A short simple integrated approach to
bookkeeping.
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Phone Shop

Our group has/I have decided to set up a Phone Shop as a
business.
Types of businesses: Sole Trader, Company
List the advantages and disadvantages of each type of
business listed above:
Sole Trader

Company

We must decide on a name for the business, e.g. “Fonics”,
“Mobiles4U”
My/Our Business Name:

Brainstorm a suitable name.
Use a dictionary/Newspapers
Internet/Google a suitable name
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Remember a
business name
should be:
Short
Easy to
remember
Relevant

Logos
What about a Logo? This is usually a symbol which identifies your
business.
My Logo/Our Logo

Why do businesses use Logos?
Think-Pair-Share

Financing a Business
To start a business you will need money
This money is called capital.
How can we raise this capital?
1. Sell share in the business
2. Use your own Savings
3. Borrow money
4. Grants
5. Other ways……
Estimate how much capital will be needed to start our phone shop?
Premises: Rent or mortgage?
Equipment
Stock
Fixtures and fittings
Insurance
Marketing
Staff wages
Other?

3

Market Research
Market research involves gathering, recording and analysing
information about a market in order to make informed decisions about
a product/service. Market research should be carried out before we
open our business to ensure we are providing a product or service that
consumers either need or want and are happy to pay a price for.
Remember it is important to do some research before starting a business. You may
conduct research to identify the number of potential consumers (shoppers), where to
locate your business, what prices to charge, identify your competitors, how they promote
their business, what prices they charge, where they are located, etc.

List ways you can carry out research before
you set up your business:
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Types of Market Research
There are two main categories of market research: desk research and
field research. Desk Research is also known as secondary research.
This is because it has already been gathered either by someone else or
for some other purpose. Examples of desk research include:
Government publications
Articles in magazines or newspapers
Information gathered from the internet
The records of a business, e.g. sales records
Example:
Sinead is originally from Galway city but emigrated to Australia ten
years ago. Although she has enjoyed the great weather and life in
general in Australia, she misses her family, friends and life in Ireland.
She has savings of €150,000 and is considering moving back and
opening a B&B in Clifden, Co. Galway.
She uses the Failte Ireland and booking.com websites to find out how
many B&Bs are already located in Clifden. She finds out what prices
they charge and what features they offer. She also gets detailed
tourist statistics from the research section of the Failte Ireland website
http://www.failteireland.ie/Research-Insights.aspx as well as overseas
numbers of visitors to Ireland from the tourism and travel section of
the Central Statistics Office website
http://cso.ie/en/statistics/tourismandtravel/.

Field Research is also known as primary research because it is carried
out by the business for its own specific purpose. It can be time
consuming and costly, but the results are tailored to your own
requirements. Examples include:
Surveys or questionnaires – which can be carried out by
email, post, telephone or in person
Focus groups – interviews with a group of potential
consumers
Observation
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Example:
When Sinead was back in Ireland on holiday last summer, she stayed
in three of the most popular B&Bs in the Clifden area, as a “mystery
shopper”. This allowed her to sample the current competition and
decide how she can best compete with them.
In the daytime, she carried out face-to-face surveys with tourists in
Clifden and the Galway area. She made sure she had surveyed a range
of nationalities and ages.
When she returned to Australia, she carried out detailed interviews
with a group of both Irish emigrants. This is called a “focus group”.
She conducted another focus group with a group of her Australian
friends who like to travel. These focus groups gave her very detailed
information about what these people look for in a B&B.

Designing a Questionnaire
When designing a market research questionnaire, you have to carefully
word all questions to that they are easy to understand. A range of
different question types should be included. Some examples are:
Direct responses – usually require a “Yes” or “No” answer, e.g.

Do you plan to travel to Ireland in the next year? Yes/No
(circle the appropriate response)
Open ended questions – can provide detailed information,
but they can be difficult to analyse, e.g. Please describe your

ideal B&B
Multiple choice – only one answer is selected, e.g.

How frequently do you take a holiday abroad?
Less than once a year

Once a year

Twice a year

More than twice a year

A range of answers – more than one answer can be picked,
e.g. Which of the following influences your decision to stay in

a B&B. Tick all that apply:
Price
Location
Facilities
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After carrying out the research, you need to analyse the results to the
questions asked and find out if there is a gap in the market for the
product or service you are offering. Based on the results of the
research, you will then decide whether to start the business or not. If
you decide to go ahead, you will need to create a marketing mix.
Marketing Mix
Marketing is about identifying, anticipating and satisfying customer’s
needs, while making a profit. The Marketing Mix, also known as the
“Four Ps” ensures you have the right product or service for sale, at the
right price, for sale in the right place, using the best methods of
promotion. To find out more, scan this QR code or use the link below
to view a YouTube video on the Marketing Mix http://goo.gl/AKNeMC
Here is the Marketing Mix for the iPad Mini.

Product

Price

iPad Mini, available in black or

16GB - €339

white options, 7.9 inch display.

32GB - €439

16GB, 32GB and 64GB options

64GB - €539

Place

Promotion

The iPad Mini is available for

Apple promote the iPad mini

sale directly from Apple, in

using public relations, personal

Apple shops and on the

selling to customers in the

website. Also sold in a range

Apple shops. They also use

shops, e.g. electrical shops like

TV, newspaper and billboard

Harvey Norman, Currys, PC

adverts

World and Argos.
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Now create the Marketing Mix for your phone shop:

Product
Product

Place
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Price

Promotion

Assets and Liabilities
Your business will have ASSETS. An asset is something of money
value. You will use some of your capital to acquire them. Remember
that capital is the business term for money invested in the business.
Examples of Assets for a business may include
Buildings
Motor Cars
Delivery Vans
Equipment
Cash
Stock (These are your items for resale. In an
phone shop your stock may include phones,
chargers, phone covers, SIM cards, ……)
List some assets in your school:

List some assets in your home:
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Your business will also have LIABILITIES. A liability is something you
owe.
Examples of Liabilities for business may include
Loan - a Loan is money borrowed and remember you will
have to pay interest on this
Bank overdraft – a short term source of finance that must
be repaid within one year. Likewise you must pay interest
on overdrafts

Activity
With a partner, create a short presentation using presentation software (e.g. Prezi,
PowerPoint, Google Presentation on Google Drive) explaining the difference
between Assets and Liabilities. Before you begin, scan the QR code to see three
examples, or use this link http://goo.gl/iWnwcT.
Which of the three sample presentations did you prefer?
Give reasons for your choice here.

When you create your presentation, here are the criteria for success for this
presentation:
You must have a title slide showing the title of the presentation and the
names of everyone in your group
Each slide in the presentation must have a title, e.g. "Assets"
Each slide must have an explanation, written in your own words.
Link the explanation to a business of your choice
You must show photographs/graphics/images to display the links between
the explanation and business of your choice
After reading the criteria for success, have you changed your mind about which
sample presentation you prefer? Discuss this with your partner.
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Selling Goods/Services
In your business you may decide to sell goods for cash only.
However you may decide to offer credit, which means a delayed
payment, in order to increase sales. Can you think of any other
reasons why a business might sell on credit?

Remember if you sell your goods for credit, it’s important to keep
records as you will receive payment in the future, not when the goods
are sold. The people or business who we sell goods to on credit are
called our Debtors.
Debtors are assets. Why are they considered assets? Because they are
something of money value.
Purchasing Goods/Services
Your business may decide to buy goods for cash only. Some
businesses buy goods on credit. The businesses who are owed money
on credit are called Creditors.
Creditors are Liabilities. Why are they considered liabilities? Because
our business owes them money that must be paid in the future.
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Complete the following
An Asset is……

Can you give examples of assets?

List examples of assets are required by the following:
Supermarket

Beauty Salon

Garage

A Liability is……

Can you list examples of a liabilities?

What type of liabilities are required by the following:
Supermarket
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Beauty Salon

Garage

Draw an Asset or compose a rap or song explaining assets. A rap is
short, quirky, rhyming. HINT: View the YouTube clip on the Marketing
Mix for ideas http://goo.gl/AKNeMC

Instead of
drawing an asset,
you may decide
to use a picture
from a magazine
or download an
image from
Google.

Draw a Liability or write a rap explaining Liabilities.

You may decide
to use a picture
from a magazine.
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Keeping Records
In your business it is important to keep records of all goods
bought and sold, as well as records of any other money that the
business spends or receives.
These records become the accounts of the business.
Accounts
A Balance Sheet is account which lists all of the
Assets
Liabilities
of a business on a certain date
Businesses exchange goods, services and funds. These exchanges are
known as transactions. Every time a business makes a transaction, it
has an effect on business’ accounts.
Transaction 1
December 1st 2014 you start a business by investing €300,000 and lodging this in
the bank.
The money we start a business with is called Capital.
Capital is a liability for the business.

Why?
Allow “Wait Time”
The business owes the owner of the business this money.
The business now has €300,000 in the bank.
Bank is an asset. Why is this the case?
An asset is something of money value. This €300,000 now
has €300,000 in its bank account.
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Now we will show you a simple way to demonstrate the above
transaction in a Balance Sheet.

Bank
Capital

In order to run our Business, we need to have a Premises. Remember
we can decide to buy or to rent/lease the premises.
Transaction 2
December 2nd, purchased a premises by cheque for €100,000.

A cheque is a written instruction to a bank to
withdraw the amount written on the cheque and
pay it to the person or business named on the
cheque.
Our business now has a Premises.
Premises is an asset (something of
money value).
We paid for the premises by cheque.
Bank is an asset. However the bank
has decreased.
Now we will show a simple way to demonstrate this transaction in a
Balance Sheet.
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Bank

Premises

What else do you require for your business? How about a motor
vehicle? Remember you can decide to buy or perhaps rent or lease
instead. Let’s imagine you decide to buy a vehicle.
What type of motor vehicle should we buy?

What are the advantages of owning our own motor vehicles?
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________

Transaction 3
December 3 , purchased a Motor Vehicle by cheque for € 20,000.
rd

Our business now has a motor vehicle.
A motor vehicle is an asset (something of money value).
We paid by cheque.
Bank is an asset. However the bank has decreased.
Now we will show you a simple way to demonstrate the above
transaction in the Balance Sheet.
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Bank

Motor vehicles

Remember Capital still
remains the same.
What else do you require for the business? Perhaps some Equipment.
Remember you can decide to buy or to rent/lease.
Transaction 4
December 4thd, Purchased a laptop by cheque for €700.
We now have a laptop.
A laptop is an asset, something of money value.
We paid by cheque.
Bank is an asset. However the bank has
decreased.
Here’s how the above transaction appears in a Balance Sheet.

Bank
Equipment
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In a phone shop, you will need fixtures and fittings to display
the phones and accessories, e.g. shelves in the stockroom,
hangers on the shop floor.
Transaction 5
December 5th 2014, purchased fixtures and fittings by cheque for£30,000.
We now have fixtures and fittings.
Fixture and fittings is an asset, something of money value.
We paid by cheque.
Bank is an asset. However the bank has decreased in value.
Here is how this transaction will appear in the Balance Sheet.

Bank
Fixtures and fittings
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Activity
You are required to start a new business, e.g. a sportswear shop.
Decide on a name ……

List five transactions.
Commence with:

1. January 1st Started the Business by investing €100,000 and lodged
it in the bank.
2. January 2nd

3. January 3rd

4.

January 4th

5. January 5th

Now create your own accounts using Excel or Google Spreadsheets,
showing how the following transactions will affect the Balance Sheet of
your business.
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Now that you have premises, a motor vehicle and necessary
equipment, you need goods to sell.
The goods/products we buy to resell are called STOCK.
Stock is an Asset.
Why? It is something of money value.
You buy stock at cost price and hopefully sell at a higher
selling price.
The stock for an phone shop would include:
Telephones
Phone chargers
SIM cards
Phone covers

Can you think of any other suitable stock for a phone shop?
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It is important to shop around and ensure you get the best value for
money when buying stock. Remember to compare not just the cost
price of the stock, but also to enquire about terms of trade, who pays
for the delivery, credit terms, discounts for buying in bulk or paying
promptly, etc. Some documents used when purchasing stock include:
Letter of Enquiry/Email of Enquiry: you would send this letter
or email to several phone suppliers enquiring about prices
and terms.
Quotation: the seller will send you a quotation which is
similar to a price list, based on the items you enquired about.
Order: this document is completed by you to place an order
for the exact quantity and models you require
Invoice: this will be sent buy the supplier when the goods
have been delivered. It is similar to a bill, it states how much
the goods cost in total
Transaction 6
December 7 2014, purchased stock for €40,000 and paid by cheque.
th

We now have Stock for our business.
Stock is an asset, something of money value.
We paid for the stock by cheque, so the money
to pay for the stock has left the bank account
of the business.
Bank is an asset. However the amount of money in the bank
has decreased.
Here is how the above transaction appears in the Balance Sheet.

Bank
Stock
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Can you write a sample letter to a supplier? Here is a sample layout.
Address of Sender
Make sure each
part of the address
is on a separate
line

Date /Month/ Year
Name, Position &
Address of Receiver

Make sure each
part of the address
is on a separate
line

Dear Mr/Ms X,
Beginning paragraph:

Middle paragraph:

Begin each
paragraph at the
left-hand margin of
the page.
Skip a line between
each paragraph.

Closing paragraph:

Yours sincerely,

Signature
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Using the template supplied on the previous page, write a letter or an email to a
supplier enquiring about stock for your phone shop.
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Use the following
key words: Prices,
Terms, Conditions,
Quotation.

Complete the following
Define Stock

List appropriate stocks for the following:

Garage

Butcher

Baker

Supermarket
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Farm

Café

Furniture Shop

Clothes Shop/Boutique

Business of your choice
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Opening the Business for Trade
We now must start trading. It will be important to promote the business.
There are several ways to promote business and its products. These are
collectively known as the Promotional Mix.

Methods of Promotion:
Personal selling – sales people in the business sell directly to the
public
Sales promotion, e.g. buy one get one free, three for the price of two,
free gift with purchase
Publicity – information about a business, with the aim of increasing
awareness about that business
Sponsorship, e.g. Vodafone sponsors the Dublin GAA team
Advertising – paid for method of promotion. Common methods of
advertising include TV, radio, newspapers, magazines, internet,
billboards, cinema, etc. Businesses may decide to advertise locally or
nationally. A good advert will capture the attention of the consumer,
raise consumer interest in the product or service, convince the
consumer that they desire the product and lead the consumer
towards action, i.e. purchasing the product or service
Social Media – in recent years, businesses have begun to
use social media to promote their businesses, e.g.
facebook, twitter, pinterest, etc.

Activities:
In pairs, complete one of the following promotional activities:
1. Design a newspaper or magazine advertisement for your phone
shop
2. Produce a podcast of a radio advert for your phone shop using
audio editing software, e.g. Audacity
3. Create a TV advert for your business using video software, e.g.
Animoto
4. Create a Facebook page or Twitter account for your phone shop
5. Design a billboard advertisement for your phone shop
6. Write a report outlining the promotional mix for your phone
shop
7. Create a presentation about your favourite advert. Explain why
you think it is effective
26

Profit
In business, you will aim to buy goods at cost price and sell at a higher
selling price. The difference between these two prices is known as Profit.

Transaction 7
December 10th, we sold 50 mobile phones costing €3,000 for €4,800. The
money from the sales was lodged to the bank account.
Calculate the Profit from this transaction.

Remember
Profit = Selling Price – Cost Price

We will now demonstrate this information in account form.
We will call this account a Trading Account.

How will the sale of these mobile phones and the corresponding profit from
the sale affect the Balance Sheet?

We have already documented the original purchase of the stock in
Transaction 6. Now we must show how the sale of mobile phones had the
following effect on the business:
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Decrease in stock
Increase in money lodged to the bank
Increase in profit

Stock

Bank

Profit

The profit of €4,800 has been reinvested back into the business.
The business now owes the owners €304,800
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Calculating Profit

Remember
Profit = Selling Price – Cost.
Using your calculator calculate the missing figures
If we purchase stock for €5,000 and sell for €7,500.
Profit

Selling Price/Sales

Cost Price

€7,500

€5,000

If we purchase stock for €6,000 and sell for €8,500.
Profit

Selling Price/Sales

Cost.

€8,500

€6,000

If we sell stock for €7,500. and my profit is €500
Profit

Selling Price /Sales

Cost.

If we purchase stock for €5,000 and my profit is €2,500.
Profit

Selling Price

Cost.

Remember if we sell below cost we will unfortunately make a loss.
Can you identify times when you may have to sell your stock below
cost?
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Define the following:
Trading Account

Balance Sheet

Advertising

Profit

Loss

Debtor

Creditor

Letter of Enquiry

Capital

Loan

Overdraft
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Crossword

Across
3.

A statement that shows what a business owns (assets) and owes
(liabilities) on a particular date.

8.

This is written to several suppliers to ask about the price of purchases.

9.

A medium long term source of finance, usually provided by banks.

10.

What a business aims to make, by selling goods at a higher price than
they bought them for.

Down
1.

The purpose of this account is to find out if the business made a profit
or a loss.

2.

A person or business that owes your business money.

4.

The money invested by the owners of a business.

5.

A short term source of finance, often used to pay for stock.

6.

A person or business who you owe money to.

7.

You will make this if you sell your goods below cost price.
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In your group, write a report on your phone shop business.

REPORT
Title:
To whom it is for:
Report writers:
Date:

Introduction:

Body of Report:

Conclusions and Recommendations:

Signed:
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Alternatively, your group can create a presentation on your phone
shop business, using the following headings:
Type of business
Name and logo
Finance
Assets and liabilities
Market research
Marketing
Promotion
Accounts
Don’t forget the criteria for success for a presentation:
You must have a title slide showing the title of the
presentation and the names of everyone in your group
Each slide in the presentation must have a title, e.g.
"Market Research"
Each slide must have an explanation, written in your own
words as well as a link to your business
You must show photographs/graphics/images to display
the links between the explanation and your business
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Accompanying Online Resources
Resources
Spreadsheets

URL
http://goo.gl/yM7Qwk

used throughout
this booklet

YouTube

http://goo.gl/AKNeMC

Marketing Mix
video

Sample

http://goo.gl/iWnwcT

Presentations

Word Cloud

http://goo.gl/sRXVbm

Trading Account

http://goo.gl/Tp3yAu

Quizlet
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QR Code

