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PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL

WHAT'S IT ALL ABOUT ?????? WHAT AM I GOING TO DO ????? WHAT IS EXPECTED

OF ME ????? WHAT SHOULD I 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 employment 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

IS A LOT LIKE GETTING DRESSED TO GO TO

If you want to be properly dressed, you must
be completely dressed.

If you want a proper business record, it must
be complete.



PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL PAGE 2

You must be accurately fitted to be thought
of as properly dressed.

Your business form must be accurate; other-
wise, it is nol properly 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.



PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL PAGE 3

People in business use and depend upon business forms and records of all kinds. SALES SLIPS,

PURCHASE ORDERS! 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.

7



PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL PAGE 4

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 person with a good salary and valuable training.

.ctivity
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.

Air

The Bruckners are satisfied with your application and will consider you for the job.

However, before they hire anyone, they want you to take a short employment test

which consists of some math computations.

Activity 2
Turn to page 2 of your Working Papers. F Alow the directions given on the test.

Whether or not you did well on the employment test, you
have been hired on a trial basis. The Bruckners are impressed

with you. But, if you did not do well on the employment test,

they expect you to learn and improve your ability to handle

math computations well.

DO YOU HAVE A SOCIAL SE-
CURITY CARD? You need a SOCiiii
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.
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Activity 3

PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL PAGE 5

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 CLAIM YOUR WITHHOLDING EXEMPTIONS
1. If SINGLE, and you claim an exemption, write the figure "1"
2. If MARRIED, one exemption each is allowable for husband and wife if not claimed on another certificate.

(a) If you claim both of these exemptions, write the figure "2"
(b) If you claim one of these exemptions, write the figure "1"
(C) If you claim neither of these exemptions, write "0" JJJ

3. Exemptions for age and blindness (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 claim both of these exemptions, write "2"
(0 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, write the figure "2"
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.)

S. Add the number of exemptions which you have claimed above and write the total

6. Additional withholding per pay period under agreement with employer. See Instruction I $

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.
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PREPARING SIMPLE BUSINESS RECORDS
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. Outlining some store policies you are

expected to follow.

-IL 0



duplicate. The store keeps the original
handles two types of charge customers:

copy; the

PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL PAGE 7

You are not expected to learn everything
in one day. You will be continually learn-
ing while on the job. On the day you were
in training, you learned how to operate the

cash register. The Bruckners waited for
your first official day on the job to show
you how to handle customer purchases.
They explain that the store policy is to
prepare sales slips for both cash and charge

purchases. The sales slip is made out in
customer receives the carbon copy. The store

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 sef:ond 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:

BANKCREDITCARD

Bruckner's Department
Store. Big Town, CA

...._

Name:

Address: Sales Clk. 1=8117 se. TOTAt

---ei371ttate:
M t

TAX

lass.II Is ''OTI aril Wald ad Oa 11......md /mg de
le-

ow NW =1.7.110.r...reel le ow.. am*.

11

BRUCKNER'S DEPARTMENT STORE No.

Bigtown, California

Charge Customer's Name:

--Adaress:

City 8 Statc: Zip:

Circle One: Charge Cash
Circle One: Store Charge/BANKCREDITCARD
Signature o Customer:

Quan Articles Price Amount

Date Sales
No.

Take
Send

Sales Tax
TOTAL



PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL PAGE 8

SALES SLIPS J

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.

QUAN ARTICLES PRICE AMOUNT

P
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 8 25

Note the position of the numbers 8.25

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

Cents

are always written on the right of the line.

BE SURE TO LINE YOUR NUMBERS UP PROPERLY

YOUR NUMBERS NOT
AMOUNT AMOUNT

SHOULD LOOK LIKE
8 25 8 25

LIKE THIS: THIS:

HERE IS HOW NUMBERS SHOULD BE LINED UP:

AMOUNT

1c to 99c 99

$1 to $9.99 9 99

$10 to $99.99 99 99

$100 to $999.99 999 99

$1,000 to $9,999.99 9,999 99

12
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PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL PAGE 10

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 it 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 10 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 Reed. 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



PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL PAGE 11

THESE ARE SYMBOLS COMMONLY USED IN PREPARING BUSINESS FORMS:

@ for at or each

// for number

6

a/c for account

c/o in care of

* for "see footnote" or important
for checked off

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:

BANKCREDITCARD
Bruckner's Department
Store. Big Town, CA

°U ""
DESCRIPTION _IAJNIT COST AMOUNT

"MT/IL ,%4%E

Name:

Alles.,ioiiiv Doe
Address:

475 Allym Sr
Sales Clk.

TAKE

SEND lEt-

DATE

7:6:16 SUB TOTAL / V
RCH1SER.S1GN HERE TAX / J7

City & State:
SAA i 1)/E o eil IIWIN of do cord idenhfied on this item it authorized to Par the omou'l

as TOTAL upon proper presentation. I promise to pay such TOTAL
r with orry other charges du* thereon) subject to and on accordance

the agreement governing the vie of such cord.

TOTA4 / /0Li_
N°C2. ". 596-35/78
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PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL PAGE 12

The Bruckners feel you are ready to handle
customer purchases. You know how to operate a

cash register, make change, prepare sales slips and

BANKCREDITCARD forms. On this first day, you

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.

-I

0
X0
X

F
e

STATI OF CALIFORNIA 6% SALIS TAX RIIMIURSIMINT SCNIDULISTATI OF CALIFORNIA 6% SALIS TAX RIIMINSISIMINT SCNIDULI

. Transaction Tax Transaction Tax Tranr_ct. Tax Transaction Tax Transaction Tax Transaction 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

.11- .22 .01 8.59- 8.74 .52 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

.57- .73 .04 9.09- 9.24 .55 17.59-17.74 1.06 26.09-26.24 1.57 34.59-34.74 2.08 43.09-43.24 2.59

.74- .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- 9.58 .57 17.92-18.08 1.08 26.42-26.58 1.59 34.92 -35.08 2.10 43.42 -43.58 2.61

1.09- 1.24 .07 9.59- 9.74 .58 18.09-18.24 1.09 26.59-26.74 1.60 35.09-35.24 2.11 43.59-13.74 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 9.92-10.08 .60 18.42-18.58 1.11 26.92-2108 1.62 35.42-35.58 2.13 43.92-44.08 2.64

1.59- 1.74 .10 10.09-10.24 .61 18.59-18.74 1.12 27.09-27.24 1.63 35.59-35.74 2.14 44.09 -44.24 2.65

1.75- 1.91 .11 10.25-10.41 .62 18.75-18.91 1.13 27.25-27.41 1.64 35.75-35.91 2.15 44.25-44,41 2.66

1.92- 2.08 .12 10.42-10.58 .63 18.92-19.08 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 44,59-44,74 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 .66 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 .17 11.25-11.41 .68 19.75-19.91 1.19 28.25-28.41 1.70 36.75-36.91 2 21 45.25-45.41 2.72

2.92- 3.08 .18 11.42-11.58 .69 19.92-20.08 1.20 28.42-28.58 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 28.59-28.74 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

3.42- 3.58 .21 11.92-12.08 .72 20.42-20.58 1.23 28.92-29.08 1.74 :'7.42-37.58 2.25 45.92-46.08 2.76

3.59- 3.74 .22 12.09-12.24 ,73 20.59-20.74 1.24 29.09-29.24 1.75 37.59-37.74 2.26 46.09 -46.24 2.77

3.75- 3.91 .23 12.25-12.41 .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

3.92- 4.08 .24 12.42-12.58 .75 20.92-21.08 1.26 29.42-29.58 1.77 37.92-38.08 2.28 46.42 -46.58 2.79

4.09- 4.24 .25 12.59-12.74 .76 21.09-21.24 1.27 29.59-29.74 1.78 38.09-38.24 2.29 46.59 -46.74 2.80

4.25- 4.41 .26 12.75-12.91 .77 21.25-21.41 1.28 29.75-29.91 1.79 38.25-38.41 2.30 46.75 -46.91 2.81

4.42- 4.58 .27 12.92-13.08 .78 21.42-21.58 1.29 29.92-30.08 1.80 38.42-38.58 2.31 46.92-47.08 2.82

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 2.83

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

4.92- 5.08 .30 13.42-1158 .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

5.09- 5.24 .31 13.59-13.74 .82 22.09-22.24 1.33 30.59-30.74 1.84 39.09-39.24 2.35 47.59-47.74 2.86

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 22.42 -22.58 1.35 30.92-31.08 1.86 39.42-39.58 2.37 47.92-48.08 2.88

5.59- 5.74 .34 14.09-14.24 .85 22.59-22.74 1.36 31.09-31.24 1.87 39.59-39.74 2.38 48.09-48.24 2.89

5.75- 5.91 .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 22.92-23.08 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 48.59-18.74 2.92

6.25- 6.41 .38 14,75-14,91 .89 23.25-23.41 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 14.92-15.08 .90 23.42 -23.58 1.41 31.92-32.08 1.92 40.42-40.58 2.43 48.92-49.08 2.94

6.59- 6.74 .40 15.09-15.24 .91 23.59-23.74 1.42 32.09-32.24 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 3125-32.41 1.94 40.75-10.91 2.45 49.25-49.41 2.96

6.92- 7.08 .42 15.42-15.58 .93 23.92-24.08 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 49.59-19.74 2.98

7.25- 7.41 15.75-15.91 .95 24.25-24.41 1.46 32.75-32.91 1.97 41.25-41.41 2.48 49.75-49.91 2.99

7.42- 7.58
.44
.45 15.92-16.08 .96 24.42-24.58 1.47 32.92 -33.08 1.98 41.42-41.58 2.49 49.92-50.08 3.00

7.59- 7.74 .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- 7.91 .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 .48 16.42-16.58 .99 24.92-25.08 1.50 33.42-33.58 2.01 41.92-42.08 2.52 50.42-50.58 3.03

8.09- 8.24 .49 16.59-16.74 1.00 25.09-25.24 1.51 33.59-33.74 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 1 52 33.75-33.91 2.03 42.25-42.41 2.54 50.75-50.91 3.05

X
cn
rl

X

0
C

c inn y
Turn to Pages 6-13 in your Working Papers and prepare the sales slips and BANKCREDIT-
CARD forms as instructed. Use the tax table above.
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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 2.74 48.38

TOTALS: 45.45 20.46 45.64 6.70 118.25

c iv! y
Turn to page 14 in your Working Papers and prepare the "Daily Sales Summary Sheet."
Use the sales slips you have just completed.

17
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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.

WPORTANT NESSAGE

For _KR. R."Jor,es
4:Do

Date M,Z411 Time 16:15 PM

WHILE YOU WERE OUT

MR5. L. RoAR1J4oz.
Of

Phone No. 313-S(141D
Telephoned * Please call L.--

Returned Your Call
Called to See You
Will Call Again

MESSAGE itAckolRe.1 (4\clooi

heck ofikzfk.

Not all of the messages left will be by
telephone. A person may come into the
store and leave a message for someone
not in the store at the time. In any case,
the form on the left is the one you will be
using to record messages. Some of them

may be personal messages for Mr. or Mrs.

Bruckner; while others may be telephone

orders. Under IMPORTANT MESSAGE,
across from the word "for", write (1) who

the message is for, or, (2) the word "order"

if it is a telephone order. Be sure to include

the time of the call and the date.

18



ctivity
Using the information given below, turn to pages 15-16 in your Working Papers and
complete the 8 message forms.

PREPARING SIMPLE BUSINESS RECORDS
STUDENT MANUAL PAGE 15

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.

Finally, sign your name at the bottom. For the time being, the

Bruckners will take care of all telephone orders.

1. At 10:05 A.M. a Mrs. Fred More of
1725 Oakhil I Street, B igtown, 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@

3. 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.

5. 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.

2. 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.

4. 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.

6. 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. Wong.

19
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7. At 1:15 P.M. Mrs. B. Arthur Jones of 8. At 1:55 P.M. Mr. Juan Navarro of the

254 Grand Road, Bigtown, Ca. 94583, Primo Sign Company, 2459 Main Drive,

331-9268, called. She ordered these Bigtown, Ca 94217, 273-5731, called.

items: He wants you to tell Mr. Bruckner that

4 Baby Panties 69c@ his crew will be in at 8 A.M. tomorrow

4 Coverall Bibs 89c@ to fix his sign.

INVENTORY CONTROL SHEETS

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.
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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 (12)

K32 Booties .88 46 48 41D

8890 Rompers $1.98 12 12 $337

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 order 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.

CtiVlty lV
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

BRUCKNER'S DEPARTMENT STORE
Bigtown, California

TO:
A.T. Lawrence Co.
1496 Ocean Ave.
Santa Barbara, CA 95321

P.O. No:
768

Date:
March 18, 1977

eliver-To:
Bruckner's Department Store

Bigtown, CA

Delivery Date:
As soon as possible

Ship By:
Parcel Post

quantity Stock No. Description Price Total Price

3R24 Men's Leisure Suit $38.90

Notice that you are again using a

form with columns. The first
column "Quantity" is how many;

the second column "Stock No."
is the manufacture number; the
third column "Description" des-
cribes the items; the fourth.

column "Unit Price" is the cost
for each item; and the fifth
column "Amount" is the quant-
ity times unit price.

under the letterhead BRUCKNER'S DEPARTMENT STORE is the word "To." Here you
write the name and address of the company from whom you wish to order. "KO. No."is the pur-
chase order number; "Date" is the day you are ordering the goods; "Deliver To" is where you want

the goods shipped in your case, it is directly to the store; "Delivery Date" is when you want the

items shipped imr.,ediately or some future date; and "Ship By" is how you want the goods sent

by Express, Parcel Post, Freight, or the cheapest possible way.

Your Inventory Control Sheets will tell you what to order and how much to order. You will

also need the information below to prepare the purchase orders.

P. O. No. : 1123

Tinytot Manufacturing Company

1533 Washington Avenue

Los Angeles, CA 90027

Current date, Deliver to store,

Ship immediately, Ship by Express.

P. O. No. : 1124

Rockabye Baby's Wear Company

389 Bayshore Drive

San Francsico, CA 94138

Current date, Delivery to store,

Ship immediately, Ship by Express.

[Activity 11
Turn to page 18 in your Working Papers and, using your Inventory Control sheets and the .

information above. prepare the two purchase orders.
614-1ti

4
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INVOICES

PREPARING SIMPLE BUSINESS RECORDS
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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 (V ) on the invoice is used to

verify that what is on the invoice has been received.

4: 1140 Sleepers, Infant

6: J22 Crib Blankets

5: 7053 Terry Robes

10 7146 Rompers, Infant

TINYTOT MANUFACTURING COMPANY Invoice No. 8366

1533 Washington Avenue
Los Angeles, Ca. 90027 Date: 12/22/77

SOLO TO: Terms:

Bruckner's Department Store
2/10, n/30

Bigtovn, California

Salesman four Order No. 1 Date Received Oate Shipped Shipped By

354 i 12/19/77 12/22/77 Express

Quantity Stock No. Oescription Unit Price Amount

Vt 1140 Sleepera--Infant $5.95 $23.80

4,6 J22 Crib Blankets 4.29 25.74

15 7053 Terry Robes -- Infant 2.95 14.75

40 7146 Rompers 1.50 15.00

$79.29
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THESE ARE THE SHIPMENTS RECEIVED FROM

THE TINYTOT AND ROCKABYE COMPANIES

12 6138 Coverall Bibs $ .49@ 3 6671 Rompers $1.49@

12 6459 Infant Terry Robes $4.93@ 17 6783 Diaper Bags $2.29@

4 H71 Undershirts -Snap

2 A23 Sleepers

$ .52@ 3 C49 Crib Blankets $3.19@

$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 ( 1) symbol as you were shown.
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RETURNED GOODS VOUCHER

PREPARING SIMPLE BUSINESS RECORDS
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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

BIGTOWN, CALIFORNI

TO:
Rockabye Baby's Wear Co.

We are RETURNING the
389 Bayshore Drive following goods to

San Francisco, CA 94138 you for CREDIT.

Voucher No. Date `Date Shipped By By

23 /7/77 9/7/77 Express

I

W.B.

Quan- Stock Unit

tity No. Description Price Amoun

1 F17 Baby Blanket $24.95

Express Charges 2.4(

$27.4)

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

DEPOSITED IN

BIGTOWN STATE BANK
Bigtown, Ca.

DATE

Bruckner's Department Store
Bigtown, Ca.

/1:121100 3963s: 2 03440088e

UST CNICIN
W. MUNN 000444 C4904

CURRENCY

COM

CHECKS

2

teteN Or CNIC.411
LIVID ON 4441451

TOTAL DEPOSIT

You have learned to prepare many business

records, and the Bruckners are pleased with

your work. They have a lot of confidence
in you. So much, in fact, that they are go-

ing to let you prepare a bank deposit for
them. The form at the left is the type you
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.

The number on the top of these numbers is

the ABA (American Bankers Association) num-
ber. This number identifies the bank on which

the check is drawn. Every co'.imercial bank in

the country can be identifie' by a number as
well as by name. The number on the bottom

411.1n1; 1.?le

41211...19634

_10

12 0344..880

1211

_.1114144.ANN

(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
Turn to page 20 in your Working Papers and prepare the deposit ticket using the infor-

mation above.
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P thp time you ..ukkod the ORA:knot% for a job until now,

cask prt ettipioyment test end have had soma experience
ot preps. Inci ;loch hulling/4s records end forms or

I A Job Applcatton

A Sociail Security and an Exemption form

3 Sales Chocks and BANKCREDITCARD charges.
4 A 041111 Sales Summary Sheet

b Invefitory Control Sheets

6 Pu 'chew Orders

7 Checking Invoices

Returned Goods Voucher

Q. Telephone and Personal Messages

10 A Bank Deposit Ticket

ritMI MOEN, bUSINESS RECORD IS PREPARED WELL UNLESS IT IS DONE WITH:
I ACCURACY

2 COMPLETENESS

3 LEGIBILITY

KEEPING. I HIS IN MIND. AND IF YOU HAVE BEEN CAREFUL IN PREPARING YOUR
FOAMS YOU SHOULD BE READY TO TAKE A PoSr TEST IN PREPARING BUSINESS
RECORDS AND ACME VI A HIGH SCORE.



PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 1

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
items 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'/z%. 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.
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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 completnessshould 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 employment test and prepare the following business

records and forms:

1. A Job Application
2. A Social Security and Exemption Form
3. Sales Checks and BANKCREDITCARD Charges

4. A Daily Sales Summary Sheet
5. Inventory Control Sheets

6. Purchase Orders

7. Check Invoices against Merchandise Received

8. A Returned Goods Voucher
9. Telephone and Personal Messages

10. A Bank Deposit Ticket
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BRUCKNER'S Department Store No. 172

Big Town, California

Charge Customer's Name:

Mqs. Lft_.re tlittAINc_WS
Address:/gS CC 0:10.f`
City & State: Zip

.Sikvk3cs. VtP)JA24.1to..1(:c6.
Circle One: har e

Circe One: tore age BankCre itCar

Signature of Customer:

Quan Articles Price AmountiPr.. .1^ beillao / ?00 t. gAalXi... iris iP 9.6-
1 1. Sly:. A- A ir
I ..sp.w.

143. At
# s ..k. 1 TS

IR s'S erk.cS 1 C1 4
I 3 el e

go'I IfirelC If% a. kik- S'LitI Dirt s 3 S h.. ..r.
to

11171

Sales

No.Pal
I Take
Send_N

Sales Tax
TOTAL 43 1-//

SUPPLEMENTARY SHEET

1

2

3

4

5

6

7

8

9

10

11

12

13

14
15

16

Line 1: First name of customer not legible

Line 2: Address is not complete is Cedar a street ot avenue or what?

Line 3: Zip Code is missing. Abbreviation for California is CA not Ca.

Line 4: Not Complete: Either cash or charge must be circled.

Line 5: Inaccurate: Both charges are circled rather than just one.

Line 6: Not Complete: Signature of customer is missing.

Line 7: Illegible: The word "socks is not clear.

Line 8. Not Accurate: doz. hankies at $8.95 doz. is $17.90.

Line 9: $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 "Price" 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.
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DEPOSITED IN

BIGTOWN STATE BANK
Bigtown, CA

DATE__C ureuri Date

2 Lou /9631: 12 0344"880

LIST CHECKS SY
SANK MUNGER DOLLARS CENTS

CURRENCY

COIN 3
00

41156
137- 313 2 .56 43
/9-57/3 3

4
TOTAL OF CHECKS
LISTED ON REVERSE

TOTAL DEPOSIT 443

IMPORTANT MESSAGE

For Ais. 4ineoS/eP
agP

Date t'rren' Time /0:30 PM

WHILE YOU WERE OUT

Mr afaier T /0'841/)
Of

Phone No. 354- 17399

Telephoned x Please call X
Return Your. Call
Called to See You
Will Call Again

MESSAGE In regard 74:

Ma MO) 4n enokyee, efl-Ae
Sadler apt Sore.

SIGNED ...Wodeni,t ,Thhihrid

FORM 2

FORM 1



BRUCKNER'S Department Store No.

Big Town, California

Charge Customer's Name:

Address:

City & State: Zip

One: Charge 4111D,Circle
Circle One: Store Charge/BankCreditCard----
Signature of Customer: .

Quan Articles Price Amount

5 T-Shirts 3/3.49 5 81

Date

Current

Sal,e,s

No "*.
Int.

Take X

Send

Sales Tax 35
TOTAL

6 16 ,

BRUCKNER'S Department Store No.

Big Town, California

Charge Customer's Name:

__Mrs. Kin Quay Low
Address:

237 San Pablo. St.
City & State: Zip

Long Beach, CA 91002
Circle One: ar e Cash
Circle One: Stor ge BankCreditCard
Signature of Cus mer:

Quan Articles
WoMinls Terry Robe

Price Amount
1 22 99

3___ Prs, Pantyhose 1.69qL 5

-----lnir--
07

SalAs Take
No:'" Sender

Int

Sales Tax 1 68Date

Current 30 74

32

PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 5 (PRETEST)

FORM 3

75- 5.1 .35
5.92- 6.08 .36
6.07- 6.24 .37
6.2 i- 6.41 .30
6.42- 6.58 .39

6.57- 6.74 .40
675- 691
6.92- 7.08
7.0'7- 7.24
7.25- 7.41_

7.50- 7.74
7.7:i- 7.91
7.92- 8.08
8 09- 8 24
8.2i- 8.41
8.42- 8.58
8.59- 8.74
8.75- 8.91
8.92- 9.08

.41

.42

.43

.44

.45
46

.47

.48

.49

-756-

.52

.53

.54

1 59-27.74 1.66
21.75 -27.91 I 6 /
27.92- 70.013 1 60
211 09-211.24 1.69
70 75-28.41 1.70
711 42-20.50 1.71

211.59-28.74
20.75-90 91
911.92-29 00

09-29.%4
29.25 -29 di
99.42-29 50
99.".9-79.74
79 75 -29.91
29.9?-30.00
30 09-30 74.
30.25:70 41
30.42-30.511
30 59-30.74
30.75-30.91
30 94 -31.08

FORM 4

1.79
1.73
1.74
1.75
1.76
171
1.70
1.79
1.80
1.01

1.02
113

114

1.85
1.86



PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGES (PRETEST)

Department Store No.

Big Town, California

Charge CustomeFi-Name:

__Mr. Peter Rushford
Address:
1520 Maple Ave.
City & State: Zip

Fairfield CA 95173

Circle One: r har9e Cash'

CiTETiOne: Store arge iankCred771115-----

Signature of Customer:

Quan Articles Price Amount

1 Pkgs. Men's Socks 2.98Pkg. 8,94

Tax

MAL
Date Sajps

No'
Current. Int.

Tak-frg---Fales
Send

54

9 48

FORM 5B

FORM 5A

BANKCRED I TCARD
OMAN. DESCRI nioN UNIT COST AMOUNT

.

TOTAL MDSE.

Name:

Mr. Peter Rushford
Address:

1520 Maple AVP-

Sales Ck: St. Int.
TAKE 111

uNDID

DATE

Cuuren
;SUBIOTAL 8 1 94

PURCHASERSIGN HERE

X
TAX ;54

City & State:

Fairfield. CA wit
TOTAtt 9148mw"om..dw..hwwi....40w.wdftpw4w...

:hewn es TOTAL upon peeper coesensesion I remise te pey such TOTAL

Mehl, with any Whet Cir,(11{doe *neon) subject le endr eccerdonce

the egnsernent poelsnsno the VIII el such ce.d.NO.
373-6811-0



PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 7 (PRETEST)

FORM 6

TO:
A.C. Balboa Co.

2580 Seaside Rd.

San Diego, CA 92005

quantity

10

F.U. NO..

543

uate.

Current
JiTiver To:

Store

Delivery Date:
As soon as possible

Ship By:
Express

Stock No. Description Price Total Price

4S27 Men's Beach Robes 19.95@ 199.50

FORM 7

TO:

Fresno Fashion Center
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 :urrentl 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

.

t.04

.



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

FORM 8

Inventory Control Sheet

Stock
Number

Unit
Price

Minimum
Quantity

On

Hand Order

920 Ladies Pajamas $5.58 44 36 8

921 Pantyhose .89 156 172

922 Ladies Scarfs - Assorted 3.77 36 23 13

923 Ladies Full Slips 4.32 72 55 17

924 Milady Gloves--White 2.79 12 16

925
[

Milady Gloves--Black 2.79 12 11 1

926 Assorted Half Slips 3.66 24 28 23

927 Assorted Nightgowns
....0.9m.

9.23 32 9

FORM 9

DAILY SALES SUMMARY SHEET

Sales Slip
Number

Cash
Sales

Store
Charges

BANKCREDIT
CARD

Sales
Tax

Total of
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: 25.06 38.23 13.46 4.60 81.35

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



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

DEPOSITED IN

BIGTOWN STATE BANK
Bigtown, CA

DATE Curren?'
Bruckner's Department Store

Bigtown, CA

' : 2 1 1 . . 1 9 6 3 ' :1 L 2 0 3448688e
A

LIST CHECKS BY
SANK NUMBER DOLLARS CENTS

CURRENCY 55 00
COIN 5
CHECKS
/47i2/5 1 QT
/5- W/ 2 90
ea, -* /4/ 3 ar5 445

4

TOTAL OF CHECKS
LISTED ON REVERSE

TOTAL DEPOSIT /86

I NPORTANT NESSAGE

For Ids. She/y1 45m;79)
AM

Date einiten/ Time a:30

WHILE YOU WERE OUT

M r. Wiley Pinegar
Of

Phone No. 6415-e1649

Telephoned y iePlease call
Returne Your Call
Called to See You
Will Call Again

MESSAGEPOWipAinikrehdn&

frafGlaidiern Neel/al Fri: a/
Girt // iD emAyn.

SIGNED Ather .Aitieds



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

BRUCKNER'S Department Store No.

Big Town, California

Charge Customer's Name:

Address:

City & State:

One:

Zip

Circle `Charge gitiO
/BankCreditCard-Circle One:. Store Charge

Signature of Customer:

Nan Articles Price Amount

.. Prs. Socks 1.25@ 15 00

Date

Curren

Sala

Mint..

TakeX
Send_

Sales Tax 90
TOTAL

lE 90

'PrBRUCKNER'S Department Store ' No.

Itig__Town, California

. Charge CustoiFTT5Ile:
0, Mrs. John Gomez
-Address:

684 Santa Anna Ave.
City & State: Zip

San Francisco, Ca 94113

Circle One: Cash

One: St-6-re large BankCreditCard,Circle
Signature

2-PAgs-lifamenLsi8ankies____7.70Pkg,

of CuCu

Articles Price Amount

NormuLlsalouse

1' 40
95

35
1

'

Send mdse. to
Abgve address
.- , - 801

...-------
(Date

:urrent

_
sS [-Take

No' SendX
Int;

Sales,Tax* .116--
TOTAL

I

3; 41

14rr4711.1.11.";
14 42-14.58 I .eri

14.59-14.74 I 101

14.75-14.91 .89
14.92-15 08 I 90
1509- 15.241 91
11 25-15 41 .92
15 4?-15 58
15.59-15,74
1575-1591.
15.92-16 Oi.1
16.09-16 74
16.25 -16.41
16.42 -16.58
16.59-16.74
16 7i- 16.91

9211.011
17 09-17.24
17 25-17 41
12.42-17.58
17.59:17..74
17.75-17.91
17.92-18.00
18.09v10 24
111 25-18 41

31.92-32.00
32.09-32.24
32.95-32.41
32.47-32.50
32.59-32.74
3/ .75:32.91-
32.97-33.08
33.09-33.24
33.75-33.41
33.42 - 33.50_

3).59-33.74
33.75 -33.91
33.92 -34.00
34 09-14 24
34 25-34.41

.93

.94

.95.

.9/.

.91

.911
.99

1.00
1.01
1.02
1 03
1.04
1.05

1.06
1.07
1.08
1.09
1.10

1.92
1.93
1.94
1.95
1.96
1.97.
1.98
1.99
2.00
201
2 02
2.03
7.04
2.05
2 06



*0-

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

Department Store No.

Big Town, California

Charge Cuitomeils Name:

__MrsSamiCaiser
Address:

__1.540_E 14th St-
City & State:

C
Circle One: haroc ash

Circle One: Store

Signature of Customer:

Zip

Quan
3 Eixs.

Articlet

Diapers

Price

5.498x

Amount

Date

Cuurent

Sal

'

Take] Sales Tax

No Send TOTAL

15.4Z__

BANKCRED I TCARD
.

. .

Ors -Sam Kaiser

201114 MiSCRW HON UNIT COST AmouNt

A

Total Mdse. I

Tame:
14th St.

Td,Lr5es sP-d

C.A24615
Sales
mitomulmoN

X

Ck:
S Int.

WI M DAIS

WAD OE ua rint "In" _15147
i

! 99
HUE

TAX [14
._Olkland,

--City & State:

Ow imme Oemd Tte664 Tl II16 4. i.046. a to , ,, 14 m0
.h..., Tom vw peprr pronto*. I romits o ATTy web

me°11t ::44"641:"::1i'd w Pd m".11:; 17r :=,t
V

TOTAL 17146
NO. 429-1461-3.



PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 12 IPOST-TEST 1)

TO:
Sizemore Manufacturing Co

625 Capital St.

Sacramento, CA 95814

P.U. No.:

612

Uate:

Current__
)eliver To:

Store

Delivery
As soon

Date:

as possible
By:
Post

Ship
Parcel

Quantity Stock No. Description Price Total Price

1 84712-4 Brown Leather Jacket 174.49

TO:

Seaside Fabrics

1251 Coast Highway

Laguana Beach,

We are RETURNING the
following goods to

CA 94101 you for CREDIT.

Voucher No. Date Date Shipped [Shipped 671 Packed By

145 Current nit-rent Fxprcc Student's Int-

Quan- Stock Unit

tity No. Descrittion Price Amount

2 49235 Dresses 44.59@ 89.18

Express Charges 6.19

95.37



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

Inventory Control Sheet

Stock
Number

Unit
Price

Minimum
Quantity

On

Hand Order

A50 T-shirts $ .89 72 65 7

B51 Briefs .79 144 152

C52 White Socks .59 288 256 32

053 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

H57 Ties--Assorted 2.98 60 29 31

DAILY SALES SUMMARY SHEET

Sales Slip
Number

Cash
Sales

Store
Charges

BANKCREDIT
CARD

Sales
Tax

Total of
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 Signature of Clerk : Student's Initials

40



tarresecasin
OMMUOMM

Oruckner's Department Store

gigtown. CA

MIMI:001MMIlirMOIMMM

ti44404411 34,k.880

1

6/4T ?USAGE

Forzyt. hung

Date aweize Time 9.74 PM

WHILE YOU WERE OUT

$410210)

Of

Phone No.(1A0544-079445

Telephonadt_ Please call A'

Returned Your Call
Called to See You
Will Cal) Again

MESSAGE

ikty_a_diati/nAzt /Ldp.

eith fey _A*1.14/ii year.

S IGNED 411i ,k digh



BRUCKNER'S Department Store No.

Big Town, California

Charge Customer' Name:

Address:

City & State:

Circle One: Charge
--ti?cle One: Store Charge/BankCreditCar

Signature of Customer:

Lip

Quan Articles

T-Shirts

Price

3/4.29

Amount
10 Or--

Date

Current

Sal* I Take 2L Sales fax

No
/
Send_ -TOTAL

60

10 61

BRUCKNER'S Department

Big Town, California

Charge Customer=s Name:

Ms. Theresea Diaz
--Address:

1760 Canyon Dr.
City & State:

Los Angeles, CA
Circle One:
Circle One:
Signature of Cus omen:

Store No.

Yuan

1

4

Date

current

Articles
Women's Bath Robe
Prs. Pantyhose

Zip
90028

Cash

BankCrealCaR----

Price

1.99@

Amount
34 98
7 96

S614i liii.-Fra I SlIes Tax

I
No.'

nt
TSend

.2 58

45 52

42

PREPARING SIMPLE BUSINESS RECORDS
TEACHER GUIDE PAGE 15 (POST-TEST 2)

9.07- 9.24 .55
9.21- 9.41 .56
9.42- 9.58 .57
9.59- 9.74 .58
9.73- 9.91 .59

-47,5276761-
10.0?-10.24 .61
10.25-10.41 .62
10.42-10.58 .63
10.59-10.74 .64

Tdii-716791-
10.92-11.08 .66
11.09-11.24 .67
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 -31.24 1.07

31.25-31.41 --1.81r
31.42.31.58 1.119
31.5931-74 1.90
31.75 -31.91 1.91

9?-12 8 2

49.42-42.58 9.55
49.59-47.74 2.5(
42.75 -42.91 9.57
49.92-43.08 9.511
43.09-43.24. 2.57
43125:47,41 7.60
43.42-43.58 2.61
43.59-43.74 2.62
43.75-43.91 2.63
43.92-44.08 2.64
44.09-44.24 -2.611

44.25-44,41 2.66
44.42-44.58 2.67
44.59-44.74 2.68
44.75-44.91 2.69



PREPARING SIMPLE ROSINESS RECORDS
TEACHER GUIDE PAGE 111 (POST TEST 2

Department Store No.

Big Town, California

Charge Customer's Name:

Erancesco ,Spagnoli
Address:
411 Whiteoaks Blvd.
City P. Slate: Lip

Synnyside, CA 91259

Circle One: __Charge Cash

Circle One: Store ar e

Signature of Customer:

Quan

BEksis,

Article

Men's Sock5L

Price

3.98Pkq

Amount

31 84

Date V641MkFx_ Sales Tax

No Send TOTAL
In .

1

33

91

75

BANKCRED I TCARD

'
JUAN DELCRiPUON UNI1COS1 AmOUNI

1

1

Total Madse.

1Name:

Mrs, Spagno1i
iAr.1 X.

In
0010,,, 10

wx11.4

SUB IOM

TAX h%r

_Francesco
Address:

411!Whiteoaks_alli-

Sales Clcr.
DAIL

:
1

____.111114.
1

1! 91

l'URCHASERSICiN HERE

X
,...... 0 Ow tiltfild:g1.1101i 00 ilus dem 0 00d.r0stri
ha"^ m TOTAL %T., "err. r0,,101111.00 1

0141.41.rt ...01110y 011.t. thm0.4 due them0010,11m110
.01.11,8 prev0.0100...01001.01/.010.0.w11

City & State:

Sunnyside. CA 91259 p0y th 0.010m.
007 ,,,,h To/At

*modem,

TOTAL
331 75

NO.
356-1274-8



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

TO:

Avalon Dress Co.

4159 Industrial Park

Los Angeles, CA 90054

Quantity Stock No.

4 doz. F6291

P.U. No.: Udie:

724 Current
deliver To:

Store

Delivery Date:

As soon as possible
Ship By:

Express

Description

Men's Jumpsuits

Price Total Price

12.89@ 51.56

TO:
Bayarea Fashions, Inc.

2156 San Pablo Blvd. We are RETURNING the

Oakland, CA 94605 following goods to
you for CREDIT.

Voucher No.

376

Date

urrent

Date Shipped

Current

Shipped By

Parcel Post

I Packed By

Student's Int.

Quan-
tity

Stock
No. Description

Unit
Price Amount

4 J810 Men's Suits, Balck 65.90@ 263.60



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

Inventory Control Sheet

Stock
Number

Unit
Price

Minimum I

Quantity

On

Hand Order

A25 T-shirts
$1.29 51 34 17

B33 Briefs
1.19 200 212

C41 White Socks
.79 376 331 45

D56 Black Socks
.69 238 301

E67
Dress Socks--Assorted

1.49 144 115 29

F79
Leather Belts--Black

2.98. 36 48

G88 Men's White Hankies .59 60 23 37

H92
Ties--Assorted

3.99 48 29 19

DAILY SALES SUMMARY SHEET

Sales Slip
Number

Cash

Sales

Store
Charges

BANKCREDIT
CARD

Sales
Tax

Total of
Sales Slips

201 14.88 .89 15.77

202 34.95 2.10 37.05

203 8.29 .50 8.79

204

1OTAL:

16.75 1.01 17.76

31.63 34.95 8.29 4.50 79.37

Date of S ummary: Current Signature of Clerk:
Student's Initials

.115



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 1

BRUCKNER'S DEPARTMENT STORE
BIGTOWN, CALIFORNIA

ACTIVITY 1
APPLICATION FOR EMPLOYMENT

,, Date of
Name SUS/E5 3 Student Age /49 Birth 42fiefr/

Date earfenti9

Marital Status grngie'

Home Address

Place of Birth

/t' OrangKTree Rd City gmhyside State Zip 'NW/_e_e_i

&ontysid4 eA Citizen of U S ? VeS Phone c24b1/1/34

Height 514" Weight //ear. Sex P Social Security No.546=3-7- 6/64
Job Applied For

Name and Address

An#hony

Saks- Clem
of Person to be Notified in Case of Emergency:

4'a/ph Simdeni Phone 026/-* 4/1002.

EDUCATION

Name Where When

Grammar Mar-b>7 XiMeek>7 Stm4gri/4 e4 %lane, /907/
Jr. High School Vi...21 Rs &fpnysiiie, 61 ft/ful, /994,
High School gaffer Ng. Sutinyv* eA ...larhe,/4W

PREVIOUS EMPLOYMENT

Latest Employer Next Preceding Next Preceding

Name of
Employer Sadler i>i9,04:1re Ne.chienes
Address SsideA

ggleg Clerk
,g/onyll'as, CIA
8ab9s1-#hyPosition

How Long? 3 /nets_ f Pri'74/.1,7e-e2 jiff
Last Salary $=2.175 kv. dr/. e e 4,-.
Date Left Lgepi. /g9;i7 g ...bne /4'9'7
Reason for
Leaving

-ID work of
Relf/rned iv ,r64.11,/ SgSWerS

REFERENCES
(Not related to you)

Name: Address: Phone: Occupatiotion

1. Airs c1. .7-z./nes /As Dak Lc71. Sonaysieken S55- awl It4azzoof
2- MA 1_74Can /*Ong 4145- gar II " 44,/ 27,99 Advil/ye,-
a ALs..7i/aithia Io,tn ,4 Mfg II " Alb 44/.5 ors. 0k:

BUSINESS

Typing? ge...c_ Speed af_Shorthand?
'Alehines E.97ed.a//y /D-k' y

OR OTHER SKILLS

itg2._. Speed Filing? SOL Other Rath tics_
gehddiny machinek

%a
A1"1.46 ignaturelant



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 2

ACTIVITY 2

Name

BRUCKNER'S DEPARTMENT STORE

Employment Test

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) (41 (5 (6)

$4.23 $3.10
6.49 $ .77 1.23 $6.31

1.23 $ .63 1.69 .91 $ .82 .86

.62 3.29 2.59 .64 1.86 4.92

.23 1.29 .16 7.04 22.29 .43

Ir/40. 0 05.2i s/A.9A foal! 9.1 072.4.1.

(71 (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 .13 . 1.29 4.95

SAGA. 4214 ehr.52. +Orin t2/..1V m.91

SUBTRACT:
(13) (14) (15) (16) (17)
$9.95 $13.29 $16.51 $22.76 $16.10
- 7.98 11.70 - 13.64 - 11.54 - 4.44

e/.9V /..59 it az.s'l

MULTIPLY:
(18) (19)
349 118
x3 x12

444,1 6494
(23) 6 hankies at 35c ea.
(24) 4 diapers at 65c ea.
(25) 6 booties at 75c ea.
(26) 3 panties at 45c ea.

(271 TOTAL

(20) (21) (22)
89 327 32

x 7 x4 x25

6A3 "Jar SOO

(28) 2 towels at $1.79 ea. $3.5S
a .6o (29) 4 face cloths at 29c ea. j. /6
4430 (30) 6 face cloths at 17c ea. j.40,1

/.36- (31) 2 towels at $1.64 ea. 3,g1
gr/D,55

(33) Stockings are priced at 3 pairs for
$2.40. How much will 4 pairs cost?

$ 3.00
(35) A pair of earrings marked at $3.95 is

sell? $ 04/. /4

(32) TOTAL Of 041
(34) A dress marked at $7.95 is to sell

at a 15% discount. For how much
will it sell? $ 6,74

subject to a 6% sales tax. For how much will they



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 3

ACTIVITY 3

ID CN Di* 953
APPLICATION FOR A SOCIAL SECURITY NUMBER

Soo loollooNtwo so Seek. Not is Nook sr Owe SINN IA et Us. Townies..
Wok% Nor arm. Isom Hr_)

big Pvt.'. mama (rim NNW
TOO INLL UNI PONE
011

00 NOT MUTE iN TNN *NOV. SPECS

DANN Nowa

Sew, Student
MmogrOMp.W

CA.
NOTHEWS FULL MINI DIN oNdua eltNN

Beath H11he3

NAVE rousvie am' APPLIED P
ON HAD A UNITED STATES SOCIAL NO ONO XIS
SECINITT. RAILROAD. ON TAX ACCOUNT
mamma?

'be.

911///

(OW IIN Coal

11914.11SIS /4,25 0/1a e7ret Rd. Sann slei6 am
Mewl

0001110114 kb* fRieresffssi IR 1Weirfole far weal sanity woolsw, Is otkoef So a Hos of wen essO 00)

?ifs.ar

. . NM Wm* IN si s oe swoosos s woo IdettooliI ow be

stwoora to le 1 w bah.
TOXIN NAM N IS ase OW

VOW RAC.. Baal S..... Ao. No.. F.O. has ENO Nowa/

issasuov oesmationir INNead 1INNANN Is/Nos
NOM 553 mut

oesates0 Clausal [pep Ruses 0,00101.4
seam. SeCURITY AINNIOSTSATION onset

This is an example .

ACTIVITY 4

EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE
Form W-4
U.S. Treasury Department
Internal Revenue Service

Social Security
Print Full Name s(isie- ti. 57-UDEA/7 Account Number ..5-45--32- 4/64

/026
Home Address GRAN -E TREE aq";:tYSVN/Y/SiDiZon9eV11/ State C.

6
HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS

1. If SINGLE, and you claim an exemption, write the figure

2. If HURRIED, one exemption each is allowable for itusband anu :ife if not claimed on another certificate.
(4) If you claim both of these exemptions, write the figure "2"
(b) If you claim one of these exemptions, write the figure "t"
(I) If you claim neither of these exemptions, write "0"

3. Exemptions for age and blindness (applicadk only to you and wife but not to dependents);

(4) If you or your mile will be 61 ;tar or old, r at I itu of the year. and you claim Ibis exemption,
wine "I"; if both he 65 or older, r lid you rlami of these ekemptions, write -2"

(b) if ynu or your wife are blind, and , au on, write the figure "L "; if both are blind,
and you claim both of these exemptions, %%Inc u .6u,s. 2"

4. If volt claim exemptions for one or more derma er..s, i t. t;ir notober of such exemptions. (Do not claim
exemption for a dependent unless you are qualificil under instruction 4 on other side.)

S. Add the number of exemptions whisk you have claimed shove and write the total

6. Alld4ional withholding per ray period tinder agrcemrnt witn employe. Ste Instruction I

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

(Date) C UR R ENT , 19_ (Signed)

4R

0



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 4

ACTIVITY 5

BRUCKNER'S Department Store No.

Big Town, California

Charge Customer's Name:

Abge, -WIN/ c(tt4 wItc
Address:

Iiiz2k- A/o, Kedeoi
City & State: i Zip

/)/frtr. Lois OBlePo efi`
Circle One: Char e Cash

Circle One: ore ChaAe BankCreditCard

Signature of Customer:

Quan Articles Price Amounti
.Q

,0,04
22pz

.
-0, F7

99
91'Zspioh-AP b.?94), 6

g"/ do :6 1 i...pwizer-7--y riiie r9 ,., ft.
2 i 7i'/ .g-2047.,Ar

6.6.. 3 yff_,
AV _Illehe-c40.er

o,b---
/ .2.9 AK 2

q
71'
fa?/ .2-4,41

Date

972.0 Sales

No .ea
Take
Send_

SaTes Tax

X/rTOTAL
;'4W

1

2

3

4

5

6

7

8
9

10

11

12

13

14
15

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: ,lase name of _eusiorner not legihk,
Line 2: Address /.:s i7O7` e0m,&71e 4 Heake9 a shed or whal?
Line 3: Zip ande i:c musing
Line 4: Alai evvkie: either eash or _eharge Mac/ z5e eireled.

Line 5: b7.4CCOrtIde .' Atelh gharges are dire/62!
Line 6: 4 . , if -II r' . . i / . /..c Mi,Ts14.9.

Line 7: No/ legibk: the word "Jew ds'i:s no/ gear.
Line 8: kat aecilfRig: mpl del. ol,'Atpers ai4.99,doi. is 4/.7.4,
Line cr 91 _4'1149 li_edielf9 eptreS4 k 7z4e _eevilon;

Line 10: 5-6 4 4.,11. loped 140 eorree§ in the eo/umn
Line 11: _theattyjkle : klaegt "Fthe," there & no price 7breaeA mow".

Line 12: _4(41Liegike/ -We word :sleeper" ,e's ine &ear.
Line 13: r_66 jfigaral 71,k)yeabi 1._4' /77/Srpelhod
Line 14: :12::e_ jiL442.2VP..0 `8" aPG, /7071 psDpekly 2iormed
Line 15: The 531e5 -/ax jr tni.S.,Sby
Line 16: The 7i01.9/ k wrens. da



PREPARING SIMPLE BUSINESS RECORDS
KEY 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) Moral //, 1tri4 , your employer, Mrs. Simpson asked you to send

the following invoice:

King's Sports, 1121 Geary (Blvd) Soa/tpand , San Francisco, ordered on

(Feb.) bru,ary 30, three (bxs.) helices of (No.) Noinher 321

fishing lures at $5.00 (@) each ; two (pkgs.) packaf of tennis nets
(.) Nam.her 60123, @ 12.95; and one (doz.) ekzen baseball,.

bats, @ $7.49. The total (amt.) a/pal/1274 $196.30.

The (Mdse.) Merehgthilie will not be sent until the first (Mon.) Atep.dAy
in (Ma) Aft , so that it can be (rec'd) Peceived before the season.

Offer them the usual (2/10, n/30) .7% ;#4744/.4 /0d51,9,5, nee ao dAgs Their
(a/c) ace-or/nil shows no (bal.) 6,a/Ahee kit the previous

(mo.) /77h/), h of (Jan.) Agiblary . They have always (pd.) paAd
their bills on time.

Another customer in Oakland, (CA) dah.Arbia The Sportman's Shop,

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

This is on the corner of East 12th (St.) 6771reel . They moved last (Thurs.) 7h1J,Sdav
Look up account for Ski Shop two (yrs.) year< ago for the months.'

of (Feb.) _idabrudrq , (Mar.) &ere)) , (Apr.) Apri/ and send their

statements to them (c/o) a) eare ,fpf Mr. J. J. Skinner.

On (Tues.) 7i/eSday and (Fri.) FP ida4 mail out late notices. Don't forget that

on (Wed.) MfaiheSday in (Ju.) Jpal and on (Sat.),Sriorddy in (Jy.) tidy
there will be staff meetings. Tell Ms. Clark that I'll be out of town on the first (Sun.)

in (Aug.) 4U411.0 but that I won't be away during the months of (Sept.) SepiernhOk,
(Oct.) OeiaeP , (Nov.) Noite.MJer , and (Dec.) Deeetylher% .

LINE UP THESE NUMBERS IN THE AMOUNT COUMN:

$12,345.67

8,912.73

649.52

is 0

AMOUNT

wizB, 73
Gil A



PREPARING slims BUSINESS RECORDS
KEY PAGE S

ACTIVITY 7

BRUCKNER'S Department Store No.172

Big Town, California

Charge Customer's Name:
. -

Address:

City & State: Zip

Circle One: Charge CErG)
Circle One: Store Charge/BankCredit a..
Signature of Customer:

Quan Articles Price Amount

6 Boy's Briefs 3/2.49 4 98

6 T-Shirts 3/2.98 5 96

8' Prs. Socks .88@ 7 04

. , 17 98

Send to:
Mrs. .lamps Cohen
1445 Lambert St. ,

Bi town CA 94042
Date

Current

S#
Send
tlake

N.In . X

Sales Tax 1 08
TOTAL

19 06 ,

Store Charge Take

Mrs. Perry Ioto

21 Crescent Drive

Bakersfield, CA 97321

3 Girl's Blouses 3.49@

2 Girl's Shirts 10.98@

'17. Girl's Slacks 11.98@

4*-

Cash Send

6 Boy's Brief 3/2.49

6 T-Shirts 3/2.98

8 prs. 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.

BRUCKNER'S Department Store No. 173

Big Town, California

Charge Customer's Name:

Mrs. Perry Ioto
Address:

21 Crescent Dr.
City & State: Zip

Bakersfield, CA 97321

Circle One: WM* Casfi

Circle One: ...tore ar.rirBankCreditCard

Signature of Customer.

Quan Articles Price Amount
473 Girl's Blouses 3.49@ 10

2 Girl's Skirts 10.98@ 21 96

1 Girl's Slacks 11 98

4-41

Date

Current

Sales
No't-

int.

Take X
Send

Sales Tax 2 66
TOTAL

47 07

51



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: Zip
Stockton, CA 96301
Circle One: g . sh
Circ e One: Store ar'e ankCreditCar
Signature of Customer:

Quan Articles Price Amount
3 Ties 4.50 13 50
1 Dress Shirt 10 98
1 Dress Shirt 8 98
i Pr. Slacks 16 50

49 96.

Date

;urrent

Slees

NOr'n't.

a e X

Send
Sa

-7(TrAL
es ax 3 00

52 96

Take

BANKCREDITCARD No.: 762-8574
Mr. Harold Long

4357 12th Street Stockton, CA 96301

3 Ties $4.50@

1 Dress Shirt 10.98@

1 Dress Shirt &dB@

1 Pr. Slacks 16.50@

BANKCREDITCARD

Bruckner's Department
Store. Big Town, CA

OUAN. DESCRIPTION UNIT COST AMOUNT
._

Total Mdse._

Name:

Mr. Harold Long
Address:

4357 12th St.
Sales Ctk:

St. Int.
TAKE
SEND DIA 17

tap0ATE
refit

.
SUB TOTAL

TAX it

491
1

96

3
i

00;

'URCHASER.SION HERE

X
City & State:

Stockton, CA 96301
the issuer el the card identified an this item is authorised to pay the amount
shown as TOTAL upon proper presentotion. I promise to pay such TOTAL
together with ony other charges clue thereon) subject to and in accordance

with the agreement governing the use al such cord.

TOTALP. 52196
NO.

762-8574
z *

59



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 8

Store Charge Take

Mrs. John Lopez

107 Arbutus Avenue

Littletown, CA 92137

2 Blankets 4 98@

4 Receiving Blankets. . 2/3.98

4 Undershirts 89@

2 Dozen Diapers .... 5.98Dz.

ACTIVITY 7

BRUCKNER'S

Big Town,

Department

California

Store No.175

Charge Customer's Name:

rs. John Lopez
Address:

_ 1Q7 Arbutus Ave.

& State:
Zip

CA 92137
City

Littletown,
Circle One: arye Cash

Circle One: tore Char BankCreditCard

Signature of Custom

Quan ! Articles Price Amount

2 Blankets 4.98@ 9 96

4 Receiving Blankets 2/3.98 7 96

4 Undershirts .89@ 3 56

2 dog Diapers 5.98Dot 11 96

33 44

Sips
No"'

Int.

Take X
Send_

Sales Tax 2 01
Date

Current
TOTAL 35 45

BRUCKNER'S Department Store No .176

Big Town, California

Charge Customer's Name:

Address:

City & State:
Zip

Circle One: Charge as

Circle One: Store Charge/BankCreditCard

Signature of Customer:

Quan Articles Price Amount

2
Pr. Pants 10.00 20

4
00
lig

3 Briefs 3/4.49

3 T-Shirts 3/4.79 471
6 Prs.. Socks .99@ 5 94

6 Handkerchiefs .69@ 4 14

39 36

.2141 Rd.
LAY , Al4WWW nr

Date

Current

Saks
Ne"

Int.

Take
Send X

Sales Tax
TOTAL 41 72

Cash Send

2 prs. Pants 10.00@

3 Briefs 3/4.49

3 T-Shirts 3/4.79

6 prs. Socks 99@

6 Handkerchiefs .69@

Send to:

Mr. Majed Abu Manneh

279 Polaris Road
Littletown, CA 92324



PREPARING SIMPLE tJUSINESS RECORDS
KEY PAGE 9

ACTIVITY 7

BRUCKNER'S Department Store No.177

Big Town, California

Charge Customer's Name:.

Mrs. James Petroff
Address:

386 Cedar Blvd.
City & State: Zip

Biotown, CA 94021

Circle One: 4111r3
Circle One: Stor arge ankCreditCard
Signature of Customer:

Quan I Articles Price Amount

4 1 UndershirtsSnap .89 3 56

4 Receiving Blankets 2/3.59 7 18

3 Baby Gowns 3.98@ 11 94

2 Doz. Diapers 3.98do . 7 96,

30 64

Sa-Sles

No
t

Int.

Take x

Send
Sales Tax 1 84Date

Current
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

3 Baby Gowns 3.98@

2 Dozen Diapers 3.98 Dz.

OUAN. DESCRIPTION UNIT COST AMOU N I

BANKCREDITCARD
Bruckner's Department
Store. Big Town, CA

1

Total Mdse.
I

1

Name:

Ars Jamps Rniraff______
Address:
386 Cedar Blvd.

DATE

Current SU TOTAL

1

1

10164
TAKE

Sales Ck:st int
ISEND 0

ITRCHASER-SION HERE

X
TAX )

I

City & State:
Bigtown, CA 94021 . TOTAL

___1184

32148be Inver el the cord Iderthleral /A this barn iS avehericed to pee the orseuM

1. in TOTAT uPr PPM Pepelophoe. I pendia lo key tuck TOTAt
z.:..,.. with one crow roc ::laeolleprztribred lo end re occeedoeceNO.

831-0461

54
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ACTIVITY 7

BRUCKNER'S Department

Big Town, California

--thirgi-tiiii64ili Mame:

MriiPtter ftl lent

Store No.

__.
178

--Address:
85 Narrow

--titi-K-State:

--ilflie

Crett Rd
1 p

Wm CA, 928
One: 1711E120 cas010 h

Tgili-Dne: 4772-amirt: Ban1CreditCard
Signature of Cus . -

wan .rt c es Price Amount

:. ' .ants 6.98@ 11.96_

-9848
1__ :. 's Pants 7-48--anylsshirt_

RN/ ' c Shirts
8

5.501) 1-1-

41 92

'bate

Current

. es

°Int.

'Wake X
Send_

Sal es-rii 2 5i_._
09 ,TOTAL

414

Cash - Take

1. Boy's Jacket 17.98@

1 Girl's Jacket 16.98@

2 Boy's Caps 4.98@

1 Rain Coat 5 88@

Store Charge - Take

Mrs. Peter Falleni

85 Narrow Creek Road

Littletown, CA 92801

2 Boy's Pants 6 98@

1 Boy's Pants 7 98@

1 Boy's Shirt 8 98@

2 Boy's Shirts 5.50@

BRUCKNER'S Department Store No.179

Big Town, California

Charge Customer's Name:

Address:

City & State: Zip

IRMO
an

Circle One: Charge

Circle One: Store Charge/BankCredit

Signature of Customer:

Juan Articles Price Amount

1 Bo s Jacket it 97

1 Girl's Jacket lb 96
2 Boy's Caps 4.98@ 9 96

1 Raincoat 5 88
50 80

Siles Tax 3.05Date

Current

Sales
mo St

Int.

TakeL
Send 'TOTAL 51115_



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: Zip
Bigtown, CA 94185

Circle One: - h

Circle One: Store arg BankCreditCar
Signature of Customer:

Quan Articles Price Amount

1 Ladies Dress 16 98

1 Ladies S1-7e 5 98

3 Prs. Panyhose 1.49@ 4 47

1 Ladies Scarf 1 98

29 41

Date

Lurrent

SalAs

No:'"
Int

Takel_
Send

Sales Tax 1 76
TOTAL

31 17

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 Ladies Scarf 1.98@

OUAN DESCRIPIION UNIT COST AMOUNT

BANKCREDITCARD
Bruckner's Department
Store. Big Town, CA

1

1

1----

Total Mdse.
I

I

Name:

Ms. Nancy Bell I

Address :

492 Made Dr.
Ck:

St. Int.
TAKE 11( DATETAKE

SEND OCUereht
SUB TOTAL

TAX t)

I

29 I
1
41_

1 176
.1

'URCHASERSIGN HERE

X
City & State:

Biatown, CA 94185 TOTAL 31117the Ism.r of the cord Identified on this Rem is authorised to pay the amount
?ileum as TOTAL upon proptr prtiontonon 1 piorniso to pay such TOTAL
Flo ether gweielwith maz ;fah% r,nt .hz Ls :I:se:Leer X icsib. jail to and in ottorclonteNO.

938-5643



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 12

ACTIVITY 7

BRUCKNER'S Department Store

Big Town, California

No. 181

Charge Customer `s Name:

Bruce Pinar__Mrs.
Address:

Cedarat._314
City & State: Zip

Bigt(103.__CA 94127

Circle One: h r e Cash

Circle One: Store ar BankCreditCard

Signature of Cus

Quan . rticles Price I Amount

4 Binders 1.29@ 5,16
7

3
2 Sleepers

Undershirts

3.98@
.99@

96
96

4
2 Prs. Anklets .69@ 1 38

18 46

Date

;urrent

Saets

No.Int

Take
Send

Sales Tax
TOTAL

19 57

Store Charge Send

Mrs. Robert Smith

3 Elm Road

Littletown, CA 92020

3 Crib Blankets 598@

Send to:

Mrs. W. T. Moses

557 Cayuga Avenue

Fairview, CA 93771

Store Charge Take

Mrs. Bruce Pinar

394 Cedar Street

Bigtown, CA 94127

4 Binders 1 29@

2 Sleepers
3 98@

4 Undershirts .99@

2 Prs. Anklet) 69@

BRUCKNER'S Department Store No.182

Big Town, California

Charge Customer rs Name:

Mrs. Robert Smith
Address:

3 Elm Rd.
City & State: Zip

Littletown, CA 92020

Circle One: ar Cash

Circle One: tore ar - BankCreditCard

Signature of Cu

Quan )\rtic':s Price Amount

--3-- Crib Blankets SABO 17 94___

..31a32,:
Mrs. k
557 C1044,4;04
Alb. rielti-eA

7 Moses

0771

Sales

No3t
int.

Take
Sender

p--.

Sales Tax 1 08Date

Current
TOTAL

19 02



ACTIVITY 7

PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 13

BRUCKNER'S Department Store No.183

Big Town, California

Charge Customer's Name:

Ms. Linda Gnmp7
Address:

3220 Lake St. Apt. 5
City & State: Zip

a 1
94102_Blank/

Circle ne: are Cash

arged-ankCreditlIrt)Circle One: Sto

Signature of Customer:

Qiian Articles Price Amount

3 Dresses--Girls 9.98@ 29 94

1 Dress--Infants 7 98

4 Panties--Girls .79@ ____3 16

4108

Date

:urrent

TakeX
No' Send

Int

Sales Tax 2 46
TOTAL

43 54

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@

BANKCREDITCARD
Bruckner's Department

Store. Big Town, CA

pAN DESCRIPTION UNIT COST AMOUNT

Total Mdse_

Name:

Ms. Linda Gomez
TAKE OtIDATE
SEND ciirrint

SUB IOTAL

TAX p)

41p8Address:
322010ke St. Apt. 5

Sales Ck.St. Intl.
l'URCHASER-SION HERE

X
246City & State:

Biotown, CA 94102 TOTAL0 43154_l_IND card idethned on this hem h authorised To pap the onsounl
TOTAL upon proper presonloVon I pools* So pop such TOTAL

OM Who dames duo *snow) Nbject so end vs Narclence
monad gaveling Pe mot Nth mid.NO.

592-4447 ---__A

:41.,..,
hewn as

lertrsowilb

.58



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 14

ACTIVITY 8

BRUCKNER'S DEPARTMENT STORE
BIGTOWN, CALIFORNIA

DAILY SALES SUMMARY SHEET

Sales Slip Cash Store BAN KCR EDIT Sales Total of

Number Sales Charges CARD Tax Sales Slips

/T.1 /791 lot /9.64
/ 73 AP1)/i 0E44 IMO

PP/ 4/914 Ida 5a.94
/ 475 3344/ jai 35.10

39.34 422.34 4//7.2.

/7/ 3444/ 1.9 V 3a a
.11z9.2 '/'/'N

Saga 1.7.05 .13.96

/to 0191// 3/./7
414. /9.51

42 /79y /es /941

/la 4/ a8 A.A124 Iasi/

TOTAL: /5/, . P7 iv. al .74.9.1 41/0.33

Date of Summary: &rani Signature of Clerk- S7i*/74,k k/7947/5



ACTIVITY 9

IMPORTANT MESSAGE
For Order

DateCurrent Time 10:05 PMM
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

$2.49@ Send.

SIGNED Student's Signature

IMPORTANT MESSAGE

For Order--Mrs. Bruckner

CD
Date Current Time 11:45 PM

WHILE vOU WERE OUT

MI r. Cecil Todd

Of 3612 Aragon Blvd. Bigtown, CA 94316

Phone No. 555-4432

TelephoneX Please call
Called To See You Will Call Again_

Returned Your Call

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

Send immediately

SIGNED Student's Signature

PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 15

IMPORTANT MESSAGE.
For Order

62)
DateCurrent Time 11:20 PM

WHILE YOU WERE OUT

Mrs. J. Martinez

Of 113 W. Fourth Ave.Littletown,CA
9t515

Phone No. 376-C842

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.

SIGNED Student's Signature

IMPORTANT MESSAGE

ForMr. and Mrs. Bruckner

DateCurrent Time 12:15

WHILE YOU WERE OUT

Mr. Arnold Todd

Of 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



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 18

ACTIVITY 9

IMPORTANT MESSAGE

For Mr. Nad Mrs. Bruckner
AM

Date Current Time 12.:25 (ED

WHILE YOU WERE OUT

MS. E.P. Maker

Of New Generation--L.A. CA

Phone No. 586-3376

Telephone X Please call X
Called To See You Will Call Again_

Returned Your Call

MESSAGE Call Ms. Maker -- collect.

SIGNED StudentIqsignature

IMPORTANT MESSAGE
For Order

Date Current Time1:15

WHILE YOU WERE OUT

Mrs. B. Arthur Jones

AM

CED

Of 254 Grand Rd_ Bigtown,CA 94583

Phone No.331-9268

Telephoner Please call
Called To See You Will Call Again

Returned Your Call

MESSAGE 4 Baby Panties--$.69@,
4 Coverall Bibs--$.89@

SIGNED Student's Signature

IMPORTANT MESSAGE

For Mrs. Bruckner
AM

Date current 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 Mrs. Bruckner
AM

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 R a.m_

tomorrow to fix the sign_

SIGNED Student's Signature

Cl



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 17

ACTIVITY 10

BRUCKNER'S DEPARTMENT STORE

Inventory Control Sheet

Tinytot Manufacturing Company 1533 Washington Ave., Los Angeles, CA 90027

Stock
Number

Unit
Price

Minimum
. Quantity

On

Hand Order

6009 Baby Panties

Coverall Bibs

$ .39

.49

44

34

56

22 126138

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

Dialer Baas

1.47

2.29

13

35

10

18

3

176783

BRUCKNER'S DEPARTMENT STORE

Inventory Control Sheet

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

Stock
Number

Unit
Price

Minimum
Quantity

On

Hand Order

H71 Undershirts--Snap .52 24 20 4

K35 Receiving Blankets .78 20 26

G56 Dia,ers .47 144 167

A23 Sleepers

Crib Blankets

2.29

3.19

15

6

13

3 3C49

J76 Buntings 8.96 6 1

B44 Infant Jumpsuits 3.72 9 13

002 Booties .86 28 29

R63



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 18

ACTIVITY 11

BRUCKNER'S DEPARTMENT STORE

Bigtown, California

TO:
Tinytot Manufacturing Co.

1533 Washington Ave.

Los Angeles, CA 90027

P.O. No:

1123

Date:

Current
beliver To:

Store

Delivery Date:
Immediately

Ship By:
Express

Description Price 1Total PriceQuantity Stock No

12 6138 Coverall Bibs .49 5.58

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

BRUCKNER'S DEPARTMENT STORE

Bigtown, California

TO:

Rockabye Baby'sWear Co.

389 Bayshore Dr.

San Francisco, CA 94138

P.O. No.:
1124

Date:
Current

eliver To:

Store

Delivery Date:

iirridtacjelY

Express

Quantity Stock No. Description

4 H71 Undershirts--Snap

2 A23 Sleepers

3 C49 Crib Blankets

5 J76 Buntings

C

Price Total Price

.52 2.08

2.29 4.58

3.19 9.57

8.96 44.80

61.03



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 19

ACTIVITY 12

TINYTOT MANUFACTURING COMPANY Invoice No. 8366
1533 Washington Avenue
Los Angeles, CA. 90027 Date:

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

Salesman Your Order No. Date Received Date Shipped Shipped By

I

Quantity_j Stock No. Description Unit Price Amount

V012 6138 Coberall Bibs $ .49 $ 5.88

vol2 6459 Infant Terry Robes 4.93 59.16

ye3 6671 Rompers 1.47 4.41

l7 6783 Diaper Bags 2.29 38.93

$108.38

Invoice No. 725489

Date:

Terms: 2/10, n/30

ROCKABYE BABY'S WEAR COMPANY
389 Bayshore Drive
San Francisco, California 94138

SOLD TO:

Salesman Your Order No. Date Received Date Shipped Shipped By

Ovantity Stock No. Description Unit Price Amount

u,4 H71 Undershirts--Snap $ .52 $ 2.08

ue2 A23 Sleepers 2.29 4.58

V3 C49 Crib Blankets 3.19 9.57

ve5 J76 Buntings 8.96 44.80

$61.03

II..



PREPARING SIMPLE BUSINESS RECORDS
KEY PAGE 20

ACTIVITY 13

BRUCKNER'S DEPARTMENT STORE*************************

*********************************BIGTOWNJ CALIFORNIA

TO:
Tinytot Manufacturing Co.

1533 Washington Ave.

Los Angeles, CA 90027

Voucher N

154

Date i] Date Shipped

Curren Current

We are RETURNING the
following goods to
you for CREDIT.

Shipped By I Patked By

Parcel Post St. Initials

Quan-
tity

1

Stock
No.

6459

Description

Infant Terry Robe

Parcel Post Charges

Unit
Price Amount

4.93

1.56

6.49

ACTIVITY 14

ammimmilimmm
DEPOSITED IN

BIGTOWN STATE BANK
Bigtown, CA

DATE______ Current__

Bruckner's Department Store
Bigtown,

: L 2 L L9631: L2 0344,/.13811!

1ST cHrcKS fly
nom NUMBER DOLLARS CENTS

CURRENCY 327

18

00
COIN

24
CHECKS

19-3151

22,756B2

_211

ja 44

86-2313 47

17-2254 33 20
TOTAL OT CHECKS
LISTED DN REVERSE

TOTAL DEPOSIT
534 24



PREPARING SIMPLE BUSINESS RECOF .
WORKING PAPERS PACE ,

ACTIVITY 1
BRUCKNER'S DEPARTMENT STORE

BIGTOWN, CALIFORNIA

APPLICATION FOR EMPLOYMENT

aa,

Date 19

Date of
Name Age Birth Marital Status

Home Address City State Zip

Place 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

Name

Grammar

EDUCATION

Where When

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

1.

REFERENCES
(Not related to you)

Name: Address: Phone: Occupation:

2.

3.

BUSINESS OR OTHER SKILLS

Typing? Speed _Shorthand? Speed Filing? Other

PR



PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 2

1

ACTIV IT% 2

Name

BRUCKNER'S DEPARTMENT STORE

Employment Test

Date No. Correct

Write the ail. A' ers 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.11. 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 1.69 .91 $ .82 .86

.62 3.29 2.59 .64 1.86 4.92

.23 1.29 .16 7.04 22.29 .43

(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 .13 1.29 4.95

SUBTRACT:
(13)
$9.95

7.98

MULTIPLY:
(18)
349
x 3

(14)
$13.29

11.70

(19)
118
x12

(23) 6 hankies at 35c ea.
(24) 4 diapers at 65c ea.
(25) 6 booties at 75c ea.
(26) 3 panties at 45c ea.

(15)
$16.51
- 13.64

(20)
89

x 7

(27) TOTAL

(33) Stockings are priced at 3 pairs for
$2.40. How much will 4 pairs cost?

(35) A pair of earrings marked
sell?

(16)
$22.76

11.54

(21)
327
x 4

(17)
$16.10
- 4.44

(22)
32

x25

(28) 2 towels at $1.79 ea.
(29) 4 face cloths at 29c ea.
(30) 6 face cloths at 17c ea.
(31) 2 towels at $1.64 ea.

(32) TOTAL

(34) A dress marked at $7.95 is to sell
at a 15% discount. For how much
will it sell? $

at $3.95 is subject to a 6% sales tax. For how much will they



PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 3

ID

APPLICATION
I EMInareiens

ACTIVITY 3

CN D3
FOR A SOCIAL SECURITY NUMBER

953
L-00 NOT maTIZ IN Tat *NOVI SPACIII

so Pork. Nies I. Bled Si 0.4 Slim lek so Use Typ..N ee.

tow ruLt. must (Pim Mow.) We& 14eme eor Wad if see, Imo lisee_l Row Limos)

TOY SILL VII IN 0010C
OR SUSINISE

2

""
i

edir FULL min fa.....) (Awl fVeei

suit ova m 6 DA TI OF

YOU AT SIREN .A.. SIREN

'....
PLACE CCIPpi (Carney if how.) flame) IF TOUR PRI PINT 041

OP
7. aye M Egil Wirt&

1111111TP

.

4

5

ENO NUR'S FULL NAY! AT MIR 111TH OM molar nanni TOUR SIXa MALI MALI
n n

AP TNIR'S FULL MANI (RemplIms of Mean. Ihm. a ANA TOUR COLOR OR RAC,9 watt meaao m

0
1 0

HAVE YOU EAR 1:1EPOIE APPLIED FOR "i"vcs"Pmw LIM 0. Ama .... wow...AN pm anasead Riau 'man mem if
°OW,

2:c7g:TA,.. UNITED TAXIAAtcos. s° ill" VII
PWAlarne

1 1'
(N.... Eanm Av. PIN, I.O. Fey Ilmil Ram/ Mod 1St.* (Zr Gaol

TOUR ..a op

MAILING
ADDED!"

12

13

TOOrIDATi NOTICE: Whom. wits intent hs lelsily hill Of 1110410110 *Isis moo identity, willfully fwIshs Si allows to be
. flowislosl Won inE:wastlan In whin. he ustiel security nvolsso. Is tslojct hs lkwo el rot cans then SIAM

4,.- . laprioaramo he op Pe I my, of Wk.
L PHONE N IR I pea Topa NAN, Hale CD* MN Irked

. .

TRIASURT
was

77777 T InamP4 Ramos Sonia, ISIN as
eams amp pm Nallsenm a ammo

DIPA ORME' IN ASSIGN cJVP
wpm. SWAIM ADMNIGTRATION *ma

SS.5 :saw&

ACTIVITY 4

Form
U.S.
Internal

Print

Print

EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE
W-4
Treasury Department

Revenue Service
Social Security

Full Name Account Number

Home Address City Zone State

I.
2.

3.

4.

5.

6.

HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS
U SINGLE, and you claim an exemption, write the figure "1"
If MARRIED, one exemption each is allowable for husband and wife if not claitned on another certificate.
(a) If you claim both of these exemptions, write the figure "2"
(6) If you claim one of these exemptions, write the figure "1"
(c) If you claim neither of these exemptions, write "0"
Exemptions for age and blindness (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 "I"; if both will be 65 or older, and you claim both of these exemptions, write "2" ....
(6) If you or your wife are blind, and you claim this exemption, write the figure "1 "; if both are biind,

and you claim both of these exemptions, write the figure "2"
If you claim exemptions for one or more dependents, write the number of such exemptigns. (Do not claim
exemption for a dependent unless you are qualified under instruction 4 on other side.) .

Add the number of exemptions which you have claimed above and write the total t.--....]
Additional withholding per pay period under agreement with employer. See Instruction I 3 ....

I

certificate

(Date)

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

, 19 (Signed)

Cr



PREPARING SIMPLE BUSINESS RECORDS
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ACTIVITY 5

BRUCKNER'S Department Store No.

Big Town, California

Charge

/1/0-

Customer's Name:

)?fi0 44 wIX
,

k it/ Kedkby
Address:

I A/22

City & State: Zip

gP 4' o, .0' e;
Circle One: Char e
Circle One: ore Charge_BankCreditCar
Signature of Custer:

Juan Articles Price Amount
Mar,P,EINMEM , f
I , - l r&FNIMEN

Iffhl01111...MVAIIIIMII
11.1MINKM/2r

-
.--7

-0 4, Ar-A Mar:MIMIRW- ,
. , 4, 1V-1477MIWArir=IVA -/

Date

?,2',,,

Sales

No.ei
Take
Send_ TOTAL '-r

1

2

3
4
5

6

7

8
9

10
11

12
13
14
15

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 5:

Line 6:

Line 7:

Line 8:

Line 9:

Line 10
Line 11
Line 12:

Line 13:

Line 14
Line 15
Line 16:

ii



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 sent

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

( ) 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.) and on (Sat.) in (Jy

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

in (Aug.) but that I won't be away during the months of (Sept.)

(Oct.) , (Nov.) , and (Dec.)

LINE UP THESE NUMBERS IN THE AMOUNT COLUMN:

$12,345.67

8,912.73

649.52

AMOUNT



PREPARING SIMPLE BUSINESS RECORC'
WORKING PAPERS PAGE S

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 Char.e/BANKCFOITCARD
Signature of Customer:

Quan Articles Price Amount

Mrs. James evAen
/9415 Zamhtrt Si
&V?) , :i A Vie A

Take Sales TaxDate Sales
No. Send TOTAL

Store Charge T,..,:e

Mrs. Perry loto

21 Crescent Drive

Bakersfield, CA 97321

3 Girl's Blouses 3 49C-

2 Girl's Shirts 10.98@

1 Girl's Slacks 11.98@

Cash Send

6 Boy's Brief 3/2.49

a T-Shirts 3/2.98

8 prs. 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.

BRUCKNEP,'S DEPARTMENT STORE No. 173

Bigtown, California

Charge Customer-'; Name:

Address:

City & State: Zip:

Circl One: Lharge Cash

Circle One: Store Charge/BANKCREDITCARD
Signature of Customer:

Quan Articles Price Amount

Date Sales
No.

Take Safes Tax

Send TOTAL

..



PREPARING SIMPLE BUSINESS RECORDS
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ACTIVITY 7

BRUCKNER'S DEPARTMENT STORE No.174

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

Take Sales TaxDate Sales
No. Send TOTAL

Take

BANKCREDITCARD No.: 762-8574

Mr. Harold Long

4357 12th Street Stockton, CA 96301

3 Ties $4.50@

1 Dress Shirt 10.98@

1 Dress Shirt 8.98@

1 Pr. Slacks 16.50@

BANKCREDITCARD

Bruckner's Department
Store. Big Town, CA

UNIT COST Ammo

Name:

Address: Sales Clk.
TA

NXED

13
1:1SE

IDATE
. . SUBTOTAL

-SON HERE
TAXCity & State:

Woo of So coed klonoliod of, fils Aom h alAhocized le pay the mooed
es TOTAL open proper proforaodos. I promise lo pay NA TOTAL

Mot wilb " seronichZil: ita alhalfureirlid. le md in ammdarP

TOTA
NO.



PREPARING SIMPLE BUSINESS RECORDS
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ACTIVITY 7

BRUCKNER'S DEPARTMENT STORE No.175

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
No.

Take Safes Tax
Send TOTAL

Cash Send

2 prs. Pants 10.00@

3 Briefs 3/4.49

3 T-Shirts 3/4.79

6 prs. Socks .99@

6 Handkerchiefs 69@

Send to:

Mr. Majed Abu Manneh

279 Polaris Road

Littletown, CA 92324

Store Charge Take

Mrs. John Lopez

107 Arbutus Avenue

Littletown, CA 92137

2 Blankets 4.98@

4 Receiving Blankets.. 2/3.98

4 Undershirts .89@

2 Dozen Diapers .. 5.98Dz.

BRUCKNER'S DEPARTMENT STORE No.176

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

--Sil

No.

Date Take Sales
71TTALt, fli

Tax
Send

c.)



PREPARING SIMPLE BUSINESS RECORDS
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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
No.

Take Sales Tax
Send TOTAL

Take

BANKCREDITCARD No.: 831-0461

Mrs. James Petroff

386 Cedar Boulevard

Bigtown, CA 94021

4 Undershirts, Snap .89@

4 Receiving Blankets 2/3.59

3 Baby Gowns 3.98@

2 Dozen Diapers 3.98 'Dz.

BANKCREDITCARD
Bruckner's Department

.-Trrl DESCRIPTION UNIT r NT

Store. Big Town, CA

Name:

Address: Sales Clk.
TAKE 0
SE ND 01

I DATE
SUB TOTAL

-SIGN HERE
TAXCity & State:

issuot of Ma cord Identified con this Nom it outitofind to pay the amount
al TOTAL *on proper rhatintation. I paths to pay web TOTAL

with any oder charges do dame) stefoct to and in accordance
Mr agronomy gemming tho Ley of wth and.

TOTA

NO.

PH .
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ACTIVITY 7

BRUCKNER'S DEPARTMENT STORE No.178

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
No.

Take Sales Tax
Send TOTAL

Cash Take

1 Boy's Jacket 17.98@

1 Girl's Jacket 16.98@

2 Boy's Caps 4.98@

1 Rain Coat 5 88@

"F.

Store Charge Take

Mrs. Peter Falleni

85 Narrow Creek Road

Littletown, CA 92801

2 Boy's Pants 6 98@

1 Boy's Pants 7 98@

1 Boy's Shirt 8 98@

2 Boy's Shirts 5 50@

BRUCKNER'S DEPARTMENT STORE No.179

Bigtown, California

Charge Customer's Name:

Address:

City & State: Zip:

Circle One: Charge ,Cash

Circle One: Store Charge/BANXCREDITCARD
Signature of Customer:

Quan Articles Price Amount

Sales ; Take Sales TaxDate
I No. i f'ond TOTAL



PREPARING SIMPLE BUSINESS RECORDS
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ACTIVITY 7

BRUCKNER'S DEPARTMENT STORE No.180

Bigtown, California

Charge Customer's Name:

Address:

-Tip:City & State:

Circle One: Charge Cash
Circle One: Store Charge/BANKCREDITCARD
Signature of Customer:

Quan Articles Price Amount

Date Sales
No.

Take Sales Tax
Send TOTAL

1._

Take

BANKCREDITCARD No.: 938-5643
Mc. Nancy Bell

49:e Maple Drive

Bigtown, CA 94185

1 Ladies Dress 16.98@

1 Ladies Slip 5.98@

3 Prs. Panty Hose 1.49@

1 Ladies Scarf 1.08@

..IT.11
m.d.ris

UNIT

BANKCREDITCARD
P.,-Lickner's Department

Big Town, CA

Name:

Istore.

Address: Saes Clk. :ribsiDATF: Sill TOTAL

--City & State: TTATX3

0ININ stile said isissilfiusd es ilis lists is solorisell is soy the sows
Awes as TOTAL VMS Preflet prossisliss. 1 snobs Is pay sod TOTAL
2.4.: wish any NW shercre wtheltdembisq. to sad in INCl/111111101NO.

'7n
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ACTIVITY 7

BRUCKNER'S DEPARTMENT STORE No.181

Bigtown, California

Charge Customer's Name:

Address:

City & State: Zip:

Circle One: Charge Cash

Circle One: Store C arge/BANKCREDITCARD
Signature of Customer:

Quan Articles Price Amount

r

Date Sales
No.

Take Sales Tax

Send TOTAL

Store ChargeSend

Mrs. Robert Smith

3 Elm Road
Littletown, CA 9207.!

3 Crib Blankets 5 98@

Send to:

Mrs. W. T. Moses

557 Cayuga Avenue

Fairview, CA 93771

Store Charge Take

Mrs. Bruce Pinar

394 Cedar Street

Bigtown, CA 94127

4 Binders 1 29@

2 Sleepers 3 98@

4 Undershirts 99@

2 Prs. Anklets .69@

BRUCKNER'S DEPARTMENT STORE No.182

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
--No.

Sales Take Sales Tax

Send .. TOTAL



PREPARING SIMPLE BUSINESS RECORDS
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ACTIVITY 7

BRUCKNER'S DEPARTMENT STORE No.183

Bigtown, Cal ifornia

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
No.

Take Sales Tax
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@

BANKCREDITCARD

Bruckner's Department
Store. Big Town, CA

QUAN. DESCRIPTION UNIT COST AMOUNT

i

1
1

I

I
1

I
Name:

1

I

Address: Sales C1 k. ITAKE Dea)0 IDAT! SUB TOTAL

I,URCHASERSION HERE

X_

I
ITAXCity & State:

h. loom troteaccod Icionfified on this Item is loothorlsod $0 poy torctiTunt

"with ongr.,5"677,; deinlintgatienheroo.n) :bject toloardir.......4,16....,......d....
TOTA

I
NO.



PREPARING SIMPLE BUSINESS RECORDS
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ACTIVITY 8

BRUCKNER'S DEPARTMENT STORE

BIGTOWN, CALIFORNIA

DAILY SALES SUMMARY SHEET

Sales Slip Cash Store BANKCR EDIT Sales Total of

Number Sales Charges CARD Tax Sales Slips

TOTAL:

Date of Summary Signature of Clerk

tv



ACTIVITY 9

IMPORTANT MESSAGE

For

Date

M

AM
Time PM

WHILE YOU WERE OUT

Of

Phone No.

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

MESSAGE

SIGNED

IMPORTANT MESSAGE

For

Date

M

AM
Time PM

WHILE YOU WERE OUT

Of

Phone No.

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

MESSAGE

SIGNED

PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 15

IMPORTANT MESSAGE

For

Date

M

AM
Time PM

WHILE YOU WERE OUT

Of

Phone No.

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

MESSAGE

SIGNED

IMPORTANT MESSAGE

For

Date
AM

Time PM

WHILE YOU WERE OUT

Of

Phone No.

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

MESSAGE

C
Li, ijt

SIGNED

..
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ACTIVITY 9

IMPORTANT MESSAGE

For

Date

M

AM
Time PM

WHILE YOU WERE OUT

Of

Phone No.

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

MESSAGE

SIGNED

IMPORTANT NESSAGE

For

Date Time

M

Of

WHILE YOU WERE OUT

AM
PM

Phone No.

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

MESSAGE

SIGNED

IMPORTANT NESSAGE

For

Date

M

AM
Time PM

WHILE YOU WERE OUT

Of

Phone No.

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

MESSAGE

SIGNED

IMPORTANT MESSAGE

For

Date

M

AM

Time PM

WHILE YOU WERE OUT

Of

Phone No.

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

MESSAGE

SIGNED



PREPARING SIMPLE BUSINESS RECORDS
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ACTIVITY 10

BRUCKNER!S DEPARTMENT STORE

Inventory Control Sheet

Tinytot Manufacturing Co. 1455 Washington Ave. Los Angeles, CA 90027

Stock
Number Description

Unit
Price

Minimum
Quantity

On
Hand LOrder

6009 Baby Panties $ .39 44 56

6138 Coverall Bibs .49 34 22

6257 Infant Socks .29 l 167 168

6324 Booties .76 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 Control Sheet

Rockabye Baby's Wear Co. 389 Bayshore Dr. San Fracisco, CA 94138

Stock
Number Description

Unit
Price

Mirimum
Quantity

On
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

TO:

P.O. No.: Date:

Deliver To:

Delivery Date:

Ship By:

Quantity Stock No. Description Price Total Price

BRUCKNER'S DEPARTMENT STORE

Bigtown, California

TO:

P.O. No.: Date:

Deliver To:

Delivery Date:

Ship By:

Quantity Stock No. Description Price Total Price



ACTIVITY 12

PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 19

TINYTOT MANUFACTURING COMPANY Invoice No. 8366
1533 Washington Avenue
Los Angeles, CA 90027 Date: (current)

Terms:

SOLD TO: 2/10, n/30

Bruckner's Department Store

Bigtown, California

Salesman P.O. 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 Sore

Bigtown, California

Salesman P.O. 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 .4.80

$61.03



PREPARING SIMPLE BUSINESS RECORDS
WORKING PAPERS PAGE 20

ACTIVITY 13

BRUCKNER'S DEPARTMENT STQRE****************
iviviviviviviviviviimeivivivitee****BIGTOWN, CALIFORNIA

TO:

We are RETURNING the
following goods to
you for CREDIT.

Voucher No. Date Shipped By Packed By

Quan-
tity

Stock
No. Description

Unit
Price Amount

ACTIVITY 14

DATE

DEPOSITED IN

BIGTOWN STATE BANK
Bigtown, CA

LIST CHECKS BY
BANK NUMBER DOLLARS CENTS

CURRENCY

COIN

CHECKS
1

Bruckner's Department Store
Bigtown, CA

2

3

4

2 L9631: 2 03440E88e

TOTAL OF CHECKS
LISTED ON REVERSE

TOTAL DEPOSIT



PREPARING SIMPLE BUSINESS RECORDS
PRETEST PAGE 1

You are ernpluyed 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 anything in parenthesis such as (December/ or (in care of), use the proper ab-
breviation or symbol on your form. In this case, the abbreviation for December is "Dec." and the
symbol for "in care of" is "c/o."

1. Prepare a bank deposit tk)cet using this information: Currency $47.00, Coin $3.65,
Check 18-456 $12.06, Check 87-38 $56.23, Check 19-543 $24.74.

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

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

4. 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@.

5. A BAN KCR ED ITCAR D charge-take sale. Use the current date and write your initials in the
"Sales No." space on both the sale slip and the BAN KCR EDITCARD form. Merchandise
charged to Mr. Peter Rushford, 1520 Maple (Avenue), Fairfield, (California) 95173. BANK-
CR ED ITCAR D number 373-6811-0. Three (packages) of men's socks 3 in a package for

$2.98 per package.

6. Write a purchase order using this information: To the A. C. Balboa (Company), 2580
Seaside (Road), San Diego, (California) 92005. P. 0. No.: 543; current date; deliver to store
as soon as possible by Express. 10 beach robes for men, Stock No.: 4S27 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 tog of $ .81; Sales Slip

224 cash sales: $16.07 plus sales tax of $ .96.

FORM 1

DATE

DEPOSITED IN

BIGTOWN STATE BANK
Bigtown, CA

& 2 & & &9631: L2 0 PANIBEW

LIST CHECKS BY
BANK NUMBER

CURRENCY

COIN

CHECKS

2

3

4

TOTAL OF CHECK'
LISTED ON REVERSE

TO1 AL DEPOSIT

IMPORTANT MESSAGE

For

Date Time
1M

PM

WHILE YOU WERE OUT

M

Of

Phone Nn.

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

MESSAGE ,..
L;

SIGNED

DOLLARS CENTS

FORM 2



BRUCKNER'S DEPARTMENT STORE No.

Bigtown, California

Charge Customer's Name:

Address:

/ip:City & State:

Circle One: Charge Cash
Circle One: Store Chare/BANKCREDITCARD
Signature of Customer:

Quan Articles Price Amount

Date Sales
No.

Take Sales Tax
Send TOTAL

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:

Quan Articles Price Amount

Date Sales
No.

Take Sales Tax
Send TOTAL

PREPARING SIMPLE BUSINESS RECORDS
PRETEST PAGE 3

FORM 3

V, 5 1

5.92- 6 OR
6 07- 6.24
62i- 6.11
6 42-- 6

.1)

.36

.37

.39
6.59- 6. r.
6
6 92- 7
7.09- 7.24 ;3
7.2)- 7 41 44

7. 4 i:-7:58
7 59- 7:74 4

7.7:i- 7 91 47
7.92- 8 08 .4E
8 09- 8.24 .49
8.2,- 8.41
8.42- 8.58
8.59- 8.74 .52
13.71- 8.91 .53
8 92- 908 54

I SV .77 14 1 el.
'2715 27'11 1 (.1
?1'12 70 Mt 1 /01

02-78 24 I elY

'28 5'; -211 41 1.10
'7!1 47-21t 'A 1 71

211 '.9-98.74
28.15-211 91
711 9?-29 08
29 09-29 %4
29 25-29 41

.

',.'29 4? 79 ft

7.? '.9-'79.14
29 7' -29 91

i 79.9.. in on
P

I10 ^1- AO 4 1
710 47-110.511

1

10 .,,,) 1 o 14
30. /5 -70 91
30 91-31 08

FORM 4

12

11

7',

11

A
110

1.11



PREPARING SIMPLE BUSINESS RECORDS
PRETEST PAGE 4

DEPARTMENT STORE No.

Bigtown, California

Charge Customer's Name:

Address:

--Tip:City & State:

Circle One: Charge Cash

Circle One: Store Charge /BANKCREDITCARD

Signature of Customer:

--AmountQuan Articles Price

Take Sales TaxDate Sales
No. Send TOTAL

FORM 5B

'-ORM 5A

i BANKCREDITCARD
LOAN. DESCRIPTION UNIT cost AMOUNT

Name:

Address. Sales Clk.
TAKETAKE 0 [DATE

.
:

SUB TOTAL

IIROIASER-SION HERE

X
TAX

City & State:
TOTAIle issuer of the card identified on this kern is authorized to pay the amount

4..w. os TOTAL upon prow pieseteation. I promise to pay. such TOTAL

=Ix with any other mch=wechmsathzedatzbi. ed to and accordanceNO.
..s.



TO:

PREPARING SIMPLE BUSINESS RECORDS
PRETEST PAGE 6

FORM 6

uantit Stock No.

P.O. No.: I Date:

Deliver To:

Delivery Date:

Ship By:

Descri ption Price Total Price

TO:

We are RETURNING the
following goods to
you for CREDIT.

--V-Oucher No. Date Date Shipped Shipped By Packed By

Quan-
tity

Stock
No. Description

Unit
Price Amount

9n

FORM 7



PREPARING SIMPLE BUSINESS RECORDS
PRETEST PAGE 8

FORM 8

INVENTORY CONTROL SHEET

Stock
Number Decription

Unit
Price

Minimum
Quantity

On

Hand Order

90 Z. allies AFjonas 't5: 58 ii,si ..1 6

902/ Pan 71hose ,89 /56 P7a.

9A2 Zaddfas *,1,4-1Uorkei 377 .? .23

4023 Zelda Ftd/ 640,5 4.3,2, '41. ,53

9,2( AVgdy C,,'/nets Av41,10, 479 /..2, A;

9a5 111 Way Fil,opes- 8/ace .Z79 42 //

9.4 Assoried AvY;;;(/* 3.610 call/ .18

9.27 Assor/ell gag aa, 9

FORM 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:



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 we 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 symbol
on your form. In 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 BAN KCR ED ICARD 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 date 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. 0. No.: 612; current date; deliver to

store as soon 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.

DATE

DEPOSITED IN

BIGTOWN STATE BANK
Bigtown, CA

LIST CHECKS BY
BANK NUMBER DOLLARS CENTS

CURRENCY

1: 1 2 1 11 196 31: 1 2 0 34 40111110
TOTAL DEPOSIT

IMPORTANT MESSAGE

For
AM

Date Time PM

WHILE YOU WERE OUT

M

Of

Phone No.

Telephoned Please call

RetuFriiT Your Call

Called to See You
Will Call Again

MESSAGE

SIGNED k. U



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:

Quan Articles Price Amount

Date Sales
No.

Take Sales Tax
Send TOTAL

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:

Quan Articles Price Amount

Date Sales
No.

Take Sales Tax
Send TOTAL

,94

PREPARING SIMPLE BUSINESS RECORDS
POST TEST 1 PAGE 3

4 woo-
1 4 75- 1 4 41 I 116

14 47-14 511
14 59-14 7.1 I 1111

14 75 -1491 II?
14 97-15 011 90
15 09- I 7 4 ,»
15 25-15 41
15 4'2 15 51.1
15 59-15.74 94
15 75 -1591 05

15 92-16 OU
16 09-16 74
i6 25-16 41
16 42-16.50
16.59-16.74
16 75-16 91
16 9217.00
17 09-17 24
17.75-17 41
17 47-17.513

11 59-17 74
17.75-17 91
17.92-10 011
In 09-10.74

9/,
.91
90
.99

1 00

01
1 07
1 03

04
1.05

.
i 06
1 07
1.011
1.09

In 75-11141 1.10

31.97-39.013
37 09-32.74
32.75-37.41
37.42-32.50
12.59-32.74
37.75-32.9;
32.02-33 OH
33 09-33.24
33 75-33.41
3) 42-33.50

. .

3) 59 -33.74
33.75-33 91
33.92-34.011
34 09-14 74

1.99
1 9)
1 94
1.95
1.96

1.97
1.98
1 99
2 Of)
701
707.
2.01
9 04
705

34 25 -34.4I 2.0640.-1,...~0.0



PREPARING SW LE BUSINESS RECORDS
POST TEST 1 PAGE 4

DEPARTMENT STORE No.

Bigtown, California

Charge Customer's Name:

Address:

City & State: Zip:

Circle One: Charge Cash

Circle One: Store Ch-arge/BANKCREDITCARD

Signature of Customer:

Quan Articles Price Amount

Sales 'Take
No.

Sales TaxDate
Send TOTAL

BANKCRED I TCARD

DESCRIPTION 1UNIT COST

Name:

--Address:

City & State:

NO.

Sales Clk.
PURCHASER-SION HERE

X

TARE DATE

SEND
111 TOTAL

n. low of Ate cord Id.n$ifid on this Nom is outhodzsd ti pay the amount
drown as TOTAL span prom pramletion. provalte to Pal Wth TOTAL

lArrsridt OW Oho' shortlos dos Ittoroon) sub*, to ond in occordonco
awoonsont oosenting oho woof ouch cord.



PREPARING SIMPLE 3USINESS RECORDS
POST TEST 1 PAGE 5

Bigtown, California

TO:

P.O. No.: Date:

Deliver To:

Delivery Date:

Ship By:

Quantity Stock No. Description_ Price Total Price

TO:

We are RETURNING the
following goods to
you for CREDIT.

Voucher No. Date Date Shipped By Packed By

Quan-
tity

Stock
No. Description

Unit
Price Amount

(-4 p
.... , :



PREPARING SIMPLE BUSINESS RECORDS
POST TEST 1 PAGE 8

INVENTORY CONTROL SHEET

. .

Stock
Number Decription

Unit
Price

Minimum
Quantity

On

Hand Order

'4-1.4, 7:shints `r,S9 c,2 65
85/ Briefs

While gods
.79
.51

/AP/

a88
/52
.256e52,

LI 5.3 8/y4 aer..e.s .51 / ifs/ /47
EA, PaseadS-45solied 1 /9 /54 /AY
F.16 leather ae116-8/ack 3.59 #13 5.2.
6.56 /Vent Mae Nah4a4 49 45 0/
1437 776 -Assorket a. 98 60 019

DAILY SALES SUMMARY SHEET

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

TOTAL:

Date of of Summary: Signature of Clerk-



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.

2. 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.

3. 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@.

4. 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.

5. Mrs. Stanley Gordon telephoned at 9:20 a.m. today and asked to speak with Mr. Louie
Long, 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.

6. Complete the "Order" column on the Inventory Control Sheet using the information given
on the form.

9R



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. 0. 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@.

DEPOSITED IN

BIGTOWN STATE BANK
Bigtown, CA

DATE

I: I 2 I Leo 196 31: L2 031.I..880

LIST CHECKS SY
BANK NUSIDEN DOLLARS CENTS

CURRENCY

COIN

CHECKS
I

2

3

4

TOTAL Of CHECKS
LISTED ON REVERSE

TOTAL DEPOSIT

For
AM

INPORTANT7SSAGE

Date Time PM

WHILE YOU WERE OUT

M

Of

Phone No.

Telephoned Please call

RetuFnia-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: Zip:

Circle One: Charge Cash

Circle One: Store C arge/BANKCREDITCARD
Signature of Customer:

Quan Articles Price Amount

Date Sales
No.

Take Sates Tax
Send TOTAL

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:

Quan Articles Price Amount

Date Sales
No.

Take Sales Tax
Send TOTAL

I n n

PREPARING SIMPLE BUSINESS RECORDS
POST TEST 2 PAGE 3

9.07- 9.94 .55
9.21- 9.41 .56
9.42- 9 50 .57
9.59- 9.74 .58
9.75- 9.91 .59

9.92-10.08 -.60
10.0?-10.24 .61
10.21-10.41 .62
10.42-10.50 .63
10.59-10.74 .64

10.75-10.91 .65
10.92-11 09 .66
11.09-11.24 .67
11.25-11.41 .68
11.42-11.58 .69

30.42730.50 1.83
30.59-30.74 1.114
30.75-30.91 1.05
30.92-31.08 1.86
31.09 -31.24 1.07

31.75:31.41 1.110

31.2-31.50 1.09
31.59-31.74 1.90
31.75-31.91 1.91

99-39.011 1.92

47.42-42.511
19.59-49. )4
.19.75-49.91
42.99- 43.1111
43.09-4'1.24
.13.25-43.41
43.42 -43.511
43.59-3.74
43.75-43.91
43.99-44.00
44.09-44.9.1
44.25- 4.1.41
4.1 42-44.50
4.5944.74
4435-44 91

9.5!1
2.51
9.5
9.511
.59
7.61)
9.61
9.69
9,63
9 64

9.6',
9.66
9.67
260
9.69



PREPARING SIMPLE BUSINESS RECORDS
POST TEST 2 PAGE 4

. . , MENT STORE No.

Bigtown, Ca f'

Charge Cus' e:

Address:

City & State: Zip:

Circle One: Charge Cash

Circle One: St-. a Charge/BANKCREDITCARD

Signature of Cus' :..r.:

Quan Articles Price Amount

Date Sales
No.

Take Sales Tax

Send TOTAL

i
BANKCRED I TCARD

vet. DEsarrinoN ..igiwusir#441...._:

Name:

Address: Sales Clk.
Imo O'DAY!
'SEND CI : . t

WICHASER4ION

X--
!Wow
*we as
ICtoprlianierhrpC

NNE TAX
City & State:

of the cord d..hrad . Ns Ism Is outhdsed le pay the amount
TOTAL upon prow pressePatIon.1 ;make to pay tad TOTAL

taftris clrct te 644 ifi °N.4.14.

TOTA

NO.



PREPARING SIMPLE BUSINESS RECORDS
POST TEST 2 PAGE 5

TO:

P.O. No.: I Date:

Deliver To:

Delivery Date:

Ship By:

Quantityl_Stock No. Description Price Total Price

TO:

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

IA/ 2



PREPARING SIMPLE BUSINESS RECORDS
POST TEST 2 PAGE 6

INVENTORY CONTROL SHEET

Stock
Number Decription

Unit
Price

Minimum
Quantity

On

Hand Order

A.25- 77-Shirts rte29 5/ di/
833 &leis /./c.1 aloe a/a.

C'S// while Socks .79 3 141 33/
Oa 8 /ate %cocks .,9 Ars 3"/
E47 ?e Sae,es-Asson'ed /A/9 /4/11 /15
F79 Aeciller &his- 8 /act 4.98 34 iies
q85 Men.i. ivk'ik ,40h.e/ /59 4o 078

1/902 -77is-19.0eried 399 418 al

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:


