cheaper

Newspapers =

Aimed at a specialist market: cheaper

Magazines (=

Health warnings
Give information to the public =

Informative =

Sales Promotion

Supercharge Your Performance
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[=IMarketing

The process of getting a product/service
from the producer to the consumer at profit

ZMarket

A market is the place where goods and
services are bought and sold

ElTarget Market

This is a group of people who all need or
want a particular product or service

EMarketing Mix [=JPrice

Producing a product that meets needs

Packaging must be attractive to people

=1 Prices charged by competitors

0
N

Total cost of making/selling products

I=Seller considers:

—Business Studies Notes: Business Environment:

Forms of Advertisin,

Concerts

Persuade consumers they need a product

Persuasive &

Types of Advertising (=)

Aer Lingus V Ryanair Makes consumers buy a certain brand &

Competitive &

National Dairy council Promotes products of an industry &

Generic &

Marketing i=iPlace

=3 Income level of people product is aimed at

=a Profit they wish to make

{ZiChoosing best way to distribute products Advertising

iZiPromotion

Getting product known, providing incentive

=IDefinition:

Brand Names

Manufacturers use a brands to make it easy
for consumers to identify their products

=1 Heinz Ketchup

=2 Kellogg's Cornflakes

Communication of information about a

product or service to the consumer

To inform consumers of news like deals

To persuade people to do something

To increase sales and profits

{ZiExample:
(=IDefinition:
=1
i=i2
(=Purpose:
=3
i=a

To keep a brand name in the public
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Dividing up of a market into groups

®°
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Definition: =

Helps sellers/advertisers find target market

Effects: =/

=

By age 1

By income level

By where they live

By occupation 4=

People are observed as they go about their
business e.g. products bought in markets

Results are very accurate 1=
Results only show 'how' not 'why' 1=
It can be a more expensive method 2=

Involves trying out the product on a small
scale before investing in expenses/assets

Company find out what people like/dislike 1
Changes can be made before full production 2@
Is an expensive research method 1z
It involves delivering product & returning 20

Printed questions given to people who
complete and return them to researcher

=/Market Research Definition: ]
R — o

This is the gathering and analysing of
information about a product and its market

Market Segmentation

Group Divisions: (= izl To find out what the consumer wants
=2 Discover the size of the market for product
i=i3 To find out the best way of advertising
Definition: =i ZiMarket Research Aims i=a To work out a suitable selling price
Advantages: - =5 To find the best distribution method
—_— Direct Observati
=6 To test a suitable name for the product
Disadvantages: i=!
=7 To find out who competitors are
o = BUsiness Studies Notes: Business Environme S Dpefinition: This is when information is collected by
Definition: (= | looking up reports, articles and documents
Market Research
=i It is not very expensive to carry out
Advantages: (=) N =Z/Advantages:
Test Marketing (= Desk Research =Advantages: @2 Using the internet provides a lot of
information very quickly
Disadvantages: (=) - @1 Information about a market may be limited
[=)Disadvantages:
=2 Information available may be out of date

I

Definition:

Consumers are given time to think

This method involves going out and making
contact with people in a target market

Researcher gets views of a range of people

Questionnaires

Cost is relatively low

Test Marketing

Many people do not return questionnaires

Direct Observation

Some people may not answer truthfully

1iz =1
2@ Advantages: &
& Questionnaires =) ([=JMethods: =2
3=
=3
1
Disadvantages: (&
2@
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=1 Firms can obtain raw materials
Obtain raw i 13
=2 / can
Distribute finished products 2=
Producer Uses: = =3 Irish can buy & sell in foreign markets
Visit clients and arrange sales 33
importance of Transport g Foreign firms locate near good transport
Enable employees to come to work 43
s Tourists can come to & travel around
Receives deliveries from manufacturer 1
=13 Public services can operate efficiently
Distributes goods to retailers 2@

I
5

Wholesaler Uses: 1) People can travel for business/pleasure

Enable cash & carry customer visits 30 Uses of Transport

=1 Distance travelled
Enable employees to come to work a@
IDelivery Times: = Needed: = Average Speed
Receive deliveries from manufacturers 1
=3 Departure Time
Enable to visit premises 2@ Retailer Uses: =
=Y Price of haulier firm delivery (total)
Enable employees to come to work 3@
i=iDelivery Costs: iz Needed: or
To travel to their workplace 1
Consumer Uses: = =2 Firm with fleet's expenses like fuel
For social & entertai 2@
§ . - Business Studies Notes: Business Environme &iCost Money avallable & casts taken Into account
Some firms can't afford own vehicles 1 = Deli Svst
€ lvery Systems Sispeed Important for perishable goods
No expenses like tax/insurance etc. Advantages: @
i=Choice of Delivery Factors: Distance How far do goods need to go? Overseas?
Less ini: ion work for the firm Hired =i
=iC i Does the system's times suit our need?s
Hiring costs may increase without notice 13
Disadvantages: =i i=iType of Good Are goods perishable/fragile/bulky?
Carrier strikes could damage business 23
i=ICommon Carrier Person/firm transports for a fee (truck/rail)
Will always be transport available 1= portance of Transport:
[EDefinition: Metal boxes transported by lorry/train/ship
Firm products can be advertised on vehicle 2=
Advantages: 5 =1 No handling: less risk of damage
Return loads can be collected 3=
Own = =2 Little chance of theft
Firm will not be affected by carrier strikes =
I=)Advantages: =3 Much quicker/efficient to handle containers
Firm will have to pay for many expenses 1= i=iMethods of Delivery i=iContainers
Disadvantages: = =4 Containers can receive a return load
Vehicle purchases are costly
i=i5 Containers can be brought to destination
Responsible for national rail service/DART larnréd Eireann &
=IRoll-on/Roll-off (RO-RO) Goods: containers: lorries: ship
Responsible for providing a bus service Bus Eireann = State Involvement BTypes:
[ELift-on/Lift Off (LO-LO) Crane lifts container on/off ships/lorries
Responsible for Dublin & school buses Bus Atha Cliath @
i=iCouriers Common carriers specialising in items (DHL)
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Underground/undersea pipes

Definition:

Little maintenance/operation costs

18

Pipelines: not affected by weather/industry

1=} Advantages: iz}

Very little pollution or accident risks

Good & Bad &

Pipelines are expensive to build

Use is limited to one product 2@

Suitable for bulky goods

Disadvantages:

Carries: liquids and gases

Very large cargos are carried 2@
Loading/unloading is quick at ports 3@
Is relatively cheap fy=]
Good & Bad &
It is a slow form of transport 1@
Operates on a fixed timetable 2=
Disadvantages:
Can be delays due to bad weather 3@ m
Additional transport needed a2
Transports: goods like cars & Y itability: &
Cargo ship/tramp ship/ferries/liners Types: @

Containers have made it easy and speedy

D

Huge improvements in facilities

N

Developments: &

Introduction of high-speed ferries/fastcraft

0D |0

It is the fastest transport 1=

Suitable for perishable/urgent goods

Advantages: @

Little likelihood of damage or theft 3@
There is a good network of airports a3
It is expensive 1@ Good & Bad =
Not suitable for very large cargo 2@
Bad weather results in delays 3@ Disadvantages: (@
Operates on fixed timetables A=)
Additional transport needed 52

Transport: urgent non-bulky goods: post

Increase in number of airports

13

Major fleet replacement: Aer Lingus

Entry of new airlines serving Ireland 3= Developments: &
Reduction in cost of air due to competition 4=
Expansion of Dublin airport 5@

Supercharge Your Performance
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=iGood & Bad

[ZlAdvantages:

[Elpisadvantages:

=1 Very little

of the goods

Entire country is accessible

=3 No costs for using roads except tolls

=a Operates 24 hours a day
=2 Cost of drivers/tax/insurance is high
=1 May be delays due to traffic or repairs
=3 It is slow compared to other forms
=a A second person may be needed to help

Transports: goods like food/cars/animals

=iDevelopments:

Major road-building programmes

Introduction & building of toll bridges

Construction of bicycle & bus lanes

Construction of Dublin Port Tunnel

=1 It is fast
=2 It's suitable for bulky goods
=3 It's cheaper than other forms
[SlAdvantages:
=a It can carry containers/special deliveries
=s It is not affected by weather or traffic
i=iGood & Bad
=3 Railways service the main ports
Other methods of transport are needed
=2 There is a lot of handling of the goods
{=iDisadvantages:
=3 Travel is restricted by timetables
=4 Not every city/town has a railway station
= Transports goods like ch /post/fuel
=1 Construction of light rail: Luas in Dublin
=2 Extension of DART system
[EIDevelopments:
=3 Opening new mainline stations/carriages
=a Proposal: underground link from airport
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Written proof signed by the seller that the

D
payment was received from the buyer e )
Receipt &=
Receipt should be filed for future proof Actions: &
Statement is a reminder to the buyer of how Definition: &

much they owe and when they must pay it

Name and address of the buyer/seller

Date of the statement

Details of transactions between buyer/seller 32
Total amount due at date of the statement aE@
Terms of sale 5=

E&OE 6=

This is sent if the buyer has been

undercharged on the original invoice

Increased amount that is due

Apologies for the mistake made

2@

Sent to a buyer who has returned goods

Information Included

0

Definition:

Information Included: Izl

Definition: (=)

Debit Note I=

Name/address of the buyer & seller 12
Date the goods were returned 2@

Details of the goods returned 3=

Amount allowed for the goods returned a2

Information Included: (=

Amount of VAT charged on goods returned

Total value of the returns with VAT

E&OE

Statement (=)

Supercharge Your Performance
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etter of Enquiry
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Business Documents
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ZiDefiniti First step buyer should take before ordering

If goods will be available when needed

What discounts are being offered

Firm sends a catalogue or brochure to buyer

(Einformation Included: =3 All terms of sale
=4 Delivery time and charges
=5 Methods of payment to be used
= Definition: Statement of price available from a supplier
=1 Employee visits potential buyer
S Actions:
=2
i : h ller listil
(=IDefinition: Written: sent by the buyer to seller listing

type & quantity of goods required

[SEffective Purchasing

([Sselling on Credit:

Getting best value for money: purchasing
goods in terms of quantity, quality & price

i

Definiti Goods go to buyer now & getting paid later

Find how people are at paying back debts?

[=Credit worthiness:

Get bank/trade reference, use agency/IPTA

People owe money & can't pay all/some

[=)Bad Debts:

Reduce:

Insurance, sell COD, offer cash discounts

Buyer must sign this for a delivery person

[SDelivery Docket

i=iActions:

Buyer must check goods are correct

Buyer keeps copy and so does the seller

Name and address of the buyer and seller

Date of invoice & details of goods

[=JInformation Included:

Price of goods (less discount), VAT & total

Terms of saleand E& O E

(ZValue Added Tax

Goods/services tax paid to the government

[STerms: (& Trade Discount Reduction in price of goods for trade buyers
ZE&OE Errors & Omissions Excepted: seller corrects
Check all information is correct & matches,
(=Isender: N Lo
write up details in sales book & make copy
='Treatment:
N Check all information is correct & matches,
(SReceiver:

record in the purchases book & make copy

Please do not
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Screen which displays information visually

Supercharge Your Performance
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Visual Display Unit &

Has: command/text control keys, numbers

& letters for typing information onscreen Keyboard &
Floppy Disk/USB 1@
Hard Drive Allows information to be stored & reused: & Disk Drive &
coorovD
Can print a copy of information onscreen Printer =
Allows user to move cursor around screen Mouse (=)
Allows user to scan/copy a picture/text Scanner &
Allow user to listen to computer sounds Speakers: &
This is.per.manent information - necessary Read Only Memory (ROM) £
for switching on and off the
Types: (=]

This is temporary storage that is lost when Random Access Memory (RAM) =

the computer is switched off

Bytes: measures memory capacity

Kilobyte: 1024 Bs & Megabite: 1024 KBs

Is the machine necessary? 1&

What will the total cost be - affordable?

Measurement: =

Business Studies Notes:
Information Technology

How will the firm pay for the new system? 3=
Will specially trained staff be needed? =] Factors to Consider: =
Will redundancies result (union reaction)? 5&
What after-sales service is available? 6i=
Will we be able to use existing software? 7@
Equipment Account DR =)
Recording: =]
Bank Account CcrRIE
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[=lComputer
= Definitions:

[=IProofreading

An electronic device which can accept data
& instructions, process data & give results

Checking text for errors before printing

@1 Computers can carry out work fast

Huge amounts of work can be carried out

Less manpower is required (less wage)

i=iAdvantages

=la Chance of error is reduced

s A lot of information can be stored/retrieved

=ie Computers can be used for many purposes

(EComputer System:

Computer systems are expensive

=2 Existing computers can become obsolete

[ZIDisadvantages =3 Training may have to be given to staff

=a Computers may lead to redundancies

Breakdown can cause a business standstill

Word processing, accounts, internet, email,

At Home: . . "
a entertainment, storing data, appliances

Facilitate electronic payments/cheque

=lin Banks:
clearance, accounts, ATMs, 24 hour banking

Email/modem, allow telephone/fax/web to

=In Communication:
— operate, mobile network, satellite/web-cam

Used for accounts, documents, design, stock

ZlIn Business: . N
control, payments, information & wages

Methods of imputting information into the

i=Imput Unit
=imp! computer: mouse/modem/scanner

This controls the operations of a computer,

Central Processing Unit . .
Cl s stores information & calculates

Allows the computer to visually display

@output Unit information on a screen: visual display unit

Please do not photocopy

(c) 2010 Copyright by Tammy Strickland. All rights reserved.


http://www.juniorcertmindmaps.com

Use of computers and specialised software

to design projects like new houses Computer Aided Design =l

Use computer to control machines/systems Computer Aided Manufacture (=

®°

Supercharge Your Performance
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Other Terms: [=]

Information presented on a computer in the

form of graphs, charts or pictures Graphics i

Allows computer to communicate with
other computers via telephone line

Modem !

Internet =

Necessary for email & internet access

Computers connected to allow them to

A - Network =
access information from 1 source

Written programs used to tell the computer

how to perform particular tasks Software (=

Set of instructions which can be read and

understood by the computer Program &

Describes when the computer is being used
to imput/change text before outputting it in

the form of documents/letters Word Processor [z

Ensure that output is of high quality

Programs & Software

Advanced word processing package

Desk Top Publishing =)

Allows creation of high-quality documents

Used to prepare mathematical tables such

as accounts: can automatically adjust I
Spr =

Appears as a series of boxes & columns

System of combining a word processing

document: like a letter and a database Mail ge @

Computer personally addresses each letter

Business Studies Notes:
Information Technology: Terms
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=IMemory & Storage

=Memory

i=iFloppy Disk

[=USB Flash Drive

Part of the computer where information is
stored - measured in kilobytes

Portable disk on which information is stored

It can be inserted & removed from disk drive

Compact/portable device for storing

USB is inserted into the USB port and gives

Connected Impu

immediate access to the information

[Z/Hard Disk Disk with large storage built into computers
- Filing system in a computer which allows
WiDatabase information to be organised/stored
{&Hard Copy Information printed out on paper
Camera used the same way as video camera
[=zJlWeb Cam

[EIDigital Camera

SlLight Pen

Images/sound taken by camera can be
viewed on the computer screens

Camera which works in a normal way except
that it connects the computer

Photographs are stored/printed/displayed

Linked to the computer enabling users to
draw or transfer images on screen
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Follows same rules as normal report writing

Profitability

1=

Liquidity
Solvency

Dividend Policy

Use Headings: (=

Final Account Limitations: (=)

Future changes in fashions 1=
Change in exchange rates 2@
Industrial relation problems in the firm 3@
Fixed assets figures may be incorrect 4=
Future changes in the economy 5 =
Some staff members may leave the firm 6
Cost price has increased - selling has not 1@
Transport cost has increased - selling hasn't 2=
Gross (2
Stock was stolen/damaged/out of date 3=
Selling cost reduced - materials the same 4@
Increase in running costs 1=
Net &
Reduced firm income 2=

Falling Returns Reasons: (=

Supercharge Your Performance
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i=People Interested:

People who have put money in the business

[=IShareholders:

=iLenders:

{=/Creditors:

=!Revenue Commissioners:

Want to know what profits are like and what
return they are getting for investment

Banks/lending people want to know that the
firm will be able to repay their loans

Suppliers will want to know if a firm has a
good name for paying its bills

Tax office will want to know that the firm is

[=lovertrading:

paying a fair amount of taxes

A company whose current assets are less
than their current liabilities

Sales for a period less their sales returns

S Profitability: Return by a business from investment

[HLiquidi Availability of cash to pay off debts/bills

[=ITerms:
= Business Studies Notes: Record Keeping: STurnover
- Assessing the Business: Important Facts =H
=2
=3

I=lAnalysed Aspects:
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A firm is solvent when its total assets are
greater than its external liabilities

If a firm is insolvent it will be out of business

- o Potential Shareholders want to know figures
84 @pividend Policy: at it helps them decide on investments
i=@Mark Up: iZiCalculates % of the cost price was added to the profit
[ i e o i i :
s % of selling price represents profit

Tells how many times in a year a firm sells
{=Rate of Stock Turnover: N N

its stock & number of times a firm orders

Please do not photocopy
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% of the cost price was added to the profit Calculates = Facts: =
Mark Up: =
Gross Profit/Cost Price X 100/1 Formula: £
% of selling price represents profit Calculates = Facts: =
Margin:
Gross Profit/Selling Price X 100/1 Formula: =
Tells h e X
ells how many times in a year a firm sells Facts:

its stock & number of times a firm orders

Cost of Sales/Average Stock Rate of Stock Turnover: &

Formula: &

Opening Stock + Closing Stock/2 Average Stock: iz

Tells shareholders how many cent they
receive per share they own

Facts:
Dividend Per Share: =

Dividends/Number Ordinary Share X 100/1 Formula: i=

Shows a shareholder how well a business

performs and how profits are divided Facts: &)

Earnings Per Share: =

Net profit/Number ordinary shares X 100/1 Formula: =)

Dividend PO“CV:
h tage of investm
Shows percentage of investment Facts: @

shareholder will have gotten back .
& Percentage Rate of Dividend =

Dividends/Issued share capital X 100/1 Formula: &

Calculates what % of year's profits is being

paid in dividends to ordinary shareholders Facts: =l

Dividends as a Percentage of Profits =

Dividends/Net Profit X 100/1 Formula: =

A firm is solvent when its total assets are
greater than its external liabilities

If a firm is insolvent it will be out of business Solvency &

Total Assets: External Liabilities Formula:
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= Business Studies Notes: Record Keeping
Assessing the Business: Formulae

i=ZFacts: Compare results to previous years

= Gross Profit Percentage:
Gross Profit/Sales X 100/1

Compare results to previous years

Net Profit Percentage:

= : Net X100/1
SFacts: % received on total money invested in firm
{EiReturn on Capital Employed
i@Formula: Net Profit/Capital Employed X 100/1

Tells what return the company made on the

= N Sacts: amount invested by shareholders
=!Return on Share Capital
=!Formula: Net Profit/Issued share capital X 100/1
s - Tests how much liquid capital the firm has
* =Facts: ! .
n " . to use on a day to day basis (for bills)
=) Working Capital Ratio
=Formula: =l Current Assets: Current Liabilities Recommended: 2:1

Test of firm's ability to pay their short-term

=Facts: debts quickly - recommended 1:1

[ElAcid Test Ratio
Current Assets - Closing Stock: Current

Liabilities
Tells the average number of days it is taking
Facts: to collect debts
I=JPeriod of Credit Given to Debtors
=!Formula: Debtors/Credit Sales X 365/1

. Tells the firm the average number of days it

SfFacts: is taking them to pay their suppliers
[SPeriod of Credit Received from Creditors

=iFormula: Creditors/Credit purchases X 365/1
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Account that is receiving

Account that is giving

Two sided account

Continuous Balance account

Debit: (&
Main Rule: &
Credit: =
1
Layout methods: =
2la

Use purchases/sales a/c when the firm

1@
urchases or sells goods they normally trade
P 8 4 Y Using Correct Account: (=]
Use an asset a/c when firm purchases asset 2@
Costs incurred on a day to day basis D =
Expenses: (&
ESB, wages or insurance Example: =
Income sources other than sales Definition: (=
Gains: £ Expenses & Gal
Rent received or interest received =
Assets and expenses Debit &=
Rule: &
Liabilities and gains Credit =
Anything of value a business owns Definition: &
Things business owns for more than 1 year
Fixed Assets (= Assets: &

Bank Accounts Example: (=) Current Assets: [=]

Things which the business owes

Firm must pay owed money within a year

Current Liabilities: &

Bank Overdraft

Amounts firm will pay over a long period

Long-term Liabilities:
10 Year Loan =

Types: &

Account Rules: &

o

Supercharge Your Performance
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=1 To know how much money we have

To know how much money we owe

To know how much money is owed to us

Record Keeping Reasons:

To find out if we are over-spending

To know the vale of our assets/liabilities

To calculate profits or losses

Where firms keep records of transactions

\=/Definition:

(BAll entries have two parts: Double-entry bookkeeping

@1 [SlGeneral Ledger Accounts of assets/liabilities/expenses/gains
STypes: =2 [EDebtors’ Ledger Accounts of people who owe money
=3 [SCreditors’ Ledger Accounts of people we owe money to
1 Add up totals & write answers in rough work
=2 Subtract smaller number from the larger
Enter the difference under last lesser entry
=3
a Use balance c/d and the last date of month
=a Show totals of both sides on the same line
Enter balance on the other side below total
=5

Use the next day's date & write Balance b/d

[=IDefinition: Wealth invested in a business

If this is capital in return for shares it does

[ZlOrdinary Share Capital not have to be repaid

[ZlLoan Capital: This must be repaid
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Assets, Liabilities & bad debts
Book of first entry recording: &1

Purchase/Sale of fixed assets on credit

Alist of balances brought down from ledger

Rules: i=i
accounts and the cash book

([SDefinition:

Debit Receiving Credit Giving Debit Assets, Credit

General Journal

Entries are entered in the appropriate ledger

account on the same side as in the GJ Ledger: & =]} Mistakes in calculations
If debtor cannot pay: firm may write it off @2 One side of the transaction may be left out

In GJ: debit debtors, credit bad debts Sicauses of Differences: =3 An incorrect figure could have been entered

Receipts & Payments Double sided analysed cash book =J Trial Balance =4 Figure may be transferred to the wrong side

Formats: &
Cheque & books Two separate books =l @s Balance may be omitted from trial balance
Only entries paid/received by cash/cheque Records: k=] Debit entries: debit side
EiThere are two columns: debit & credit
Money received into the bank account DR Rules: = Credit entries: credit side

Two columns much equal each other

Money paid out of the bank account CRE

Sipurchases: Purchase goods for resale: invoice

Should be on the debit side: firm has money

iDefinitions:

—Business Studies Notes: Record Keeping:
The Trial Balance Question

Opening Balances:

([@Purchases Returns: Goods incorrect/faulty: Credit note

Overdraft: balance is on the credit side

Firm sends an invoice for sales sales: @ Purchases Book

Elcomplete day books:

Definitions: &=
Purchases returns Book

Goods incorrect/faulty: credit note Sales Returns: @

Use columns: date, details, cost, VAT, total

Sales Book

Complete day books:
(JRecord in Ledgers: Creditors & General

Sales returns Book
ZPurchases & Returns ( Credit)

Use columns: date, details, cost, VAT, total [FPurchases: Dr: VAT
SRecording: (SIVAT: Uses separate account in GL
Debtors & General Record in Ledgers: [=lPurchases returns: Cr: VAT
Cr: VAT . =pr Purchases Account
VAT: Uses separate account in GL = (EICredit Purchases:
Dr: VAT Returns: i=cr Creditors Account
Debtors Account =or Creditors Account
Credit Sales: = EPurchases Returns:
Sales Account o =cr Purchases returns account
Sales Returns Account or =
Purchases Returns:
Debtors Account cri=
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This is an expense which involves a fixed

Lo X Definition:
asset losing it's value after its purchase —9

Calculated using the straight line method

Calculations: =
Depreciation remains the same each year Depreciation: =) [=lDefinition: Amounts paid in advance at the year end

Depreciation charge for the year is entered
in a depreciation account

Prepayment must be subtracted from the
total amount paid during the year

Recording: (=

Related fixed asset remains unchanged Business Studies Notes: Record Keeping: I=lcalculation: This gets the total for the p & | account
[=]Prepayments:

Amounts due during a period Definition: (=] Ledger Accounts for Adjustments Amounts prepaid at the beginning of the

year are included in the total

Accruals at the year end are added to

amounts paid to get correct p & | figure [=/DR: Total Amount
Calculation: = [=JRecording:

Amounts due at the beginning of the year | Accruals/Amounts Due: (& [=ICR: Prepayments at year end

are subtracted from the total
Amount paid during period DR: =

Recording: (=
Amount due as balance b/d CR: @
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This is a means of counting the a

mount of
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stock in the warehouse at a particular Definition: (=)
— . . Records all details relating to goods traded
Warehouse should be closed for stock take 1= STrading Account: by a business during the previous period
Emportant Terms:
Warehouses may need to be divided into 28 i=iTrading Period Length of time accounts are prepared for
sections and two people assigned in each
Fsales Value of the goods sold
One member should count the stock
— Procedure: (=) Stocktakin, (=Purchases Cost of the goods purchased
Another should record all notes & figures on 8
stocks - (damaged, slow moving etc) (Ssales Returns Value of goods sold & returned to the firm
Stock sheets should be checked/totalled [=lPurchases Returns Value of goods purchased and returned
S Trading Account Entries
Stock should be valued & a report written 5= (=lopening Stock Cost of goods in stock at the start of year
Adjustments are made i C ised & " . " [=Closing Stock Cost of goods in stock at year end
Methods: = Business Studies Notes: Record Keeping
Day is taken out to count by hand Manual i@ The Trading Account Dcarriage Inwards Transport costs of bringing goods to factory
Stock in warehouse is entered in the trading [=liImport/Custom Duties Any foreign good taxes paid on goods
account at cost and not selling price
Value: @ Opening Stock + Purchases + Carriage
Only exception is if the selling price will be Inwards + Import Duties - Closing Stock
lower then the price paid for the goods EICost of Sales
[Z)Cost of Sales Cost of producing a good
Money is being tied up in stock 1€
Scost of d ilable f I Opening Stock + Purchases + Carriage
Stock may go out of date/fashion 2@ Too Much & Stock Valuing & Control mportant Formulae st of goods avallable for sale Inwards + Import Duties
Warehouse/insurance costs are higher 3 (©Gross Profit & Gross Loss Sales - Cost of Sales
Control Problems: (=]
Orders aren't met - no sales 1= [=INet Sales Sales - Sales Returns
[=)Net Sales & Purchases
Profits are lost 2= Too Little =] ='Net Purchases Purchases - Purchases Returns
Warehouse space is wasted 3=
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Write Less Appropriations directly beneath
the P & L account - this is a combination

Using a T account is also acceptable

Dividends + Retained Profit Left Side: (=

Traditional: (&

Alternative: (=

Net Profit + P & L Balance Right Side =

Net Profit + Opening P & L Balance -
Dividends = Closing P & L Balance

This percentage is decided by directors

Firm pays out of profits an amount equal to
the % of the total issued share capital

Continuation of the P & L account that
shows how the profit was divided up

Amount which is paid to shareholders out of
the net profit each year is the dividend

Appropriation Entries: (=)

Calculating Dividends: (=

Appropriation Layout =

Calculations: &

Appropriation A/C [z

Dividend: &

Amount which the firm keeps within the
business is known as the retained profit

Retained Profit [=

Appropriation Terms: &

®

Supercharge Your Performance
With Junior Cert Mindmaps

= Business Studies Notes: Record Keeping:
" The Profit & Loss Appropriation Account

Junior Cert Mindmaps - Business Studies Notes is licensed to alan curran for personal use.
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EiProfit & Loss:

i=Important Terms:

ZEntriesinthe P & L

EGains

[=lExpenses/Losses

Account records all selling. distribution &
administration expenses involved in running
a business as well as gains (non-trading)

=!Net Profit/Net Loss

i=iDefinition: Figure remaining after P & L
i=iFormula Gross Profit + Gains - Expenses

Gains are added to profit
='Note:

Expenses are subtracted from profits

=iRent Received

Income: firm rents out their premises

([Tinterest Received

Firm has money earning interest in a bank

(ZFinancial =Bad Debts

Audit Fees

i=ISelling & Distribution

=lAdvertising

Carriage Outwards

I=ITraditional

iwiAlternative

=1Ad

[=]Rent & Rates

ation

Light & Heat

Write everything in order - add gains first
and subtract expenses directly underneath

Combine this account with the trading
account in the same question

Using a T account format is also acceptable

This involves subtracting expenses from the
left and adding gains from the right
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We must combine: trading, profit & loss
appropriation account and a balance sheet

It is a matter of preparing the four accounts
one after the other - no differences

Before you begin a question label each entry
so you know where they will go later on

This is when the current liabilities are
greater than the current assets

Negative Working Capit:
Subtract the negative figure from the Fixed
assets to get the total net assets

Land, Buildings & Premises

Machinery & Motor Vehicles

Fixed Assets iz
Equipment

Furniture & Fittings

Bank Deposit/Current Account

Closing Stock/Cash on Hand

Current Assets (=)

Trade Debtors

Amounts we prepaid or are due to us

Bank Overdraft

Trade Creditors Current Liabilities: (=]

Amounts we have due/ prepaid to us

Combined Question

Supercharge Your Performance
With Junior Cert Mindmaps

= Business Studies Notes: Record Keeping:
The Balance Sheet
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Slimportant Terms:

ElAssets:

Liabilities:

ZIcapital:

[=lBalance Sheet:

Anything of Value that a business owns

= Machinery & Stock

Anything that the business owes

{ZiExample: Bank Loans

Amount of wealth currently invested in a
business by its owners

This is a list of the assets,, liabilities and
capital of a company on any particular date

(=IFixed Assets Long-term assets in a firm more than a year

Layout in Order:

@1 [Assets:
[=lcurrent Assets Short-term assets that change value (yearly)

=12 [=lCurrent Liabilities: Money owed to be repaid within the year
=3 =lWorking Capital Current Assets - Current Liabilities
=4 (=i Total Net Assets Total fixed assets + working capital

[ZShows: Authorised Share Capital Amount which can be issued
i=is izishare Capital

[=JAlso shows Issued Share Capital Amount already issued
=le [=IRevenue Reserves Lists amount of profit which was retained
=7 [=lLong Term Liabilities [=lAmounts owed: paid over long period 5-30 year loan

Share Capital + Profits + Long- term Loans

=8 (Scapital Employed

Bottom half total of the balance sheet
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HTrading a/c

Subtract closing stock from cost of sales

[=calculations

[=IClosing Stock:

=!Balance Sheet

Show closing stock as a current asset

Enter dividends due P & L/Appropriations =

Dividends Due: (=)

Amount firm still owes at year end

Recording: (= ([=IDefinition:
Show dividends as a current liability Balance Sheet (=) -
Passing of time - no longer new 1=l (=icalculati
=/Calculations:
Wear and tear from use 20 Reasons: (=) SiAccruals: By the Firms
Obsolescence - gone out of date 3= Sk |
Xamples:
Show d iati tinp &I t
Ow depreciation amount in p accoun Recordi"g‘ u
a =Definition:

[ZIP&L Add the amount due to expense

iziBalance Sheet Show amount due as a current liability

Insurance Due
Electricity Due

Amounts owed to the firm at the year end

2= — Business Studies Notes: Record Keeping:

Take depreciation amount from fixed assets
Adjustments: Final Accounts

Depreciation uses a straight-line basis )
Scalculations:

=l Accruals: To the Firm

Calculations: i=i
This means a fixed amount is taken away

EP&L Add amount due from the expense

iziBalance Sheet Show the amount due as a current asset

Rent receivable due

Money firm has paid relating to next year

from the cost price of the asset every year SExamples:
Money firm received relating to next year Definition: = SiDefinition:
Subtract amount prepaid from the expense P&LI=
calcul =
Show amount prepaid as a current liability Balance Sheet i= —2p Bcalculations:
Rent receivable prepaid les: =l

[=lExamples:

EP&L Subtract amount prepaid from the expense

[=)Balance Sheet Show amount prepaid as a current asset

Insurance Due

Electricity Due
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Add due to expense in income/expenditure 15

Accruals By Club =
Show amount due as a current liability (BS)

This is prepared like a normal cash book
[ZlAnalysed Cash Book
Subtract amount in income/expenditure 1= It includes many details & columns
Prepayments by Club (=] eceipts & Payments
Show amount as a current asset (BS) 2= This is a list of totals from analysed records
i=IReceipts & Payments A/C
Add to figure in income/expenditure a/c 16 There are no analysis columns included
Subscriptions Due (=
Show due figure as a current asset (BS) 2= =1 Only record things that relate to the period
Adjustment Instru
Subtract from income & expenditure a/c 1= = Difference to R&P: =2 Don't record the purchase/sale of assets
Subscriptions Due =
Show prepaid as a current liability (BS) 2= " " " =3 Don't include the opening/cash balance
- Business Studies Notes: Record Keeping:
Show amount in income & expenditure a/c li= Club Accounts: Records & Adjustments Ssurplus Income is greater than expenditure
_ Depreciation = Elincome & Expenditure [=iSurplus/Deficit:
Subtract from fixed assets on balance sheet 2= ZlDeficit: Expenditure is greater than income
Prepare trading a/c to calculate profit/loss 1=
Bar/Restaurant Trading =)
Transfer to the income & expenditure a/c 210z

I=/Combinations of I&E
Clubs prepare balance sheets in the same

Format: (&
format as a company =

Share capital:replaced by accumulated fund

Exception: (=

Balance Sheet ()

I=)Accumulated Fund
Balance sheet uses figures at year end

(ZDefinition:

Note: (=@
Accumulated fund uses figures at year start

Some activities involve both a receipt and a
payment and can be paired in rough work

By subtracting one figure from another a
surplus can be written in place of 2 entries

The capital of the club

Itis also the difference between the assets
& liabilities of the club at year's beginning
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This is an annual general meeting

®

Supercharge Your Performance
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All members of a club should attend

Definition: =1

To discuss various things in an agenda

[=IDefinition:

To elect club officers for the next year

Purpose:

Document sent to all members of the club

Non proft making organisations or
associations which people join

Contains list of items to be discussed (AGM)

Agenda: =

Part of the notice given about AGM

= To take part in sports
“iTypes: =2 For entertainment reasons
=3 Professional reasons (trade association)
=1 A basketball club

Chairperson (&

Person in charge of running the club Definition: @
Is in charge of meetings 1=
Makes sure business is carried out well 2@ Duties: @
Must sign cheques with treasurer 3=
Person of administration/communications Definition: (=
Sends out notices of meetings 1
Keep records of thiings discussed at AGM 2@ Duties: i=
Writes & deal with correspondence 3@
Person in charge of club finances Definition: =
Collect subscriptions & make all payments 13
To handle the clubs bank account 2=
Duties: &
To prepare a financial report & all accounts 3=
To make sure money is properly invested 4z

Junior Cert Mindmaps - Business Studies Notes

Visit http://www.JuniorCertMindmaps.com to see more Mindmaps.

Secretary =l

iziExamples:

A retirement club

. Business Studies Notes: Record Keeping:
Club Accounts: Running a Club

[=)Subscription Book

=!Receipts & Payments A/C

(=13 Business Teachers Association of Ireland

Subscription is a yearly fee paid by members

All subsriptions are recorded in this book

Record of the club's receipts & payments

=!Keeping Records

(@DTrading Account

(@Income & Expenditure A/C

Prepared if good carries a form of trading

Examples: running a bar or restaurant

Summary of income expenditure of the club

It does not record the opening balance or

Treasurer (=)

is licensed to alan curran for personal use.

@Balance Sheet

the purchase or sale of a fixed asset

Figures must include prepayments/due

Statement of assets & liabilities on a date

Capital of the club is the accumulated fund
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Service firms provide a service to the public Definition: &

Medical services or transport firms Examples: =

Purchase/sale of assets and opening/closing
bank balances are not recorded

Service Accounts: (=]

Points:
Adjustments to the accounts follow the

DR &

Money Received

1@
Money Paid CRE@

Farm Accounts: =

Purchase of an asset is not included in the
income & expenditure account

Junior Cert Mindmaps - Business Studies Notes is licensed to alan curran for personal use.
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i=iReasons for Accounts:

.E_Business Studies Notes: Record Keeping:
same rules as those used in final accounts o Farm & Service Accounts

=!Accounts Prepared:

=1 To find out what profit/loss is being made

=12 To know how much was spent/received

=3 To plan for future (purchases/investment)

=a To be in a position to apply for a loan

=5 To qualify for grants and subsidies

=1 An Analysed Cash Book

=2 Income & Expenditure Account

=3 A Balance Sheet

Please do not photocopy
(c) 2010 Copyright by Tammy Strickland. All rights reserved.


http://www.juniorcertmindmaps.com

Supercharge Your Performance
With Junior Cert Mindmaps

Only has bank column & no analysis column

Compare bank statement with bank account

S Traditional: Similar to analysed cash book

Cross out entries appearing on both

Receipts on the left, payments right

Prepare a new corrected bank account
[FLayout:

2 g
Receipts & payments have columns

Include the figures omitted in account

[=lContinuous Balance Receipts cause balance to increase

Balance the corrected bank account

iling Account/'

Prepare a bank reconciliation statement
The Bank Account:

Payments cause balance to decrease

Include the figures omitted in statement 4iz I=/Dr: Receipts
Rules:
Lodgment: added, payment: subtracted =cr: Payments
Balances of corrected accounts and = =l0pening Balance Money in Account/Overdraft
statements should equal each other —
[=lLodgements: Money put in

Business Studies Notes: Record Keeping:
“!Entries:

Bank statements can have different Note: &
balances to customer's bank account - Bank Accounts [Withdrawals: Money taken out

Transactions were too late to be included 1= @ Closing Balance: Money in account at the end
Cheques paid out have not yet been cashed 21 This is a record of a customer's dealings with
a financial institution during a period
Bank charges/fees customer is unaware of 3= Reasons for Difference: [=)
Fees
Forgotten direct debit, standing order etc. 4=
Lodgements

[=Shows:
Withdrawals

A mistake made by customer or bank 5=
[=JBank Statement:

Correct the bank account

1& Balances
Look in bank statement
Solution: = It is prepared by the bank or building society
Prepare bank reconciliation statement and uses a continuous balance system
23

Bank records entries from their perspective

Look in bank account
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Total Debtors Balance November 1 @ . .
Control accounts:used in business to check
Total Credit Sales (+VAT) \ the accuracy of debtor/creditor accounts
Question: @
Total Returns (+VAT) November 30 [=) - @pebtors: People who owe us money

[=Important Terms:

Total Receipts from Debtors (=Creditors: People who we owe money to

_!_Business Studies Notes: Record Keeping:

Total Debtors Balance Control Accounts Same format as debtors/creditors accounts
Total Credit Sales (+VAT) bR E - [=lFormat: They can be drawn up in T accounts
Answer: (=) (=JPreparing Control Accounts:
Total Returns (+VAT) Can also be drawn up in continuous balance
Total Receipts from Debtors cre [ZIFigures: Taken from the general ledger
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Visit http://www.JuniorCertMindmaps.com to see more Mindmaps. (c) 2010 Copyright by Tammy Strickland. All rights reserved.


http://www.juniorcertmindmaps.com

@

Supercharge Your Performance
With Junior Cert Mindmaps

Person in the office is put in charge of a cash
[ZPetty Cash Small store of cash in an office

box and will distribute cash when needed

[ZPetty Cash Box This is where the cash is stored

Given a float at the beginning of a period

[ZPetty Cash Book: Payments are recorded here

Imprest System (=]

Cashier makes sure vouchers are signed
EImportant Terms:

[=lPetty Cash Voucher: Filled in to access cash

Payment records made in petty cash book

[=limprest: Float at beginning of period

Remaining amount + vouchers spent = Float

= Business Studies Notes: Record Keeping: » . ) o )
[ =lPetty Cashier: P i
The Petty Cash Book etty Cashier erson in charge of the petty casl

PETTY CASH YOUCHER
[armorrsen v | Rrcenn sy asaconT Stamps
- ,TT g - . Taxi Fares
By AW 740 [ Petty Cash Voucher: =

([ZUses of Petty Cash: Milk

Tea
Sample Petty Cash Voucher Window Cleaning
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Waste less time
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Train your memory to deliver for you

N

Avoid having to re-read entire books before the exams
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Save your parents some money
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