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Section 1 
Preparing for delivery



[bookmark: _Toc13125035]Section 1: Preparing for delivery 
[bookmark: _Toc13125036]About this guide
In this guide, you will find information you will need in order to prepare for and deliver this unit to your students.
[bookmark: _Toc13125037]About this unit 
This facilitator guide describes the delivery strategy for the following unit:
FNSACC313 Perform financial calculations.
In this unit, students will gain the knowledge and skills to:
obtain data and resources for financial calculations
select suitable calculation methods and carry out financial calculations
check calculations and record.
https://training.gov.au/Training/Details/FNSACC313
The topics covered in this unit are:
Business calculators, software and programs (refer to text).
Basic mathematics.
Calculations and percentage application in business.
Interest and annuities.
Depreciation.
Break-even point and straight line graphs.
Simple spreadsheet – additional resource appendix 1 sw
There are two (2) assessments in this unit
1. Assessment 1 of 2 Project—Take home assignment (submit in MS Word and Excel). 
Assessment 2 of 2 Knowledge—Written supervised in class assessment of 1 hour duration. Closed book.
Note: Additional evidence can be obtained through observation of students’ progress via class room questioning, individual and group activities, homework assignments.


The unit is delivered to complete calculations with hand held calculators but requires coverage of excel (e.g. simple worksheets, depreciation formulas and straight line charting).  Reference website links and videos (Appendix 2) have been included in the student workbook in addition to Appendix 1—Simple spreadsheets, to assist in delivery.
[bookmark: _Toc13125038]Context
Table 1 Delivery considerations.
	Considerations for delivery
	Descriptions

	Target cohort/audience
	This unit is delivered as part of the FNS40217 Certificate IV in Accounting and Bookkeeping.

	Contextualisation
	This unit has been contextualised for the Certificate IV in Accounting students. All activity examples are contextualised to suit a person working in specific bookkeeping services.

	Delivery mode / location
	Face to face. Classroom/computer lab

	Delivery timeline
	TBA

	Assessment strategy
	Refer to Unit Assessment Guide (UAG).

	Start date
	TBA.




[bookmark: _Toc13125039]Resources required
The table below summarises the resources required for successful delivery of this unit
Table 2 Resources required
	Resources required 
	Resource outline

	The Facilitator will need to provide:
	Materials
· Student Workbook for Perform Financial Calculations (access to softcopy)
· Assessments 1 and 2
· Other handouts (at teacher’s discretion)
· Unit Assessment Guide
Equipment
Data projector / smart board

	TAFE will provide the student with:
	Student portal login details/Skype access
Library access to additional reference material relating to the unit topic areas.

	The student will need to provide:
	· Stationery equipment, including folder, paper, pens and calculator.
· A computer with word processing and excel software, access to printer and internet access.




[bookmark: _Toc13125040]Planning checklist
Prior to delivery of this unit, the facilitator should ensure that:
Table 3 Delivery modes and descriptions
	[bookmark: _Toc518291021]All delivery modes
	Description

	Before students arrive to your classroom/ worksite/ location.
	1. How do students contact you?
2. Become familiar with the unit delivery structure, resources and activities.
3. Ensure you are familiar with the assessment requirements.

	During delivery.
	4. Respond to student requests, by email or in person, and keep a record.

	Post student completion.
	5. Advise students of their results.
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[bookmark: _Toc13125041]Section 2: Unit delivery schedule
Below is a summary for the schedule for topics delivered in this unit.
Table 4 Unit delivery schedule summary
	Topics
	Topic area
	Topic Content 
	Outcomes 
	Session of delivery

	
	Introduction
	
	· Student welcome.
· Overview of unit FNSACC313 and General housekeeping.
· Overview of Assessments (2) and due dates.
· Assessment 1 to be available and discussion.
· Student workbook, suggested resources, useful web links/Internet sites & student research.
· Hand out Unit Assessment Guide.
· One of the key websites that will assist studies for students in this unit is mathsisfun.
	1

	1
	Business calculators, software and programs
	What you need:
· calculator
· software programs
spreadsheets
store or electronically file calculation worksheets.
computational errors
	· Understanding equipment functionality and organisational policies and procedures for various financial calculations and key features.
· Advantages and disadvantages.
· Introduction to software programs including Excel and Word. Use of simple spreadsheets to create, perform calculations and straight line graphs. 
· Check results and identify and correct errors.
· Reference to Appendix 1 and Assessment 1 and links, resources and research that will assist.
	1

	2
	Basic Mathematics

	· Obtaining input data and Order of Operation
· Grouping Symbols
· Fractions and decimals
· Percentages
	BODMAS (Brackets, Order, Division and Multiplication, Addition and Subtraction)
Equivalent fractions, simplify fractions
Addition and subtraction of fractions
Multiplying and dividing fractions
Decimals and fractions
Percentages as decimals, fractions
	1 and 2

	3
	Percentage Calculations and Application in Business
	Understanding and working with percentages.
Sales Commission.
Goods and Services Tax.
Personal Tax and Medicare.
Inflation discussions.
	Writing percentages as fractions.
Converting Fractions, Percentages and Decimal.
Selling Price, Mark-up, Margin.
Commissions.
GST.
Personal tax and Medicare levy calculations.
Inflation and its effects.
	2

	4
	Interest and Annuities

	Simple Interest.
Compound Interest.
Basic loan calculations.
	· Calculation using Simple and Compound Interest.
· Formulas and definitions.
· Annuities and future value.
· Organisations Policy. Use of additional links.
	2 and 3

	5
	Depreciation
	Depreciation methods and key features.
Worksheets.
Organisational policy of selection of method and storing worksheets.
Excel to create worksheets.
	· Straight Line and Reducing balance calculations
· Effective use of equipment and software to enter data and complete calculations.
· Use of worksheets manually and ability to develop as a excel worksheet with formulas inserted for repeated calculations for multiple years and assets. Checking for accuracy or results.
	3

	6
	Break-even analysis and Straight Line Graphs
	· Definition.
· Breakeven point.
· Straight line graphs.
· Straight line equations and breakeven analysis.
	· Understanding what break-even point means and how it assist.  Formulas and calculation of BEP.
· Revenue, expenses, variable and fixed costs, contribution margin.
· Using break-even analysis to determine profit requirements.
· Straight line graphs and usage and break even.
· Use of software programs to complete straight line graphs and file, save and store.
	4

	7
	Simple Spreadsheets
	· Assist in completion of Assessment 1.
· Creation of spreadsheet.
· Excel, cell formatting, functions and formulas, line graphs/charts.
	· Appendix 1 – simple worksheets in student workbook.
· [bookmark: _GoBack]Creation and uses spreadsheets, interest and annuities, percentage calculations and application, break even and graphing/charting.
	1, 3 and 4

	Assessment 1 (Project) Take home—Completion in Word (some tasks requires use of Excel).
	

	Assessment 2 Final Exam—Supervised 1 hour (closed book).
	Final Exam
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[bookmark: _Toc13125042]Section 3: Session plans
[bookmark: _Toc13125043]Session plan 1—Welcome/business calculators, software and programs
Table 5 Session 1
	Item
	Start Time
	Duration
	Topic
	Main points / Key messages
	Activity and references
	Resources required
	Criteria addressed

	1
	
	15 min
	Welcome
	Teacher introduction and contact details.
Class roll and contact detail check.
Class expectations: e.g.: breaks, etiquette if late.
Facilities: bathrooms, canteen, library.
WHS: Student safety, emergency procedures, evacuation drills and assembly points.
Learning resources: Student workbook, suggested texts, Moodle, web links, shared drives.
	Ice breaker activity: appropriate activity to introduce the individual members of the group to each other. May not be necessary if the group has been together for some time.
	
	

	2
	
	15 min
	Introduction
	Outline - FNSACC313 unit
General discussion regarding what the unit covers and the skills and knowledge the students will be gaining over the next 4 sessions.
	Unit Assessment Guide (UAG): distribute and signed by student
	UAG
Assessment 1 – Project ready for downloading
Solution to activities are in Section 4 of this guide. 
	 

	3
	
	1  hour
	Business calculators, software and programs
	Using digital technologies to compile, access, calculate/record, store and organise
Common computational errors
Simple spreadsheets and uses in the various topic areas of the unit.
	SW: Topic 1
Microsoft website on line Spreadsheet tutorials available for users of Excel 2013 and 2016.
Activity 1.5 Excel
Appendix 1 – simple spreadsheets and in class demonstrations
Discussion on Assessment 1
	Trainer can make reference and encourage students to further research in topic areas. Appendix 1 and 3 SW
Other resources for simple spreadsheets if required.
	PC 1.3, 1.4
PC 2.1, 2.2
PC 3.1, 3.2, 3.3

	
	
	15 min
	
	Break time
	
	
	

	4
	
	1 hour
	Basic mathematics
	· Order of operation.
· Fractions.
· Decimals.
· Changing forms fractions to percentages, percentages as decimals.
	Student workbook: 
Topic 2 Coverage of the various areas of basic mathematics and activities are included in the workbook.
	Student workbook theory and activities to be scoped by trainer in coverage of this topic.
	PC 1.1, 1.2
PC 2.2, 2.3
PC 3.1

	5
	
	15 min
	Conclusion
	Summarise main points of lesson.
Set homework.
Assessment 1 take home to be available and explanation given.
Some research and communication may be required by students with regard to completing Assessment 1.
	Set homework as exercises and revision.
To assist commence compiling individual glossary of terms/definitions.
Students to download Assessment 1 and review all requirements.
	As Assessment 1 requires the use of Word and Excel.  On line tutorials and Appendix 1 are supplied to support delivery. Trainer should scope requirements to cover the use of Excel to assist. Depreciation worksheets and BEP and straight line graphs are topics that in class Excel demonstration may be considered.
	




[bookmark: _Toc13125044]Session plan 2—Basic mathematics and percentage calculations and application
Table 6 Session 2
	Item
	Start Time
	Duration
	Topic
	Main points / Key messages
	Activity and references
	Resources required
	Criteria addressed

	1
	
	15 min
	Recap
	Recap previous lesson:
Calculation and spreadsheets
Basic Mathematics
Review homework—As assigned by teacher
What will be looking at today?
Basic Mathematics
Percentage calculations
	Oral quiz on last lesson
Review homework 

	
	PC 1.1
PC 2.2, 2.3
PC 3.1

	2
	
	1 hour
	Basic Mathematics
	Continuing 
	Student workbook: 
Topic 2—examples, activities and suggested further study links
	
	

	
	
	15 min
	
	Break time
	
	
	

	3
	
	1⅟4 hour
	Percentage calculations and application
	Writing percentages as fractions.
Converting Fractions, Percentages and Decimal.
Selling Price, Mark-up, Margin.
Commissions.
GST.
Personal tax and Medicare levy calculations.
Inflation and its effects.
	Student workbook: 
Topic 3 – examples, activities and suggested further study links/websites.
	
	PC 1.1, 1.2, 1.3
PC 2.1, 2.2, 2.3
PC3.1

	4
	
	15 min
	Conclusion
	Summarise main points of lesson.
	Set homework as exercises in student workbook.
	
	




[bookmark: _Toc13125045]Session plan 3 –Interest and Annuities and Depreciation
Table 7 Session 3
	Item
	Start Time
	Duration
	Topic
	Main points / Key messages
	Activity and references
	Resources required
	Criteria addressed

	1
	
	15 min
	Recap
	Recap previous lesson:
Basic mathematics
Percentage calculations Methods of depreciation
Review homework – As assigned by teacher
What will be looking at today?
Interest and Annuities
Depreciation
	· Oral quiz —previous lesson
· Review homework.

	

	

	2
	
	1⅟4 hour 
	Interest and Annuities

	· Calculation using Simple and Compound Interest
· Formulas and definitions
· Annuities and future value
· Use of additional links
	Student workbook: 
Topic 4—examples, activities and suggested further study links.
	
	PC 1.1, 1.2, 1.3
PC 2.1, 2.2, 2.3 
PC 3.1

	
	
	15 min
	
	Break time
	
	
	

	4
	
	1 hour
	Depreciation
	Definitions.
Depreciable amount.
Calculation of methods.
Worksheets and use of spreadsheets—functions and formulas.
	Student workbook: 
Topic 5 examples, activities and useful terminology.  In class demonstration of excel use in depreciation worksheets (function and formulas).
Example 47 Students to use information and replicate for homework. To create and use of formulas in excel worksheet.
	
	PC 1.1, 1.2, 1.4
PC 2.2, 2.3
PC 3.1, 3.2, 3.3

	5
	
	15 min
	Conclusion
	Summarise main points of lesson.

	Set homework as exercises in student workbook.
	
	




[bookmark: _Toc13125046]Session plan 4—Break even point and straight line graphs and revision
Table 8 Session 4
	Item
	Start Time
	Duration
	Topic
	Main points / Key messages
	Activity and references
	Resources required
	Criteria addressed

	1
	
	15 min
	Recap
	Recap previous lesson:
Interest and Annuities.
Depreciation.
Review homework.
What will be looking at today?
Breakeven point and straight line graphs.
Use of worksheets.
Revision for Assessment 2.
Status of submissions of Assessment 1 due next lesson.
	Review homework.
	
	

	2
	
	1⅟4 hour
	Break-even point and Straight Line graphs
	· Definition.
· Breakeven point.
· Straight line graphs.
· Straight line equations and breakeven analysis.
	Student workbook: 
Topic 6 examples, activities and in class demonstration of SL graph and charts using Excel.
	
	PC 1.1, 1.2, 1.3, 1.4
PC 2.1, 2.2, 2.3 
PC 3.1, 3.2

	
	
	15 min
	
	Break time
	
	
	

	3
	
	1 hour
	Revision
	Complete BEP and SL graphs
Revision of topic areas in Assessment 2 to prepare students for next week’s exam
	Set revision exercises
	
	

	4
	
	15 min
	Conclusion
	Discussion and summary
Assessment 1 due next lesson.

Indicate when assessment 2 exam and assessment 1 will be ready for feedback and notify students of how assessments will be returned, and feedback collected

	Set self-testing  revision exercises for next week Assessment 2 

Assessment 1 due on or before next lesson and to be submitted as per assessor’s instructions
	
	


[bookmark: _Toc8130642][bookmark: _Toc13125047]Session plan 5—Assessment 2 exam and Assessment 1 submission due
Table 15 Session 5
	Item
	Start Time
	Duration
	Topic
	Main points / Key messages
	Activity and references
	Resources required
	Criteria addressed

	1
	
	30 min
	Clarification
	Final class
Questions and clarification if required by students.
Assessment 1 due for submission.
Indicate when assessment 2 exam and assessment 1 will be ready for feedback and notify students of how assessments will be returned, and feedback collected
	

Assessment 1 due for submission
	
	

	2
	
	1 hour
	Assessment 2
	Assessment 2
Exam 1 hour,
Supervised, closed book in class

	Final assessment
	Assessment papers for students
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[bookmark: _Toc13125048]Section 4: Activity solutions
Activity 1.1: Advantages and disadvantages of using tools
1. Give three advantages: 
Accuracy 
Speed 
Consistent presentation of information
(many other advantages can be given) 
Give three disadvantages: 
Lack of understanding of what the numbers really mean 
Use the answers without checking for accuracy
(many other disadvantages can be given) 
Activity 1.2: How much can I borrow? and 
Activity 1.3: What is your risk profile?
Solutions will vary depending on student circumstance. 
Activity 1.4: Common computational errors
1. (a)NC (b) NC (c)C (d)NC (e)C 
2. List three things you could do to help prevent errors in business calculations?
· Use available technology such as calculators and spreadsheets
· Double check all calculations
· Take your time and do not rush
Activity 1.5: Help function in Excel spreadsheet
Excel Help activity – observation of processes 


Activity 2.1: Order of operations
1. Total cash takings = $6,125.
2. 143 – 4 x 32 = 15 
Activity 2.2: Order of operations
(44 + 38) x $24 = $1,968 
Activity 2.3: Using the correct order of operations
(a) 6 (b) 15 (c) 10 (d) 10 (e) 20 (f) 19 (g) 2 (h) 22 (i) 75 (j) 0 
Activity 2.4: Correct or not correct? 
(a) yes (b) no (c) yes (d) yes (e) no 
Activity 2.5: Converting fractions
(a)3 (b)12 (c)12 (d)16 (e)3 (f)16 (g)54 (h)6 (i)50 (j)25 
Activity 2.6: Converting to equivalent fractions
(a)2 (b)1 	(c)4 (d)2 	(e)7 (f)4 (g)10 (h)8 (i)1 (j)3 
Activity 2.7: Simplifying fractions 
(a)1/3 (b)1/5 (c)3/4 (d)5/8 (e)7/20 (f)13/20 
Activity 2.8: Fraction bars
(a)2 (b)7 (c)5 (d)6 (e)4 
Activity 2.9: Calculating fraction values
(a) 19/20 (b) 31/35 (c) 1/20 (d) 5/24
Activity 2.10: Improper and mixed fraction conversions
1. 7 ¼ = 39/5 improper fraction
2. 11/5 = 2 1/5 mixed fraction
3. a) 2 ¼  	(b) 3 3/20 	(c) 4 23/40 	(d) 6 17/20 	(e) 1 1/6 	(f) 1 7/20 	(g) 1 23/40 
Activity 2.11: Multiplying and dividing fractions
	(a) 4/7		(b) 3/10 
	(c) 1 	(d) 3 3/8 	(e) 8 13/15 	(f) 2 ¼  

	(g) 1 1/6 		(h) 3 1/3 
Activity 2.12: Convert fractions to decimals
	(i) 1 11/28 

	(a) 0.3  	(b) 0.09
	(c) 0.007 
	(d) 0.0005 	(e) 1.3  

	(f) 1.01  	(g) 0.14 
	(h) 0.154 
	(i) 1.2  	(j) 0.021 


Activity 2.13: Convert decimals to fractions
	(a)  	  (b)   
	 (c) 
	(d   (e)    (f)    (g) 3
 (e) 5 1/1000 	(f) 9/1000



Activity 2.14: Change percentages to fractions
(a)4/5 (b)37/50 (c)1/8 (d)1 ¾ (e)3 7/8 (f)1/625 
Activity 2.15: Change percentages to decimals
(a) 0.6  	(b) 0.375 	(c) 2.13 	(d) 0.0045 
Activity 2.16: Change fractions to percentages
(a) 25% 	(b) 20% 	(c) 87.5% 	(d) 375% 	(e) 70% 	
(f) 180% 	(g) 207.5% 	(h) 567.75% 


Activity 3.1: Calculate profit for Sally
37.5%
Activity 3.2: Calculating the profit
43.75% 
Activity 3.3: Calculate the mark-up
60% 
Activity 3.4: Calculate the selling price
$157.50 	 
Activity 3.5: Calculate the profit margin and mark-up
Profit margin = 	Mark-up              30
                        		Selling Price        80   x 100 = 37.5%
Mark-up Rate =	 Mark-up             30
                        		 Cost Price          50    x 100 = 60%
(Mark-up rate = SP-CP = 80-30)
Activity 3.6: Calculating the total price paid
1. Discount = $5; Selling price = $20
2. Paid = $15.95 + $88.25 = $104.50
Activity 3.7: Working out the discount
Discount = $21; paid = $119
Activity 3.8: Calculate the discount as a percentage
Percentage discount = 25%
Activity 3.9: Calculate the original price before discount
Original price =$60
Activity 3.10: Calculate the total commission
$1,075 
Activity 3.11: Calculate amount of sales for commission purpose
$100,000 (
Activity 3.12: Calculate the GST amount
GST to be added=$14
Activity 3.13: Calculate the GST amount
GST$3,000
Activity 3.14: Calculate the price before GST
Price before GST=$1,000
Activity 3.15: Calculation of income tax payable
Tax on $88,500 =$19,822 plus 37c (88,500-87,000) = $20,377
Activity 3.16: Income tax with Medicare levy
Tax on $47,000			=$3,572 plus 32.5c (47,000-37,000) = $6,822
Medicare levy 				=$47,000 × 2%=$940
Tax Payable including Medicare levy	=$6,822+$940
						=$7,762


Activity 4.1 Simple Interest calculation
(a) 	P = $3,025.42  	(b) 	I = $544.58 
Activity 4.2: Calculate the simple interest rate applied
R = $3.33% 
Activity 4.3: Calculate the term using simple interest
T = 7.5yrs 
Activity 4.4: Future value using simple interest
A = $6,000 
Activity 4.5: Compound interest calculation

		= $20,000 x 1.331
		= $26,620
		=$26,620 - $20,000
		Interest paid = $6,620
[bookmark: _Toc11424823]Activity 4.6: Future value using compound interest
$7,571.20
Activity 4.7: Calculate total interest using compound interest

	= 119,677.35 – 115,000
Total interest charged for 6 month period + $4,677.35
Activity 4.8: Difference between interest methods
Sample answer
Simple Interest method Interest = P x R x T interest is earned on the original amount (principal) invested. As interest is paid on the original principal, the amount of interest paid in each period does not vary.
Compound interest differs from the simple interest method in that interest is paid on the total value of the investment, it is paid on the original amount plus any interest accumulated/accrued and will increase each period. Effectively earning interest on the interest.
Formula Simple Interest = Principal × Rate × Time
Formula Compound Interest = A 
or  or variations.
Activity 4.9: Interest options in investing
Answer should advise that that company would earn more interest if the investment was compounded daily rather that quarterly. Compounded interest is calculated on the original $10,000 balance plus the interest previously earned. The new balance grows faster when interest added to daily than quarterly.


Activity 5.1: Straight line method calculation
1. $2,000 per annum
2. 10%
Activity 5.2: Calculate depreciation charge
2ND Year depreciation charge = $2,500
Activity 5.3: Calculate the depreciation expense
(B) $3,750
Activity 5.4: Create an Excel spreadsheet
Refer to example 47 - using Excel to create a depreciation worksheet. 
Student to demonstrate ability to produce an Excel spreadsheet showing ability to apply functions and formulas from straight line depreciation information.


Activity 6.1: Calculate the break even point in units
Selling Price 	$150
150Q =5,000 +100Q
50Q = 5,000
Fixed Costs- $5,000
CM $50
Quantity = Fixed cost/Contribution Margin (SP-CP)
100 units = $5,000/$50
Activity 6.2: Calculation of profit using break even
What sales revenue is required for a profit of $90,000?
A. $7,600
B. $190,000
C. $216,000
D. $456,000
Activity 6.3: Calculations of break even and profit required
1. How many textbooks need to be sold in a month to break-even?
	$2000
$35 - $27 ($8)
BEP units = 250 textbooks
2. Calculate the number of units that would need to be sold to make a profit of $3,000 monthly.
Profit	= Total Revenue – Total Costs
		= SP x Q – (FC + [VC x Q])
Quantity 	= Profit + Fixed Costs
		Selling Price (per unit) – Variable Costs (per unit)
		= $3000 + $2000
		   $8 per unit
		= 625 units to achieved monthly profit of $3000 
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[bookmark: _Toc8116777][bookmark: _Toc13125049]Section 5: Facilitator notes
Use this section to record any notes about delivery of this unit. This may include notes about learning materials that you can share with the Technology and Business Services SkillsPoint to improve the unit learning and assessment resources. Your feedback is welcome!
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