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ABSTRACT
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PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL

WHAT'S IT ALL ABOUT ?2???2? WHAT AM | GOING TO DO ????? WHAT IS EXPECTED
OF ME ????? WHAT SHOULD | EXPECT OF MYSELF ?

You should understand that this unit is of no value to you unless you CAN or WILL prepare
the forms in it legibly (so they can be clearly read) and neatly.

HERE IS WHAT YOU WILL BE DOING:

1. You will complete an employment application, and application for a Social Security number,
and a withholding excemption form which will be judged for accuracy, legibility, and com-
pleteness by your instructor.

2. un a short empluyment test using simple math computations, you should score 31 out of the
35 correctly.

3. You will analyze 16 lines on a sales slip and judge if any of them are incomplete, have inac-
curacies, or are illegible. Your judgment should be correct for at least 13 of the 16 lines.

4. On a memo containing abbreviations and symbols, you should identify at least 36 of the 43
items correctly.

5. You are to complete 12 sales slips and 4 bank credit card forms with no more than 8 inaccur-
acies in the math computations and no more than 6 mistakes on the other parts of the forms.

6. You are to complete a “Daily Sales Simmary Sheet’’ with 100% accuracy.
7. You are to complete 8 “Important Message’” forms with 4 or less mistakes for all of them.
8. You are to complete 2 “Inventory Control Sheets’ with no errors.
9. You are to complete 2 *’Purchase Order’* forms with 100% accuracy.
10. You are to ““check-off”’ items on 2 “Invoices” with all items ““checked-off” correctly.
11. You are to prepare a “Returned Goods Voucher’ with no errors.
12. You are to prepare a “‘Bank Deposit” ticket 100% accurately.

FINALLY,
YOU WILL BE EXPECTED TO HAVE AT LEAST 90% OF YOUR POST-TEST CORRECT.
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PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL PAGE 1

i-ILLING OUT BUSINESS FORMS and PREPARING BUSINESS RECORDS

PALE.
\ CHECK

If you want to be properly dressed, you must If you want a proper business record, it must
be completely dressed. be complete.
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You must be accurately fitted to be thought Your business form must be accurate; other-
of as properly dressed. wise, it is no’. ;roperly prepared.

You are not considered well-dressed unless Your business form must also be neat. The
you are neatly dressed. information on it must be legible.
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People in business use and depend upon business forms and records of all kinds. SALES SLIPS!
PURCHASE ORDERSI INVOICES! BILLS! CHECKS! BANK STATEMENTS! INVENTORY
SHEETS! PAYROLL RECORDS! RECEIPTSI GOVERNMENT FORMS! DRAFTS! and more
forms!

Take the case of John Bruckner and his wife! Several years ago they opened a small clothing
store in a neighborhood section of a large California city. They carried clothes for men, women,
children, and infants. They catered to people who needed “work clothes.’” Their customers expect-
ed the store to supply many of their clothing needs, including fashion merchandise. As their busi-
ness grew, so did their need for more and better business records grow.
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One day John and his wife decided the time had come to hire someone to help them. They
wanted a responsible and capable young person. They wanted someone who could be depended
upon to be to work on time every day and who could handle responsibilities accurately and thor-
oughly. They needed someone to sell clothing, help with stockkeeping, and to perform some clerical
tasks. They would provide such a young pesson with a good salary and valuable training.

— Activity 1

You have decided to apply for this job. Turn to page 1 of your Working Papers and
complete the job application. When you finish, bring it to your instructor to be checked
for accuracy, legibility, and completeness. Print in blue or black ink.

____

M— However, before they hire anyone, they want you to take a short employment test
LEPLICATION |which consists of some math computations.

l—Activity 2

Turn to page 2 of vour Working Papers. F sllow the directions given on the test.

SOCIAL == SECURITY Whether or .not you dic.i well.on the employment .test, you
U UL CH have been hired on a trial basis. The Bruckners are impressed
000-00-0000 with you. But, if you did not do well on the employment test,
chey expect you to learn and improve your ability to handle
math computations well.

Y] (1] XNTORCIA e s R .
e~ ROBERT "L LONG Bl
fery WAL . YOUR  iMensh) roar)
%= ROBERT LOUIS LONG S SAr s oA

"NORA ROSE_K/NNEY -
UL SOV “Tagerdions of mhoins g o ol

ALFRED FRANC/S LONG
TERAS [ 1080 | 000 00+

DO YOU HAVE A SOCIAL SE-
CURITY CARD? You need a Sociil
Security number in order to receive a
pay check. It is the law. This is an exam-
ple of the form to use when applying for
a Social Security.number.

FOR 08 HAD A J00M SSCUSTY, = b
AMECR0, TAX N

The Bruckners are satisfied with your application and will consider you for the job.
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PREPARING SIMPLE BUSINESS RECORDS
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— Activity 3

Even if you already have a Social Security card and number, turn to page 3 in your Work-

ing Papers and complete the Social Security form. Have your instructor check your com-
pleted form.

You have filled out a JOB APPLICATION, taken an EMPLOYMENT
TEST, and completed a SOCIAL SECURITY FORM. There is one
more form to be completed before you can begin working —~ "EM-
PLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE.” The
number of exemptions you claim on this form will determine how
much of your salary the store will withhold from your paycheck for income taxes. The more ex-
emptions you claim, the less they withhold. Study the example below carefully.

EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE
Form W-4

U.S. Treasury Department

Internal Revenue Service Social Security

Print Full Name Account Number

Print Home Address City Zone State

HOW TO CcLAIM YOUR WITHHOLDING EXEMPTIONS
1. If SINGLE, and you claim an exemption, write the figure 1" . . .. .. ... ... . ... ... I,
2. If MARRIED, one exemption cach is allowable for husband and wife if aot cldimed on another certificate.

(a) If you claim both of these exemptions, write the fgure “2”
) If you claim one of these exemptions, write the figute ™I ¢ . ... ... L L il e deaees
2:) If you claim neither of these exemptions, write 0"
3. Exemptions for age and blindncss (applicable only to you and your wife but not to dependents) :
(a) If you or your wife will be 65 years of age or older at the end of the year, and you claim this exemption,
write 1”; if both will be 65 or older, and you cluim both of these exemptions, write "2 . . . .. . .. ceeeeeee
(8) If you or your wife are blind, and you claim this exemption, write the figure “1; if both are blind,
and you claim both of these exemptions, writethe figure ™2 . . . . L. L. L e e
4. If you claim exemptions for one or more dependents, write the number of such exemptions. (Do not claim
exemption for a dependent unless you are qualified under instruction 4 on other side.) . . .. ... .. ...

5. Add the number of cxemptions which you have claimed above and write thetotal . . . . . .. .. ... ... D
__6. Additioaal withholding per pay period under agreement with employer. See Instruction 1. . . .. . .. .. $.........

I CERTIFY that the number of withholding exemptions claimed on this
certificate does not exceed the number to which I am entitled.

(Date) , 19 (Signed)

Activity 4

Turn to page 3 of your Working Papers and complete the EMPLOYEE'S WITHHOLDING
EXEMPTION CERTIFICATE. Have your instructor check it.

S

L



. PREPARING SIMPLE BUSINESS RECORDS
v STUDENT MANUAL PAGE 6

The owners ask you to report to the store for one day of training. They will pay you for the
hours you spend in training on this day. They are interested in:

1. Showing you how to operate the cash register.

2. Teaching you how to make change.

3. Having you become familiar with the location
of the merchandise in the store.

4. Qutlining some store policies you are
expected to follow.

i0

¥ Lolre/ES
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\\/ You are not expected to learn everything

9 in one day. You will be continually learn-

ing while on the job. On the day you were

/ , o O in training, you learned how to operate the

i i ‘ %’l\ cash register. The Bruckners waited for
_ your first official day on the job to show

3 you how to handle customer purchases.

vednd
Z

Z7) 44 They explain that the store policy is to

%//. ‘874 Vo, .

zZ 2/7 prepare sales slips for both cash and charge

7 W ///7 . I
< — purchases. The sales slip is made out in

duplicate. The store keeps the original copy; the customer receives the carbon copy. The store

handles two types of charge customers:

1.  Those who charge their purchases directly to the store.
2. Those who charge their purchases by using a BANKCREDITCARD.

The first type of customer makes payments directly to the store. The second type of customer
makes payments to the bank. The store deposits bank credit charges at the bank the same as they
do for cash.

Whatever type of charge a customer uses, a sales slip is prepared for both. For bank credit card
charges, however, a BANKCREDITCARD form is also prepared. Below are examples:

BRUCKNER’S DepARTMENT StoRre No.
Bigtown, California

Charge Customer™s Name:

“Address:
— T —
BANKCREDITCARD o] T _
Bruckner's Department City & State: Tip:
Store. Big Town, CA .
Rame: CircTe One: Charge_ cash
. : C:rc‘le ﬁe:f Store Charge
Signature of Customer:
Address: Sales Clk. oo T : |swwom ’
City & State: . TAX h uan Articles Price Amoun
No. . | I
! 1

Date | SaTes [ Take T Sales Tax
No. Send__ { TOTAL
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SALES SLIPS

Since the Bruckners expect you to prepare sales slips and BANKCREDITCARD correctly,
they want to be certain that you understand what each of their parts mean.

w
QUAN ARTICLES PRICE AMOUNT

QUAN. refers to the quantity or the number of the same item purchased.
ARTICLES is the type of merchandise purchased.

PRICE refers to how much the article is purchased for.

AMOUNT is the number of articles (QUAN) times the prices.

If a customer buys 3 pairs of stockings at $2.75 a pair, the sales slip would look like this:

QUAN ARTICLES PRICE AMOUNT
3 Pairs of Stockings 2.75 ° 825
Note the position of the numbers 8.25 $ ¢

inthe AMOUNT column.Dollars . .. .......cooivvinnn
are always written to the left of the line.

are always written on the right nf the line.

BE SURE TO LINE YOUR NUMBERS UP PROPERLY

YOUR NUMBERS NOT

AMOUNT AMOUNT
SHOULD LOOK 5158 LIKE 5 55
LIKE THIS: THIS:

HERE IS HOW NUMBERS SHOULD BE LINED UP:

AMOUNT
1c to 99 99
$1  to $9.99 9 |99
$10  to  $99.99 99 |99
$100 to $999.99 999 |99 12
$1,000 to  $9,999.99 9,999 |99
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Tha pornon of the seles sl s tilled out tor charge customers only — STORE CHARGE or
QANKCREDITCARD

fMW.M e
‘c«.u... e

in the poarton of the wies s, "Charge must be cwcled for a charge sale or ““Cash’’ must be
Cwctad tor 8 canh aata ! 1t o5 3 Charge sle, ether “Store Charge’” or “BANKCREDITCARD must
te (ot T Qo d«vm m " lho m Mod 'Soonaturc of Customer’’ on charge sales.

u:uOn' N va o Con
,0“_“.'_0“ _SweOwg  BANKCREDITCARD |
. ot of Comomee 1

O (e tae . semta] [

'. LS TotaL ||
(1) The Guttent dete o wiitten in the space marked “Date’, (2) your initials in the space
mavad Soles Mo . (3 8 chech &) after “Send” if the purchase 1s 10 be sent to the customer or
atu teba’ o the Ccuslamer 4 Lehing the purchisse with her/him. The 6% California sales tax is
(orrguAnd On the ablotsl of the merchandue in the upper portion of the sales slip. (4) It is then

ot itlon wn TNe aee marbad “Solm Tan ~ The et fax 15 added 10 the subtotal, and {6) this amount
N LR e e ek TOTAL

NTJL&“H‘ <_ cotim v tlats LB :
oy tems 00 e
Vs o o wi s Bume !
MR ettt LR :
LY L IR
+7 g ! ;
Flia B biets ) t
U e et e
sete Mo g
LI -, ’ RS
. b 1 L | PN IRE [
‘. V. T , &M. 3 t -
¢ ,.ul.«la . [y
4““ o ﬁwﬂ . 1
5!!!' M e hu:n'\ :
LR ﬁ‘"" . . »€ o 4
TN M L manin, + ‘1_' A 4
* 4 3 ' -1
: ‘ P77
: 1 ¢ ‘ ¢
' R
] ] 4 * i
Tpte Tiles  Tcor A %e'ey ‘.«; 4 :;':'
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Activity 5
Turn to page 4 in your Working Papers. Indentify the parts of the sales slip that are not

legible, complete, or accurate. As your instructor for the supplementary sheet if this
activity is not clear to you.

You are familiar with the symbol $ for dollars and ¢ for cents. In writing on business forms,
symbols as well as abbreviations are often used, because the spaces provided are often small. They
also help you prepare your forms quicker.

HERE ARE SOME COMMON ABBREVIATIONS THAT ARE USED:

Month Mo. June Ju. Monday Mon.
Year Yr. July Jy. Tuesday Tues.
January Jan. August Aug. Wednesday Wed.
February Feb. September Sept. Thursday Thurs.
March Mar. October Oct. Friday Fri.
April Apr. November Nov. Saturday Sat.
May Ma. December Dec. Sunday Sun.

DATES MAY ALSO BE WRITTEN WITH NUMBERS. Example: 1/1/76. The first number
in this series is the month; the second number is the day, and the third number is the year. The
months are 1 through 12 with January as the first month and December as the twelfth month.
The days are 1 through 31, and the year is the current one. Thus, 1/1/76 would be January 1, 1976.

DO NOT CONFUSE A DATE ON A BUSINESS FORM WITH A CASH DISCOUNT. 2/10,
n/30 is a cash discount. It means that a 2% discount is allowed on the bill if it is paid within 10
days. After 1.0 days, no discount is allowed, but it must be paid within 30 days. (If you do not
understand this, see your instructor.)

These are some more abbreviations you may find useful:

Post Office Box P.O. Box Packages Pkgs. Number No.
Street St. Received Rec'd. Dozen Doz.
Avenue Ave. Road Rd. Paid Pd.
Boulevard Blvd. Amount Amt. Boxes Bxs.
Merchandise mdse. Balance Bal. Pairs Prs.
California CA. Company Co. Drive Dr.
Incorporated Inc. South S. North N.
East E. West W.

14
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THESE ARE SYMBOLS COMMONLY USED IN PREPARING BUSINESS FORMS:

@ for at or each a/c for account *  for "see footnote’’ or important
//  for number c/o in care of v/ for checked off

— Activity 6

Turn to page 5 in your Working Papers and complete the activity on symbols and abbre-
viations and the lining up of numbers.

BANKCREDITCARD

Both a sales slip and a BANKCREDITCARD form are filled out when a customer charges on
a BANKCREDITCARD. You do not itemize the purchases in the “Description’ portion of the
BANKCREDITCARD form. This is done on the sales slip and a copy of it is always attached to the
BANKCREDITCARD form. You write ‘“Total mdse.”” in the Description” portion of the BANK-
CREDITCARD form and, the amount from your sales slip is entered in the “subtotal.” Your sales
tax is written in the space marked “Tax.” The subtotal and tax are added together and the amount
is written in the space marked “TOTAL."” See the examples below:

JEuAN] DESCRIPTION UNIT COSTY. AMOUNT
BANKCREDITCARD ‘

Bruckner's Department To7AL MOSE

Store. Big Town, CA

Name:
/;Zfs. Joun Doe o

ress: Sales Clk. TAKE DJ)ORE 4 o] sUB TOTAL

/25 Mﬂ/” 57'- - RCHASER-SIGN HEREXP =2 76 % /7
City & State: 'Ax. / V7
QN D/Eéa‘ GA issuer of the card identified on this item is authorized ta pay the omourt TOTAL’I Y /
NO. 55 3' " o TOTRL v bropes et romia o b7 weh 1AL /7140

a - 6’- 5[ the agreement governing the ute of such cord.

15
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The Bruckners feel you are ready to handle r"r?-? e » —_—
customer purchases. You know how to operate a N d
cash register, make change, prepare sales slips and N 9L

BANKCREDITCARD forms. On this first day, you p
won't be waiting on too many people but enough
to become well acquainted with writing sales slips
and BANKCREDITCARD forms. However, the %
credit machine is temporarily out-of-order, so the
information on the credit cards must be hand written on the forms. Below is the sales tax chart you
will be using to compute your sales tax.

{0

7

STATE OF CALIFORNIA 6% SALES TAX REIMBURSIMINT SCHEIDULISTATE OF CALIFORNIA 6% SALES TAX RESMBURSIMINT SCHIDULE

Tr 4 Tax | T i Tax | T 2 Tax T H Tax | T 6 Tax | T 4 Tax'
.01- .10 .00 8.42- 8.58 51 | 16.92-17.08 | 1.02 25.42-25.58 | 1.53 | 33.92-34.08 | 2.04 42.42-42.58 | 2.55
A1 22 01 8.59- 6.74 52 1 17.09-17.24 | 1.03 25.59-25.74 | 1.54 | 34.09-34.24 | 2.05 42.59-42.74 | 2.56
23~ .39 .02 8.75- 8.91 53 | 17.25-17.41 | 1.04 25.75-25.91 | 1.55 | 34.25-34.41 | 2.06 | 42.75-42.91 2.57
40- 56 .03 8.92- 9.08 54| 17.42-17.58 | 1.05 25.92-26.08 { 1.56 | 34.42-34.58 | 2.07 | 42.92-43.08 2.58
S57- 73 .04 | 9.00- 9.24 55 ] 17.50-17.74 | 1.06 26.09-26.24 | 1.57 | 34.59-34.74 | 2.08 | 43.09-43.24 2.39
J4~- 90 .05 9.25~ 9.41 56 | 17.75-17.91 | 1.07 26.25-26.41 | 1.58 | 34.75-34.91 | 2.09 43,25-43.41 | 2,60
91~ 1.08 06| 9.42- 958 57| 17.92-18.08 | 1.08 26.42-26.58 | 1.59 | 34.92-35.08 | 2.10 | 43.42-43.58 261
1.09- 1.24 .07 9.59- 9.74 58 1 18.09-18.24 | 1.00 26.50-26.74 | 1.60 | 35.09-35.24 | 2.11 | 43.59-43.74 2.62
1.25- 1.41 .08 9.75- 9.91 59 | 18.25-18.41 | 1.10 26.75-26.91 | 1.61 | 35.25-35.41 | 2.12 43,75-43.91 | 2.63
1.42- 1.58 09| 992-10.08 60| 18.42-18.58 [ 1.11 2692-27.08 | 1.62 | 35.42-35.58 | 2.13 43.92-44.08 | 2.64
1.59- 1.74 10 | 10.09-10.24 61 | 18.50-18.74 | 1.12 27.09-27.24 | 1.63 | 35.59-35.74 | 2.14 44.09-44.24 | 2,65
1.75- 1.9 11 | 10.25-10.41 62 ] 18.75-18.91 | 1,13 27.25-27.41 | 1.64 | 35.75-35.91 | 215 44.25-44.41 | 2,66
1.92- 2.08 12 | 10.42-10.58 63 ] 19.92-19.08 | 1.14 27.42-27.58 | 1.65 | 35.92-36.08 | 2.16 44.42-44.58 | 2.67
2.09- 2.24 13 ] 10.59-10.74 64| 19.09-19.24 | 1.15 27.59-27.74 | 1.66 | 36.09-36.24 | 2.17 44,50-44,74 | 2,68
2,25~ 2.41 .14 | 10.75-10.91 65 | 19.25-19.41 | 1.16 27.75-27.91 | 1.67 | 36.25~36.41 | 2.18 44.75-44.91 | 2.69
2.42- 2.58 15 | 10.92-11.08 6 | 19.42-19.58 | 1.17 27.92-28.08 | 1.68 | 36.42-36.58 | 2.19 | 44.92-45.08 | 2.70
2.59- 2.74 16 | 11.09-11.24 67 | 19.59-19.74 | 1.18 28.09-28.24 | 1.69 | 36.59-36.74 | 2.20 45.09-45.24 | 2.71
2.75~ 2.91 A7 ]} 11.25-11.41 68 | 19.75-19.91 | 1.19 28.25-28.41 | 1.70 | 36.75-34.91 | 21 45.25-45.41 | 2.72
2.92- 3.08 18 | 11.42-11.58 69 | 19.92-20.08 | 1.20 98.42-28.58 | 1.71 | 36.92-37.08 | 2.22 45.42-45.58 | 2.73
3.09- 3.24 19 ] 11.59-11.74 70 | 20.09-20.24 | 1.21 28.59-928.74 | 1.72 | 37.09-37.24 | 2.23 45.59-45.74 | 2.74
3.25- 3.41 .20 | 11.75-11.91 71 | 20.25-20.41 | 1.22 28.75-28.91 | 1.73 | 37.25-37.41 | 2.24 | 45.75-45.91 2.75
w 3.42- 3.58 21 | 11.92-12.08 72 | 20.42-20.58 | 1.23 28.92-29.08 | 1.74 | 17.42-37.58 | 2.25 45.99~46.08 | 2.76 o
g  3.59- 374 22 | 12.09-12.24 731 20.50-20.74 | 1.24 29.09-29.24 | 1.75 | 37.59-37.74 | 2.26 46.09-46.24 | 2.77 3*
2 375- 3¢ 23] 12.25-12.44 74 | 20.75-20.91 | 1.25 29.25-29.41 | 1.76 | 37.75-37.91 | 2.27 | 46.25-46.41 2.78 -4
ﬁ 3.92- 4.08 24 | 12.42-12.58 .75 70.99&_.08 1.26 29.42-29.58 | 1.77 | 37.92-38.08 | 2.28 | 46.42-46.58 | 2.79 »
T 4.00- 4.24 925 | 12.59-12.74 76 | 21.06-21.24 | 1.27 29.59-29.74 | 1.78 | 38.09-38.24 | 2929 46.59-46.74 | 2.80 x
Q  4.95- 4.4 .26 1 12.75-12.91 771 21.25-21.41 | 1.28 29.75-29.91 | 1.79 | 38.25-38.41 | 2.30 | 46.75-46.91 2.81 g
O 449~ 458 27 { 12.92-13.08 78 | 21.42-21.58 | 1.290 29.99-30.08 | 1.80 | 38.42-38.58 | 2.31 | 46.92-47.08 | 2.82 ¢
X 4.59- 4.74 .28 | 13.09-13.24 79 | 21.59-21.74 | 1.30 30.09-30.24 | 1.81 38.59-38.74 | 2.32 | 47.09-47.24 | 283 m
: 4.75- 4.91 29 | 13.25-13.41 80 | 21.75-21.91 | 1.31 30.25-30.41 | 1.82 | 38.75-38.91 | 2.33 | 47.25-47.41 2.84 O
& 4.92- 5.08 .30 | 13.42-13.58 81 | 21.92-22.08 | 1.32 30.42-30.58 | 1.83 | 38.92-39.08 | 2.34 | 47.42-47.58 2.85 'E
o 5.09- 524 31| 13.59-13.74 82 | 22.09-22.24 | 1.33 30.59-30.74 | 1.84 | 39.00-39.24 | 2.35 47.59-47.74 | 286 m
5.25- 5.41 .32 § 13,75-13.91 ‘83 | 22.25-22.41 | 1.34 30.75-30.91 | 1.85 | 39.25-39.41 | 2.36 | 47.75-47.91 | 2.87
5.42- 5.58 .33 | 13.92-14.08 ‘84 | 29.42-22.58 | 1.35 30.92-31.08 | 1.86 | 39.42-39.58 | 2.37 | 47.92-48.08 2.88
5.50- 5.74 34 | 14.09-14.24 .85 | 22.50-9292,74 | 1.36 31.09-31.24 | 1.87 | 39.59-39.74 | 2.38 49.09-48.24 | 2.89
5.75- 5.9 35 | 14,25-14.41 86 | 22.75-22.91 | 1.37 31.25-31.41 | 1.88 | 39.75-39.91 | 2.39 | 48.25-48.41 2.90
5.92- 6.08 .36 ] 14.42-14.58 87| 22.99-23.08 | 1.38 31.42-31.58 | 1.89 | 39.92-40.08 | 2.40 | 48.42-48.58 | 2.91
6.09- 6.24 .37 ) 14.59-14.74 88 | 23.09-23.24 | 1.39 31.59-31.74 | 1.90 | 40.09-40.24 | 2.41 48.59-48.74 | 2.92
6.25~ 6.41 .38 | 14751491 89 | 23.95-23.41 | 1.40 31.75-31.91 | 1.91 | 40.25-40.41 | 2.42 | 48.75-48.91 | 2.93
6.42- 6.58 .39 | 14.99-15.08 90 | 23.42-23.,58 | 1.41 31.99-32.08 | 1.92 _:_0.42-40.58 2.43 | 48.92-49.08 | 2.94
6.59- 6.74 .40 | 15.09-15.24 91 | 93.50-23.74 | 1.42 22.09-32.24 | 1.93 | 40.59-40.74 | 2.44 | 49.09-49.24 | 2.95
6.75- 6.91 .41 } 15.25-15.41 92 ] 23.75-23.91 | 1.43 32.25-32.41 | 1.94 | 40.73-40.91 | 2.45 49.25-49.41 | 2.96
6.92~ 7.08 .42 | 15.47-15.58 93| 23.99-24.08 | 1.44 32.42-32.58 | 1.95 | 40.92-41.08 | 2.46 49.42-49.58 | 2.97
7.09- 7.24 .43 | 15.59-15.74 94 | 24.09-24.24 | 1.45 32.59-32.74 | 1.96 | 41.09-41.24 | 2.47 49.59-49.74 | 2.98
7.25~ 7.41 44 | 15.75-15.91 95 | 24.95-24.41 | 1.46 32.75-32.91 | 1.97 | 41.25-41.41 | 2.48 49.75-49.91 | 2.99
7.42- 71.58 .45 | 15.92-16.08 96 | 24.42-24.58 | 1.47 32.99-33.08 | 1.98 | 41.42-41.58 | 2.49 | 49.92-50.08 | 3.00
7.59- 1.74 46 | 16.09-16.24 97 | 24.59-24.74 | 1.48 33.09-33.24 | 1.99 41.59-41.74 | 2.50 | 50.09-50.24 | 3.01
7.75- 1.91 47 | 16.25-16.41 98 | 24.75-24.91 | 1.49 33.25-33.41 | 2.00 | 41.75-41.91 | 2.51 50.25~50.41 | 3.02
7.92- 8.08 .40 } 16.42~16.58 99 | 24.99-25.08 | 1.50 33.42-33.58 | 2.01 | 41.92-42.08 | 2.52 50.42~50.58 | 3.03
8.05~ 8.24 49 | 16.50-16.74 | 1,00 | 25.09-25.24 | 1.51 33.50-33.74 | 2.02 | 42.09-42.24 | 2.53 | 50.59-50.74 | 3.04
8.25- 8.41 50 | 16.75-16.91 | 1.01 | 25.25-25.41 | 152 33.75-33.91 | 2.03 42,25-42.41 | 2.54 | 50.75-50.91 | 3.05

Activity 7

Tumn to Pages 6-13 in your Working Papers and prepare the sales slips and BANKCREDIT-
CARD forms as instructed. Use the tax table above. '

_ |
Q
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DAILY SALES SUMMARY SHEET

At the end of the day, everyone working in the store
prepares a “Daily Sales Summary Sheet.” Since both
cash and charge sales are written on sales slips, these
are used when preparing the summary sheet. Each sales
slip has a number in the upper right hand corner. These
numbers are written on the summary sheet under the
column “Sales Slip Number.” The SUBTOTAL on each
sales slip is written across from this number under one of
these columns -- ‘“Cash Sales”, “BANKCREDITCARD,"”
or “Store Charges.” The sales tax on the sales slip is written under the ‘’Sales Tax’’ column. Then,
the SUBTOTAL and the sales tax are added together, and the amount is written under the column
"Total of Sales Slip.” Every column but the “Sales Slip Number” column is totaled down. The
totals of the columns for “Cash Sales”, “Store Charges”, “BANKCREDITCARD" and *Sales Tax"
MUST equal the total of the “Total of Sales Slip” column. The example below will help you under-
stand how a “Daily Sales Summary Sheet” is prepared.

]

Sales Slip Cash Store BANKCREDIT Sales Total of
Number Sales Charges CARD Tax Sales Slips
101 12.95 _.78 13.73
102 32.50 1.95 34.45
103 20.46 1.23 21.69
104 45.64 274 48.38
TOTALS: 45 .45 20.46 45.64 6.70 118.25

Activity 8

Turn to page 14 in your Working Papers and prepare the ''Daily Sales Summary Sheet.”
Use the sales slips you have just completed.
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MESSAGES

The first day on the job is usually the hardest. By the
second day, you feel a little more comfortable, even though
there are many new things to learn. Such things as how to
take messages properly are important to a business. Mis-
handled calls or messages can result in lost sales for a
store.

At your store everyone is expected to answer the tele-
phone. When it rings, some of you may be too busy to
answer it. Everyone is expected to use the telephone correct-
ly. It is an important instrument in business and must be used
in a pleasant but business-like manner. “TELEPHONE
YOUR MANNERS — YOUR VOICE IS SHOWING.” The
impression someone gets over the telephone of your store is
the impression you give them.

IMPORTANT MESSAGE 7

For MR. R.GON
Dateq\g:ﬂu_ﬁ'me ]01\5 M Not all of the messages left will be by
WHILE YOU WERE OUT telephone. A person may come into the
MRs. L. Rodriguez : store and leave a message for someone
not in the store at the time. In any case,
“ of the form on the Ieft' is the one you will be
Phone No. 313-5S 3% using to record messages. Some of them
Telephoned v~ Please call_v~ may be personal messages for Mr. or Mrs.

Returned Your Call o
Called to See You Bruckner: while others may be telephone

Will Call Again orders. Under IMPORTANT MESSAGE,

MESSAGE I . a across from the word “for”, write (1) who
he message is for, or, (2} the word “order"
\\ - K O . t ’ ’
s L . if it is a telephone order. Be sure to include
the time of the call and the date.

vt Fally oLl .

Q
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Under WHILE YOU WERE OUT, write who the call was from,
their address and phone number. Then, check one or more of
the appropriate boxes. In the message part, write the message, if
it is for the Bruckerners, or the order, if it is a telephone order.
éf? Finally, sign your name at the bottom. For the time being, the

Bruckners will take care of all telephone orders.

Activity 9

Using the information given below, turn to pages 15-16 in your Working Papers and

complete the 8 message forms.

At 10:05 A.M. a Mrs. Fred More of
1725 Oakhill Street, Bigtown, Ca. 94231,
261-3144, called and asked that these
items be sent to her:

4 prs. Milady Pantyhose 032 — $1.19@
2 Milady Slips, size 12 068 — $2.49@

At 11:45 A.M. Mr. Cecil Todd of 3612
Aragon Boulevard, Bigtown, Ca. 94346,
555-4432, called and asked that 6 T-
shirts and 6 shorts be sent to him im-
mediately. He said that Mrs. Bruckner
would know what kind to send.

At 12:25 P.M. the New Generation
Clothing Company of Los Angeles, Ca.,
(213) 586-3376, telephoned. They want
either Mr. or Mrs. Bruckner to return
their call "collect”” and ask for Ms. E. P.
Maker, Sales Manager.

At 11:20 A.M. Mrs. J. Martinez of 113
W. Fourth Avenue, Littletown, Ca.
91575, 376-5842, called and asked that
this merchandise be sent to her home:
2 dozen Rockabye Diapers — $5.98 Dz.

At 12 noon the Bruckners left for lunch
and at 12:15 P.M. Mr. Arnold Todd, a
salesman from Tinytots Co. came in to
see them. He said he would call again,
but he wants you to tell Mr. Bruckner
his last order was shipped and would
arrive soon.

At 12:35 P.M. Mrs. Rodney Small called

.and asked to speak with Mrs. Bruckner.

She called to tell Mrs. Bruckner that the
meeting of her club was changed from 3
P. M. to 4 P.M. She wants Ms. Bruckner
to call and tell Mrs. L. Wona.

19
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At 1:15 P.M. Mrs. B. Arthur Jones of
254 Grand Road, Bigtown, Ca. 94583,
331-9268, called. She ordered these
items:

4 Baby Panties — 69c@

At 1:55 P.M. Mr. Juan Navarro of the
Primo Sign Company, 2459 Main Drive,
Bigtown, Ca 94217, 273-5731, :zalled.
He wants you to tell Mr. Bruckner that
his crew will be in at 8 A.M. tomorrow

4 Coverall Bibs — 89c@ to fix his sign.

INVENTORY CONTROL SHEETS

e
b The Bruckners keep records on:
1. The merchandise they have ordered for resale in the
store.
2.  The merchandise that has been ordered and delivered to
the store.

3. The merchandise which has been sold.

These records help them keep “in stock” for their customers the
right kinds and assortments of merchandise. It is their system of
“Inventory Control.” By looking at these records, Mr. Bruckner
, knows he should order some additional merchandise for his Infants
Department from his two major Infant’s wear manufacturing companies. Although Mr. Bruckner
keeps good inventory records, he wants to check on some of the merchandise in his stockroom.
He asks you to help him. '

When you and Mr. Bruckner complete your checking, your inventory sheets for the Tinytot
Manufacturing Company and the Rockabye Baby's Wear Company show how much merchandise
you have on hand.

Your inventory contol sheets have 6 columns. The first column shows the manufacturer’s
stock number which it uses to identify the merchandise. The second column describes the kind of
merchandise it is. The third column is the manufacturer’s price. The fourth column — ““Minimum
Quantity” — is the number of items the store wants to have on hand. The fifth column is what is
actually on hand in the store. The sixth column is for computing how much, if any, of the mer-
chandise must be ordered. On the next page is an example of the inventory control sheet. Take a
look at it, and it will soon become clear to you how it is used.

20
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BRUCKNER'S DEPARTMENT STORE
Inventory Control Sheet
Tinytot Manufacturing Company 1533 Washington Ave., Los Angeles, CA 90027

Stock Unit Minimum -~ On
Number Item Price Quantity = Hand Order
7231 Coverall Bibs 79 18 6 @D
K32 Booties 88 46 48 @
8890 Rompers $1.98 12 12 @

By looking at the fourth and fifth columns, you can easily determine what you need to order.
Since you want a minimum quantity of 18 coverall bibs and you have 6 on hand, the last column
shows that you need to ord.er 12. You have 48 booties on hand and your minimum quantity is 46.
Therefore, you need not order any. The minimum quantity on Rompers is 12. There are 12 on
hand, so you won't need to order any of these either.

Activity 10
Turn to page 17 in your Working Papers and complete the sixth column — ORDER —
for the Tinytot and Rockabye companies.

The day after you helped Mr. Bruckner determine what and
how much merchandise to order from the Tinytot and Rocka-
bye companies, Mr. Bruckner began preparing the purchase ord-
ders. Since business is slow in the store on this day, he shows

you how these purchase orders are prepared. He uses the inven-
tory sheets you have just completed. The ORDER column tells
him what to order and how much he needs to order.
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PURCHASE ORDERS :

.. L )
‘BRUCK';,E:;:"?EC:?I:,_E;:: Store P.g. Wo: ‘ e Notice that you are again using a € o
L mckme];vgp:fgt:mt Store form with columns. The first
;:Zg:gzggagf-u 65321 Bigtown, CA column Quantity’’ is how many;
ey e e the second column “Stock No.”
oonip B2 is the manufacture number; the
Tuantity | Stock Wo. Description _ Price | Total Price third column ““Description’ des- -1
1 3R24 Men's Leisure Suit $38.90 cribes the items; the fourth . | \a_,'“»vg‘-
column ““Unit Price” is the cost . o
for each item; and the fifth | K
column “Amount’’ is the quant- &
ity times unit price. S
under the letterhead BRUCKNER'S DEPARTMENT STORE is the word “To.” Here you‘T o n;
write the name and address of the company from whom. you wish to order. “r.Q. No. "4s the pur- ] \
chase order number; “Date’’ is the day you are ordering the goods; ‘’Deliver To" is where ;ou want 2
the goods shipped — in your case, it is directly to the store; ““Delivery Date” is when you want the y

items shipped — imr..ediately or some future date; and “*Ship By’’ is how you want the goods sent — ' . L -
by Express, Parcel Post, Freight, or the cheapest possible way. . ‘

T
Your inventory Control Sheets will tell you what to order and how much to order. You wili ) .
also need the information below to prepare the purchase orders. e
P.0O.No.: 1123 P.0.No.: 1124 -
Tinytot Manufacturing Company Rockabye Baby’s Wear Company *
1533 Washington Avenue 389 Bayshore Drive . .
Los Angeles, CA 90027 San Francsico, CA 94138 .
Current date, Deliver to store, Current date, Delivery to store,
Ship immediately, Ship by Express. Ship immediately, Ship by Express.

~Activity 11 3

Tumn to page 18 in your Working Papers and, using your Inventory Control sheets and the
information above. prepare the two ourchase orders. . '

&

2

b

v

P
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INVOICES

A week has gone by since you prepared the two purchase orders.
On this day, the ACE Trucking Company delivers to the store
the merchandise ordered from Tinytots and Rockabye Com-
panies. Mrs. Bruckner asks you to check this shipment against
the invoices. She explains that the invoices are prepared by the
sellers (The Tinytots and Rockabye Companies) and made out

‘ to the buyer (the Bruckner Department Store). They list the
items shipped, the charges, when the shipment was made, method of shipment, terms for payment, _
and discounts, if any.

The store has definite procedures for checking merchandise it receives. After a shipment is
opened, the merchandise is checked against the invoice to make certain that what is on the invoice
is received. The merchandise is also examined to see if any of it has been damaged while en route
to the store.

Below is an example of how merchandise is checked against an invoice. To the left are the
items in the shipment; to the right is invoice. Notice how this symbol (¢ ) on the invoice is used to
verify that what is on the invoice has been received.

TiNyToT MANUFACTURING CoMPANY Invoice No. 8366
1533 Washington Avenue
Los Angeles, Ca. 90027 Date: 12/22/77
SOLO TO0: rms:
Bruckner's Department Store 2/10, n/30
=, Bigtown, California
Salesman | Your Order No. | Date Received | Oate Shipped Shipped By
* 354 12/19/177 12/22/77 Express
4: 1140 Sleepers, Infant Quantity | Stock No. Description Unit Price | Amount
" 6:J22 Crib Blankets Vi 1140 Sleepers--Infant $5.95 $23.80
5: 7053 Terry Robes V6 122 Crib Blankets 4.29 25.74
! - 2. 14.75
10: 7146 Rompers, Infant 5 7053 Terry Robes--Infant 95
V10 7146 Rompers 1.50 15.00
$79.29

[ g
o
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-~
?,

THESE ARE THE SHIPMENTS RECEIVED FROM
THE TINYTOT AND ROCKABYE COMPANIES

\ L]
)
Y
N & Q
YD L8| A ey O
IS <
: = o~ O S
//l \ \‘“ ‘ ]{3
ALY Z? k [
\\l‘\:‘\\‘E‘\. Z&?j it %
¥ ) . '”““;’ N
12 6138 “ Coverall Bibs $ .49@ 3 6671 Rompers $1.49@
12 6459 Infant Terry Robes $4.93@ 17 6783 Diaper Bags $2.29@
’ L ."/.4
gl =270 @

i K 3
Ml =) . (BN ‘ T
i . 9% 06’ f \ 0 11170
T L ; 7’7 4 ﬂ I':\] ij o
ra = O O 5 i/ - Y =)
ve - 'i Woulm - ]
1 9 B '
4 HN Undershirts -Snap $ .52@ 3 Cc49 Crib Blankets $3.19@
2 A23 Sleepers $2.29@ 5 J76 Buntings $8.96@

Activity 12

Turn to page 19 in your Working Papers. Check the merchandise received as shown
against the invoices, using this ( v’ ) symbol as you were shown.

) o
Q

24
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PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL PAGE 21

Although all the items on the invoices were received, as you
were unpacking them, you discovered that one of the infant
robes had a sleeve which was not completely sewn. You bring
this to Mrs. Bruckner’s attention. She tells you to wrap the item
in a small box. It is to be shipped back to the Tinytot Com-

pany. She wants you to prepare a “‘Returned Goods" voucher. It is a businss form much like any

other you've been using.

It is being sent to the Tinytot
Manufacturing Company, 1533 Wash-
ington Avenue, Los Angeles, Cali-
fornia 90027. It is ““Voucher No."":
154; the ‘‘Date’’ is the current date;
The ““Date Shipped” is the current
date; it is to be ““Shipped By"” -
Parcel Post; and after "Packed By",

BRuCKNER'S DEPARTMENT STORE®esses
+eeB1GTONN, CALIFORNI

5080888

10:

Rockabye Baby's Wear Co.
389 Bayshore Drive
San Francisco, CA 94138

We are RETURNING the
following goods to
you for CREDIT.

oucher No. | Date | Date Shipped [ Shipped By | Packed By
23 p/1/17 9/71/717 Express W.B.
Quan- Stocri Unit
tity No. Description Price | Amoun
1 F17 Baby Blanket $24.95
Express Charges 2.4¢
§27.41

You are shipping one (1) Infant Terry Robe, Stock No.: 6459 at $4.93@. Add $1.56 for
parcel post to this voucher as shown in the example above. The store will pay the parcel post
charges, but since it is not their fault, they will add this amount to the voucher for repayment by

the Tinytot Company.

Activity 13

Turn to page 20 in your Working Papers and prepare the Returned Goods Voucher, using

the information given above.
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BANK DEPOSITS

BEPOSITED N

el S wmuw am | You have learned to prepare many business

om records, and the Bruckners are pleased with

DATE . . o e e CHECKS .

Bruckner's Department Store : your work. They have a lot of confidence
Bigtown, Ca. 5 in you. So much, in fact, that they are go-

—— ing to let you prepare a bank deposit for

P them. The form at the left is the type you

1sd2dddwiq6 3 12 03LL=aR" TOTAL DEPOSIT

will be using. CURRENCY refers to the
paper money — $1, $2, $5, $10, and $10 dollar bills. COIN refers to the money made of metals --
pennies, nickles, dimes, and quarters. CHECKS are listed separately with the ABA number written
to the left on the deposit ticket of the amount of each check.

i — —

ik e 1D NO “{glgg

The number on the top ot these numbers is | .
the ABA (American Bankers Association) num- | P ~- b e
ber. This number identifies the bank on which | - - e e o Dokl

the check is drawn. Every coramercial bank in

the country can be identifier by a number as I;H:HH_HH. 12 O3nLegEe o h

well as by name. The number on the bottom
(1211) is a Federal Reserve number. You need only write the ABA number (90-1963) on the de-

posit ticket.

This is the money for which you are to prepare a deposit ticket for today’s bank deposit:

Current: $327.00
Coin: 18.24
Checks: 19-315 28.37
22-568 79.44
86-231 47.99
17-225 33.20

—Activity 14
Turn to page 20 in your Working Papers and prepare the deposit ticket using the infor-
mation above.

~
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team the time you askod the Bruchnen for a job until now,
vou fook en omployment test and have had some expaerience
n prepaning such busings tecords and forms as:

A Job Application

A Saiial Security snd an Exemption form

Selms Checks ond BANKCREDITCARD charges.
A Daily Soles Summary Sheet

loveiitaty Control Sheets

Purchase Orden

Chacking invoices

Returmed Goods Vouchaer

Telephone end Personsl Messages

A Bsnk Deposit Ticket

I TRV N

=

REMEMBER NGO BUSINESS RECORD 1S PREPARED WELL UNLESS IT IS DONE WITH:
! ACCURACY
2 COMPLETENESS
J LEGIBILITY

KEEPING THIS IN MIND AND IF YOU HAVE BEEN CAREFUL iN PREPARING YQUR
FORMSE YOU SHOULD BE READY TO TAKE A POST TEST IN PREPARING BUSINESS
RECORDS AND ACHIEVE A HIGH SCORE.

«
=7
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PREPARING SIMPLE BUSINESS RECORDS
Teacher’s Guide

The Student Manual in this unit of the CCUBE is in a narrative form. The student will read it
as if he/she were applying and hired for a part-time job in a small department store.

The first part of the unit emphasizes the importance of legibility, completness, and accuracy
in preparing business records. The instructor should check Activity 1 — the student’s employment
application — to determine if the student can prepare forms legibly. The instructor may want the
student to complete the units on handwriting, math computations, and job application before be-
ginning this unit. Activities 2, 3, and 4 are either for review or for the purpose of introducing busi-
ness forms that must be completed when applying for a job. Some instructors may want to spend a
few minutes reviewing activities 1, 2, 3, and 4 with a student before that student begins this unit.

There is a supplementary sheet provided in this teacher’s guide for those students who need
help with Activity 5. The instructor may want to make a transparency of this supplementary sheet
or make ditto copies for the students. This would allow the instructor to review it with the total
class or to have students study it individually.

For those instructors who would like the students to spend more time in writing checks, de-
posits, and reconciling a bank statement, it is suggested they obtain copies of the ‘"How and Why
of Banking” which can be purchased inexpensively through the California Banking Association.

There are, of course, more symbols and abbreviations than those included in the Student Man-
ual. Some teachers may want the students to do more research in the area of symbols and abbre-
viations. Some students may have difficulty understanding how to compute 5 items which sell 3
for $4.49: $4.49 divided by 3 = $1.49 2/3 which is rounded off to $1.50; therefore, $4.49 for 3
itams plus 2 times $1.50 or $3.00 = $7.49 for the 5 items.

The California Sales Tax is 6% in most California cities. However, in cities around the San
Francisco Bay Area which use the Bay Area Rapid Transit (BART), the California Sales Tax is
6%%. This unit uses the 6% sales tax, and some teachers may want to bring this difference to the
attention of the students.

There is no mention in the activities in the Student Manual where the student may find the
answers to these activities. The answers are provided in the “Answer Key.” Teachers will vary,
however, in the way they wish to use the ‘Answer Key.” Some will want the students to have
access to it either to check their work after each activity or to check their work after they have.
completed all the activities. Other teachers may want to check these activities themselves or have an
aide check them.

oo
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For any piece of individualized instruction to be successful, it is imperative that all students
be required to take the "Pretest.” This serves three purposes: (1) if the student passes the pre-test
successfully, there is no reason for that student to complete the unit but should receive full credit
for the unit: {2) it acts as a guide for the student as what to expect while working on the unit; and
(3) the difference in the results between the pre-test and the post-test will show both student and
teacher how much that student accomplished. The forms for the ‘*Pre-test’ in this unit are number-
ed so that students should have no trouble locating the forms they will need.

This unit should take most students no more than 10 class periods to complete. There will be
some, however, who will complete it in about 5 periods, while others will need as much as 15
periods.

The recommended score for individual instruction on both the pre-test and post-test is 90%
accuracy. In this unit, legibility and completness-should be a standard in the scoring. Using this as
a guide, each teacher will want to establish his/her own scoring pattern on this unit.

The unit has seven parts: {1) a Student Manual, (2) Working Papers, (3) Answer Key for the
activities in the Student Manual, (4) a Pre-test, (5) a Post-test 1, (6) a Post-test 2, and (7) a Teach-
er's Guide with answers to the pre-test and post-tests and a Supplementary Sheet.

In this unit, the student will take an emplo{/ment test and prepare the following business
records and forms:

A Job Application

A Social Security and Exemption Form

Sales Checks and BANKCREDITCARD Charges
A Daily Sales Summary Sheet

Inventory Control Sheets

Purchase Orders

Check Invoices against Merchandise Received

A Returned Goods Voucher

Telephone and Personal Messages

A Bank Deposit Ticket

_‘ .
SCLoNOO AWM=




PREPARING SIMPLE BUSINESS RECORDS
- TEACHER GUIDE PAGE 3

BRUCKNER’S  Department Store No. 172
Big Town, California

Charge Customer's Name:

MATWe WS 1
C & StCc AO-V“
1ty ate:
!\MQ.?&,_C_

2

3

Circle One: harge 4
5

6

Address

Circle One: Cotore tharge/BankCre 1tCar

-Signature of Customer:

Quan - Articles Price Amountl
] Pr. £ e 7
—2 | Doz, Hawkies | F-9sk 95| 8
! T-Shied 3 9
I _| SPor¥ Shiet - ~ 10
: z Pr.s. “5 ; ght‘s ﬂ_ Sh };
] \ 5 34; 13
] vess Shed ¢ 14
‘°I) te | Sales ake__ [ Sales Tax 15
Infiedé] s (A 15307

SUPPLEMENTARY SHEET

Line 1:  First name of customer not legible

Line2: Address is not complete — is Cedar a street or avenue or what?
Line3: Zip Code is missing. Abbreviation for California is CA not Ca.
Line4: Not Complete: Either cash or charge must be circled.

Line5: Inaccurate: Both charges are circled rather than just one.
Line6: Not Complete: Signature of customer is missing.

Line 7: Illegible: The word *‘socks” is not clear.

Line8. Not Accurate: 2.doz. hankies at $8.95 doz. is $17.90.

Line9: $2.98 is not lined up in the column properly.

Line 10: $8.95 is not lined up in the column properly.

Line 11: Incomplete: There is no price for each pair of briefs in * ice’’ column.
Line 12: Not Legible: The word “‘sweater” is not clear.

Line 13: The word “leather” is misspelled. -

Line 14: The numbers “2” and ‘8 are not properly formed.

Line 15: ' The sales tax is missing. :

Line 16: The total is added wrong, even with the sales tax missing.

ERIC - 0




PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 4 (PRE-TEST)

BIGTOWN STATE BANK LISY CHECKS BY
Bigtown, CA b lesma poum =
Current Date cor 3165
DATE _[cffﬁs’é ) /& loé FORM 1

87-38 2 56 |&
/9-543 3|  RY¥ |74

4

TOTAL OF CHECKS
LISTED ON REvERse]|

nd2bi=ig63e 42 O3LL=BAN TOTALOEPOSTT) )4/ 3 | &

IMPORTANT MESSAGE
For Afs. Lancaster

Date Gyrrent  Time0:30 _PM
WHILE YOU WERE OUT

M. Booker T- Krafion

of

Phone No. 25%- 7399

Telephoned X  Please call X
Returned Your Call FORM 2
Called to See You
Will Call Again

MESSAGE /1 regard 7o Mr.Jokn
MENall, an W.gfﬁc

Sadfer Degt. Store.
SIGNED_ Huvdents Zritials

Co
oy




BRUCKNER'S Department Store No.
Big Town, California

Charge Customer's Name:

Address:

City & State: Lip

Circle One: Charge Cas

Circle One: Store Charge/BankCred1tCard

Signature of Customer:

'Qgpn Articles Price Amount
5 I-Shirts 3/3.49 5181
Date Salfé Take X | Sales Tax 35
Current Int Send__ TOTAL 6116
BRUCKNER'S  Department Store No.

Big Town, California

Charge Customer's Name:
Mrs. Kin Quay low

ddress:
237 San Pablo St,
City & State: Lip
: 91002
C1rc]e One: Cash

Circle One: (Storétidrge)BankCreditCard
Signature of CustomerT —
Quan Articles Price Amount
Women's Terry Robe 22199
3 | Prs, Pantyhose 1.69@ 5107
: : 8106

Date | Sales | Take Sales Tax 1168

Current |NOTng) Sendx | TOTAL 30|74

PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 6 (PRE-TEST}

FORM3
. SOt
A1NMGTS6 Y 35
592- 6.08 | .36
6.07- 6.24 | .37
62i= 6.41 | .38
6.42- 658 | .39
6.59- 6.714 | .40
67% 691 | .41
692- 7.08 | .42
7.09- 1.24 | .43
7.25- 1.41 | .44
7.42- 7.58 | .45
750~ 7.74 | 46
7.73= 191 | .47
7.92- 8.08 | .48
807- 6§24 | .49
8.2~ 8.41 | .50
8.42- 8.58 | .51
8.59- 8.74 | .52
8.75- 8.91 | .52
8.92- 908 | .54
Y 522774 | 166
21.15-27.91 | 1 61
27.92-98.08 | 1 A8
28 9-26.24 | 1.69
78 75-28.41 | 1.70
o1 42-28.58 | 1.71
21.59-28.74 | 1.72
28.75-28 91 | 1.7)
IR.97-29 08 | 1.74
49 09-79.94 | 1.75
2025-29 41 | 1.76
99.42-79 58 | 111
09.4,9-99.74 | 1.78
9 75-29. | 1.19
20.92-30.08 | 1.80
3009-30 24 | 1.81
30.25-30 A1 | 1.62
30.42-30.58 | 183
30 5-30.74 | 184
30.75-30.91 | 1.85
3072-21.08 | 1.86.4

o~

FORM 4



PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 8 (PRE-TEST)

Department Store No.
Big Town, California

Charge Customer's Name:
__Mr._Peter Rushford
Address:
1520 Maple Ave.
City & State: 21p
Fairfield, CA 95173
harge Cash’ FORM 5A

Circle One:
Circle One: - Store thargefBankCreditla

Signature of Customer:

I Quan Articles Price Amount
j_Ekgs,___Mean_Sn.ckS._ 2,98Pkq. 8 194
“Date Saggs Take X | Sales Tax 54
Current Nolnt. Send_._ TOTAL 9la8
FORM 58
QUAN DESCR!*TION UNIT COST AMOUN!
BANKCREDITCARD '
TOTAL MDSE.
Name:
1 Address: Sales CK: ¢4 1nt. teno 01| Culuran S 1O gl94
1520 Mag'le Ave TURCHASER-SIGN HERE TAX
~City & State: b 54

s ilem is outhorized to poy the omoun! TOTAlb 9 I 48

ha itsver of the cord idenhhed on 1hi
tation | promise to poy tuch TOTAL

1_Fairfield, CA
- NO. '
. 373-6811-0

hown o3 TOTAL vpon proper preses
ther with m":lhvp:ho-ge?dw thereon) subject 10 and 1 otcordonce
ith the opreemeni governing the vsa of svch cord. '

N

o
3]

cv




PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 7 (PRE-TEST)

FORM 6
s _
.54.3 B Current -‘
T0: Deliver To:
A.C. Balboa Co.
2580 Seaside Rd. Store
San Diego, CA 92005 Delivery Date:
- As soon as possible
Ship By:
Express
Quantity Stock No. Description Price |Total Price
10 4527 Men's Beach Robes 19.95@ 199.50
FORM 7
T0:

F Fashion Cent
resno Fashion Lenter We are RETURNING the

155 Union Blvd. following goods to
Fresno, CA 96430 you for CREDIT.
Voucher No. | Date |Date Shipped | Shipped By | Packed By
187 burrent Current |Parcel Post (Student's Int.
Quan- Stock | Unit
tity No. Description Price Amount
2 1576 Women's Housecoats 18.65@ 37.30
parcel Post Charges 3.78

———

41.08

o




PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 8 (PRE-TEST)

FORM 8
- -t
Inventory Control Sheet
Stock rvUnit Minimum On
Number Price Quantity Hand Order
920 Ladies Pajamas ‘ $5.58 44 36 8
921 Pantyhose .§9 156 172
922 Ladiés Scarfs-Assorted 3.77 36 23 13
L- .
923 Ladies Full Slips 4.32 72 55 17
924 Milady Gloves--White 2.79 12 16
925 Milady Gloves--Black 2.79 12 1N 1
926 Assorted Half Slips 3.66 | 24 23 23
927 Assorted Nightgowns 9.23 32 » 9 N
FORM9
 Y———— et — —
DAILY SALES SUMMARY SHEET '
Sales Slip Cash Store BANKCREDIT Sales Total of
Number Sales Charges CARD Tax Sales Slips
221 8.99 .54 9.53
222 38.23 2,29 40.52
223 13.46 .81 14.27
224 16.07 . ' .96 17.03
TOTAL: 2506 _38.23  _ 13.46 4.60 81.35

Date of Summary:_ CURRENT Signature of Clerk: Student's Tnitials

vy,




PREPARING SIMPL E BUSINESS RECORD
TEACHER GUIDE PAGE 9 (POST-TEST 1

-
o

ITE IN.
BIGTOWN STATE BANK —

Bi gt°wn . CA BANK NUMBER DOLLARS CENTS

CURRENCY 5’5 00
Current s /4 ;3‘
Bruckner's Department Store /4-215 3 /8

Bigtown, /8-t 2| 58|90
igtown, CA 20-7f 5 28 145

4

TDTAL DF CHECKS
LISTED ON REVERSE

12 03LL=88" TotALoerost) /B4 (R

eddddwiqh In

IMPORTANT MESSAGE T
For_As. Shery/ Smith

AM
Date Qurrent  Time R:30 (W
WHILE YOU WERE OUT

Mr. Wiley Pinegar e
of - o
Phone No._635- 8640 L
Telephoned Please call ¥ .

Returned Your Call
Called to See You
Will Call Again

MESSAGE Dwntomn Merchants -
lation Meeting Fri. e
[:30pm._Call 7o Gpnfirm.

SIGNED ¢ Zhitra

o
D




PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 10 (POST-TEST 1)

i

-

N BRUCKNER'S Department Store No.
Big Town, California
.l Charge Customer's Name:
" Address:
. Clty & State Zip
‘ Circle ( One ~— —Charge CCash)
' Circle One: . Store Charge/BankCreditCard
. Signature of Customer:
%' Quan Articles Price Amount e e
{1 doz.| Prs. Socks | 1.25@ 15/ 00 ST
F ' ’ 14.59-14.74 /K
. 14.7%-14.9 .82
14.92-1508 920
. . 15091594 9
' b - 15.2%=-15.4 g
% 15421558 | .M
- X 1%9.59-15.74 94
. i 15 715-15 91 .95
# . ' 1502-1608 | wn
10.07-16 24 o
R 16.25-16.41 .98
.| Date N«ﬂgsc l gg‘;gx Sales Tax ELL 63eaein | 100
Currenti “Int . 19 90 o gaaon | 100

. 1707-17.24 | 1.0
1725-1741 1 1.04
17.42-11.58 | 1.05

34 25-34.41 | 206

v 1715951774 100
‘u ! ) 17.';5-17.')1 1.07,
BRUCKNER'S ~ Department Store No. loopwa 24 | 107

. N . 1 25-18 41 1.10

¥ Big. Town, California 7 Tio0 [ 197
Ib; Charge Customer's Name: ;;3»;¢4| \24
.47-32.50 g

Mrs. John Gomez 32.59-32.14 :96
--Address: ¥7shior' 1.7
684 Santa Anna Ave. 37093394 | 199

City & State: Zip el

San Francisco, CA_—— 94113 37593324 207
33.75-33.9 2.03

Circle One: oaljar __Cash 33.92-34.00 | 2.04
—_Circle One: Store UhargepBankCreditCard |3409-3494 | 205

Signature of Cu

e

| uER [ Articies price | ARt
'| 2 Pkgs.| Women's Hankies _|7.70Pkg.) 1340
;A._;_l__._unmanls_Blnuse____" _18.95
- . 34 35
| __|Send mdse. to
g = above _address
<5 before noon Thurs.
TPbate | Salgs “Take | Salés Tax| 4706
burrent |"oTps | SendX |TTOTAC v

Co
-r




T PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 11 (POST-TEST 1)

Department Store No.

Big Town, California
“Charge Customer's Name:
__Mrs. _Sam _Kaiser

Add

ress:
—1530 E. 14th St -
City & State: Zip
—Qakland, C 946058 ____

Circle One: _(Lharqge) ash
Circle One: Store arg&ZBankCrea’lEEara) ‘

Signature of Customer: I———

~Quan Articled Price | Amount
3 Bxs. Diapers .| 5.49Bx | 16|47
“Date SaTgé ' Take;x_ —Sales Tax 99
| Cuurent NoInt Send___ TOTAL 1
b s
) e 2UAN DESCRIPIION UNIT COS1 AMOUN!
| BANKCREDITCARD
. , : Total Mdse. '
~Name: :
40 F. 14th St : .
TAddress: Sales Ckigy 1pt. e O °ﬁ';m wiom|  jgle7
__,.D.Q.U..a.ﬂ.d_a_..(;ﬂ._ﬂms_. URCHASER-SIGN HERE
| ity & State: ,B( - Tax h 99
- he inver of the card ideatideed on this iiem is avthorized to any the omaunt TOTAL
NO. 429-1461-3. s, e T ) R i s

(V)




PREPARING SIMPLE BUSINESS RECORDS
TEACFER GUIDE PAGE 12 (POST-TEST 1)

r P.U. No.: Date:
612 et %urrpnt_
T0:  sizemore Manufacturing Co eliver fo:
625 Capital St. Store
Sacramento, CA 95814 Delivery Date:
As soon as possible |
Ship Bg
Parce] ost
Quantity | Stock No. Description Price |[Total Price
1 84712-4 Brown Leather Jacket 174.49
T0:
Seaside Fabrics
. We are RETURNING the
1251 Coast Highway following goods to
Laguana Beach, CA 94101 you for CREDIT.
Voucher No. | Date | Date Shipped | Shipped By | Packed By
145 Current Current | Express Student's Int.
Quan- | Stock : Unit
“tity ~No. Description Price Amount
2 49235 Dresses 44.,59% 89.18
Express Charges 6.19
95.37
L e




PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 13 (POST-TEST 1)

Inventory Control Sheet

Stock Unit Minimum On

Number . Price | Quantity | Hand Order

A50 T-shirts $ .89 72 65 7

B51 Briefs .79 144 152

c52 White Socks | .59 288 256 32

.D53 Black Socks .59 144 167.

E54 ___Dress Socks--Assorted 1.19 156 133 23

F55 Leather Belts--Black 3.59 48 52

G56 Men's White Hankies .69 48 44 4
- LY. _HT?gs--Assorted 2.98 | 60 29 31

.

DAILY SALES SUMMARY SHEET 1
Sales Slip Cash Store BANKCREDIT Sales Total of
Number Sales Charges CARD Tax Sales Slips
429 12.95 .78 13.73
430 - 24.95 1.50 26.45
431 16.48 .99 17.47
432 6.95 __ .41 7.36
TOTAL: 19.90 24.95 16.48 3.68 65.01
Date of Summary: Current Sigrature of Clerk:Student's Initials
| —— ot aE—

40




VEATSER In00 PASE % (NST TEIY B
BIGTOMM SYATE BAMK L8 CHECHE OV
Big.uwm, CA :;::: ""‘::
Y 4
(e ]
oaTe .. Syevent m j‘;
$ruckner's Department Store = L 5%
Bigtown, CA - 2
/-/ K&
4
(e O v
244 AR5 30 IL\=H8r TOTAL DEPOSIT
o v ONT MESSAEE

For M’.k, » 10/)4

Qay/
Date _er;nf Time 470 PM
WHILE YOU WERE OUT

Pﬂaéqiﬁﬂﬂéag‘ﬁiﬁﬂihv
of
Phone No. [zzﬂ é& - A74%

Telephonad Please call X
Return%é Your Call

Called to See You

Will Call Again

messAGE (G4 A7,
é’z_mkm:ﬁmﬁeu_/m‘ir
&ats or men in Ay #his year
SIGNED @ deats Znitials




IH{UCKNLJ{ S Department Store No.
Big Town, California
“"Charge Customer's Name:
T Address:
T City & State: iip
TCivcigone:___ Charge _ __ <Cash
Circle One: Store Charge/BankCreditCard
Signature of Customer:
’ ~Quan Articles Price [ Amount
7 T-Shirts 3/4.29 10101
Date Sa?a; TakeX_ | Sales Tax 60
BRUCKN[R S Department Store No.
Big Town, California
"Charge Customer's Name:
Ms. Theresea Diaz
“Address:
1760 Canyon Dr.
City & State: Lip
Los Angeles, CA 90028
Circle One: Cash
~Circle One: argedBankCreditCard
Signature of Cus
“Quan_ Articies Price | Amount
—_1__ | Momen's Bath Robe 34 (98
- Prs. Pantyhose 1.99@ 7{96
42 194
“bate” S‘ﬂfts J‘I'd'ﬁ'é'_f —Sales Tax 2 |58
Current No. Int Send X ..YOTAL. 45 524f4,

42

PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 16 (POST-TEST 2)

9.07- 9.24 .
9.25- 9.41 .56
9.42- 9.58 | .57
9.59- 9.74 .58
_9.15- 9.91 .59
T9.92-10.08 .60
10.07-10.24 61
10.25~-10.41 62
10.42-10.58 63
10.59-10.74 64

10.75-10.91 65
10.92-11.08 K.1j}
11.09-11.24 61
11.25-11.41 68
11.42-11.58 .69

30.42-30.58 | 1.83
30.59-30.74 | 1.84
30.75-30.91 | 1.85
30.92-31.08 | 1.86
31 09-31.1 24_ . 87

3. '25-31 41|88
31.42-31.58 [-1.89
31.59-31.74 | 1.90
31.75-31.91 | 1.91
31,92-12.08 92

47.42-42.98 | 2.9%
12.99-42.74 | 2,564
42.7%-42.91 | 2.5

19.92-43.08 | 2.4 JnJ
43.09-4). '24

43.25-43.41"

43.42-43.58 | 2.61
4).59-43.74 | 2.62
43.75-43.91 | 2.6)
43.92-44.08_| 2.64

T14.09-44.24 | 2.6%
44.25-44.41
44.42-44.58 | 2.67
44.59-44.74 | 2.08
44.75-44.91




PREPARING SIMPLE BUSINESS RECORDS
TEACNER GUIDE PAGE 16 (POST-TEST 2

B - ——— - -

Department Store No.

Big Town, California

~Charge Customer's Name:

—_Mrs. _Erancesco Spagnoli
Address:

___ 411 Whiteoaks Blvd. §
City & State: Zig

__ Synnyside, CA "~ .y 91259

_Qirslg..(?nss____&f;'\iégﬂ‘_ Casii|
Circle One: Store. charge( Tardy

—C ¢ BankCredit
Signature of Customer: e

~Quan | Articies Price | Amount
_BPkgs.| _Men's Socks _____ _3,98Pkg|. 31| 84

‘-bilé—”ﬁélﬁg_[—Tﬁkﬁzj—1:§§]@s Tax 1 91
- . d TOTAL ‘
urrent No'Int Send__ 3375
JUAN : DELCRIPIION UNIT COSY AMQUN!

BANKCREDITCARD

Total Madse.

1 __Mrs.. Francesco Spagnoli SR RPN (S

|

!

!

Name: ~ 3
|

}

[}

]

]

Address: Sales Ck: WA | o
411 Whiteoaks Blyd.  orcacs sonm— 0 sno OlCyrent] " _ 31

ity & State:
City tqe X

—SEBML—CA—SJ‘ZS'L— he it 0 the caod u!‘pal-lwd on this dem o nuthesized 1o pry the amaent IOTAlb 33 7 5

hown ny TOTAL vpun propee peesanlalion | peomise to pny tuch TOTAL

NO . 356'] 274'8 ' . |°tm~n with any ofhe: charqes due thereon) whiett 1a and in ““’d”‘f

with the ogretment gosermng the vse of wweh card.

€3




PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 17 (POST-TEST 2)

P‘.U. NO. : Uale:
724 | . _._.__Current
10: eliver To:
Avalon Dress Co.
Store

4159 Industrial Park

Los Angeles, CA 90054

Delivery Date:
As soon as_possible

Ship By:
Express
Quantity ] Stock No. Description Price |Total Price
4 doz. F6291 Men's Jumpsuits 12.890 51.56
L
T10:

Bayarea Fashions, Inc.
2156 San Pablo Blvd.

We are RETURNING the

Oakland, CA 94605 following goods to
you for CREDIT.
Voucher No. | Date | Date Shipped | Shipped By | Packed By

376 ;urrent Current {Parcel Post |Student's Int.
Quan- Stock Unit

tity No. Description Price Amount

4 J810 Men's Suits, Balck 263.60

65.900




PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 18 (POST-TEST 2)

Inventory Control Sheet

. -

Stock Unit Minimum On
Number L Price | Quantity Hand Order
A25 T-shirts $1.29 51 34 17
B33 Briefs 1.19 200 212
ca Jhite Socks .79 376 31 | 45
D56 Black Socks .69 238 301
E67 Dress Socks--Assorted 1.49 144 115 23
F79 Leather Belts--Black 2.98 36 48
I G88 Men's White Hankies .99 60 23 37
ugz Ties. -Assorted 3.99 48 29 19

{ DAILY SALES SUMMARY SHEET ]

Sales Slip Cash Store BANKCREDIT Sales Total of
Number Sales Charges CARD Tax Sales Slips
201 14.88 .89 15.77
202 34.95 2.10 37.05
203 i 8.29 .50 8.79

‘___204 16.75 . _lo_17.76
TOTAL: 0 31.63  34.95 8.29 4.50 79.37
Date of Summary:Current Signature of Clerk: Student's Initials

el
A~




PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 1

T BRUCKNER’S DEPARTMENT STORE
BIGTOWN, CALIFORNIA
ACTIVITY 1
APPLICATION FOR EMPLOYMENT

Date C’””e”fiq

. Date of .
Name B Student Age Z&_Birth /212! Marital Status S1gle |
Home Address /035 Orangelree B city Spangside stave _CA__ zip P4
Place of Binh_&aw[&_@___ Citizen of U.5.2.Y€S__ Phone 26/ 4432

Height 2 '4*  Weight £/8/bs. Sex __F__ Social Security No. 35 F2~ b/bb .
Job Applied For __\Saks lerk '

Name and Address of Person to be Notified in Case of Emergency:

_M%Wfﬂf Phone Jél‘ 45&

EDUCATION
Name Where When

Grammar  fYardin Avtherkling  Synhgside CA  June /97]

Jr. High School Ve,/n «/. 4.<
High Schoo! @/ 7Aer # < '

PREVIOUS EMPLOYMENT

Latest Employer Next Preceding Next Preceding
Name of : ‘
Employer Lypt | Mrs. S dones e
Address | Gnnyside, A8 | Sanyside, PA /
Position Salec Clerk | B % pa
How Lon@? | .3 mae. [Brt-time 2 yre /
LastSalary | $.9.%5 4n £/, 50 br. /
Date Left | Gopit /977 e /477} /
Reason for +o Work a
Leaving Returned 12 schaod Yer s
REFERENCES
(Not related to you)
Name: Address: ' Phone: Occupatiotion]]
V. Mre T Tones /325 Oak S Sgang.s[e/g ) \555- 387 fboswife
2. Mr. ., Tin Wong 445 ledr - MY TPP  AIwger

3 Ms.Toanita lopes RoeMfp v v A3ldeiS  Fors Din

BUSINESS OR OTHER SKILLS
Typing? s Speed 22 _Sshorthand? .J@d,_jpwd__ Filing? Yos Other Businegs




PREPARING SIMPLE BUSINESS RECORDS

KEY PAGE 2
BRUCKNER’S DEPARTMENT STORE
ACTIVITY 2
Employment Test
Name Date—_ No.Correct —— % ——

Write the answers to the problems as quickly and accurately as you can. Do not skip any prob-
lems. Show decimal point when necessary. Write legibly. Do not take time to recheck your
] answers if you can do the test in 10 minutes.

ADD:
(1) (2) (3) (4) (5) (6)
$4.23 $3.10
6.49 $ .77 123 $6.31
1.23 $ .63 1.69 91 - $ .82 .86
62 3.29 259 64 1.86 4.92
23 1.29 .16 7.04 22.29 43
/.80 $5.2) %52/ s/ada  FANI7 ¥/2.5
(7) (8) (9) (10) (11) (12)
$1.29
2.49 $1.23
4.15 $ 93 $9.45 6.49
63 1.16 1.23 62 $19.95 $7.98
.06 87 7.84 A3 . 1.29 4.95
BL.62 £2.9¢6 ¢/852 FEHT ¥2/AY¥ ¢142.98
SUBTRACT:
(13) (14) (15) (16) (17)
$9.95 $13.29 $16.51 $22.76 $16.10
-7.98 -11.70 - 13.64 -11.64 - 444
/.97 # /59 ¥2.37 57/ 42 8//. 6l
MULTIPLY:
(18) (19) (20) (21) (22)
349 118 89 327 32
x 3 x12 x 7 x4 x25
5,047 4, 4/6 623 4208 Soo
(23) 6 hankies at 35c ea. ¥.2. /0 (28) 2 towels at $1.79 ea. 33.58
(24) 4 diapers at65cea. 2.40 (29) 4 face cloths at 29c¢ ea. /. /6
(25) 6 booties at 75c ea. < 4 S0 (30) 6 face cloths at 17c ea. /.02
(26) 3 panties at 45cea. /.. J. (31) 2 towels at $1.64 ea. 325
(27 TOTAL $/0.85 (32) TOTAL €04
(33) Stockings are priced at 3 pairs for (34) A dress marked at $7.95 is to sell
$2.40. How much will 4 pairs cost? at a 15% discount. For how much

$ _3.20 willitsel?  $ 4.76

sell? $ _A4./19

[€)

1(35) A pair of earrings marked at $3.95 is subject to a 6% sales tax. For how much will they

B

A7




PREPARING SIMPLE BUSINESS RECORDS

KEY PAGE 3
ACTIVITY 3
(] CN Do 953 .
APPLICATION FOR A SOCIAL SECURITY NUMBER L——oo NOT WRITE IN THE AGOVE IPACE
$o0 Insywetions on Sock. Print in Block or Dark Blue fak or Use Typouriter.
wm;‘:ﬁm (Piens Noma) Giiddie Name or Initiel =  nene, drow line__)
J bty Susie R.

2 %EEE%& e Beth Student

(County i bnoun) (Seon)

(Ciry)
X Sunnysia CA. P11

MOTHER'S FULL MAME ATHER DIRTH (Mer meiden neme)

4 Beth Hughes

PATIER'S PULL NAME (Rogeeiieas of whether fiving or doed)

3 Inthony Ralph Student

BER HAVE YOU ZVER BEFORE APPLIED FOI [ s (14 V88 Putes FTATE ta whieh you applind mad
O OR MAD A UNITED STATES SOCIAL N0 «NO® YES
, SECURITY, RAILROAD, OR TAX ACCOUNT n l
nomsemr' - | e
iumer ond Swees, Apt. No., P.0, Bon, or Rurel favte) (Cim) g

- YOuR ; (Souse)

W Sime 525 Orange Tree Rd.  Svnnyside CA g1/
i QW e et B B e e e o o o i v et $1,008
L] L] L ] [ ] sogwr! s 8 r.8 X1 ;mere »
senment for Jp % | your, o both,

14 T YOUR NAME NERE (Do Not rrind) )

nace

mn:a: OUPARTMENT tncamet Rovenye Sorvice [pescetan  [Jassen [eer uwes Towen W i
[ (872 soCiaL ADUNSS
=

This is an example . . .

ACTIVITY 4

Form Wod EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE

U.S. Treasury Department
Internal Revenue Service . .
Social Security

Print Full Name_SUSIE B, STUDENT Account Number 5E5-32- (/b6

. /025" - . W
Print Home Address ~ ORANCE TREE wL"'ty ,gu,\_/é;gs, p done State_CAH
- HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS /
1. If SINGLE, and you claim an exemption, weite the figure ™17 . . . . . ... ... .. L e edeses
2. 1 MARRIED, onc excmption cach is allowable for wsband anu :ife if not claitned on another certificate.
(4) 1f you claim both of these exemptions, write the fifure 2"
b) 1f you claim one of these cxemptions, write the firure “1° 1. .. ..ol ie e ..
2() 1f you claim neither of these exemptions, write “0"
3. Exemptinns for age and Blindness (applicabdc only to youand - wife but not ta dependents) :
(#) 16 you or yeur wife will be 63 year of s or oldir att ooy af she year, and you clain this exemiption, Is)
wiyite "1 if both will be 635 or olier, » nd you clanny of these exemptions, write "2 . L L oL 0 eeenteas
(b) U you or yonr wife ace blind, and ,ou ddaim t* e an, write the hguee 173 if both are blind,
:\n«.( you claim both of these exemptions, eviie ¢ guic 2 . .D..
£ 1 you claim exemptions for one or more depene er.s, « tre tirr number of such exemptions. (Do not chim
extmption {or a ercmlem unless you are cualificl undes instruction 4 on othesside.) oo o v o v oo e
3. Add the numbet of cxemptions whitl you have claimed abave and weitethe total . . . . ... L0
6. /\«_Miu’oml withholding per pay period under agrcemen: witn employer. See Instinetion 1. . . ... L. .. $.0....

I CERTIFY that the number of withholoing exemptions claimed on this
certificate does not exceed the numier to which I am entitled.

(Date) C URRENT , 19__ (Signed) Qét}:z:'e 3 LI L. o

AR




PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 4

ACTIVITY 5

‘_—BRUCKNER' S Department Store No.

Big Town, Cal ifornia

Charge Customer's Name:

fp0. @WJ Qg 1
Address:
1H22% A/o Kedesy 2
City & State: | [ Zip
SanT Louis ORiepo  CR 3
Circle One: Charge 4
Circle One: ore Cha.ge/BankCreditCard 5
Signature of Customer:
6
Quan Articles Price Amount
/ /M é?ﬂl al ?L 7
2 0z DIALLIAL L7275 79 8
~ 7| b Bleviel i g 198 9
_ Lrhe ¥7 F 10
Z T MPE/AL 12 1
/| (i , 3 |v7 | 12
o7 Tl Lotk | 7298 2 77|13
T/ N LA ) ¢ lzg | 14
Date | Sales ake Sales Tax 15
?/20/7/ No.#)3| Send 10TAL 7//é )"/f 16

The lines are numbered on the sales slip above. Below, indicate opposite the numbers if the
lines have items that are incomplete, inaccurate, and/or illegible.

Line1: Last name of eustomer not [eqrble.
Line 2: MM&MWW
vined: _Z/p Codle [s_missing
" Line 4: - elther /)
Line 5:
Line 6:
Line 7:
Line 8: )
Line 9: _{Z_Zf L
Line 10: _$2.56 As ot [ined up dorrectly n The olumn
Line 11: _ Lndomphese . andbr Dhjce-_there 4s ho price Tor each romper
Line 12: _4/2 i/eg&fawd_ékqee__éf_m a/éar.
Line 13: Ac_mrd M
Line 14: MHMMM
Line 15: Zsz 5&/‘5 zlaz /s QZISSI@
Line 16: _7he 7073/ is wrohg. a5




PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE S

ACTIVITY 6

LINING-UP NUMBERS, ABBREVIATIONS, AND SYMBOLS

DIRECTIONS:In the spaces provided, identify what the abbreviations, numbers, and symbols
mean in this memo.

On (3/11/76) _Morch 7, /2774 . your employer, Mrs. Simpson asked you to send
the following invoice:

King's Sports, 1121 Geary (Bivd) Eﬂ/m . San Francisco, ordered on
(Feb.) Februasry 30, three (bxs.) _Aoyes of (No.) _Aumber 321
fishing lures at $5.00 (@) __ 2zgch ; two (pkgs.) _maﬁ_f_ of tennis nets
(») &’gm,égc 60123, @ 12.95; and one (doz.) azga baseball..
bats, @ $7.49. The total (amt.) _ 3/WO0yhn7 $196.30.

The (Mdse.) mZrchandise  will not be sent until the first (Mon.) |
in (Ma) Maé( , so that it can be (rec’d) _/"e&ceiyed before the season.
Offer them the usual (2/10, n/30) /12, ., Their

(a/c) a@mi shows no (bal.) ba[angg fot the previous
(mo.) _mon?h _ of (Jan.) ,./azzﬂagg . They have always (pd.) __Dgr,

their bills on time.
Another customer in Oakland, (CA) (Z a&ﬁmza The Sportman’s Shop,
previously received all correspondence at their (P.O. Box) _Mﬁge Box
They request that we sent it to their new location at 225 Lakeshore (Ave.) _AVenhie .
This is on the corner of East 12th (St) STreed . They moved last (Thurs.) Tharsdlay -
Look up account for Ski Shop two (yrs.) _Mrs ago for the hogth&’
of (Feb.) }Zérm:g , (Mar.) _March , (Apr.) Aﬁg[[ and send their

statements to them (c/o) _ /n O Ire af Mr. J. J. Skinner.

On (Tues.) Tpesdiacy and (Fri.) Fr/daly  mail out fate notices. Don't forget that
on (Wed.) Nedhesday  in (Ju)sSJupl  and on (Sat)sSafurday in (Sy)sduly

there will be staff meetings. Tell Ms: Clark that I'll be out of town on the first (Sun.)

in (Aug.) &H\?Eﬂ but that | won’t be away during the months of (Sept.) S€p7erm ber,
(Oct) _Ops>ber . (Nov.) _Adoweméber _ ,and (Dec)_December .

LINE UP THESE NUMBERS IN THE AMOUNT COUMN: AMOUNT
/2, 34567
$12,345.67 8 /ZAv<]
8,912.73 . 4 52| ‘
649.52 ca




nm\nmo slim.s BUSINESS RECORDS
uv PAGE 6

-

. \‘, 3

Bakersfield, CA 97321

3 Girl'sBlouses....... 3.49@
.2 Girl's Shirts ....... 10.98@
“%Girl's Slacks . ...... 11.98@

ACTIVITY 7
BRUCKNER'S Department Store No. 172
Big Town, California
Charge Customer's Name:
~ Address: Cash — Send ,
- : , 6 Boy's Brief........ 3/2.49
City & : /4
ity & State P 6 T-Shirts .......... 3/2.98
Circle One: Charge {Cash) 8prs.Socks. . ........ .88@
Circle One: Store Charge/BankCreditCard .
Signature of Customer: Send to:
. _ Mrs. James Cohen
Quan Articles Price Amount 1445 Lambert Street
6 Boy's Briefs 3/2.49 4| 98 Bigtown, CA 94042
6 T-Shirts 3/2.98 5| 96
8" Prs. Socks .880 7t 04
= . ~ 17/ 98| NOTE: For sending items,
- Send to: write the address as shown on
' Mrs. James Cohen : :
1= 1445 Lambert St. this sales slip.
- Bigtown, CA 94042 _
Date Sgl Take__ [ Sales Tax 1} 08
Current Int]. SendX | TOTAL 19 06
BRUCKNER’S  Department Store No. 173
Big Town, California
Charge Customer's Name:
Mrs. Perry Ioto
Address:
- 21 Crescent Dr.
Store Charge — Take C1 R State Zip
Mrs. Perry loto - 97321 -
21 Crescent Drive C1 rcle One Casﬁ

Circle One:

Signature of Customer

Quan Articles Price Amount
3 Girl's Blouses 3.490 10{ 47
2 Girl's Skirts 10.98@ 21196
1 Girl's Slacks 11{ 98
441 41
Date jSa %s Take X ;?ales Tax 9 66

. OTAL

urrent NOI t. Send_. T 47i 07

o1
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PREPARING CIMPLE BUSINESS RECORDS

KEY PAGE 7
ACTIVITY 7
BRUCKNER'S  Department Store No.174
Big Town, California
Charge Customer's Name:.
Mr. Harold Long
Address:
4357 12th St.
City & State: Lip
Stockton, CA ‘ 96301
Circle One: Lharqe
Circie One: Store Char
Signature of Customer:
Quan Articles Price Amount
3 Ties 4.50 50
1 Dress Shirt 10198
1 Dress Shirt 8198
1 Pr. Slacks 16 [50
49196
Date S§ﬁ$s Take X Sales Tax 3/00
Current NoTnt. Send__ TOTAL 52196 |
Take
BANKCREDITCARD No.: 762-8574
Mr. Harold Long
4357 12th Street Stockton, CA 96301
3Ties ........... $4.50@
1DressShirt...... 10.98@
1 Dress Shirt. .. ... 8.98@
1Pr.Slacks....... 16.50@
1QUAN DESCRIPIION UNIT COST AMOUNT
BANKCREDITCARD
Bruckner's Department
Store. Big Town, CA Total Mdse.
Name:
Mr. Harold Long
Address: Sales ClKigt 1nt. ggiggggreﬂz sweio|  49l96
4357 12th St. "URCHASER SIGN HERE
City & State: w TAX } 3100
Stockton, CA 96301 be issver of the cord identfied on this iftm is outhorized 1o pay the amount TOTAI.;‘ 52]96
NO. Toemher ik oug S Chen e doe hereat) Lot 10 s T o AL
76 2_8 574 the ngreement governing the usa af such cord.

o2



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE B

ACTIVITY 7

e s et

BRUCKNER'S  Department Store No. 175
Big Town, California

Charge Customer's Name:
Mrs. John Lopez

Store éharge — Take ‘ Ad&;‘ess: tus Ave

Mrs. John Lopez iy & Stater Iip
107 Arbutus Avenue Littletown, CA 92137
Littietown, CA 92137 Circle One: arge Cash

Circle One: Qtore Char BankCreditCard
Signature of Custom

2Blankets........... 4,98@
4 Receiving Blankets. . 2/3.98 Quan Articles Price Amount
: 2 Blankets 4.98@ 9|96
4undmh'_ns """"" -8%e 4 Receiving Blankets| 2/3.98 7196
2 Dozen Diapers . . .. 5.98Dz. 4 Undershirts .89@ 3|56
2 dop Diapers 5.08Do¢  11]96
33| 44
Date Sag%s Take X | oales Tax 21 01
Current NOtnt. Send__ | TOTAL 35(45
BRUCKNER’S Department Store No. 176
Big Town, California
Charge Customer's Name:
Address: Cash — Send
City & State: Tip 2prs.Pants......... 10.00@
: 3Briefs...covee-ans 3/4.49
Circle One: Charge 3T-Shirts «o.oovvens 3/4.79
Ci.rcle One: Store Charge/BankCreditCard 6 prs. SOCKS. . . o+ cnve - 99@
Signature of Customer: .
6 Handkerchiefs ...... .69@
Quan Articles Price Amount
2 | Pr. Pants 10.00 2000 .
/ 3 [ Briefs 3/4.49 “A49 sendtor .
3 | T-Shirts 3/8.79 379 Mr. Majed Abu Manne
6 Prs, Socks .99@ 5! 94 279 Polaris Road
3 ndkerchiefs .69@ 4i14 Littletown, CA 92324
MMy 39| 36
L fetown CA 32334 =
Date [Sajes | Take _ Sales Tax A
‘Nofnt’. Send X TOTAL al72 |




PREPARING SIMPLE JUSINESS RECORDS

KEY PAGE 9
ACTIVITY?
BRUCKNER'S Department Store No.177
Big Town, California
Charge Customer's Name:
Mrs. James Petroff
Address:
386_Cedar Blvd.
City & State: Zip
Bigtown, CA 94021
Circle One: CChar .
Circle One: Stor argefBankCreditCard
Signature of Customer:
Quan Articles Price Amount
4 Undershirts--Snap .89 3156
4 Receiving Blankets| 2/3.59 7118
3 | Baby Gawns 3.98@ 11194
2 Doz} Diapers 3.98doz, 1
30(64
Date Sagées ake X_ Sales Tax 1184
current | Vg, | Semd_ | TOTAL 32|48 |
Take
BANKCREDITCARD No.: 831-0461
Mrs. James Petroff
386 Cedar Boulevard
Bigtown, CA 94021
4 Undershirts, Snap. ... .. .... 89@
4 Receiving Blankets. ....... 2/3.59
3BabyGowns............. 3.98@
2DozenDiapers ........... 3.98 Dz.
QUAN DESCRIPTION UNIT COST AMOUNI
BANKCREDITCARD
Bruckner's Department Total Mdse. .
Store. Big Town, CA
Name:
dd ntroff TAKE DATE
Address: Sales Ckq SUB TOTAL
386 Cedar Blvd. e afk. e Oiturren 30,64
City & Stater X ax b g
Blgtown’ CA 9402] - Mlmmolhzadlduﬁlhdultiﬂlgmhmuheniudlopoylhumm TOTAI.» 32'48
NO e A e lonan) i 1o oid T occoroncs
" 831-0461 2 the Cgoremant peverning he vse of wrch curd,

ERlc o4




PROPARING SWPLE BUBK:EAE RECORDS

%Y PAGE 10
ACTIVITY ?7
BRUCKNER’S  Uepartment Store No. 178
Big Town, Californio
~Charge Customer's Name:
M.r ;.Eﬁmﬂ]leni
——22 ";“s: c Store Charge — Take
—m'tﬁr%%ﬁg%iw‘ Zip - Mrs. Peter Falleni
__]CM“%'“ A . 85 Narrow Creek Road
Lircie Yne: i ash Littletown, CA 92801
Circle One:  &tore™ BankCreditCard
Signature of Customer:
2Boy'sPants......... 6.98@
Quan Articles Price Amount 1Boy'sPants......... 7.98@
._2]’_ : Pants 6980 13196 1Boy's Shirt......... 8.98@
1 ag';.: Sﬁ?r: i 9? 2Boy'sShirts . ....... 5.50@
2 | Boy's Shirtg e 500 | . 11100
41]92
Date | Sadps [ Take X Sales Tax 2152
Current | Nont.| Send_ OTAL q9i94
BRUCKNER’S  Oepartment Store No. 179
Big Town, California
Charge Customer's Name:
Address:
City & State: ip
Cash — Take Circle One: Charge <Cashz
Y Circle One: Store Charge/BankCreditCar
1.Boy's Jacket....... 1798@ Signature of Customer:
1 Girl's Jacket....... 16.98@
2Boy'sCaps........ 4,980 Quan Articles Price Amount
. 1 Boy's Jacket 13197
1 RainCoat.......... 5.88@ 1 Girl's Jacket 16
2 Boy's Caps 4.98@ 995
1 Raincoat 5188
50(80
Date Sa]sets Take ¥ Sales Tax 305
! Send “ TOTAL
urrent M'Int. end_ |- 55.[.3_5_4

S5



PREPARING SIMPLE BUSINESS RECORDS

KEY PAGE 11
ACTIVITY 7
BRUCKNER'S  Department Store No. 180
Big Town, California
“Charge Customer's Name:
Ms. Nancy Bell
Address:
492 Maple Dr.
City & State: Lip
Bigtown, CA pme— 94185
Circle One: . har h
Circle One: Store LhargefBankCreditCar
Signature of Customer:
Quan Articles Price Amount
1 Ladies Dress 16198
1 Ladies S1°p 5198
3 Prs. Panyhose 1.49@ 4147
1 Ladies Scarf 1198
AT
Date [Salgs [ Takex | Sales Tax 1176
urrent | "0 Tnt Send__' TOTAL | N7
Take
BANKCREDITCARD No.: 938-5643
Ms. Nancy Bell
492 Maple Drive
Bigtown, CA 94185
1 Ladies Dress. ... ...... 16.98@
1 Ladies Slip......... . 5.98@
3 Prs.Panty Hose ...... 1.49@
1 LadiesScarf......... 1.98@
QUAN DESCRIPTION UNIT COS? AMOUNT
BANKCREDITCARD - —
Bruckner's Department _
Store. Big Town, CA Total Mdse. i
Name: l—-.-
Ms. Nancy Bell : T
Address: Sales Ckigy 1n+  |sewoOfurrent |0 O™ |  2qig1
492 Maple Dr. URCHASER-SIGN HERE TAX h -
City & State: X y 1176
i i # H the omcunt \
~Blotom. CA_SM185 b e e [ 517
* 938-5643 R G temen Govarning e e of wkh o, ‘_
Q wh

 ~dPN



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 12

ACTIVITY 7

B e e ————

BRUCKNER'S  Department Store No. 181
Big Town, California

Charge Customer s Name:

——Mr r
Address:
394 Cedar St. Store Charge — Take
City & State: 2112[) Mrs. Bruce Pinar
Bigtown, CA 94127
Circle One: __ Cash 394 Cedar Street
Circle One: A/EankCreditCard Bigtown, CA 94127
Signature of CustTU :
inders. ......c.00n 1.29@
Quan _rticles Price | Amount 4 Binders. ... ... 2980
4 Binders 1.290 5116 2Sleepers . .....co0nt .
2 Sleepers 3.98@ 7 196 4 Undershirts. ........ 99@
4 Undershirts .990 3196 _ 2 Prs. Anklet§. . .. . . .- 69@ o
2 Prs. Anklets .690 1138
18 |46
Date | Sa Takey | _Sales Tax 1111
No?ﬁﬁ Send TOTAL
urrent Int. — 19157
BRUCKNER'’S  Department Store No.182
Big Town, California
Charge Customer's Name:
Mrs. Robert Smith
Store Charge — Send Address:
i 3 Elm Rd.
Mrs. Robert Smith City & State: I
3 Eim Road Littletown, CA 92020
Littletown, CA 92020 Circle One: ar - Cash
Circle One: Cotore ChargéyBankCreditCard
3 Crib Blankets. . ... . . 5.98@ Signature of Cu
" Quan Artic’ s Price Amount
Send to: 3 Crib BRlankets £.98@ 17194
Mrs. W. T. Moses Tond -
557 Cayuga Avenue M@lgiMazs
Fairview, CA 93771 557 %ﬂ_&_
Fairven, (A 9312/
Date |Sales | 1ake _ [ Sales Tax 1108
NoSt- | Send [ TOTAL

ICurrent! tnt. [ 19102 . -




PREPARING SIMPLE BUSINESS RECORDS

KEY PAGE 13
ACTIVITY 7
BRUCKNER'S  Department Store No.183
Big Town, California
Charge Customer's Name:
i ya
Address:
3220 Lake St. Apt. 5 i
City & State: Lip
i 94102
Circle One: harge Cash
~ Circle One: Storv argefBankCreditla
Signature of Customer: '
Quan Articles Price Amount
3 Dresses--Girls 9.980 29194
1 Dress--Infants 7198
4 Panties--Girls .79@ 3116
4708
"“Date Sa]sets TakeX_ | _dales Tax 2 146
Furrent N°'Int. Send__ TOTAL a3lsa |
Take
BANKCREDITCARD NO.: 5924447
Ms. Linda Gomez
3220 Lake Street Apt. 5
Bigtown, CA 94102
3 Dresses, Girls .. ...... 9.98@
1 Dress, Infants........ 7.98@
4 Panties, Girls ........ .79@
. QUAN DESCRIPTION UNIT COST AMOUNT
BANKCREDITCARD
Bruckner's Department .
Store. Big Town, CA Total Mdse. _
Name: "
'_EadV‘ES“ £ Sales Ckgy Taxe URIOATE .l sustota
—3-2-2-0—L. ke. St 5 URCHASER SIGNWERE. Inti, evoniCurrent - 4108
City & State: ax Bl 246
Biqtown, CA 94102 , - ‘
592-4447 the ogreemant governing 1he v1s of wch cord. .
(€] : - 4,‘

ERIC | 58




PREPARING SIMPLE BUSINESS RECORDS

KEY PAGE 14

ACTIVITY 8

BRUCKNER’S DEPARTMENT STORE
BIGTOWN, CALIFORNIA

DAILY SALES SUMMARY SHEET

" Sales Slip Cash Store BANKCREDIT Sales  Total of
Number Sales Charges CARD Tax Sales Slips
/72 17.98 ' 108 /206
/73 HH.HT Qb6 4707
/7 44.96 Boo _54.9¢
/75 3344 2ol 3545
/76 _33.6 234 A2
/77 30.6% /.84 3348
/78 4192 A5 HHAY
/79 J50.80 3.05 5385
_[&e 29.4/ [Tl _31/7
/81 /8K 6 [ 19.57
/8 /7.9% /108 [4.a%
/183 +1.08 A, 4854
[08.14 _/56.77 /5/.09 24.93 440.33

TOTAL:

Date of Summary: _J]ﬂ'ﬂt__ Signature of Clerk: St, i/f”"l Initi

c9



PREPARING SIMPLE BUSINESS RECORDS

KEY PAGE 16
ACTIVITY 9
IMPORTANT MESSAGE IMPORTANT MESSAGE .
For Order o For Order
Date Current Time 10:05 PM Date Current Time 11:20 PM

WHILE YOU WERE OUT
Mrs. Fred More
of 1725 Oakhill St.,Bigtown,CA94231]
Phone No. 261-3144

Telephone X Please call
Called To See You__ Will Call Again
Returned Your Call___ '__

MESSAGE 4 prs Milady Pantyhose 032
$1.19@, 2 Milady Slips Size 12, 068

WHILE YOU WERE QUT
Mrs. J. Martinez

of 113 W. Fourth Ave.Littletown,CA
915/5%

Phone No. 2376_gg42

Telephone . Please call
Called To See You__ Will Call Again
Returned Your Call___ -

MESSAGE 2 doz. Rockabye Diapers,
$5.98 doz. Send to her home.

_$2.49@ Send.

SIGNED Student's Signature

SIGNED_ stydent's Signature

IMPORTANT MESSAGE

For -

Date Cyrrent _Time 11:45 PM
WHILE VOU WERE 0OUT

Mr. Cecil Todd
0f 3612 Araqon Blvd. Bigtown, CA 94316

Phone No. 555-4432

Telephone X Please call .
Called To See You__ Will Call Again__
Returned Your Call___

MESSAGE 6 T-Shirts and 6 prs. shorts--
Send immediately

IMPORTANT MESSAGE

ForMr. and Mrs. Bruckner

DateCurrent Time 12:15 (ﬁﬁ?

WHILE YOU WERE OUT

Mr. Arnold Todd
0f Tinytots Co.
Phone No.

Telephone_ Please call
Called To See Youx Will Call AgainX_
Returned Your Call___

MESSAGE Last order was shipped and
will arrive soon.

SIGNED Student's Signature

SIGNED Student's Signature




PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 18

ACTIVITY 9

IMPORTANT MESSAGE

For Mr. Nad Mrs. Bruckner

Date Current Time 12.:25 (?g)
WHILE YOU WERE OUT

MS. E.P. Maker

Of New Generation--L.A. CA

Phone No. 586-3376

Telephone_X Please call
Called To See You _ Will Call Again__
Returned Your Call_

MESSAGE Call Ms, Maker--collect.

SIGNED Sfudpnf'QASignafurp

IMPORTANT MESSAGE

For__ Mrs. Bruckner

AM
B Gy

Date cyrrent Time_12.35
WHILE YOU WERE OUT

Mrs. Rodney Small -

of

Phone No.

Telephonex Please call
Called To See You Will Call Again_
Returned Your Call___

MESSAGE_Meeting of club changed
from 3 p.m. to 4 p.m. Wants Mrs.

Bruckner to tell Mrs. L.Wong.

SIGNED Student's Signature

IMPORTANT MESSAGE

For Order

M
i i)

Date Current Time1:15

WHILE YOU WERE OUT
Mrs. B. Arthur Jones
Of_254 Grand Rd. Rigtown,CA 94583
Phone No. 331-9268

Telephone
Called To See You
Returned Your Call__
MESSAGE__ -
4 Coverall B1bs--$ 896

Please call

Dl

Will Call Again__

IMPORTANT MESSAGE

For Mrs. Bruckner

AM

(G

Date Current Time_1:55
WHILE YOU WERE OUT

Mr. Juan Navarro
Of Primo Sian Co. 2459 Main Dr. Big-
Phone No. 273-5731  town, CA 94127

Telephone_X Please call
Called To See You _ Will Call Again_
Returned Your Call___

MESSAGE_Will be in at 8 a.m
tomorrow to fix the sign

SIGNED Student's Signature

SIGNEDStudent's Signature

61




ACTIVITY 10

PREPARING SIMPLE BUSINESS RECORDS

KEY PAGE 17

Tinytot Manufacturing Company

BRUCKNER'S DEPARTMENT STORE
Inventory Control Sheet

1533 Washington Ave., Los Angeles, CA 90027

Stock Unit Minimum On
Number L Price Quantity Hand | Order
6009 Baby Panties $ .39 44 56

~ 6138 Coverall Bibs .49 34 22 12
6257 Infant Socks .29 167 168
6324 Booties .76 23 41
6459 Infant Terry Robes 4,93 18 6 12
6566 Infant Jackets - 3.94 14 14
6671 Rompers 1.47 13 10 3
6783 Diaper Bags 2.29 35 18 17

Rockabye Baby's Wear Company 389 Bayshore Dr., San Francisc _ CA 94138

BRUCKNER'S DEPARTMENT STORE
Inventory Control Sheet

T

Stock Unit Minimum On

Number Price Quantity Hand Order
H71 Undershirts--Snap $§ .52 24 20 4
K35 Receiving Blankets .78 20 26

G56 Diapers .47 144 167

A23 Sleepers 2.29 15 13 2
€49 Crib Blankets 3.19 6 3 3
J76 Buntings 8.96 6 1 5
B44 Infant Jumpsuits 3.72 9 13

n02 Booties .86 28 29

Ro




PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 18

ACTIVITY 11
BRUCKNER'S DEPARTMENT STORE
Bigtown, California P.0. No: Date:
’ 1123 Current
T0: Deliver To:
Tinytot Manufacturing Co.
1533 Washington Ave. Store
Los Angeles, CA 90027 DeTivery Date:
Immediately
Ship By:
Express
Quantity | Stock No. Description Price [Total Price
12 6138 Coverall Bibs .49 5.58
12 6459 Infant Terry Robes 4.93 59.16
3 6671 Rompers 1.47 4.4
17 6783 Diaper Bags 2.29 38.93
108.38
BRUCKNER'S DEPARTMENT STORE
. . . P.0. No.: Date:
Bigtown, California 1i24 Current
T0: eliver To:
Rockabye Baby'sWear Co.
389 Bayshore Dr. Store
San Francisco, CA 94138 -Delivery Date:
S i 1v
gg%p ﬁx: 7
Express
Quantity | Stock No. Description Price |Total Price
4 H Undershirts--Snap .52 2.08
2 A23 Sleepers 2.29 4.58
3 C49 Crib Blankets 3.19 9.57
5 J76 Buntings 8.96 44 .80
61.03
€3




PREPARING SIMPLE BUSINESS RECORDS

KEY PAGE 19
ACTIVITY 12
TINYTOT MANUFACTURING COMPANY Invoice No. 8366
1533 Washington Avenue
Los Angeles, CA 90027 Date:
SOLD T0: Terms:
2/10, n/30
Salesman | Your Order No. ! Date Received | Date Shipped Shipped By
Quantity | Stock No. Description Unit Price | Amount
V7’12 6138 Coberall Bibs $ .49 $ 5.88
v”12 6459 Infant Terry Robes 4.93 59.16
3 6671 Rompers , 1.47 4.4
v7 6783 Diaper Bags 2.29 38.93
$108.38
Invoice No. 725489 RockaBYE BABY's WEAR ComPANY
389 Bayshore Drive
Date: » San Francisco, California 94138
Terms: 2/10, n/30 SOLD TO:

Salesman | Your Order No. | Date Received | Date Shipped Shipped By

Quantit Stock No. Description Unit Price | Amount
V7 H71 Undershirts--Snap $ .52 $ 2.08
V2 A23 Sleepers 2.29 4.58
v3 C49 Crib Blankets 3.19 9.57
v’5 J76 Buntings 8.96 44.80

$61.03

P
H3




PREPARING SIMPLE BUSINESS RECORDS

KEY PAGE 20
ACTIVITY 13
BRUCKNERIS DEPARTMENT STORE*************************
*********************************BIGTOWN, CALIFORNIA
T0: .
Tinytot Manufacturing Co.
1533 Washington Ave. We are RETURNING the
Los Angeles, CA 90027 following goods to
you for CREDIT.
Voucher No. | Date | Date Shipped | Shipped By | Packed By
154 Curren Current Parcel Post |St. Initials
- Quan- Stock Unit
tity No. _Description Price Amount
1 6459 Infant Terry Robe 4,93
Parcel Post Charges 1.56
6.49
I
’
ACTIVITY 14
DEPOSITED IN
BIGTOWN STATE BANK LIST CHEGXS Y
B'i gtown , CA _DAPfi:l.lilfnln OOLLARS CENTS
_Cl..JRRENCY 327 00
COIN
oate._____Current _ .. . . ___ CHECKS 18124
Bruckner's Department Store —19-315. 28137
Bigtown, |___22-5682 79144
86-2313 47199
17-2254 3320
TOTAL OF CHEGKS
LISTEQ ON REVERSE
ieb2dbr 96 315 b2 O3LLwBAN TOTAL DEPOSIT 534124




PREPARING SIMPLE BUSINESS RECOF . "
WORKING PAPERS PACE

ACTIVITY 1
BRUCKNER'’S DEPARTMENT STORE
BIGTOWN, CALIFORNIA
APPLICATION FOR EMPLOYMENT
Date 19
Date of

Name Age Birth —___ Marital Status
Home Address City State Zip
Plgce of Birth Citizen of U.S.? Phone |
Height _______  Weight Sex Social Security No. —
Job Applied For

Name and Address of Person to be Notified in Case of Emergency:

Phone
EDUCATION
Name Where When

Grammar
Jr. High School

High School

PREVIOUS EMPLOYMENT
Latest Employer Next Preceding Next Preceding

Name of

Employer

Address

Position

How Long?

Last Salary

Date Left

Reason for

Leaving

REFERENCES
(Not related to you)
Name: Address: Phone: Occupation:

1.

2.

3.

BUSINESS OR OTHER SKILLS
Typing? —_ Speed —— Shorthand? Speed._____ Filing? ____ Other

ER




PREPARING S!MPLE BUSINESS RECCRDS
WORKING PAPERS PAGF. 2

BRUCKNER’S DEPARTMENT STORE
ACTIVIT: 2 Employment Test

Name Dete No. Correct %
Write the an:aers to the problems as quickly and accurately as you can. Do not skip any prob-

lems. Show decimal point when necessary. Write legibly. Do not take time to recheck your
answers if y<t: can do the test in 10 minutes.

ADD:
(1) (2) (3) (4) (5) (6)
$4.23 $3.10
6.49 $ .77 1.23 $6.31
1.23 $ .63 168 91 $ .82 .36
62 3.29 2.59 .64 1.86 492
23 1.29 16 7.04 22.29 43
(7) (8) (9) (10) (11) (12)
$1.29
249 $1.23
415 $ .93 $9.45 6.49
.63 1.16 1.23 .62 $19.95 $7.98
.06 .87 7.84 A3 1.29 4.95
SUBTRACT:
(13) (14) (15) (16) (17)
$9.95 $13.29 $16.51 $22.76 $16.10
-7.98 -11.70 -13.64 -11.54 - 444
MULTIPLY:
(18) (19) (20) (21) (22)
349 118 89 327 32
x 3 x12 x 7 x 4 x25
{23) 6 hankies at 35c ea. (28) 2 towels at $1.79 ea.
(24) 4 diapers at 65c ea. (29) 4 face cloths at 29c ea.
(25) 6 booties at 75¢c ea. (30) 6 face cloths at 17c ea.
(26) 3 panties at 45c ea. (31) 2 towels at $1.64 ea.
(27) TOTAL (32) TOTAL
(33) Stockings are priced at 3 pairs for (34) A dress marked at $7.95 is to sell
$2.40. How much will 4 pairs cost? at a 15% discount. For how muchﬂ
$ will it sell? $

(35) A pair of earrings marked at $3.95 is subject to a 6% sales tax. For how much will they,
sell? $

€7
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PREPARING SIMPLE BUSINESS RECORDS

- WORKING PAPERS PAGE 3
x..
ACTIVITY 3
0 CN o 0] 953
APPLICATION FOR A SOCIAL SECURITY NUABER L—oo NOT WAITE 14 THE ABOVE SPACSE
Soe § oa Pock. Priot ia Block o Dork Blve lnk or Use Typowriter.
B Peinr PULL MAME (Pirs) Neme) (Middle Nawo o lniriel - If nena, drow line___) (Loe? lians) )
TOU mLL USE IN WORK
H OR Business
Prias PULL YOUR (Mead) (Day) (Yeer
MNAME GivEN DATR OP
YOU AT BIRTH i, [ 113 (]
::AC[ (Ciny) (Cownty if haswn) {Sowre) V = "gl-'z-l.llul' lb’l )
SIRTH N
MOTHER'S PULL NAME AT HEA BIATH (Mer maidan aeme) Y '“-l:‘i!l —— )
n__0

PAT *s PULL {» of her 1 YOUR COLOR OR RACE
MER'S PULL RAME (Regurdfove of whe ving o doed) ool ey omen

MAVE YOU EVER BEFORE APPLIED FOR oo’ T (11 “VES" Prisa JTATE ta wiich pou ayppliod nd BATE row wolied and BVLIAL uw-nnlnn—-j
[ 1)

OR HAD A UNITED STATES 30CIAL w0 KMOw Y
SECURITY. RAILROAD, OR TAX ACCOUKY D/ 1 l
NUMBER? ' 0on

MAILING
b a0OREss
AY D

TouR (Nesbor and Stewat. Apt. Ne., P.O. Bex, or Auvel Rovte) (Cim) (Seored (Zip Cotd )

NOTICE: Wheever, wita imont 1o Misify his o¢ semosne #lse’s wue idemtity, willlully fumishes o couses o be
BEM furnished faise informetion in epplying for @ seciel security number, is subject 1o o fine of not @are then $1,000
DY o impei sonmont for up %0 1 your, of beth,

::u’u;;:::'g rrment '. " (ruscasan  [assen P 1HIuas o e CURIT Y ADMNILTRATION OFPICE
ACTIVITY 4
form W4 EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE

U.S. Treasury Department

Internal Revenue Service Social Security

Print Full Name - Account Number

Print Home Address City ' Zone State

HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS
1. If SINGLE, and you claim an exemption, write the figure 1" . . . . . .. .. ... ... . e e cene
2. If MARRIED, one exemption cach is allowable for husband and wife if not claitned on another certificate.
(4) If you claim both of these exemptions, writc the Egure “2"
&b) If you claim one of these cxcmptions, write the figure "1 ¢ . . . .. .. e e Ciee e am FI—
¢) If you claim neither of these exemptions, write “0"
3. Exemptions for age and blindncss (applicable only to you gnd your wife but not to dependents) :
(a) If you or your wife will be 63 years of age or oldcr at the ead of the year, and you claim this exemption.
write "17; if both will be 65 or older, and you claim both of these exemptions, write 2" . .. . . e+ aeeeesems
(&) 1f you or your wife are blind, and you claim this excmiption, write the figure "17; if both are biind,
am} you claim both of these exemptions, write the figure ™27 . o . . ... ... R
4. If you claim excmptions for onc or more dependents, write the number of such exemptions. (Do not claim
exemption for & dependent unless you are qualified under instruction 4 on other side.) . . .. . .. e e ese

5. Add the oumber of cxemptions which you have claimed above and write the total . . . . . . e e e ' i
6. Additional withholding per_pay petiod under agreement with employer. See Insteuction 1. . . . - . . . . . $.........

I CERTIFY that the number of withholding exemptions claimed on this
certificate does not exceed the number to which I am entitled.

(Date) , 19 (Signed)

oo



PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 4

ACTIVITY 5

._BRUCKNER’S Department Store No.

Big Town, California

Charge Customer's Name:

1R ul( 1
Address:
ez ke Mo Kedery 2
City & State: . [ Zip
SanT Louis OR1RPpp  CR 3
Circle One: Charge Cash 4
Circle One: (Store Charge/BankCreditCard) 5
Signature of Customer:
6
Quan _Articles Price Amount
y4 YV 225@&% ¥7 7
2 Doz DALERD £.7%4 61929 8
/ L BIoVSsT 1T K ¢ 9
& rhe 57 N A 10
A GOMDERAL 7127 | N
/| cliiptr: > 3 ;/% 12
2 p Zu e’ L8 2. 2 |z 13
/ _%/A'ﬁm//' SDBE” ¢ 17 14
Date [ Sales | Take Sales Tax 15
jaﬁgzﬁéﬁ No.#77| Send * TOTAL ;41;; cng’: 16

The lines are numbered on the sales slip above. Below, indicate opposite the numbers if the
lines have items that are incomplete, inaccurate, and/or illegible.

Line 1:
Line 2:
Line 3:
Line 4:
Line &:
Line 6:
Line 7:
Line 8:
Line 9:
Line 10:
Line 11:°
Line 12:
Line 13:
Line 14:
Line 15:
Line 16:

o
D




PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 5

ACTIVITY 6
LINING-UP NUMBERS, ABBREVIATIONS, AND SYMBOLS

DIRECTIONS:In the spaces provided, identify what the abbreviations, numbers, and symbols
mean in this memo.

On (3/11/76) __, your employer, Mrs. Simpson asked you to seni
the following invoice:

King's Sports, 1121 Geary (Blvd) , San Francisco, ordered on
(Feb.) _ 30, three (bxs.)— —of (No.) 321
fishing lures at $5.00 (@) ; two (pkgs.) of tennis nets
(o) 60123, @ 12.95; and one (doz.) baseball
bats, @ $7.49. The total (amt.) $196.30.

The (Mdse.) will not be sent until the first (Mon.)
in (Ma) , so that it can be (rec’d) before the season.
Offer them the usual (2/10, n/30) . Their
{(a/c) shows no (bal.) for the previous
{mo.) of (Jan.) . They have always (pd.)
their bills on time.

Another customer in Oakland, (CA) The Sportman’s Shop,

previously received all correspondence at their (P.O. Box)
They request that we sent it to their new location at 225 Lakeshore (Ave.)

This is on the corner of East 12th (St.)_____ . They moved last (Thurs.) .
Look up account for Ski Shop two (yrs.) ago for the months
of (Feb.) , (Mar.) , (Apr.) and send their
statements to them (c/o) Mr. J. J. Skinner.
On (Tues.) and (Fri.) mail out late notices. Don't forget that
on (Wed.) in(Ju)__—_____ _andon(Sat.) —______ in{(Jy.)
there will be staff meetings. Tell Ms. Clark that }’ll be out of town on the first (Sun.)
in {(Aug.) but that | won’t be away during the months of (Sept.}
(Oct.) , (Nov.) , and (Dec.)

LINE UP THESE NUMBERS IN THE AMOUNT COLUMN:
AMOUNT

$12,345.67
8,912.73
649.52

) r
. 64




PREPARING SIMPLE BUSINESS RECORC S
WORKING PAPERS PAGE 6

ACTIVITY 7

BRUCKNER'S DEPARTMENT STORE No.17?
Bigtown, California

Charge Customer's Name:

Address:
City & State: Zip:
Circle One: Charge Cash

Circle One: Store Charge/BANKCRENITCARD

Signature of Customer:

Quan Articles Price Amount
Send fo:
Mrs £ n
/Y5 Lambert S
Biglown ,PA Q042
Date | Sales | Take Sales Tax
No. Send___ | TOTAL

Cash — Send

6 Boy'sBrief........ 3/2.49
oTShirts .......... 3/2.98
8prs.Socks.......... .88@
Send to:

Mrs. James Cohen
1445 Lambert Street
Bigtown, CA 94042

NOTE: For sending items,
write the address as shown on
this sales slip.

Bigtown, California

BRUCKNEP.’S DEPARTMENT STORE No. 173

Charge Customer's Name:

Address:
Store Charge — T..<e City & State: Zip:
Mss. Perry loto
21 Crescent Drive Circlz2 One: Lharge Cash
Bakersfield, CA 97321 Circle One: Store Charge/BANKCREDITCARD

Signature of Customer:

3 Girl'sBlouses ....... 3.49¢
2 Girl's Shirts . ....... 1098e | Quan Articles Price Amount
1 Girl'sSlacks . ...... 11.9£@

Date | Sales | Take Sales Tax
No. Send__ | TOTAL
v -

e

~&



PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 7

ACTIVITY 7

BRUCKNER'S DePARTMENT STORE No.174
Bigtown, California

Charge Customer's Name:

Address:
City & State: Lip:
Circle One: Charge Cash

Circle One: Store Charge/BANKCREDITCARD
Signature of Customer:

Quan Articles Price Amount
Date | Sales | Take Sales Tax
No. Send___ | TOTAL
Take

BANKCREDITCARD No.: 762-8574
Mr. Harold Long
4357 12th Street Stockton, CA 96301

3Ties .....cvvnnn $4.50@
1 Dress Shirt...... 10.98@
1 Dress Shirt. .. ... 8.98@
1Pr.Slacks....... 16.50@
DESCRIFTION UNIT CORE L AMOUNT
BANKCREDITCARD |

Bruckner's Department
Store. Big Town, CA

—

Name:

Address: Sales Clk. e =] °“§ ;| susToma

TAX !1
ToTAL) l

City & State:

i

g
H
il
i
gi’f

il

I—L-——i——h—-—

—— o . 5 ' — ..




PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 8

ACTIVITY 7

BRUCKNER'S DEPARTMENT STORE No.175
Bigtown, California

Charge Customer's Name:

Address:

City & State: Zip:
Store Charge — Take

Circle One: . Charge Cash Mrs. John Lopez

C1:rc1e One: Store Charge/BANKCREDITCARD 107 Arbutus Avenue

Signature of Customer: Littletown, CA 92137

Quan Articles Price Amount
2Blankets........... 4.98@
4 Receiving Blankets. . 2/3.98
4 Undershirts. ........ .B9@
2 Dozen Diapers . . .. 5.98Dz.

Date | Sales | Take Sales Tax

No. -|{Send ___ | TOTAL

BRUCKNER’S DeEPARTMENT STORE No.176
Bigtown, California

Charge Customer's Name:

Cash — Send Address:

2prs.Pants......... 10.00@

3Briefs............ 3/4.49 City & State: Zip:
3T-Shirts .......... 3/4.79

6 prs. Socks. .. ....... .99@ Circle One: Charge Cash

Circle One: Store Charge/BANKCREDITCARD

6 Handkerchiefs ...... .69@ Signature of Customer:

Send to: “Quan Articles Price Amount
Mr. Majed Abu Manneh

279 Polaris Road
Littletown, CA 92324

Date | Sales | Take Sales Tax
. No. Send TOTAL
— ™M
_ UKy}




PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 9

ACTIVITY 7

BRUCKNER’S DEPARTMENT STORE No.177
Bigtown, California

Charge Customer's Name:

Address:
City & State: Zip:
Circle One: Charge Cash

Circle One: Store Charge/BANKCREDITCARD
Signature of Customer:

Quan Articles Price Amount
Date | Sales | Take Sales Tax
No. Send | TOTAL
" Take

BANKCREDITCARD No.: 8310461
Mrs. James Petroff

386 Cedar Boulevard
Bigtown, CA 94021
4 Undershirts, Snap......... .89@
4 Receiving Blankets........ 2/3.59
3BabyGowns............. 3.98@
2 Dozen Diapers . .......... 3.98 Dz.

. DESCRIPTION UNIT AMOUNT
BANKCREDITCARD I T
Bruckner's Department

Store. Big Town, CA

Name:

|

1
Address: 15a1e5 Clk. ;::‘DE"“? ;| susToraL
-SIGN HERE TAX

City & State:

iaver o the ord idensifed on this e i cuthorzed to poy the amouet TOTM’[

TOTAL spen proper p:eseniation. | promise to weh TOTAL J
u-nh ohvpchorpo‘:du )wbpﬂ'oomw
mwmm:—dm«m

IS

Lae 2

NO.




PREPARING SIMPLE BUSINESS RECORDS
NORKING PAPERS PAGE 10

ACTIVITY ?
BRUCKNER’S DEPARTMENT STORE No. 178
Bigtown, California
Charge Customer's Name:
Address:
City & State: Zip: Store Charge — Take
Mrs. Peter Fatleni
Circle One: Charge Cash 85 Nzrrow Creek Road
Circle One: Store Charge/BANKCREDITCARD Littletown, CA 92801
Signature of Customer: '
Quan Articles Price Amount 2Boy'sPants......... 6.98@
1Boy'sPants......... 7.98@
1Boy'sShirt......... 8.98@
2Boy'sShirts........ 5.50@
Date | Sales | Take Sales Tax
No. Send | TOTAL
BRUCKNER’S DEPARTMENT STORE No. 179
Bigtown, California
Charge Customer's Name:
|
Address: |
City & State: Zip: 1
Cash — Take EircTe 0 o <35h l
. jrcle One: arge as !
1 Boy's Jacket.. ... 17.980 GircTe One:  Store Charge/BANKCREDITCARD ..
1 Girl’'s Jacket....... 16.98@ Signature of Customer: .
2B8oysCaps........ 4.98@
1RainCoat.......... 5.88@ Quan Articles- Price Amount
Date ' Sales | Take Sales Tax
J No. | fend _ | TOTAL
Q — .
ERIC | E

" .



PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 11

ACTIVITY 7

BRUCKNER'S DePARTMENT STORE No.180
Bigtown, California

Charge Customer's Name:

Address:
City & State: Lip:
Circle One: Charge Cash

erc]e One: Store Charge/BANKCREDITCARD
Signature of Customer:

Quan rL Articles Price Amount

Date | Sales [ Take [ Sales Tax
No. Send | TOTAL

Take
BANKCREDITCARD No.: 938-5643
Ms. Nancy Bell
497 Maple Drive
Bigtown, CA 94185

1 LadiesDress......... 16.98@
1 LadiesSlip.......... 5.98@
3 Prs.Panty Hose ...... 1.490@
1 LadiesScarf... . ..... 1.93@

- i 11 . |
BANKCREDITCARD

¢ ruckner's Department L
i Store. Big Town, CA ] :

Name: [

Address: Sa.es Clk. ool i [swiom

City & State: ' TAX

Torat

NO.




PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 12

ACTIVITY 7

BRUCKNER'S DEPARTMENT STORE No.181
Bigtown, California

Charge Customer's Name:

Address: Store Charge — Take
Mrs. Bruce Pinar
City & State: Zip: 394 Cedar Street

Bigtown, CA 94127

Circle One: Charge Cash
Circle One: Store Charge/BANKCREDITCARD

4Binders............ 1.29@
ignatu f Customer:
STgnature © ¢ 2Sleepers . .......... 3.98@
Quan Articies Price Amount 4 Undershirts. . ....... 99@
2Prs. Anklets ........ .69@
Date | Sales | Take Sales Tax
No. Send | TOTAL

BRUCKNER’S DEPARTMENT STORE No.182
Bigtown, California

Charge Customer's Name:

Store Charge — Send Address:
Mrs. Robert Smith
3 Elm Road City & State: 1p:
Littletown, CA 9202" i
Circle One: Charge Cash
) Circle One: Store Charge/BANKCREDITCARD
3 Crib Blankets....... 5.98@ Si gnature of Custoiner:
Send to: Quan Articles Price Amount -
Mrs. W. T. Moses
557 Cayuga Avenue
Fairview, CA 93771
Date | Sales | Take Sales Tax
o - -+ No. Send_ .. | TOTAL h

o




PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 13

ACTIVITY 7

BRUCKNER’S DePARTMENT STORE No.183
Bigtown, California

Charge Customer's Name:

Address:
City & State: Zip:
Circle One: Charge Cash

Circle One: Store Charge/BANKCREDITCARD
Signature of Customer:

Quan Articles Price Amount
Date | Sales [ Take Sales Tax
No. Send__ | TOTAL
Take

BANKCREDITCARD NO.: 592-4447
Ms. Linda Gomez
3220 Lake Street Apt. 5
Bigtown, CA 94102

3 Dresses, Girls ........ 9.98@
1 Dress, Infants........ 7.98@
4 Panties, Girls . ....... .79@
DESCRIPTION UNIT COST. AMOUNT

[ BANKCREDITCARD

Bruckner's Department
Store. Big Town, CA

Name: |

Address:

TAXE CJIOATE . sustomat

City & State:

isever of the card ideniified on this em is authorized o poy the amount TOTAlM l
0 ﬂlOlewmrmm.lmmnpa{wdlmn
N v with ony other charges dus therson) swbiect 10 and in occordonce

the agresment governing the vse of such cord.




PREPARING SIMPLE BUSINESS RECORDS

WORKING PAPERS PAGE 14

ACTIVITY 8

BRUCKNER’S DEPARTMENT STORE
BIGTOWN, CALIFORNIA

DAILY SALES SUMMARY SHEET

Sales Slip Cash Store BANKCREDIT Sales Total of
Number Sales Charges CARD Tax Sales Slips
TOTAL:

. Date of Summary:

Signature of Clerk: -

79



C—

PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 16

ACTIVITY 9
IMPORTANT MESSAGE IMPORTANT MESSAGE
For For
AM AM
Date Time PM Date Time PM
WHILE YOU WERE OUT WHILE YOU WERE OUT

M M

of of

Phone No. Phone No.

Telephoned | Please call Telephoned Please call
Returned Your Call Returned Your Call
Called to See You Called to See You
Will Call Again Will Call Again

MESSAGE MESSAGE

SIGNED SIGNED

IMPORTANT MESSAGE IMPORTANT MESSAGE
For For
AM AM
Date » Time PM Date Time PM
WHILE YOU WERE OUT WHILE YOU WERE OUT

M M

of of

Phone No. Phone No.

Telephoned Please call Telephoned Please call
Returned Your Call Returned Your Call -
Called to See You Called to See You
Will Call Again Will Call Again

MESSAGE MESSAGE

SIGNED i SIGNED

[
Gy >



PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 16

ACTIVITY 9

IMPORTANT MESSAGE IMPORTANT MESSAGE
For For
AM AM
Date Time PM Date Time PM
WHILE YOU WERE OUT WHILE YOU WERE OUT
M M L
of _ of L
Phone No. Phone No.
Telephoned Please call Telephoned Please call
Returned Your Call Returned Your Call
Called to See You Called to See You
Will Call Again Will Call Again
MESSAGE MESSAGE
SIGNED SIGNED
IMPORTANT MESSAGE IMPORTANT MESSAGE
For For
AM AM
Date Time PM Date Time PM
WHILE YOU WERE OUT WHILE YOU WERE OUT
M M
of of
Phone No. Phone No.
Telephoned Please call Telephoned Please call
Returned Your Call Returned Your Call
Called to See You Called to See You
Will Call Again ' Will Call Again
MESSAGE MESSAGE
SIGNED SIGNED

Qo
Y4




PREPARING SIMPLE BUSINESS RECORDS
WOCRKING PAPERS PAGE 17

ACTIVITY 10

BRUCKNER'S DEPARTMENT STORE
Inventory Control Sheet .

Tinytot Manufacturing Co. 1455 Washington Ave. Los Angeles, CA 90027
Stock , Unit Minimum On
Number Description Price Quantity Hand | Order
6009 | Baby Panties $ .39 44 56

6138 Coverall Bibs .49 34 22

6257 Infant Socks .29 167 168

6324 Booties .16 23 41

6459 - Infant Terry Robes 4.93 18 6

6566 Infant Jackets 3.94 14 14

6671 Rompers 1.47 13 _10

6783 Diaper Bags 2.29 35 18

Bruckner's Department Store
Inventory Contrcl Sheet

Rockabye Baby's Wear Co. 389 Bayshore Dr. San Fracisco, CA 94138
Stock : Unit | Miwimom On

Number Description Price sueanticy Hand Order

H71 Undershirts--Snap $ .52 25 20

K35 Receiving Blankets .78 20 26

G56 Diapers 47 144 167

A23 Sleepers ) 2.29 15 13
_C49 Crib Blankets 3.19 6 3

J76 Buntings 8.96 6 1

B44 Infant Jumpsuits 3.72 9 13

D02 Booties .86 28 29

82 °




PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 18

ACTIVITY 11

BRUCKNER'S DEPARTMENT STORE
Bigtown, California P.0. No.: Date:

T0: Deliver To:

Delivery Date:

Ship By:
Quantity | Stock No. Description Pricel Total Price
BRUCKNER'S DEPARTMENT STORE
Bigtown, California P.0. No.: { Date:
TO: Deliver To:

Delivery Date:

Ship By:

Quantity | Stock No. Description Price| Total Price

Lz
()




PREPARING SIMPLE BUSINESS HECORDS
WORKING PAPERS PAGE 19

ACTIVITY 12
TinNyTOT MANUFACTURING CoMPANY :
1533 Washington Avenue Invoice No. 8366
Los Angeles, CA 90027 Date: (current)
Terms:
SOLD TO: 2/10, n/30

Bruckner's Department Store

Bigtown, California

Salesman P.0. No. [ Date Received Date Shipped Shipped By
1123 (Current) (Current) Express

Quantity | Stock No. Description Price Amount

12 6138 Coverall Bibs $ .49 $ 5.88

12 6459 Infant Terry Robes 4.93 59.16

3 6671 Rompers 1.47 4.41

17 6783 Diaper Bags 2.29 38.93

$108.38

Invoice No. 725489 RockABYE BaBY's Wear Company

389 Bayshore Drive

Date: (Current) San Francisco, California 94138

Terms:
2/10, n/30 SOLD TO:

Bruckner's Department S.ore

Bigtown, California

Salesman P.0. No. | Date Received Date Shipped Shipped By
1124 (Current) (Current) Express

Quantity | Stock No. Description Price Amount
4 H71 Undershirts--Snap $ .52 $ 2.08

2 A23 Sleepers 2.29 4.58

3 C49 Crib Blankets 3.19 9.57
5 J76 Buntings 8.96 _a4.80
$61.03

~ !
Sq




PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 20

ACTIVITY 13

BRUCKNER'S DEPARTMENT STERE****************
sannsnnssnnssnnnnnsnssnsBIGTOWN, CALIFORNIA

T0:

We are RETURNING the
following goods to
you for CREDIT.

Voucher No.| Date| Date Shipped| Shipped By | Packed By

Quan- Stock Unit
tity No. Description Price| Amount

ACTIVITY 14

POSITED IN

T (a DN Uinevestr oouwms

CENTS

CURRENCY

COIN

DATE TchECKs

Bruckner's Department Store
Bigtown, CA

1
2
3
4

TOTAL OF CHECKS
LISTED ON REVERSE

isdddim Qg 3

12 03LL=8an TOTAL DEPOSIT




PREPARING SIMPLE BUSINESS RECORDS
PRETEST PAGE 1

You are empluyed as a trainee with the Sadler Department Store. While on this job, you will

be required to do many different things. Among these you will be asked to prepare some business
forms and records. Listed below are nine numbered items requiring business forms. On the next
page and on the pages which follow are the forms you are to use. They are labeled “FORM 1",
“FORM 2", etc., ond they correspond to these numbered items. A sales tax chart is provided.
Whenever you see anvything in parenthesis such as (Decemberf or (in care of), use the proper ab-
breviation or symbol on your form. {n this case, the abbreviation for December is *’Dec.” and the
symbol for "in care of”’ is "’c/0.”

1.

Prepare a bank deposit ti.*et using this information: Currency — $47.00, Coin — $3.65,
Check 18-456 — $12.06, Check 87-38 — $56.23, Check 19-543 — $24.74.

A Mrs. Booker T Krafton telephoned at 10:30 A.M. today and asked tc speak with Ms.
Karen Lancaster, Personnel Manager. She wants Ms. Lancaster to return her call. The tele-
phone numiber is 354-7399. Mrs. Krafton called in regard to a Mr. John McNall, an em-
ployee of the Sadler Department Store.

A cash-take sale. Use the current date and write your initials in the “Sales No.” space.
5 T-shirts — 3 for $3.49.

A store charge-send sale. Use current date and write your initials in the “Sales No.” space.
Merchandise charged to Mrs. Kin Quay Low, 237 San Pablo (Street), Long Beach, {Califor-
nia) 91002. One woman'’s terry robe — $22.99 and 3 (pairs) of pantyhose — $1.69@.

A BANKCREDITCARD charge-take sale. Use the current date and write your initials in the
“Sales No.” space on both the sale slip and the BANKCREDITCARD form. Merchandise
charged to Mr. Peter Rushford, 1520 Maple (Avenue), Fairfield, {California) 95173. BANK-
CREDITCARD number — 373-6811-0. Three {packages) of men’s socks — 3 in a package for
$2.98 per package.

Write a purchase order using this information: To the A. C. Balboa (Company), 2580
Seaside (Road), San Diego, {California) 92005. P. O. No.: 543; current date; deliver to store
as soon as possible by Express. 10 beach robes for men, Stock No.: 4527 at $19.95 each.



PREPARING SIMPLE BUSINESS RECORDS
PRETEST PAGE 2

7. Prepare a Returned Goods Voucher: To the Fresno Fashion Center, 155 Union (Boulevard),
Fresno, (California) 96430. Voucher No.: 187; current date; date shipped — current; ship-
ped by parcel post; packed by — your initials. Two housecoats for women, Stock No. :
1576 at $18.65 each; add to the total of the merchandise, parcel post charges of $3.78.

8. Complete the ’'Order’’ column on the Inventory Control Sheet using the information given
on the form.

9. Prepare a Daily Sales Summary Sheet using this information: Sales Slip 221 — cash sale:
$8.99 plus sales tax of $ .54; Sales Slip 222 — store charge: $38.23 plus sales tax of $2.29;
Sales Slip 223 — BANKCREDITCARD charge: $13.46 plus sales tcic of $ .81; Sales Slip
224— cash sales: $16.07 plus sales tax of $ .96.

FORM 1
DEPOSITED IN
BIGTOWN STATE BANK LIST CHECKS BY
B’i gtown , CA BANK NUMBER DOLLARS CENTS
CURRENCY T
‘ COIN
DATE e - CHECKS

1
2
3
4

TOTAL OF CHECK'
LISTED ON REVERSE

L2096 302 32 O3LLmBRwe [ TOTALDEPOST

IMPORTANT MESSAGE

For

M
Date Time PM

WHILE YOU WERE OUT

M
of
Phone Nn.

Telephoned Please call
Returned Your Call
Called to See You
Will Call Again

MESSAGE

FORM 2

SIGNED




PREPARING SIMPLE BUSINESS RECORDS
PRETEST PAGE 3

BRUCKNER'S DEPARTMENT STORE No.
Bigtown, California
Charge Customer's Name:
Address:
FORM3
City & State: ~Zip:
Circle One: Charge Cash
Circle One: Store Charge/BANKCREDITCARD
Signature of Customer:
‘w =K
Quan Articles Price Amount A
62i- 6041 Rl
642- 67 .39
Taonl 6 e
61- 6%, '
692 73 12 !
7.09- 7.24 i3
7.29- T4y A4
ai1ss | -
759- 1.74 4
1.75- 191 47!
7.92- 808 AE
_.8.0.?'__8;24_ __'.U".
Date | Sales | Take Sales Tax 8.25- 841 | 5t )
No. |Send _ | TOTAL 355 834 | 15 !
8.75- 8.9% 53

892- 908 54

™ 1092014 | \ ff'ﬂ
, T
BRUCKNER'S DEPARTMENT STORE Mo 20 0524 | 19
. . . 8- A 1.10
Bigtown, California fHA-20 98 | 1 T
Charge Customer's Name: R BRE
M 9729 0 1.74
2009-2004 ) V15
Address: 2925-29 41 | 1.76
) 00 42-9 54 | 1 1
“NQ-T9. 14 1.8
. PSR 1.19
. N - 9.0 0OR” 1 0
City & State: {1p: 335»§h»'_Lm
0 Ch-30 a4t ViR
. 3042-3090 1 1A
Circle One: Charge Cash o NN
Circle One: _Store Charge/BANKCREDITCARD | Yo 31 08 | 1 a(;AL
Signature of Gustoner: i - -
Quan [ Articles Price ﬂmounﬁ;"_“
FORM 4
- Date | Sales | Take Sales Tax
No. Send | TOTAL




PREPARING SIMPLE BUSINESS RECORDS
PRETEST PAGE 4

DEPARTMENT STORE No.

Bigtown, California

Charge Customer's Name:

Address:

City & State: Tip: “ORM5A

Circle One: Charge Cash

Circle One: Store ChargeTBANKCREDITCARD

Signature of Custoiner: ,

Quan Articles Price Amount

Date | Sales | Take [ Sales Tax

No. Send | TOTAL
FORM 5B
r AN DESCRIPTION T COST]. AmounT )
(™ BANKCREDITCARD |
N
Nane:
Address. Sales Clk. we gl o |swom
l City & State: CHASER SIGN HERE TAX'
issuer of the card identified on this em i luvﬂ\odndm ay the amount 101A|-N l
o3 TOTAL upon proper preseniation. | pi romise poywd\ TOTAL

NO.

with other :borondnd\-mn)w ect 1o and n eccordance
the oqnonm governing the e of such :urdb‘ !

&5




PREPARING SIMPLE BUSINESS RECORDS
PRETEST PAGE S

FORM®6
) P.0. No.: Date: -
TO: Deliver To:
Celivery Date:
Ship By:
Quantity ; Stock No. " Description Price| Total Price

We are RETURNING the
following goods to
you for CREDIT.

Voucher No. | Date

Date Shipped| Shipped By | Packed By

Quan-
tity

Stock
No.

Description

Unit
Price{ Amount

FORM 7




PREPARING SIMPLE BUSINESS RECORDS
PRETEST PAGE 6

FORM 8
INVENTORY CONTROL SHEET
tock Unit Minimum On
Number Decription Price| Quantity Hand Order
@20 |Ladies Pajomas £5.58 e Jb6
92/ | Pantghose .89 /56 /7R
9aa  |Ladizs Searss-Assorfed | 3.77 Jé 23
d22 | Lades Full Slips AL 72 55
934 | Milady Gloves -White | .77 /2 /6
935 | Milady Gloves- Black 2.79 /2 //
Q26 | Assorted Half Slips 3.66 24 28
927 | Assorted Nighlgowns ¥ 4 32 9
FORM 9
DAarLy SALES SUMMARY SHEET
Sales Slip Cash Store BANKCREDIT Sales Total of
Number Sales Charges CARD Tax Sales Slips
TOTAL:
Date of Summary: Signature of Clerk:

¢4




PREPARING SIMPLE BUSINESS RECORDS
POST TEST 1 PAGE 1

You are employed as a trainee with the Lewis Department Store. While on this job, you will
be required to do many different things. Among these, you will be asked to prepare some busi-
ness forms and records. Listed below are nine items requiring business forms. On the pages which
follow are the business forms you will be using. You are to select the proper business forms
needed and prepare these business records. A sales tax chart is provided. Whenever you see any-
thing in parenthesis, such as (September) or (for account), use the proper abbreviation or symboi
on your form. !n this case, the abbreviation for September is “Sept.” and the symbol “‘for ac-
count’’ is “"a/c.”

1. A cash-take sale. Use the current date and write your initials in the ‘“‘Sales No.” space.
One {dozen) (pairs) of socks — $1.25@

2. A BANKCREDICARD charge-take sale. Use the current date and write your initials in the
“Sales No.” space on both the sales slip and the BANKCREDITCARD form. Merchandise
charge to Mrs. Sam Kaiser, 1540 (East) 14th (Street), Oakland, (California) 94605. BANK-
CREDITCARD number — 429-1461-3. Three (boxes) of diapers — $5.49 per box.

3. A store charge-send sale. Use the current dateé and write your initials in the "*Sales No.”
space. Merchandise charged to Mrs. John Gomez, 684 Santa Anna (Avenue), San Francisco,
(California) 94113. Two (packages) of women’s handkerchiefs — $7.70 per package; one
women's blouse — $18.95. Write on the sales slip that Mrs. Gomez wants the (Merchan-
dise) delivered to her address before noon on (Thursday).

4. Prepare a Daily Sales Summary Sheet using this information: Sales Slip 429 — cash sale:
$12.95 plus sales tax of $ .78; Sales Slip 430 — store charge: $24.95 plus sales tax of $1.50;
Sales Slip 431 — BANKCREDITCARD charge: $16.48 plus sales tax of $.99; Sales Slip 432
— cash sale: $6.95 plus sales tax of $.41.

5. A Mr. Wiley Pinegar telephoned at 2:30 p.m. today and asked to speak with Ms. Sheryl
Smith, Assistant Store Manager. He wants Ms. Smith to attend a Downtown Merchants
Association meeting on (Friday) afternoon at 1:30. He wants Ms. Smith to call 635-8600
to confirm.

6. Complete the “Order’” column on the Inventory Control Sheet using the information given
on the form.




PREPARING SIMPLE BUSINESS RECORDS
POST TEST 1 PAGE 2

7.  Write a purchase order using this information: To the Sizemore Manufacturing (Company),
625 Capital (Street), Sacrament, (California) 95814.P. O. No.: 612; current date; deliver to
store as ¢oon as possible by Parcel Post. One leather jacket, brown, Stock number 84712-4;
price — $174.49.

8. Prepare a bank deposit ticket using this information: Currency — $55, Coin — $14.95;
Check 14-215 for $18.97; Check 18-441 for $68.90, Check 20-14 for $28.45.

9. Prepare a Returned Goods Voucher: To Seaside Fabrics, 1251 Coast Highway, Laguna
Beach, (California) 94101. Voucher No, :145; current date; date shipped — current; by Ex-
press; packed by — your intiails. Two dresses, stock no. 49235, $44.59@. Add to the total
express charges of $6.19.

BIGTOWN STATE BANK LIST CHECKS BY

Bigtown, CA : :A:; ::::? DOLLARS  CENTS

COIN
CHECKS

1
2
3
4

YOTAL OF CHECKS
LISTEQ ON REVERSE

2320w i9630 b2 D34Lw@aaw [TOTAOEOST

INPORTANT MESSAGE

For

AM
Date Time PM

WHILE YOU WERE OUT

M
of
Phone No.

Telephoned Please call
Returned Your Call
Called to See You
Will Call Again

MESSAGE

C3

(€9

SIGNED




PREPARING SIMPLE BUSINESS RECORDS
POST TEST 1 PAGE 3

BRUCKNER'S DEPARTMENT STORE No.
Bigtown, California

Charge Customer's Name:

Address:
City & State: : Zip:
Circle One: Charge Cash

Circle One: Store Charge/BANKCREDITCARD

Signature of Customer: P TvTa it
14 421444 wi
1459-14 14 BH
. - 14 Th-14 91 wy
Quan Articles Price Amount 1492-1508 | 90
15071574 P2
1% 2%-1% 41 A
15 421798 1
15 99-15.74 24
15 1'.715 N 1. oY
1592-16 04 4
16 0%-16 24 91
16 2516 41 98
1 42-16.50 09
16.59-16.74 } 1.00
16 79-16 91 1.01
16 92-17.08 1.07
170%9-11174 103
Date | Sales | Take Sales Tax 17.95-1741 | 104
No Send TOTAL 1742-17.58 | 1.0
: —_— 1159171747} 106
12.75-11 0 107
17.92-168 03 108
1H69-19.24 | 1.09
182918 A1 1.10
R ———
) I1.97-30.08 1.9
BRUCKNER'S DEPARTMENT STORE No. o322 | 1)
. . . 2.25-32.41 [ 1.94
Bigtown, California 17.42-32.58  1.9%
]'2.59_—3'1':14_‘ ‘l.'OO
T . 32.15-32.9. | 1.91
Charge Customer's Name: 1orares | 1os
33.09-33.24 1 199
1325-13.41 20n
Address: 32418 | 201
3159-33.74 [ 2.2
13.75-31 91 201
13.092-34.08 | 2 04
City & State: 5. 14'09-34 94 | 2 n
Y € Z‘Ip. 34 25-34.41 7.0(:
Circle One: Charge Cash

Circle Qne: Store Charge/BANKCREDITCARD
Signature of Customer:

Quan Articles Price Amount

Date | Sales | Take .| Sales Tax
No. Send__ | TOTAL




PREFARING SIM~LE BUSINESS RECORDS
POST TEST 1 PAGE 4

A DEPARTMENT STORE No.
Bigtown, California

Charge Customer's Name:

Address:
City & State: Zip:
Circle One: Charge Cash

Circle One: Store Chargg/BANKCREDITCARD

Signature of Customer:

Quan Articles Price Amount
b
Date | Sales | Take Sales lax T
No. Send | TOTAL

-__DE—- Ummﬁ'
BANKCREDITCARD =
Name: i
l Address: e alNE o ouom
i TAX

City & State:

NO.




PREPARING SIMPLE SUSINESS RECORDS
POST TEST 1 PAGE 5

Bigtown, California P.0. No.: Date:
T0: ' Deliver To:

Delivery Date:

Ship By:

Quantity | Stock No. Description Price| Total Price

We are RETURNING the
following goods to
you for CREDIT.

oucher No.]| Date| Date Shipped| Shipped By| Packed By

Quan- Stock Unit
tity No. Description Price| Amount




PREPARING SIMPLE BUSINESS RECORDS
POST TEST 1 PAGE 8

INVENTORY CONTROL SHEET

Stock Unit Minimum On

Number Decription Price| Quantity Hand Order
AS0 | T-shirts v.89 72 &S5

85/ | Briefs 79 | MY | /s

@52 | White Socks 09 | 28% 256

D53 | Black Socks 59 | 1Y /67

E5H | Dress Socks-Assorfed /./9 156 /33

F&5 _|Leather Belts- Black 3.59 48 o2

GS56 | Mens Whrte Hankwss .09 48 o

HE] | Twes-Assorted 2.98 70% 29

DarLy SALES SUMMARY SHEET
Sales Slip Cash Store BANKCREDIT Sales Total of
Number Sales Charges CARD Tax Sales Slips
TOTAL:
. ) Ly
Date of Summary: Signature of Clerks ¢

ERIC

Full Tt Provided by ERIC.



PREPARING SIMPLE BUSINESS RECORDS
POST TEST 2 PAGE 1

You are employed as a trainee with the Cadbury Department Store. While on this job, you

will be required to do many different things. Among these, you will be asked to prepare some
business forms and records. Listed below are nine items requiring business forms. On the pages
which follow are the business forms you will be using. You are to select the proper business
forms needed and prepare these business records. A sales tax chart is provided. Whenever you see
anything in parenthesis, such as (April) or (each), use the proper abbreviation or simbol on your
form. In this case, the abbreviation for April is ““Apr.” and each is ‘‘ea.” or the symbol ‘@".

1.

A cash-take sale. Use the current date and write your initials in “"Sales No.’’ space. 7 T-shirts
— 3 for $4.29.

A BANKCREDITCARD charge-take sale. Use the current date and write your initials in the
“Sales No."” space on both the sales slip and the BANKCREDITCARD form. Merchandise
charge to Mrs. Francesco Spagnoli, 411 Whiteoaks (Boulevard), Sunnyside, California
91259. BANKCREDITCARD number 356-1274-8. Egith (packages) of men’s socks — 3 in
a package for $3.98 per package.

A store charge-send sale. Use current date and write your initials in the “Sales No.” space.
Merchandise charged to Ms. Theresea Diaz, 1760 Canyon (Drive), Los Angeles, {California)
90028. One women's bath robe — $34.98 and 4 (pairs) of pantyhose — $1.99@.

Prepare a Daily Sales Summary Sheet using this information: Sales Slip 201 — cash sale:
$14.88 plus sales tax of $.89; Sales Slip 202 — store charge: $34.95 plus sales tax of $2.10;
Sales Slip 203 — BANKCREDITCARD charge: $8.29 plus sales tax of $.50; Sales Slip 204 —
cash sale: $16.75 plus sales tax of $1.01.

Mrs. Stanley Gordon telephoned at 9:20 a.m. today and asked to speak with Mr. Louie
I:ong, Store Manager. Mr. Gordon wants information on leather coats for men in (August)
this year. He needs the information by (Wednesday) and wants Mr. Long to call this number
(714) 566-2745 collect.

Complete the “Order’’ column on the Inventory Control Sheet using the information given
on the form.



PREPARING SIMPLE BUSINESS RECORDS
POST TEST 2 PAGE 2

7. Write a purchase order using this information: To the Avalon Dress {Company), 4159
Industrial Park, Los Angeles, (California) 90054. P. O. No.: 724; current date; deliver <.
store as soon as possible by Express. Four (dozen) men’s jumpsuits, Stock number F6291;
Price — $12.89@.

8. Prepare a bank deposit ticket using this information: Currency — $76.00, Coin — $13.99,
Check 14-116 for $17.92; Check 19-33 for $54.56; Check 21-18 for $26.15.

9. Prepare a Returned Goods Voucher: To Bay Area Fashions (Incorporated), 2156 San Pablo
(Boulevard), Oakland, (California) 94605. Voucher No.: 476; current date; date shipped —
current; by Parcel Post; packed by — your initials. Four men’s suits, black, stock no.: J810—
$65.90@.

BIGTOWN STATE BANK LIST CHECKS B

Bigtown, CA Z'J:::::

COIN
CHECKS

TOTAL OF CHECKS
LISTED ON REVERSE

L2396 3 12 O3LL=BB" TOTAL DEPOSIT

IMPORTANT MESSAGE

For

Date Time PM
WHILE YOU WERE OUT

M
of
Phone No.

Telephoned Please call
Returned Your Call
Called to See You
Will Call Again

MESSAGE

SIGNED




BRUCKNER'S DEPARTMENT STORE No.
Bigtown, California

Charge Customer's Name:

Address:
City & State: lip:
Circle One: Charge Cash
Circle One:  Store Charge REDI
Signature of Customer:
Quan Articles Price Amount
Date [ Sales | Take Sales Tax

No. Send___ | TOTAL

DEPARTMENT STORE No.
Bigtown, California

Charge Customer's Name:

Address:
City & State: Lip:
Circle One: Charge Cash

Circle One: Store Charge/BANKCREDITCARD

- Signature of Customer:

Quan Articles Price Amount
Date | Sales | Take Sales Tax
No. Send TOTAL
— 100

2.07- 9.24 9
9.25- 9.41 56
9.42- 958 51
9.59- 9.74 58
9.75- 99N 52
9.92-10.08 .60
10.07-10.24 .61
10.25-10.41 062
10.42-10.58 63
10.57-10.74 .64
10.75-10.91 65
10.92-11 08 .66
11,09-11.24 67
11.25-11.41 .68
11.42-11.58 .69

PREPARING SIMPLE BUSINESS RECORDS
POST TEST 2PAGE 3

10.42-30.58 | 1.83
30.59-30.74 | 1.04
10.75-30.91 | 1.85
30.92-31.08 | 1.86
31.09-31.24 | 1.07
125234 |
31.42-31,58 |- 189
31.59-31.74 | 1.90
31.75-21.91 | 191
11.92--32.01 1.9

A0, 42-42.4
12.99-42.14
142.719-42.9}
A42.97-43.01
43.00-41.24

43.42-43 5y
43.59-43.74
43.75-43.94
43.99-44.00
A4.00-44.94
44.25-44.4)
Ad 424440
14.50-44.74
44.15-44 91

13.25-4301 |




PREPARING SIMPLE BUSINESS RECORDS

POST TEST 2 PAGE 4
" ... MENT STORE No.
Bigtown, Ca I
Charge Cus' e
Address:
City & State: Zip:
Circle One: Charge Cash
Circle One: Stc 2 CEarge/BANKCREDITCARD
Signature of Cus® . <r:
Quan Articles Price Amount
ate | Sales | Take Sales lax
No. Send___ | TOTAL
e
BANKCREDITCARD |
3
Name:
| |
Address: Sales Clk.

City & State:

e e

TAX

NO.

s [TOTALY l




PREPARING SIMPLE BUSINESS RECORDS

POST TEST 2 PAGE 8

TO:

P.0. No.:

ate:

Deliver To:

Delivery Date:

Ship By:

Quantity [ Stock No.

Description

Price

Total Price

We are RETURNING the
following goods to
you for CREDIT.

Voucher No.| Date| Date Shipped| Shipped By | Packed By
Quan- Stock Unit
tity No. Description Price| Amocunt

1v2




PREPARING SIMPLE BUSINESS RECORDS
POST TEST 2PAGE 8

INVENTORY CONTROL SHEET

Stock Unit Minimum On L
Number Decription Price| Quantity Hand Ordér
A2S5 | T-shirts 5129 51 | 34
533 | Briets /./9 | 200 | 2/2
C4t | white Socks 79 | 3% 33/
256 | Block Socks 69| 288 | 30/

E¢7 | 2ress Socks-Rssorfed |/ AT | 744 //5
F79 | Leather Belts- Black |R.98 34 48
G8E |Mens Whi#e Handits .59 40 22

KR | 7its- Assorted 399 48 <9

DAILY SALES SUMMARY SHEET
Sales Slip Cash Store BANKCREDIT Sales Total of
Number Sales Charges CARD Tax Sales Slips
TOTAL:
Date of Summary: Signature of Clerk:
140
A w )




