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INTRODUCTION
What 1s Business Studies?

Business Studies is that part of the curriculum which enables the
student to make inforned decisions in the everyday business of
living, which contributes to the student's understanding of the
wor |l d of business, which encourages a positive attitude to
enterprise and which develops appropriate skills in that field.

The syllabus is balanced between the business education necessary
for the individual/household area and business education in the
purely comercial context. This balance is achieved by devoting
separate syllabus sections to 'the Business of Living' and
"Enterprise'. The business concepts and skills introduced in one
are restated and reinforced in the other. A section on econonmc
awareness forms a bridge between these two sections.

The syllabus consists of the main topics outlined below. These
topics are interrelated and the achievenent of the aims of the
syl labus depends upon recognition of the need to integrate these
various aspects of Business Studies.

The business of living

The managenent of personal finance is an inportant lifeskill which
must be practised by everyone, young and old. In business studies
much business know edge and many of its skills may be taught
through reference to familiar situations - personal or household.
The topics dealt with in this section include: personal incone and
expenditure, consumer education, budgeting, financial services for
the individual, borrowing and insurance.

The devel opment of comunications skills, both oral and witten,
and the skill of efficient record-keeping (and its role in
deci sl on- maki ng) are also central to the business of living.

Economi ¢ awareness

Wthout a basic level of economic awareness citizens cannot fully
participate in the denocratic process, Every day, individuals make
econonmi ¢ decisions, as do business firms and governnents. It is
becomng increasingly difficult to make political choices w thout
some know edge of econom cs. Business Studies aims to make sone
contribution to econonmc literacy among students in order to enable
themto make an informed «contribution to the democratic process.
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Enterprise

Many of the concepts and skills introduced in 'the business of

living' are restated and reinforced in 'enterprise'. The syl | abus
thus leads the student from the fanmiliar personal/househol d
situation to the less famliar conmmercial situation. Topi cs
covered in ‘'enterprise’ include forming a business, marketing,

busi ness overheads and related accounting including final accounts
and bal ance sheet.

The accounting elenent seeks to prompte in students the attributes
of neatness and accuracy; it also seeks to develop the skill of
comuni cation in numerical form It involves the assenbly, the
recording, the processing, the analysing and the interpretation of
nunmerical data. Students are introduced to accounting principles
and to the key concepts of accountability and control.

Accounting is an inportant aspect of business education but it
should not be taught in isolation from the rest of the syllabus.
I't should be seen as a formof conmmunication, as a record-keeping
process, as a major contribution to decision-making and not as an
end in itself.

Information technol ogy
The advance of new technology has already reached the stage where

all students should be given some experience in its operation.
Business Studies makes provision for basic keyboard training, it

al so advocates the use of this skill in operating appropriate
computer  software. It is recognised that students, teachers and
schools face a great challenge with the spread of modern

t echnol ogy. Business Studies can help to meet that challenge in a

school environment which is receptive to modern technol ogy.



AIMS AND OBJECTIVES
Aims

To contribute to a balanced and appropriate general education at
the Junior Cycle level~ leading to the personal and social
devel opnent of each student

To develop, in each student, habits and nmethods of investigation,
analysis and problem solving at an appropriate |evel

To famliarise each student with technological devel opnents in
t he business environment

To encourage initlatlve and develop self reliance in each student

To provide each student with an appropriate |evel of
econoni ¢/ busi ness literacy

To develop in each student a positive attitude to the creation of
weal th and its distribution

To provide a foundation for students which could lead to
enpl oyrent / f urt her studies in the business field

Objectives

To encourage in students an interest in, and a positive attitude
towards, the business world and to enable themto acquire a

know edge and an understanding of commercial activities and to
provide an introduction to the structures and functions of business
institutions and their inter-relationships

To develop in students skills of communication, use of technol ogy
and recording of information and transactions

To enable students to apply oral and witten commnication skills
to business activities and to develop the vocabulary necessary for
further progress in the business world

To enable the students to develop skill in nnmeracy, neatness and
accuracy in respect of recording transactions, sunmarising these
and interpreting the results

To develop the skill of accurate keyboarding

To develop in students an understanding of the new infornation
technol ogies and, as far as possible, to enable themto establish a
practical and useful skill in the use of conputers and office

t echnol ogy

To enabl e students to integrate know edge and skills in a practical
and useful way and in particular in applying them to realistic
busi ness/ per sonal situations

To encourage students to apply business know edge and skills to the
conmrer ci al aspects of their own lives and that of their househol ds
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Attitudi nal devel opnent

Wil e not specifying attitudes for each section of the syllabus it
is expected that in covering the syllabus students will be
positively encouraged

To develop a positive attitude towards budgeting in the personal,
busi ness and national context

To devel op an awareness of the market forces at work in society and
to develop a discrimnating attitude in dealing with

them

To develop an openness to and appreciation of the differing
viewpoints in industrial relations

To devel op an appreciation of accounts as a formof comunication
and to develop confidence in reading accounts

To develop a positive attitude towards entrepreneurs, towards
profits, towards the creation of wealth and its distribution

To develop a confidence when dealing orally or in witing with
financi al institutions

To develop a positive attitude towards our export narket and to
transfer that attitude towards acquiring foreign |anguage skills
To devel op an awareness of the inportant role of the state in
econonic affairs and how that role nmight be manifested

To appreciate the inportance of acquiring basic economc

literacy in order to make inforned political choices

To develop a positive attitude towards technological devel opnent
in the donestic, business and industrial world
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SYLLABUS STRUCTURE AND CONTENT

Knowledge and skills

Each section of the syllabus is described in an introductory

sent ence. The key concepts and knowl edge are then listed. These
are followed by a Ilst of skills with which the student should be
equi pped having conpleted that section of the syllabus. The
student will be assessed on the skills as well as on the know edge
content.

Integration
Throughout the course every effortshould be made to present the
syllabus in an integrated nanner, the old division between Business

Met hods and Book-keepi ng should be avoi ded.

B usinessStudies and maths

Students are required to display a nunber of nathematical skills:
these skills are part of the Business Studies syllabus. For the
nost part the teaching of these skills will involve the
reinforcement of skills acquired in maths classes.

Business Studiesand language

The communications skills specified in the syllabus are an integral

part of the Business Studies course. In some cases it will involve
the reinforcement of skills acquired in language class, in others
it will involve their introduction ab initio. For many students
the vocabulary associated with parts of the course will be totally
new - weaker students especially will require tine to be spent on

fanmliarlsation wth the 'new |anguage'.
BusinessStudiesand technology

The links between Business Studies and technol ogy should be
explored both in the use of information technologies in Business
Studies and in the contribution that Business Studies can make to
t he wi der perspectives of technological education in such areas as
narketing, costing and social and econonmic organisation.

Visual presentation of Information

In presenting data enphasis should be placed on the various ways in
which it can be presented e.g. chart, graph, tabular diagrammatic
and pictorial form

Levels

Sections of the syllabus marked with an asterisk will be assessed
at Hgher Level only.
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SECTION ONE: THE BUSINESSOF LIVING

Budegt | ng

Students are introduced to the matching of inconme with expenditure
Income

Sources, regular and additional

Statutory deductions and consequent benefits; other
deducti ons

Goss and net pay

Benefit in kind

Cash account

Upon conpletion students should, fromgiven data, be able to:

Identify sources of income
Estimate or cal cul ate incone
Interpret a wages sllp

File and record inconme

Expenditure

Fixed, irregular, discretionary
Wekly, rmonthly, annual
Qoportunity cost

I npul se buyi ng

Scarcity and choice

Anal ysed cash accounts

Upon conpletion students should, fromgiven data, be able to:

List major items of household expenditure
Cassify expenditure under appropriate headings
Prepare sinple expenditure estinates

Prepare analysed household accounts

Check bills/invoices/delivery notes

File and record expenditure

The budget

Per sonal / househol d

Planning a budget

Surpl us/ deficit

Pl anning savings
CQurrent/Capital spending
Accruals, e.g. ESB

Upon conpletion, the students, from given data, should be able to:

Mat ch incone and expenditure

Set priorities in expenditure

Identify false econonies

Identify shortfalls in incone

Prepare personal /househol d budget

Anal yse critically personal/household spending
Cassify and record inconme and expenditure
Conpare the budget with the actual expenditure



Consumer Educmtlon

Students are introduced to the concept of being a good consuner,

consuner rights and consurer protection.
The consurrer

The informed consuner

Reasons for protection

Agenci es invol ved

Legislation (elementary know edge)
Procedure for redress

Witing a business letter

Ordering goods/services; receipts; credit

Upon conpletion students should, fromgiven data,

Identify causes for conplaint
Apply legislation

Present oral or witten conplaint
File and record details

not es

be able to:

Carry out sinple research into consuner products

Financial Services f or the Consumer

Students are introduced to noney, banking services,

bor r owi ng, savings and insurance.
Money and banki ng

Forns of noney
Money transfer facilities

per sonal

The use of cheque card; credit card; Eurocheques;

travellers' cheques; cash dispenser;

Paypat h

Factors involved in selection of an agency (noney

transmssion and savings) from

An Post, credit wunions, building societies,

commerci al  banks
Upon conpletion students should, from given data,

Identify different types of noney
Open and operate an account
Recommend a method of paynent
Conpl ete a cheque

Interpret a statenent

File and record data
Goss a cheque in an appropriate nanner
Show how a cheque ni ght be negoti ated

Recoomend a suitable financial institution

Prepare a bank reconciliation statenent
Calculate interest on deposits

be able to:



Bor r owi ng

Cash v. credit
Being a debtor
Nature and purpose of financial requirenent

Lendi ng agencies including Ilicensed noneyl enders

Rat es of interest

Col | ateral

Hre-purchase and rental
Borrower as a consumer
Bankr upt cy

Upon conpletion students should, fromgiven data,

Conpare cash with total credit cost

Sel ect an appropriate source of credit
Present a witten or oral application for
Cal culate and conpare the cost of credit
Conpare the true v. flat rate of interest
Conpare rental, purchase and hire-purchase
Identify the rights of the borrower

Budget for the borrow ng cost

File and record data

| nsur ance

Need for adequate insurance
Insurable and non-insurable risks
Basis of insurance

Per sonal

Life

Car

Al risks

Proposal form

Prem um

Claim

Conpensati on

Average cl ause

Upon conpletion students should, from given data,
Identify insurance requirenents

Estimate cost
Identify risk effects on prem um

be able to:

credit

be able to:

Estinmate conpensation (including the average clause)

Calculate a premum
Explain terns used

Conplete a proposal or claimform



SECTI ON TWO: ECONOM C AWARENESS

The National Business

The student is introduced to basic economc concepts and to the
econom ¢ environment in which he/she lives.
Econonmic  framework

What is econom cs?

Choice, scarcity, limted resources

Purpose of the economc system

Rate of inflation

Econonic G owth

Budget i ng

National Budget (outline)

Expenditure - an introduction to main
services provided by the state with particular reference
to public utilities

I ncome - main sources

Defl cit/surplus

Tr ade

Inports and exports

Inportance of trade

Mai n types of goods traded

Sources of inports, destination of exports

Foreign currencies and exchange rates

Bal ance of
Bal ance of

trade - sinple outline*
payrments - sinple outline*

On conpletion a student should,

Draft a sinple budget

Identify a surplus or deficit

Identify on a nap sources/destinations
maei N exports/inports

Identify the nmenber states of the EC
currency

Identify the currencies of other
Convert one currency into another

Business Background
The student is introduced to the general
structure of business nationally, and,

available to business.
Forns of business
Sol e trader
Private limted conpany

Co-operati ve
St at e ownership

from given data,

be able to:

of Ireland' s

their |anguage and

mai n narkets
currency

background and
to commerci al

servi ces
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The private conpany

Formation procedure (outline)
| ncor por ati on
Limted liability

On conpletion the student should, from given data, be able to:

Identify fornms of ownership
Recormend forns of ownership

The student should al so be able to research and conpare forns of
ownership in their locality.

Services to business*

The student is introduced to services available to business.
This section also involves an infornmal introduction to the
bal ance sheet.

Fi nance

F nanci al institutions

Cash flow

Types of finance

Rel ative costs of finance

Importance of security/collateral
Appropriateness/suitability of finance

Conmer ci al banks

F nancial  services

Money transfer facilities
Procedure for opening accounts
Qperating accounts

| nsur ance

Need for insurance
Maj or types of insurance

Communi cat i ons

I nt er nal / ext er nal
Moder n devel opnent s
Tel ecom

On conpletion the student should, from given data, be able to:

Prepare a sinple business plan including
cash fl ow
costi ngs
identification of narkets
Identify suitable sources of finance
Prepare and present a |oan application (oral and witten)
Calculate the cost of a |oan
Conpare costs of finance
Identify insurance requirenents
Recommend a formof communications
Record essential data



At Work

The student is Introduced to the chain of production and to the
people who work in the chain including industrial relations.

The chain of production

Primary production

Manuf act ur i ng/ processl ng

Service industry

Channel s of distribution

Modern devel opnents in retailing

Peopl e at work

Enpl oynent

Wor k v/ enpl oynment

Nat ure and extent of enploynent

Sel f - enpl oynent , risks and rewards

O ganisation of the workpl ace

Types of jobs and jobskills

Introduction to rights and responsibilities of an enpl oyee

Bei ng an enpl oyer

Introduction to rights and responsibilities

Procedure for enploying staff

Gross wages; tine and piece rates; commission; overtine
Net wages; types of and reasons for statutory deductions
I nportance of enployee records

I ndustri al rel ati ons

A sinple introduction to include
Trade Unions role
Managenent role
D sput e
Resolution of a dispute by a third party, e.g. conciliation,
arbitration, Labour GCourt

On conpletion the student should, fromgiven data, be able to:

Identify different units in the chain of production

DO stinguish between different types of retailing

Mat ch names to jobs

Draw a sinple organisation chart for a business

Calculate gross wages bill for a snall business

Compl ete a wages slip

Identify steps in the resolution of an industrial dispute

The student should al so be able to carry out relevant projects
including sinple surveys at local |evel.
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SECTION THREE: ENTERPRI SE (i)

The Business Unit

The student is introduced to the operation of fornal

accounti ng, beginning with a private limted conpany.

Private limted conpany
Fornati on procedure*

I ncor por ati on*

Limted liability

Terns used
capi tal
ordinary share capital
| oan capital

Purpose of financial recording and filing
Assets and liabilities, fixed and current
The bal ance sheet

Qperating the |edger

Sinple control accounts*

Checki ng accuracy

Trial bal ance

Purpose of a trial bal ance

On conmpletion students should be able to:

Dfferentiate between assets and liabilities
Gonstruct a sinple conpany bal ance sheet

doubl e-entry

Record changes in assets and liabilities through |edger

account *
Interpret a ledger entry*
Extract a trial bal ance

Marketing and Distribution

The student is introduced to sinple market research,
of a narket, to the purchase and sal e of goods, and,

t he

level of gross profit (or loss!).

Mar ket i ng

Types of narket
Market research - an introduction
Product  devel opnent
Adverti sing
Pronotions and public relations
Selling techniques
br andi ng
speci al offers
| oss | eaders
Export narkets/inport substitution

On conpletion students should be able to:

Identify target markets fromgiven data

identification
t o wor ki ng out

Suggest suitable sources of infornmation on the narket
Carry out sinple research projects on markets and narketing

Select an appropriate nmethod for pronoting a product or

service fromgiven data



Delivery Systems

Importance of transport in the chain of distribution
Modern devel opnents in delivery systens
Factors affecting choice of delivery systens

On conpletion students should, fromgiven data, be able to:

Select an appropriate delivery system giving reasons
Calculate delivery tines
Calculate cost of delivery

Purchases and sal es

Effective purchasing

Sources of supply

VAT

S mple terns of trade
Docunents used in purchasing
St ock control *

Finance for purchase

Met hod of paynent

Sales procedure from receipt of order
Checking credit rating of custoners
St ock control *

Met hod of paynent

Comput eri sed stock control

Upon conpletion students should be able to:

Conplete or interpret the following docunents (including
VAT)

- letter of enquiry

- quotation

- order form

- invoice

- deblt/credlt notes

- delivery docket
statement of account

Fil e docunents
Record data in accounts from source docunents

Commpose a reply to queries - tracing a transaction to its
origin through docunents and accounts*

Calculate nmark-up and nmargi n*



The trading account

Purpose of the trading account
The trading period
Net sal es/net purchases
Trading and non-tradlng stock
St ockt aki ng*

pur pose

procedur e

valuation of stock
Cost of goods sold
Qoss proflt/loss

On conpletion students should be able to:

Present appropriate (sinple) reports on stock and
st ockt akl ng*

Record stock in accounts

Calculate closing stock as per accounts*

(perate the trading account in accordance w th conventions
of double entry*

Prepare a trading account fromgiven data

Interpret information presented in a trading account*

Calculate gross profit percentage.
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ENTERRE (i)
Net Profit or Loss

The student now deals with the main overheads incurred by business
leading to the preparation of the profit and loss account.

Busi ness over heads

Nat ur e of overheads:

lighting and heating
rent and rates

i nsur ance

| oan interest

adverti si ng

t el ephone

Moni t ori ng over heads*
Upon conpl etion students should be able to:

Record overheads in accounts

Check invoices, statenents, cash dockets and
vouchers

Classify and mai ntain analysed cash books
Extract a trial bal ance

The profit and |oss account

Purpose of the profit and |oss account

Dstinction between the profit and |oss account and the
trading account

Capital and revenue expenditure*

Selling expenses
Net profit/loss

On conpletion students should be able to:

Operate the profit and loss account in accordance with
conventions of double entry*

Prepare a profit and | oss account fromgiven data
Interpret data presented in profit and loss account fornt
Calculate net profit percentage

The profit and loss appropriation account

Purpose of the profit and loss appropriation account
Odinary share dividend
Ret ai ned ear ni ngs

On conpletion students should be able to:

Calculate dividends from given data*
Prepare a profit and loss appropriation account

Interpret data presented in a profit and |oss appropriation
acoount*



The balance sheet

In preparing the balance sheet the student is given the opportunity

to review the following: the trial balance, sinple control
accounts, final accounts and the functions of each.

The uses and linmtations of a trial bal ance*
Function of control accounts*

Modern layout of the balance sheet

Pur pose of sub-dlivisions in the balance sheet
Wor ki ng capital, capital enployed

On conpletion students should be able to:

Prepare final accounts fromgiven data with bal ance sheet
Interpret infornation presented in balance sheet form

Adjustment*
Nature of the follow ng adjustnent:

prepaynments, accrual s

bad debts

depreciation (straight Ilne only)
st ocks

Procedure for dealing with account adjustnents
On conpletion students should be able to:
Calculate adjustnents
Calculate depreciation using straight |ine nethod

Record adjustments in accounts

REPORTING ON ACCOUNTS

Havi ng conpleted the preparation of final accounts the student is
now introduced to the analysis of this information and the
conpiling of reports thereon.

Assessing the business - its financial state and viability
Overtrading
Profitability, profitability ratios
Liquidity, liquidity ratios
Sol vency

Limtations of final accounts in assessing a business
On conpletion students should be able to:

Interpret and compare final accounts

Interpret and compareratios

Select ad calculate relevant ratios

Compilea report (insimpleform) on finalaccounts ad
balance sheet together with validrecommendations



Cl ub accounts

The purpose of financial recording and filing
The role of club treasurer
Recei pts and payments account
Incone and expenditure account
Treasurer's report
purpose
f or mat

On conpletion students should, fromgiven data, be able to:
Prepare an analysed receipts and paynents account
Prepare an incone and expenditure account (incorporating

adj ust ment *) "
Prepare a bal ance sheet
Present a sinple treasurer's report

Far m accounts

The purpose of farm accounts
The use of analysed farm accounts

On conpletion students should be able to:

Prepare sinple accounts from given data
Prepare a sinple report on farm accounts

Service firns

Anal ysed cash accounts
Fi nal accounts for a service firm

On conpletion students should be able to:
Prepare analysed cash accounts fromgiven data
Prepare final accounts fromgiven data together with a
bal ance sheet
Presentation of |edger accounts*
T account and continuous presentation

On conpletion students should be able to:

Convert accounts from T account to continuous and vice-versa
Prepare accounts using a continuous presentation
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SECTION FOuR: INFORMATION TECHNOLOGY

Al t hough included in the syllabus under a separate heading It is
expected that students will be nmade famliar with infornation
technol ogy throughout the course, and be given the experience of
operating it.

Students should be trained in correct keyboarding techniques wth
enphasis on accuracy.

Modern information technol ogy

Storage, retrieval and transnmission of data
Use in
business
communication
hones
banks
Keyboar d |ayout
Correct use of keyboard
Techni ques of proofreadi ng
Sel f-assessment of keyboarding skills
Si npl e accounts on conputer

Havi ng conpleted the course a student should be able to:

Identify parts of the machine
Use a keyboard effectively and accurately®
Operate effectively a system of conputerised accounts®

°The assessnent procedures will take into account that not 811
students may have access to the equipnment required to conplete the
practical conponents of this section.
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ASSESSMENTT
Business Studies will be assessed at the two levels, Ordinary and
Hi gher. At both levels, assessnent will be by termnal witten

exam nat i on.

Provision will be nade for an optional element of school-based
assessnment for those schools which wish to avail thenselves of the
opti on.

The format of the examination papers and the types of question wll
be related to the assessnent objectives set out in this syllabus.

The assessment procedures will take into account that not all
students may have access to the equipnent required to conplete the
practi cal conponents of the information technology section.
Assessment objectives - Higher Level

On completion students should be able to:

Recal | a know edge of syllabus content

Denonstrate ability to apply this know edge to given situations

Cenonstrate an understanding of terninology and vocabulary central
to the syllabus

Display a basic level of nuneracy skills in calculations based on
conmrer ci al principl es

Explain, interpret or illustrate data in a variety of forns

Di splay an appropriate |evel of communication skills to cope wth
everyday business

Apply accounting principles to the solution of given problens
Interpret and anal yse given data in order to:

predict |ikely outcomes of given situations

reconmend appropriate actions

make eval uative Judgenents

Denonstrate an ability to use a keyboard effectively and
accurately

Di splay an appropriate level of research skills for the conpletion
of sinple assignnments

Assessment objectives - Ordinary Level
On completion o fthesyllabus students should be ableto:

Recall, in sinple language, know edge of specified syllabus
cont ent



4.3.2
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4.3.5

4.3.6

4.3.7

4.3.8

4.3.9

4.3.10

Denonstrate sone ability to apply this know edge to given
situations

Cenonstrate a famliarity with essential termnology and
vocabul ary central to specified areas of the syllabus

Dsplay a basic level of nunmeracy skills in calculations based on
conrer ci al principl es

Explain or illustrate sinple data in a variety of forns including
pictorial, account, nurerical, literary or diagramform

Dsplay sinple comunication skills to cope with the requirenents
of specified areas of the syllabus

Apply accounting principles to the solution of given problens in
specified areas

Assessnent of QOdinary Level students will focus mainly on their
ability to maintain receipts and paynents accounts with related
anal ysi s. The operation of an accounting systemin accordance

with the conventions of the double-entry system wll be
assessed only at Hgher Level.

Qdinary Level students' accounting skills will be assessed on
their ability to:

(a) wite up analysed receipts and payments accounts

(b) display some understanding of the relationship between
entries in the account and related docurments e.g. receipts,
vouchers, cheque counterfoils, |odgenent forns

(c) prepare a sinple trading account, profit and |loss account
and bal ance sheet

(d) prepare an income and expenditure account and bal ance sheet
of a club

Interpret and analyse, at this level, given data in order to:
predict likely outcones of given situations
recoomend appropriate actions

make evaluative judgenents

Denonstrate an ability to use a keyboard effectively and
accurately

Dsplay basic research skills for the conpletion of sinple
assi gnrrent s



