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PartA::PROJECTMANAGEMENTSKILLS/OUTLINE.

1.BUSINESSPLANNINGSKILLS

i. Executivesummary

ii. Generaldescriptionofabusiness.

iii. Statementofvision,mission,goalsandobjectives

iv. Productionplan

v. Marketingplan

vi. Organizational/humanresource/administrative/managementplan

vii. Financialplan

viii. Actionplan

Othersupportingfilesinthebusinessplan.

ix. Budgetswhichinclude:

 Operationalbudget

 Ordinary/generalbudget

 Functionalbudgets

- Capitalexpenditurebudget

- Marketingbudget

- Pre-operatingexpenditurebudget

- Utilitybudget

- Productionbudget

x. Plantlayout

xi. Profileofthebusiness

xii. Projectproposal

xiii. Siteplan

xiv. Workplan
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2.CERTIFICATES

i. Certificateofincorporation

ii. Certificateofrecognition

iii. Sharecertificate

3.CHARTS

i. Communicationchart

ii. Machinerylayout

iii. Organizationalchart

iv. Processflowchart

4.CORRESPONDENCE/COMMUNICATIONSKILLS

i. Agenda

ii. Apology

iii. Applicationletters

iv. Appointmentletter

v. Appreciationletter

vi. Businessletters

vii. Circular

viii. Complainingletters

ix. Creditstatusinquiry

x. Invitationletters

xi. Memo

xii. Minutes

xiii. Notice



5

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

xiv. Noticefordismissalofaworkertothegeneralpublic

xv. Recommendationletter

xvi. Report

xvii. Terminationletter

xviii. Warningletters

5.DOCUMENTSUSEDINAWORKPLACE

i. Arrivalbook

ii. Assetsregister

iii. Cashrecordbook

iv. Chequepaymentvoucher

v. Dailytimereport

vi. Dailytimesheet

vii. Debtorpaymentvoucher

viii. Evaluationworksheet

ix. Identitycard

x. Jobcostsheet

xi. Payroll

xii. Payslip

xiii. Paymentvoucher

xiv. Pettycashvoucher

xv. Roster

xvi. Stockcard

xvii. Visitorsbook

6.DOCUMENTSUSEDINTRADE

i. Billofexchange
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ii. Cashdepositslip

iii. Cashsaleslip

iv. Catalogue

v. Cheque

vi. Chequedepositslip

vii. Consignmentnote

viii. Creditnote/letterofcredit

ix. Deliverynote

x. Dispatchnote

xi. Goodsreceivednote

xii. Goodsreturnednote

xiii. Invoice

xiv. Letterofinquiry

xv. Packagesheet

xvi. Pricecurrent

xvii. Pricelist

xviii. Proformainvoice

xix. Promissorynote

xx. Purchasecontractnote

xxi. Purchaseorder

xxii. Quotation

xxiii. Receipt

xxiv. Standingorder

xxv. Statementofaccount

xxvi. Taxinvoice

xxvii. Tendernotice/invitationforbids
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xxviii.Withdrawslip

7.FORMS

i. Clientinformationform

ii. Fieldvisitguide

iii. Fundsrequisitionform

iv. Interviewguide

v. Jobapplicationform

vi. Loanapplicationform

vii. Marketassessmentguide

viii. Marketsurveyguide

ix. Medicalform

x. Performanceappraisalform

xi. Questionnaire

xii. Stockrequisitionform

xiii. SWOTanalysisguide

xiv. Workorderform

8.Humanresourcemanagement

 Jobadvertisement

 Jobdescription

 Jobspecification

 Curriculum vitae

 Employeepersonalrecordcard

9.MARKETING
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i. Advertforgoods

ii. Advertforsaleofassets/assetsdisposal

iii. Advertforservices

iv. Banners

v. Billboards

vi. Brochure

vii. Businesscard

viii. Contractinformationboard

ix. Flier

x. Label

xi. Logo

xii. Menu

xiii. Newspaperadvert

xiv. Posters

xv. Prospectus

xvi. Radioannouncement

v. Signpost

vi. Marketingflowchart

10.POLICYDOCUMENTWRITING

i. Borrowing/creditpolicy

ii. Cleanlinessguidelines

iii. Codeofconducttoensurediscipline

iv. Creditpolicy

v. Employmentcontract

vi. Environmentalimpactassessmentpolicy
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vii. Guidelinesfollowedonreceiptofitemsfrom suppliers

viii. Guidelinesfordevelopingcreativeabilityofthestaff

ix. Guidelinesforeffectivegenderpartnership

x. Guidelinesforensuringhygieneintheworkplace

xi. Guidelinesforensuringsustainability

xii. Guidelinesforhandlingmachinery

xiii. Guidelinesforselectingmachineryandequipment

xiv. Guidelinesforsellingoncredit

xv. Guidelinestoensuregenderbalanceofemployees

xvi. Guidelinestoensureproperinventorymanagement

xvii. Guidelinestominimizeaccidents/safety

xviii. Guidelinestominimizeproductioncosts

xix. Guidelinestopromoteinnovativeabilityofemployees

xx. Hirepurchaseagreement

xxi. Jobrequirements

xxii. Partnershipdeed

xxiii. Policyguidelinesforretentionoftheemployees

xxiv. Procurementpolicy

xxv. Qualityguidelines

xxvi. Rulesandregulations

xxvii. Saleoflandagreement

xxviii.Securityguidelines

xxix. Securityguidelines

xxx. Storemanagementpolicy

xxxi. Termsandconditionsforacontract

xxxii. Termsandconditionsforsaleoftheoldtractor
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xxxiii.Termsandconditionsforsellingonhirepurchase

xxxiv.Vehiclemaintenancepolicy

xxxv. Welfareguidelines

11.PROGRAMMES

i. Creditrecoveryprogramme

ii. Inductionprogramme

iii. Interviewprogramme

iv. Launchingprogramme

v. Machinemaintenanceprogram

vi. Program forminimizingrisks

vii. Program forobtainingaloan

viii. Programmeforaonedaytrainingandsensitizationworkshop

ix. Programmeforhandlingindisciplinecases

x. Programmeforobtaininginsurancepolicy

xi. Programmeforpreparingfornegotiation

xii. Programmefortaxcompliance

xiii. Programmetobefollowedwhenpurchasingbusinessrequirements

xiv. Promotionprogramme

xv. Recruitingprogramme

xvi. Trainingprogramme

12.SCHEDULES

i. Dailyworkschedule

ii. Loanrepaymentschedule

iii. Masterdailyworkschedule
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iv. Productionschedule

v. Supply/distributionschedule

vi. Vehicleserviceschedule

vii. Vehicletravelschedule

viii. Workschedule

13.SOCIALENTREPRENEURSHIP

i. Componentsofsocialenterpriseplan

ii. Gepicstructureforadvocacy

iii. Opportunityidentification

iv. Programmeforbecomingasocialentrepreneur

v. Programmeforvisionaryapproach

vi. Rootcauseanalysis

vii. Theoryofchange

PartB::FINANCIALMANAGEMENT

1)Definitionoffinancialmanagement

2)Importanceoffinancialmanagement

3)Sourcesoffinance,Meritsanddemeritsofeach

4)Loansandtheirmanagement

5)Financialneedsofabusiness

6)Businessbudgets

7)FinancialstatementsI.eIncomestatementandbalancesheet

8)Preparationoffinalaccountswithandwithoutadjustments.

9)Bookkeeping
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10)Financialratiosandtheirinterpretation

11)Cashflowstatements.

PartC::BUSINESSTAXES

A.Definitionofataxandtaxation.

B.Importanceoftaxation

C.Termsusedintaxation

D.Principlesoftaxation

E.Classificationoftaxes.

F.DirectVersusIndirecttaxes.

G.Taxexemptions

H.Employeerightsandobligations.

I. Problemsoftaxation

J.Taxevasion,avoidanceandcompliance

K.StructureofUganda'staxsystem

L.Taxrevenue

M.Taxcomputations.
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PROJECTMANAGEMENTDETAILS

BUSINESSPLAN

i. Executivesummary

Thisisthesecondthinginthebusinessplanafterthetableofcontents.Itsummarizes

thekeypointsofadocumentforitsreaders,savingthem timeandpreparingthem for

theupcomingcontent.It’stheexecutivepeople(readers)timetheywouldhavespent

goingthroughthewholedocument.E.g

LAVASCHICKENTONIGHT

P.OBOX234,KAMPALA

TEL:0783177885

EXECUTIVESUMMARY
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LavaschickentonightislocatedinWandegeya,Kampala,Uganda,isasnackssellingbusinessspecializing

inproducinghighqualitysnacksandpackagingthem forsale.Thebusinesswasestablishedtooffer

classicsnackstothegrowingUniversityCampusout-goingpopulationareaaswellastoserveanever-

increasingmarketofurbanprofessionalswhoenjoyeatingmoreadventurousspecialtyfastfoods.

ResearchindicatesthatthefastfoodsandsnacksindustryinUgandahasannualsalesofshs.3,600,000

andisgrowingatanannualrateofapproximately30%.Thegrossprofitmargininthefastfoodsand

snacksindustryaretypicallybetween30%and40%.Thereisessentiallyagrowingsnackconsuming

populationinKampalaandaigpercentageofthispopulationpurchasehighqualitysnacksandfastfoods

onamonthlybasis.

Asasoleproprietor,IhavemanagedtohireservicesofagraduateinBusinessAdministrationasaGeneral

Managerandagraduateoffoodscienceandtechnologyasanoperationsmanagerwithafewother

workers.

Therearethreedirectcompetitorsforourshareofthemarket.Althoughallthreeseem tobethrivingthere

areanumberoffrontsonwhichwearecompeting.Priceisthestrongestfactor:allthreecompetitorssell

theirproductsathigherpricesthanourbusiness.Ourstrongrelationshipwithlargescalepoultryfarmers

andsuppliersofchickenproductsandsuppliersofotherproductsenablesustogetrawmaterialsatlower

costandthereforetosellatlowerpricestoourcustomers.Inaddition,thethreecompetitorshavefocused

primarilyontherichsectionoftheurbanpopulationbutourenterprisereachesoutmostlytotheaveragean

advertisedlowincomeearnersandstudentpopulation.

Inordertoreachoutandsupportourcustomers,ourproductsareadvertisedandpromotedinthefollowing

ways

 SponsorshipofasnackspreparationshowonNTV

 Awebsite,whichraisesawarenessofourproducts.

 Distributionofflyersinhostelsandhallsofresidence

Inadditiontothemanagementandstaffmentionedabove,Ihaveaboardofadvisorswhoaddstrategic

adviceanddirection.TheboardconsistsofLukwagoJohn,alawyer,MacumiPeterlecturerinFacultyof

FoodScienceandTechnologyatMakerereUniversityandBangiEvans,DirectorBangiBusinessConsultants

ltd.

Iam seekinganoperatinglineofshs.5,000,000tofinanceourgrowthinyeartwo.Ihaveinvestedshs.
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10,000,000inthepreviousyearsinpackaging,design,productandmarketresearchandtowardsworking

capitalrequirements.

ii. Generaldescriptionofabusiness.

PREMIUM QUALITYSNACKS

P.OBOX275,KYOTERA

Email:premiumqs@gmail.com

PROJECTGENERALDESCRIPTION

Businessnameandaddress:ThebusinessnameisPremium QualitySnacksanditsaddressisP.oBox

275,Kyotera.

Businesslocation:thebusinessislocatedKabanoparish,Kasasasubcounty,Kakuutocounty,Kyotera
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DistrictinUganda

Purposeofthebusiness.

Vision:TheleadingproducersofqualitysnacksinKyoteradistrict.

Mission:Toimprovepeople’sdietthroughprovisionofqualitysnacksatlowerprices.

Businesstype:itisaManufacturingbusiness.

Businessnatureofownership:itownedasaPartnership

Businessproducts:itsproductsinclude;Popcorns,FliedIrish.

Businesscustomers:theseincludeSchools,retailersinKyoteradistrict.

Uniquenessofbusiness:Providingqualitysnacks,wellfriedindifferentcolorsandshapessoldatlower

prices.

Sourcesoffunds:thesourcesoffundsareMember’scontributionandpersonalsavings.

Periodordateofformation:June2019

Descriptionofbusinessassetsandpremises:ithasnopremisesbuthasassetssuchasbuckets,

jerricans,cash

SWOTAnalysisofthebusinessproject.

Projectstrengths:highdemand,friendlyprices,possessionofmarketingskills

ProjectWeaknesses:Smallcapitalbase,Limitedskills.

ProjectOpportunities:Largecustomerbase,supportivepatronandschooladministration.

ProjectThreats:Tightacademicschedules,insecurity,accidents

PREPAREDBY APPROVEDBY

iii. Statementofvision,mission,goalsandobjectives

BUSINESSPROJECTVISION:Thisdescribeswhatthebusinessistobeinthefuture.

BUSINESSPROJECTMISSION:Thisindicatesthepurposeofthebusiness.Ithastwo

partsi.e.“Needs”partand“how”toachievetheneeds.

BUSINESSPROJECTGOALS:Thesearelongterm targetsthatthebusinessintendsto
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achieve.Theyarebasedonthemissionstatement.

BUSINESSPROJECTOBJECTIVES.Theyarespecifictargetstomovethebusinessin

thedirectionofachievinggoals.Theyareachievedwithin1year.

BESTMEALSRESTAURANT

P.OBOX234,KYOTERA.

TEL.0759748844

PROJECTVISIONSTATEMENT

“TheleadingproviderofhighqualitylocalfoodsinKyotera.

PROJECTMISSIONSTATEMENT

“Toimprovepeople’sdietthroughprovidinghighqualitymealsataffordableprices.

PROJECTGOALS

1.Toincreasesalesby40%in2years

2.Toattain60%ofthemarketshareinaperiodof3years.

3.Toopenup2morebranchesinaperiodof2years

4.Toemploy6peoplein5years

PROJECTOBJECTIVES.

1.Toincreasesalesby10%insixmonths

2.Toattain15%ofthemarketsharein8months.

3.Toopenup1branchthisyearinOctober

4.ToemployoneworkerthisyearinAugust.

i. Productionplan

KASOLOJUICES

P.OBOX23,KYOTERA

TEL.0759748844
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PRODUCTIONPLAN

Businesssite.KyoteratownoppositeCentenarybank-KyoteradistrictUganda.

ProductionProcessflow.Thebusinessstillusesmanualproductionsystem wherejuiceiscooked

manuallyonfirewoodusingsaucepans

Plantcapacitiesrequired.Theresentdemandid200boxesperweek

Specificationofmachines,toolsandequipmentsrequired.Ithasnomachinesyetbutequipmentsuch

assaucepan

DETAILSANDSPECIFICATION QTY UNITCOST

(SHS)

TOTALCOST

(SHS)

Generator

Blenders

Stabilizer

Filters

Cappingmachines

Labelingmachine

Packagingmachine

1

2

1

4

2

1

1

2,0000,000

400,000

800,000

150,000

300,000

600,000

1,000,000

2,000,000

800,000

800,000

600,000

600,000

600,000

1,000,000

Totalcost 6,400,000

Estimatedproductionquantity:thebusinessproduces100boxesperweek

Productionstandardsandqualityobjectives.ThebusinessaimsatmeetingUNBSqualitystandards.

Rawmaterialsandconsumables.Theyincludefruits,flavours,sugar,water,citricacid,foodcolour,

preservatives.

Typeofrawmaterials quantit

y

Unitcost(shs) Totalcost(shs)

Naturalidenticalflavor

Sugar

Citricacid

700,000

500,000

230,000
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Fruits

Preservatives

180,000

212,000

TOTAL

Labourrequirements.Thebusinessplanstoemploy2technicians,3casualassistants.

POSITION NO. WAGE(SHS) ALLOWANCES AMOUNT

Technicians 2 450,000 200,000 1,300,000

Casual

assistant

3 170,000 - 510,000

Packaging.Juiceispackagedinplasticjerrycansandbottlesandfinallyenclosedinboxes.

Typeofpackaging

material

Qty Unitcost Amount(shs)

Jerrycans(allsizes)

Bottles(allsizes)

Boxes

Polythenebags(100ml)

1000

2000

2000

500

100

20

700,000

300,000

200,000

100,000

TOTAL 1,300,000

Powerandutilities.Ituseselectricity,water.

Transport.Ithiresavehicletomovetherawmaterialsfrom sourcesofsupplytothemarketand

finishedjuicestothemarket.Themonthlytransportcostforrawmaterialsisestimatedatshs.200,000

andfinishedproductsatshs.473,000/=includingcostsonfuel.

Otherfacilitiesrequired.Thebusinessbought20officechairs25officetables,5refrigerators,a

televisionset,acomputer,aprinterandsomestationery.

Item no Unitcost(shs) Amount(shs)
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Computer

Printer

Officetables

Officechairs

Refrigerator

Televisionset

Source

documents

Otherstationery

1

1

2

3

600,000

900,000

100,000

40,0000

600,000

900,000

200,000

120,000

700,000

400,000

150,000

300,000

TOTAL 3370,000

Purchaseandre-orderlevel.Thebusinessbuysmaterialsinbulktoobtaindiscountsarisingfrom bulk

purchasesandreducetransportationcosts.There-orderlevelforallitemsisahalfofthetotalquantity

requiredweekly.

Wastedisposal.Wasteproductsincludefruithusks.Theseareusedinproductionofbiogasto

supplementthepowerusedandsomeissoldtopiggeryfarmers.Wastesarenotburntneither

disposedinenvironmentnorwaterbodies

ii. Marketingplan

Thisistheanalysisofthepossiblepositionandopportunitiesofthebusinessbeing

plannedinthepresentmarketsituation.

KAKODIMAIZEMILLERS

P.OBOX251,IGANGA

0783177885

MARKETINGPLAN
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Targetcustomers:ourtargetcustomersincluderesidents/peopleandinstitutions(schools,hospitals

etc)inIgangatowncouncilandallsurroundingareasinthewholeofIgangaDistrict,Individualsand

schoolsneedmaizeflourondailybasiswhilethosewhorearanimalsneedmaizebrandandotheranimal

needs.

Productstobeoffered:Ourproductsincludemaizeflourforbothfoodandporridgeandmaizebrand.

Productsarepackagedinbagsandsacks.Wealsooffersmallerpackagesofmaizeflourinsmaller

proportionsof1kg,3kgand5kyinpaperbagstocaterforallincomelevelsofcustomers.

Positionofcompetitors.TherearefewcompetitorsinourtargetareaincludingQualitymaizemillers,

NakasekegrainmillersandCheapMaizePackers.Allthesefactorieshavebeeninoperationoverthe

pastfiveyearsandarethereforewellknowntothecustomersbuthavepoordistributionstrategiesand

thequalityoftheirproductsisstillwanting.Iexpecttooutcompetethem byexpandingmydistribution

points,extensiveadvertising,producingbetterqualityproductsandsellingatlowerbutprofitableprices.

Pricingandsales:pricesofourproductsaresetdependingonthecostsofproduction,levelofdemand,

andpriceschargedbymycompetitors.Thepricestructureandprojectedsalesofthefactoryaregiven

below.

ThepricingstructureforKakodiMaizeMillers.

Products Myprices Competitors’price Difference

Maizeflour 600perkg 700perkg 100

Maizebrand 500perkg 650perkg 150

Projectedsalespermonth.

Products Quantity Price Amount

Maizeflour 50,000kgs 600perkg 30,000,000

Maizebrand 25,000perkg 500perkg 12,500,000

Totalprojectedsales 42,000,000

Promotionandadvertising:theobjectivestobeachievedbymypromotionandadvertisingstrategiesare:
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 Toinform mytargetcustomersabouttheavailabilityofmybusinessproducts

 Toincreasesalesandprofits

 Tocreatemarketformyproducts

 Tooutcompetemybusinesscompetitors

Theaboveobjectivesareachievedthroughadvertisingandpromotiontoolssuchasofferingsamples

anddiscounts,attractivepackagingandbranding,producinghighqualityproducts,puttingupasignpost,

givingoutbusinesscardsandbrochuresonstreetsandininstitutionsamongothers.

Distributionstrategy:thefactorydistributesproductsdirectlytocustomerswhocometotheretailoutlet

atourfactorypremisesandtoinstitutionsthatmakedirectorderswhileforcustomerswhocantreach

thebusinesspremises,mybusinessproductsreachesthem throughwholesalersandretailers.

Projectedmarketingexpenses:Marketingexpensesincurredbythefactoryareasdetailedbelow;

Projectedmarketingexpensespermonth/year.

Promotionalmethod Period Quantit

y

Unitcost Totalcost

forthe

month

Totalforthe

year

Signpost Peryear 1 100,000 100,000 100,000

Businesscard Peryear 500 300 150,000 150,000

Brochures Peryear 500 500 250,000 250,000

Salesperson Permonth 1 50,000 100,000 500,000

Newspaper Permonth 4 50,000 200,000 800,000

Totalmarketing

expense

800,0000 1,800,000

Preparedby:

Sign:

Name:

Tittle:
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iii. ORGANIZATIONAL/HUMANRESOURCE/ADMINISTRATIVE/MANAGEMENTPLAN

Thisistheframeworkaroundwhichpeople,machines,equipmentandotherphysicalpartsof

theplanareputtogethertohaveamovingorganization.Itincludespeopleworkinginthe

project,theirtasks,qualificationsfringebenefitsandremuneration.

KADODIMAIZEMILLERS

P.OBOX251,IGANGA

0783177885

ORGANISATIONALPLAN
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Organizationalstructure.Ontopoforganizationalframeworkaretheshareholdersorbusiness

owners,followedbytheboardofdirectors,followedbythegeneralmanagerbelowwhom arethe

differentdepartmentmanagersliketheproductionmanager,financialmanager/accountantandthe

salesmanager.

Humanresourceneeds.ThebusinessemploysaGeneralManager,anaccount,aproduction

manager,amarketingmanager,asecuritypersonandsomecasuallaborers.

Jobdutiesandresponsibilities.Casuallaborersdomanualworkinvolvingloadingandoffloading,

cleaningthefactorypremises,preparingmealsforworkersetcandotherdutiesasmaybeassigned.

Thesecurityofficialensuressafetyoffactorypropertyandpremises,theaccountantisinchargeof

bookkeepingsystem;productionmanagerisinchargeofproductionactivitiesandquality

management,whilethegeneralmanagertakestheoverallcoordinationofproductionactivitiesboth

withinandoutsidethefactory.

Skillsandknowledge/Qualifications:thegeneralmanagerisrequiredtopossessaminimum ofa

BachelorsDegreeinBusinessmanagement,theaccountantshouldhaveaminimum ofaBachelors

DegreeinMarketing,theProductionmanagershouldhaveaminimum ofaBachelorsDegreeinFood

scienceandtechnology,aminimum ofOrdinarylevelCertificateofEducationisamustforallcasual

workersbutforsecuritypersonnelinadditiontothatshouldhavebeenpassedsuccessfulfrom a

crediblemilitarytrainingschoolorsecurityorganization.

Basicpaysalary/worker’sremuneration.Thepaymentshallbeasfollows;

POSITION NUMBER WAGE/SALARY

(SHS)

TOTALAMOUNT

(SHS)

Generalmanager 1 600,000 600,000

Accountant 1 400,000 400,000

Productionmanager 1 400,000 400,000

Salesmanager 1 400,000 400,000

Casuallabourer 6 100,000 600,000

Watchman 1 60,000 60,000

Totallabourcost 2,460,000
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Fringebenefitstobegiventotheworkers.Inadditiontothesalaryandwagestructuretobegivento

theworkers,allworkersareentitledtotransportallowanceandlunch….

Monitoringandevaluationofemployees.Monthlyperformanceappraisaliscarriedout.

Summaryofadministrativeexpenses:theseincludecommunicationexpenses,transportexpenses

amongotherstotalinguptoShs.200,000permonth.

iv. Financialplan

(Coversthefinancialrequirementsofthebusiness)itincludesthefixedcapital

expenditure,start-upcapital,workingcapital,financing,profitabilityofthebusiness,

breakevenanalysisandtheperiodiccashflowstatementsofthebusiness.

KIKKOKOPOULTRYFARM

P.OBOXMASAKA

TEL:0783177885
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FINANCIALPLANFOREXPANSIONOFKIKOOKOPOULTRYFARM

REQUIREMENTS AMOUNT(SHS) AMOUNT(SHS)

Fixedcapital

- Acquisitionofmoreland

- Constructionofmorebuildings

- Purchaseofafarm wheelbarrow

- Purchaseofmoredrinkers

- Purchaseofmorefeedingtroughs

- Purchaseofmoreeggtrays

- Purchaseofmorewaterreservoirs

Total

Startupexpenses

- Extensionofwatertonewsites

- Installationofelectricity

- Installationoflayingcentres

Total

Workingcapitalandconsumables

- Chicks

- Poultryfeeds

- Labour

- Water

- Electricity

- Interestonloan

- Marketingexpenses

- Administrativeexpenses

3,000,000

5,000,000

200,000

300,000

500,000

500,000

500,000

400,000

600,000

200,000

2,100,000

2,500,000

400,000

1,000,000

200,000

2,000,000

200,000

150,000

10,000,000

1,200,000
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- Transportexpenses

Total

250,000

8,800,000

TOTALFUNDSREQUIRED 20,000,000

Financingofthebusiness

- Loanfrom Bank

- Memberscontribution

- Saleofpersonalassets

Amount(shs)

14,000,000

6,000,000

2,000,000

Costimplication

%interest

1,600,000

TOTAL 22,000,000 1,600,000

 Expectedsales:Shs.43,000,000/=

 Profitabilityofthebusiness:itexpectsaprofitofshs.6,000,000/=

 Breakevenscaleofthebusiness = Fixedexpenses×100

Unitcontribution

=10,000,000 X 100

(32,000,000-8,800,000)

 Periodiccashflows.Kikokopoultryfarm expectsthefollowinginflowsandoutflows

from January–June2019.Itcanalsocoverafullyear,2years,10yearsetc
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Businessbalancesheet.

DETAILS JAN FEB MAR APRIL MAY JUNE

SHS

“000”

SHS

“000”

SHS

“000”

SHS

“000”

SHS

“000”

SHS

“000”

BalanceB/F

Add:cashinflow

Cashsales

Loans

Receiptsfrom debtors

Ownfunds

Tradecredit

Totalinflow

Less:outflows

Purchaseofchicks

Poultryfeeds

Fixedassets

Labour

LoanprincipalPayment

Interestonloan

Utilities

Indirectcosts

Totaloutflow

-

-

20,000

-

-

2,000

22,000

2,100

1,000

8,000

100

-

200

1,200

50

12,650

9,350

2,000

-

11,350

-

-

-

-

-

200

120

50

370

10,980

-

-

1,000

-

1,000

12,980

-

-

500

-

2,000

-

120

50

2,670

10,310

10,310

-

-

-

100

2,000

-

120

50

2,470

7,840

-

-

-

-

-

7,840

-

-

-

-

2,000

200

-

50

2,250

5,590

4,000

-

-

-

-

9,590

-

1,000

200

-

2,000

200

120

50

3570

Netcashposition 9,350 10,980 10,310 7,840 5,590 6,020
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v. ACTIONPLAN

INFLIXGENERALTRADERS

P.OBOX34,MUBENDE

TEL.078659483

ACTIONPLANfor_____________(week/month/year)

ACTIVITY TIMEFRAME RESOURCES

NEEDED

PERSON

RESPONSIBLE

INDICATORS

OFSUCCESS

COMMENTS

Formalizing

theformation

ofthe

partnership

Partnership

deed

Openingupa

bankaccount

Bankaccount

Carryingout

preliminary

surveyofthe

product

Selectionof

businesssite/

rental

Construction

ofpremises

Acquisitionof

toolsand

equipment

Installationof

equipment

Recruitment

ofpersonal
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Purchasingof

stock

stock

Production

trial

Publicity

Commercial

production

Productsfor

sale

Launchingof

thebusiness.

PREPAREDBY APPROVEDBY

Sign: Sign:

Name: Name:

Tittle:OPERATIONSMANAGER Tittle:

OTHERSUPPORTINGFILESINTHEBUSINESSPLAN.

vi. Budgetswhichinclude:

 Operationalbudget

(Summaryoftheincomeandexpenseprojectionsofthebusinessinagivenperiodof

time.Itshowstheexpectedsales,costofsales,grossprofit,generalandadministrative

expensesandthenetprofit.

UNIQUELIQUIDSOAP

P.OBOX275,KYOTERA.

OPERATIONALBUDGETTOFINANCEEXPANSION

Details shs Shs

Projectedsalesrevenue 7,000,000
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Less:expectedcostofsales

- Labour/wages 1,000,000

- Rawmaterials 800,000

- Packaging 340,000 2,140,000

Expectedgrossprofit 4,860,000

Less:operatingexpenses

- Utilities 300,000

- Advertising 560,000

- Insurance 990,000

- Salaries 610,000 2,460,000

Netprofit 2,400,000

 Ordinary/generalbudget.

Thisincludesonlythefixedcapitalandworkingcapital.

Example.Youareplanningtoexpandyourpoultryproject.Prepareabudgetfor

expansionofyourpoultryprojectgivenshs15,000,000.

REQUIREMENTS AMOUNT(SHS) AMOUNT(SHS)

Fixedcapital

Buildingsandconstructions

Feedingtroughs

Lifgthingsystem

Farm tools

Watertank

Purchaseofeggtrays

Workingcapital

4,000,000

1,000,000

1,500,000

1,000,000

2,000,000

600,000

Xxxxxxx
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Chicks

Poultryfeeds

Coffeehusks

Labour

Electricity

Water

Marketingexpenses

Administrativeexpenses

Transportcosts

2,000,000

3,000,000

400,000

800,000

500,000

150,000

405,000

375,000

170,000 xxxxxxxx

TOTAL xxxxxxx

 Functionalbudget

Capitalexpenditurebudget.Thiscoversexpensesonfixedassets.

REQUIREMENTS QTY UNITCOST AMOUNT(SHS)

Buildings

Feedingtroughs

Farm tools

Watertank

4,000,000

1,000,000

1,500,000

1,000,000

TOTAL

 Marketingbudget

Thiscoversonlyexpensesattributedtothemarketingdepartment

SAWUBAPOULTRYFARM

P.OBOX237,GULU

TEL:0789-272783
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MARKETINGBUDGETFORPOULTRYPRODUCTS

Date:………………….

ITEM QUANTIT

Y

UNITCOST

(Shs)

AMOUNT(SHS)

Salesperson’swages

Marketer’stransport

Utilitieslikewaterandelectricity

Signpost

Businesscards

4

1

1

500

100,000

50,000

110,000

100

400,000

50,000

780,000

110,000

50,000

TOTAL 1,390,000

Submittedby, Approvedby;………………………

Signature:………………………………… Signature:……………………………

Nameofcustomer:…………………….. Tittle:…………………………………..

 Pre-operatingexpenditurebudget.

Thisshowscostestimatesforexpenditureincurredbythebusinessbeforestartsoperations.

E.g.

Items Quantity UNITCOST(SHS) AMOUNT(SHS)

Businesslicenseexpenses

Businessnameandregistration

Expensesoninstallationof

machinery

Marketresearchexpenses

Clearinglandexpenses

Businessconsultationexpenses

1,000,000

500,000

400,000

300,000

600,000

56,0000

34,0000
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Technicalpreparationexpenses

Expensesonrecruitingworkers

75,000

XXXXX

 Utilitybudget

Thiscoversexpenditureonutilities.Thesemayincludewater,electricity,telephoneetc.never

includeitemsthatarenotutilities.

 Productionbudget

/Productioncoststatement

ITEMS AMOUNT(SHS) AMOUNT(SHS)

PRIMECOSTS(A)

Directmaterialcost

Directwages

Directexpenses

Totalprimecost

WORKCOSTS(B)

Indirectwages

Rent

Worker’ssalaries

Storekeeper’swages

Power

Light

Machineryrepairs

Machinerydepreciation

Totalworkcosts

100,000,000

85,000,000

1,400,000

24,200,000

4,600,000

5,400,000

800,000

10,100,000

1,800,000

5,700,000

12,800,000

18,900,000

65,400,000
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TOTALMANUFACTURINGCOST(A+B)

ADMINISTRATIONOVERHEADS(C)

Auditor’sfees

Postageandstationery

Officesalariesandexpenses

Totaladministrationoverheads

SELLINGANDDISTRIBUTIONCOSTS(D)

Salesmen’ssalaries

Salesmen’sallowances

Driver’swages

Totalsellinganddistributioncost

200,000

600,000

2,900,000

9,200,000

2,800,000

4,000,000

252,300,000

3,700,000

16,000,000

TOTALORGROSSCOST(A+B+C+D) 272,000,000

 Workingcapitalbudget.

Thiscoversexpensesonworkingcapitalrequirementssuchaslabour,feeds,transport,

marketing,administration,water,electricityetc

vii. Plantlayout

EntranceGate

Factory

Canteen

Storesfor

finished

products
Storesfor

raw

Administratio

nblock

Parkingyard

Security
office

Processing

unit
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viii. Profileofthebusiness.

VANCEINSURANCE

P.OBOX279,KYOTERA

Email:vance@gmail.com

PROFILEOFVANCEINSURANCE

Businessnameandaddress:ThebusinessnameisVanceInsuranceanditsaddressisP.oBox279,

Kyotera.

Lineofbusiness.Thebusinessdealsininsuranceservicesandpolicies.

Backgroundofthebusiness.Thebusinesshasbeeninexistencefor10years.Itstartedasasmall

businessoperatingintemporarystructuresandkeptonexpandingduetothecreativityofthepartners

andmanagement.

Businessnatureofownership:itownedasaPartnership

ix. Projectproposalandworkplan

Example:AProjectproposalreportseekingforfundforestablishmentofstructures

atafricandevelopmentfarms-kyoterabranchlocatedonnkonihillkakuutosub-
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countyinkyoteradistrict.

ELEMENTSOFTHEPROPOSAL

i) projectidentification

ii) briefdescriptionoftheorganization

iii) briefdescriptionoftheproject

iv) beneficiaries

v) sustainability

vi) workplan

vii) projectbudget

AprojectproposalseekingforfundsfortheConstructionofstructuresforPoultryand

animalrearing.

1. PROJECTIDENTIFICATION.

(a)Projecttitle:

(b)Nameandaddressoftheorganization.AfricanDevelopmentFarms-Kyotera

branch.

(c)Locationoftheproposedproject.Nkonihill,KakuutocountyKyoteraDistrict

Uganda.

(d)Durationoftheproject.Four(4)months.

(e)AmountoffundsrequestedinUgshs.49,705,000/=ORUSDollars16568.3/=

2. BRIEFDESCRIPTIONOFTHEORGANIZATION
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i. Businessnameandaddress:.

ii. Businessvision:HavingtheleadingpoultryandlivestockfarmsinAfrica.

iii. Businessmission:TocreatesustainabledevelopmentinAfricathrough

innovativeagriculture.

Businesstarget:

1.Torear50,000chickens,10,000turkeys,10,000ducks,100goats,100

sheep,5000rabbits.

2.Togatheralmostallfruitspeciesonthefarm tosavethedisappearing

nutritiousfruits.

3.TocreateemploymentopportunitiesforCommunitymembersandyouths.

4.Toimprovenutritioninbothanimalsandpeoplethroughproducinga

varietyoffruits.

iv. Natureandtypeofbusiness:SoleproprietorshipandAgribusiness

v. Uniquenessofthebusiness:Thefarm hasacollectionofbothwildand

domesticfruits,insectsandanimals.

vi. Productsoffered:Animals:Goats,Sheep,Rabbits,Milk,Fur,skinsandHides.

Birds:Turkeys,Chicken,Ducks,Eggs

vii. Customersoffered:Kyoteracommunityandconsumersofpoultryand

livestockinAfrica.

viii. Dateofformation:Started2015

ix. Sourcesoffunding.Pastsavingsandre-investment

3. BRIEFDESCRIPTIONOFTHEPROJECT

a)Problem statement:ConstructionofstructuresforPoultryandanimalrearing.

b)Purpose.Toimprovethehousingfacilitiesforfarm poultryandanimals.



39

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

c)Immediateexpectedresults.AfricanDevelopmentFarms–Kyoterabranch

willbeabletohouseanumberofbirdsandanimalswhichwillalsoenableit

createsustainabledevelopmentinAfricathroughinnovativeagriculture.

4. BENEFICIARIES.

i. Housingfacilitiesforpoultrybirdsandlivestockwillbeimproved

ii. Moreemploymentopportunitieswillbecreatedforthecommunity.

iii. Thefarm willactasacenterforecotourism asitsdifferentfruitsattract

avarietyofwildbirdsthusimprovingnationalandinternationaltourism.

iv. Thefarm willactasaresearchcentreonfruits,poultry,insectsand

livestock.

5. SUSTAINABILITY.

Theorganizationwillbeabletocontinuefundingitsactivitiesaftertheendof

theprojectfundingopportunityasitsfuturesourcesofincomewillbepast

savingsandre-investingprofits.

6. WORKPLAN

ACTIVITY REQUIRE

DINPUTS

TIMEINMONTHS PERSO

NS

BUDGET

COST

SOURCE

OFSEP OCT NO DEC
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202

0

202

0

V

202

0

202

0

IN

CHARG

E

FUND

Levelingand

gradingof

site

Tractor

Six

workers

* * Owner 2,400,000 DONATIO

N

Establishme

ntofpoultry

and

livestock

facilities

Cement,

sand,

stones,

workers,

building

materials

* * Workers 20,320,00

0

DONATIO

N

Establishme

ntofwater

source&

reliable

supply

facility

Electricity

,

machines

and

equipmen

t

* * Owner

All

workers

3,260,000 DONATIO

N

Establishme

ntofStaff

quartersand

toiletfacility.

Building

materials

* 4,050,000 DONATIO

N

Farm

electrificatio

n

Generator

,water

pump

 4,675,000 DONATIO

N

Farm truck 15,000,00

0

DONATIO

N
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7. PROJECTBUDGET

ACTIVITY ITEMS

REQUIRED

QUANTITY UNITCOST

(SHS)

TOTALCOST(shs)

Levelingand

gradingofsite

Grader 1 1,500,000 1,500,000

Fuel 200litres 2,500 500,000

Workers 2 200,000 400,000

Establishment

ofpoultryand

livestock

facilities

Bricks 50,000 100 5,000,000

Sand 6trips 120,000 720,000

Stones 5trips 200,000 1,000,000

Workers 5 300,000 1,500,000

Ironsheets 200 24,000 4,800,000

Timber 50 7,000 350,000

Poles 50 15,000 750,000

Cement 120bags 25,000 3,000,000

Vehicle 1 400,000 400,000

Nails 100kgs 3000 300,000

Wirenets

(ft4X8)

100 25000 2,500,000

Establishment

ofwatersource

&reliable

supplyfacility

sand 2trips 120,000 240,000

cement 4bags 25,000 100,000

Bulldozer 1 800,000 800,000

Waterpump 1 400,000 400,000

Watertanks 2 800,000 1,600,000
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WaterPipes 4 30,000 120,000

Establishment

ofStaff

quartersand

toiletfacility.

Ironsheets 30 24,000 720,000

workers 2 100,000 200,000

stones 1trip 200,000 200,000

Timber 20 7,000 140,000

bricks 20,000 100 2,000,000

Nails 30kgs 3,000 90,000

Cement 20bags 25,000 500,000

Doors 5 40,000 200,000

Farm

electrification

Generator 1 3,000,000 3,000,000

Powersaving

bulbs

15 5,000 75,000

Solarpanel 2 800,000 1,600,000

Farm truck Pickup 1 10,000,000 15,0000,000

GRANDTOTAL

=Shs.

49,705,000/=

Expectedsourceoffunds

Businessownsavings 5,000,000

Businessprofitstobereinvested 7,450,000

Donations

Attachedarebankingdetails.

BANKACCOUNTNUMBER:32014506973

BANKENTITY:CENTENARYBANK

BANKACCOUNTNAME:xxxxccccccccjjjjons
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x. Siteplan

Thisincludesthecomponentsofplantlayouthoweverthereisnoneedtoshowproduction

processflowandarrangementofmachineryusingarrowsinasiteplan.Insteaditisonlythe

productionblockwhichisnamed.

100

100M

FROM MASAKA TO

MUTUKULA

Staffroo
ms

Dinning

Toiletandbath

room
kitchenWaste

disposal

Security

Receiving

section

Parking
Yard

Dispatch

section/

Ware
house

Inspection
section

Grading
Processing

plant

Gradingtrays

Administration

block

MAIN

GATE



44

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

250M

14.CERTIFICATES

iv. Certificateofincorporation.

v. Certificateofrecognition

UGAFUELS
P.OBOX234,KYOTERA

TEL0759748844

CERTIFICATEOFRECOGNITION
NO.034

DATE:……………………………

Thiscertificateofrecognitionisawardedto…………………………………………………forhaving
excelledin……………………………………………whileatthecompany.He/shehasbeenhead/
memberof………………………………………………….Department/section.

Signedby…………………………………….. Signedby……………………..……………………..

Name:……………………………………… Name:………………………………………………

Title…………………………………………… Title:………………………………………………..
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“Tobecomethehubofexcellentperformance”

vi. Sharecertificate.

Thisisissuedtoshareholderstoconfirm ownershipofsharesinacompany.

KAWOOMARESTAURANT

P.OBOX123,KIWATULE

TEL:078945673

Registeredcapitalofshs………………………………dividedinto………….Sharesofshs500

each.

CertificateNo:………..

Thisistocertifythat:……………………………………isaregisteredholderof………….ordinary

sharesnumberedfrom ______to_____inclusiveofUg.shs.500/=eachfullypaidin

theabovenamedcompanysubjecttothememorandum andarticlesofassociation

thereof.

Date Transferno. No.ofshares Numbered

From To

Note:Notransfercanberegisteredunlessaccompaniedbythiscertificate.

Givenunderthecommonsealofthecompanythis………………….dayof…………….20……..

SHARE

CERTIFICATE
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ForandonbehalfofKawoomaRestaurant.

__________________________ ______________________

ChairmanBoardofDirectors CompanySecretary

15.CHARTS

vii. Communicationchart

Thisshowsthestepsfollowedtoconveyamessagebetweendifferentparties.

viii. Machinerylayout

SENDE

R
MESSA

GE

ENCODING MEDIU

M

MESSAG

E
ENCODIN

G

MEDIUM

Productionmachine Sievingmachine Gradingmachine

Labelingmachine Capping

machine

Packaging

machine

Separation

machine
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ix. Organizationalchart

Thisshowsthehierarchyofauthoritywithinanorganisation.Itshowsthesuperiorsand

subordinateswithinanorganisationshowingclearlywhoreportstoanother.

SHARE
HOLDERS

BOARDOF

DIRECTORS

PRODUCTION

MANAGER

MANAGINGDIRECTOR

HUMANRESOURCE

MANAGER

FINANCE

MANAGER

MARKETING

MANAGER

ASSISTAN
T

ASSISTAN
T

ASSISTAN
T

ASSISTAN
T

SUPPORTSTAFF/CASUALWORKERS
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x. Processflowchart

Thisshowstheprocedurefollowedtoproducegoods.Itshowsthestagesfollowedto

produceagivenproduct.

16.CORRESPONDENCE/COMMUNICATION

xix. Agenda

BUWOOMADELICIOUSJUICE

P.OBOX234,KYOTERA

TEL:0759748844

AnagendaforthemeetingscheduledforMonday2ndAugust,

2019.

1)Recordingapologies

Extractionofjuice Mixing

ingredients

Adding

Preservatives.

Distribution Labeling&

storage

Packaging

filtering



49

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

2)Openingprayer

3)Communicationfrom theChairperson

4)Readingpreviousminutes

5)Mattersarisingfrom 3and4

6)Treasurer’sreport

7)Dateforthenextmeeting

8)Closingprayer

Signed……………………………………………

KAKUUBEDBUG

SECRETARY

xx. Apology.Thisiswrittenbysomeonewhoperformedwhatisnotgood.Itasksfor

pardonandforgiveness.Thebodyshouldincludetheevilyoucommittedanda

phrasepromisingnevertodoitagain.

xxi. Applicationletters

Thisiswrittenbythejobapplicantseekingforemploymentinagivenenterprise.

Itsbodyshouldcontainthequoteoftheadvert,age,nationality,academic

background,genderandthepostappliedforandexperience.

Qn.Youhavecompletedstudiesandthuslookingforemploymentbeforeyou

finallyventureintoselfemployment.

BYENDAINTESTINES

P.OBOX234,KAGADI

TEL:0783177885

OurRef:BI/DFI/23/07/2019
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TO:THEHUMANRESOURCEMANAGER

DEVELOPFARMERSINITIATIVE

DearSir,

RE:APPLICATIONFORTHEPOSTOFFINANCIALMANAGER.

IhavejustseentheadvertisementfortheabovepostintheNewVisionofTuesday10th

July2019andIwishtohumblysubmitinmyapplicationfortheabovepost.

Iam amaleUgandanaged24readytoworkunderminimum supervisiontothe

expectationsofthecompanyintheportfolioofaccountant.IholdaBachelorsDegree

inCommercespecializinginAccounting.

Ihaveenclosedcopiesofmycurriculum vitae,academicdocumentsand

recommendationlettersfrom referees.Iam lookingforwardtoseeingyourpositive

response.

Yourfaithfully

……………………………..

BYENDAINTESTINES

xxii. Appointmentletter

Thisshowsthetermsandconditionsunderwhichsomeonehasbeenemployed.

Thebodycontainsfivemajorparts/elementsi.e.salary,jobtitle,dutiesin

responsibilities,whentostartworking,immediatesupervisor,appointing

authority,dutystationminutenumberandtermsofemployment.
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LUWEEROCONSTRUCTIONSLIMITED

P.OBOX234,LUWERO

TEL:0774884455

Date:23/07/2019

OurRef:LCL/JK/23/7/2019

YourRef:……………………..

TOMADAM JOANKIRABO

P.OBOX2435

KAMPALA

DearSir,

RE:APPOINTMENTASANACCOUNTANT

Subsequenttoyoursuccessfulinterview,theBoardofDirectorsofLuwero

ConstructionsLimitedhasunderMinuteNo13(114/2019)recruitedyouasan

AccountantoccupyingRoom No.5asyourdutystation.

Yourdutiesshallbe;

- Supervisingdailycashreceiptsandpayments

- Preparingbooksofaccounts

- Preparingworkerspayroll

- Anyotherfinancialrelatedmatter

YouarereportingtotheGeneralManagerandwillgiveyoufurtherguidanceinyour

duties.Thefollowingaretermsandconditionsofyourservice.

Yourbasicmonthlysalaryshallbeshs.1,200,000/=.Youareentitledtoacarforfull
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timeuse.Thecompanyshallrentforyourahouseatacostshs550,000permonthand

alsomeetyourdomesticelectricity,telephoneandwaterbills.

Yourappointmentletteriseffective1stAugust2019.

Yoursfaithfully,

……………………………….

MATUEARS

HUMANRESOURCEMANAGER

For:LUWEROCINSTRUCTIONSLIMITED

C.CFile

C.CHeadoffinancedepartment

Appreciationletter.Thisiswritteninrecognitionofthegoodserviceperformedforyou.

Thebodyshouldcontainthegoodthingsdoneforyouforwhichyouareappreciating.

Forexampleitmaybethebusinessappreciatingworkers.

xxiii. BUSINESSLETTER

Thisisthesameasaformalletterdiscussedinletterwriting.Itisusedtosend

informationfrom thebusinessorganizationtoanindividualoranotherbusiness

organizationonspecificareasofinterestbetweenthebusinessandtheaddressee.It

shouldcontainthefollowing;

Nameandaddressofthebusiness

Dateofwritingtheletter

Reference–forfilingpurposes.

Insideaddress/receiversaddress/addresseesaddress.

Salutation.Thisisthegreetingtocommencealetter.E.g.DearSir/Madam

Subjectheading/line.Thisgivesabriefindicationofthecontentintheletter.It

mustbeincapitalletters(boldprint)andunderlined.Itmustbebelowsalutation.

Bodyoftheletter.Thistakesmoremarksanditchangesfrom oneletterto
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another.

Complementaryclause.Thisisthegeneralclosingoftheletter.

Signature,nameandtittleofthesender

Enclosure.Thisisusedifsomecontentswereenclosedintheletter.The

abbreviation“Enc”isused.

CarbonCopy/copiescirculated(C.C):Thisindicatestheauthoritywhichhas

receivedasimilarcopyoftheletter.

xxiv. Circular

Thisisusedtogivethesameinformationtodifferentpersons.Onedocumentis

preparedandcopiesareproducedtocirculateittovariousparties.

Qn:YouareoperatingaCoffeeHullingFactory.ThecontractsofyourGeneralManager,

qualitycontrollerandthesecretaryhaveexpired.Throughinternalsourcingyouhave

identifiedsuitablereplacementforthequalitycontrollerandsecretary.Youaremaking

preparationstocommunicatethechangestoyouremployeesandtorecruitanew

generalmanager.Writeacircularinvitingallheadsofdepartmenttoanurgentmeeting.

MUJJECOFFEEHULLINGFACTORY

P.OBOX123,MAKINDWE

TEL:0772457314

Date23thJuly,2019

OurRef:MCHF/AE/23/07/2019

Yourref:

To:AllEmployees

MukisaCoffeeHullingFactory.

RE:INVITATIONTOANURGENTMEETING.

Youareherebyinvitedtoattendanurgentmeetingtobeinformedofthechangesinour

humanresourcestructureandtolaygroundstorecruitthegeneralmanagerforthe

factory.Themeetingistotakeplaceonthe20thJuly2019inthefactoryconferenceHall

at9:00am
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Keeptime.Hopingtoseeyouthen.

Yoursfaithfully

…………………………….

LULIMIJOHN

HUMANRESOURCEMANAGER

C.CBoardofDirectors

C.CHeadsofDepartment

C.CShareholders

C.CEmployees

xxv. Complainingletters.Sometimesinbusinessyoumaynotbegiventheappropriate

qualityofgoodsorderforortheremaybeanythingwhichiscontrarytothe

businessexpectations.Thismaycallforalettertocomplainaboutthesame.

Thebodyisblendedwithwordscomplainingbutnotquarreling.

xxvi. Creditstatusinquiry

xxvii. Invitationletters

Yourunarapidlygrowingmaizemillingfactoryoperatinginasmalland

congestedarea.Youwouldliketoshifttoanewlocation.Writealetterinviting

environmentalofficialstoadviseyouontheconstructionoftheproposedfactory.
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BESTMAIZEFLOUR

P.OBOX334,MASAKA

TEL:0759748844

Date:24thJuly,2019

OurRef:BMF/DEO/24/07/2019

YourRef:……………………………………

THEENVIRONMENTALOFFICIALS

MASAKADISTRICT

THROUGH:THEDISTRICTENVIRONMENTOFFICER

MASAKADISTRICT

DearSir,

RE:ADVICEONCONSTRUCTIONOFMAIZEMILLINGFACTORY.

Ihumblyforwardinmyrequesttoyouresteemedoffice(s)seekingadviceabout

theconstructionofthenewfactorypremisesfortheabovebusinessinKimanya.

Theessenceofthisletteristoinviteyoutoinspectthechosensiteandcomment

whetheritissuitableforsuchbusinesstypedependingontheenvironmental

standards.

Awaitingforyourpositiveresponse

Yoursfaithfully
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………………………

ODOKOJOHNSON

OPERATINGOFFICER

C.CDistrictEnvironment

C.CMunicipalClerk

C.CChairmanL.C1KimanyaB

C.CAllpartners

EncSiteplan.

Sample2

BUWOOMADELICIOUSJUICE

P.OBOX234,KYOTERA

TEL:0759748844

Date13thAugust,2019

OurRef:MCHF/AE/23/07/2019

Yourref:

To:AllEmployees

BuwoomaDeliciousJuice.

RE:INVITATIONTOANURGENTMEETING.

Youareherebyinvitedtoattendanurgentmeetingtobeinformedofthe

changesinourhumanresourcestructureandtolaygroundstorecruitthe

generalmanagerforthefactory.Themeetingistotakeplaceonthe20th
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August2019inthefactoryconferenceHallat9:00am

Keeptime.Hopingtoseeyouthen.

Yoursfaithfully,

…………………………….

LULIMIJOHN

HUMANRESOURCEMANAGER

C.CBoardofDirectors

C.CHeadsofDepartment

C.CShareholders

C.CEmployees

xxviii.Memo

xxix. Minutes

xxx. Notice

xxxi. Noticefordismissalofaworkertothegeneralpublic

xxxii. Recommendationletter.

Thisactsasbasisforemploymentofthepersonrecommended.Theperson

recommendingshouldincludepositivewordsinthebodyconcerningtheworkerswork

profile.Theemployerswillbaseonthisrecordtoconsidertheemployeeforrecruitment

ornot.

Qn:YouarethepersonnelmanagerofChakichiMetalWorks.Writearecommendation

lettertoNjalaJohnsonanengineerseekingtojoinQualitySteelRollingLimited
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CHAKICHIMETALWORKS

P.OBOX713,ARUA

TEL:0783177885

Date:23/7/2019

Ourref:CMW/QSRL/23/7/2019

Yourref:…………………………….

TheHumanResourceManager

QualitySteelRollingLimited.

P.OBOX7643,KAMPALA

DearSir,

RE:RECOMMENDATIONOFMRNJALAJOHNSONFORAPOSTOFMECHANICAL

ENGINEER

IstrugglerecommendwithoutanyreservationMrNjalaJohnsonforapostof

MechanicalEngineer.Ihaveworkedwiththisgentlemanfor15yearsandisavery

careful,hardworkingandresponsibleworker.Hischangeforworkplaceisnot

connectedtobehaviorbutitischangeofenvironmentofwork.

Anyassistancerenderedtohim ishighlyappreciated.

Yourfaithfully,

………………………..



59

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

BUGEREMARVIN

PERSONNELMANAGER

xxxiii.

xxxiv.Report.

Areportcontainsconclusionsandrecommendationsafteraninvestigation.A

reportmustbeaccurate,clear,complete,conciseandlogicallyarranged.

Example:youareengagedinmarketingofbakeryproductsasamanager.The

companyhasexperienceddecliningsales.Writeareportonthemarketresearch

youhavejustcarriedout.

Areporttothemanagingdirectorconcerningmarketresearchcarriedout
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DIDIDADADABAKERY

P.OBOX333,KAMPLA

TEL0759748844

Date:24th072019

THEMANAGINGDIRECTOR

DIDIDADADABAKERY

P.OBOX333,KAMPALA

DearSir

REPORTONTHEMARKETRESEARCHCARRIEDOUTABOUTDIDIDADADAPRODUCTS

Introduction.

Onthe20thofJuly2019,theManagingDirectorofDididadadaBakeryinstructedthemarketing

managertocarryoutmarketresearchtoestablishthecausesofdecliningsalesinDidadadada

bakery.

Procedure/methods:themarketingmanagerdistributedquestionnairestothecustomersto

thecustomersinordertoobtainmarketinformation.Themarketingmanageralsomovedto

thefieldandobservedthewayagentsandsalespersonsdealwiththesellingprocess.Healso

hadoralinterviewswiththemiddlemeninthedistributionchannelandthencustomers.

Findings.Itwasdiscoveredthatthedistributiontrucksjustusedtostopinthebigtowns

ignoringthesemiurbanandruralareas,twoofthesalespersonshadskinrashesandonewas

severelycoughingandunattractivetolookatbycustomers,the1kgloafofbreadwashighly

priced.Insomeareastheslicedbreadswouldreachwhentheyhavebrokentopowderform.



61

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

xxxv. Terminationletter

xxxvi.Warningletters

Thewordsusedinthebodyofawarninglettermustbestrongenoughtoenable

theculpritchangebehaviorforthesuccessofthebusiness.

Qn.YouhavebeenappointedthemedicalofficerinchargeofGOODHEALTH

CLINICinGulu.WritealettertoMrsOdongoPETERthecashierwhose

performanceisbelowtheminimum acceptablestandards.

xxxvii.

GOODHEALTHCLINIC

P.OBOX456,GULU

TEL:0759748844

23/01/2019

Thesalespersonswereveryunsocialwhendealingwithcustomers.

Conclusion.ThecausesofdecliningsalesinDididadadabakeryisasaresultofinadequate

productiondistribution,unattractiveandunskilledsalespersons,poorrelationshipbetween

sellersandcustomers,highproductpricesandchiceofwrongmodesofdeliverytocustomers.

Recommendations:thereisneedforusingmoredistributiontruckstoenableallthecustomers

accesstheproduct,recruitmentofsalespersonsingoodhealth,regulatingthepriceofthe

products,choiceofabettermethodofdeliveryoftheproductandincreasingcustomercareby

thesalespersons.

Preparedby,

……………………………………………………..

KIKUBEDBUG

MARKETINGMANAGER
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Ourref:GHC/OP/23/01/2019

Yourref:

ToMRSODONGOPETER

DearCashier;

RE:WARNINGLETTER

Iwritetoinform youthatthemanagementisnotsatisfiedwiththewayyouperform

yourduties.

Youarethereforewarnedtoimproveyourperformanceandcreatechangeinyour

attitudetowardsotherwiseweshallbeforcedtodoawaywithyou.

Yourssincerely,

………………………..

MATUJOAN

MEDICALSUPERITENDANT

17.DOCUMENTSUSEDINAWORKPLACE

xviii. Arrivalbook
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Thisrecordsthetimeofarrivalanddepartureforemployees.

KIKOPOULTRY

P.OBOX23,WAKISO

TEL:0784987543

ARRIVALBOOK

DATE EMPLOYE

E

NAME

EMPLOYE

E

NO.

ARRIVAL

TIME

DEPARTU

RE

TIME

SIGNATU

RE

REMARKS

SUPERVISOR’SSIGNATURE:…………………………………………

DATE:………………………………………..

xix. Assetsregister.

Thisrecordsallfixedassetsownedbythebusiness.
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KIKOPOULTRY

P.OBOX23,WAKISO

TEL:0784987543

ASSETS

REGISTER

ITEM ACQUISTIO

N

DATE

QT

Y

UNITVALUE AMOUNT

VALUE

DEPRECIATI

ONVALUE

BOOK

VALUE

Motorvehicle

Buildings

Land

furniture

7.7.2019

5.11.2018

01.01.2016

6.4.2017

2

3

30,000,000 60,000,000

13,000,000

9,000,000

23,000,000

4,000,000 56,000,00

0

13,000,00

0

9,000,000

23,000,00

0

Total XXXXX

Preparedby:…………………………………………

KALUUSUJ.K

COMPANYMANAGER

xx. Cashrecordbook.

Thisrecordscashreceiptsandcashpayments.
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KIKOPOULTRY

P.OBOX23,WAKISO

TEL:0784987543

CASHRECORDBOOK

FORTHEMONTHOF_________________20___________

Dr.

Cr.

DATE DETAILS FOLI

O

AMOUNT

(SHS)

DATE DETAILS FOLIO AMOUN

T

xxi. Chequepaymentvoucher

Thisisusedtomakepaymentsusingcheques.Example;Youareoperatingapetro

station.Designachequepaymentvouchertobeusedwhenmakingchequepayments.

UGAFUELS

P.OBOX9823,WAKISO

TEL:0784987543

CHEQUEPAYMENT

VOUCHER

ChequepaymentvoucherNo:…………………….. Date:……………………………

Payee’name:………………………….

Dr.

Cr.
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PARTICULARS AMOUNT

TOTAL

Preparedby…………………………………………………….….. DATE…………………………………………..

Checkedby…………………………………………………………. DATE…………………..

Authorizedby…………………………………………………….. Date:……………….

Receivedby………………………………………………………. Date:

xxii. Dailytimereport

Thisshowshowlongemployeeswereonjobs.

KIKOKOPOULTRY

P.OBOX23,WAKISO

TEL:0784987543

DAILYTIMEREPORT

ReportNumber:………………Date:……………………..

Natureofwork:…………………………………………..

JOBNO. TIMEON TIMEOFF TIMEWORKED

Hours Minute

s

Hours Minutes Hours Minutes

Signed……………………………………….

FOREMAN/SUPERVISER
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xxiii. Dailytimesheet

Thisisusedtomonitorworkersperformanceonagivenjobtoestablishthehours

workedandtheremuneration.

KIKOKOPOULTRY

P.OBOX23,WAKISO

TEL:0784987543

DAILYTIMESHEET

WorkersNumber:……………… Date:……………………..

Worker’sname:………………………………………….. Department:……………………

WORK

ORDER

NO.

DETAILLSOF

WORKDONE

TIME TOTAL

HOURS

RATE(UGX) AMOUNT

FROM TO ORDINARY Over

time

ordinar

y

Workman

………………….

Foreman

…………………….

Supervisor

…………………

Signed……………………………………….

GENARALMANAGER

xxiv. Debtorpaymentvoucher
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xxv. Evaluationworksheet.

Thisisusedtomonitortheprogressofthebusiness.

KEKOFURNITURE

P.OBOX237,KAMPALA

TEL:0784987543

EVALUATION

WORKSHEET

Objectivestobe

accomplished

Information

needed

sources Techniques/methods

touse

instruments

Signed……………………………………….

PROJECTMANAGER

xxvi. Identitycard

Theseareprovidedtoemployeessuchthattheycaneasilybeidentifiedasemployeesof

thebusinessoraspartofthebusiness.

KALIBURESTAURANT

P.OBOX234,MASAKA

STAFFIDENTITYCARD

Passportphoto:

Employeename:……………………………… Designation:………………………………
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Issuedate:……………………………………….. Expirydate:……………………………….

Issuingauthority:……………………….…… Holderssignature:

…………………….

Iffoundreturntotheaboveaddress

xxvii. Jobcostsheet.

Thisisusedwhencostingjobsintermsofmoney.Example;Youareoperatinga

constructionfirm whichoperatesoncontractbasis.Designajobcostsheetforusagein

theconstructiondepartment.

DETCONSTRUCTIONCOMPANY

P.OBOX23,WAKISO

TEL:0784987543

JOBCOSTSHEET

Nameoftheclient:………….………… Dateofcommencement:……………………..

Jobno:……………….. Dateofcompletion:…………….………………

Materials

Dat

e

Ref

.

no.

Qt

y

Amoun

t

(shs)

Date Dept. Hours

worked

Amount

(shs)

Date

.

dep

t

hour

s

amoun

t

Tota

l

X T

Signed……………………………………….
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COSTINGMANAGER

xxviii.Payroll

Thisisasheetincludingalltheemployeesnamesandtheirrespectivesalaries.Itis

normallypreparedcoveringaperiodof1monthforemployeessalariesofthatparticular

month.

DETCONSTRUCTIONCOMPANY

P.OBOX23,WAKISO

TEL:0784987543

EMPLOYEES

PAYROLL

,

Employe

ename

Employe

eno.

Basic

pay

Allowances Gross

pay

Deductions Netpay.

housin

g

transpor

t

taxes Advance

s
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Kabaata

Lukoko

Kokoko

01

02

03

400,000

500,000

170,000

40,000

60,000

-

30,000

40,000

-

470,000

600,000

170,000

60,000

30,000

-

-

50,000

70,000

410,000

520,000

100,000

Total 1,070,00

0

10,000 70,000 1,240,00

0

90,000 120,000 1030,000

Preparedby…………………………………….

MAGANJO

HUMANRESOURCEMANAGER

xxix. Payslip

Thisisanextractofthepayrollindicatingpaymentstoanindividualemployee.

JOHNPAULMETALWORKS

P.OBOX119,KYOTERA

TEL.

PAYSLIP

Name………………………………………………………………..period…………………………………………

Department…………………………………………………..Tittle………………………………………..

Bankcodeandname………………………………………………………………….

Basicpay……………………………………………………..Grospay……………………….

P.A.Y.E N.S.S.F Totaldeductions

Netpay

………………….. ……………………………… ……………………………… ………………….

Preparedby………………………………………..Date……………………….
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Name………………………………………………………. Position.……………………………………..

xxx. Paymentvoucher.

Thisisusedwhenpayingsalariesandallowancesofworkers.Itusedwhenmaking

paymentstoanindividual.

DETCONSTRUCTIONCOMPANY

P.OBOX23,WAKISO

TEL:0784987543

PAYMENT

VPOUCHER

PaymentvoucherNo.…………… Date.

…………………………..

NO. PARTICULARS AMOUNT(SHS)

TOTAL

Amountinwords:………………………………………………………………..

Preparedby………………………………………..……. Checkedby:……………………………………………….

Authorizedby:………………………………………… Receivedby:……………………………………………….

xxxi. Pettycashvoucher

Thisisusedwhenpayingforsmallexpenses.Itiswrittenbythepettycashierwhenever

expenditureistobemadefrom thepettycash.Example.Youareoperatingarestaurant

inyourhometown.Designapettycashvoucheryouusetopayforsmallexpenses.
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DELICIOUSFOODSRESTAURANT

P.OBOX23,WAKISO

TEL:0784987543

PETTYCASH

VOUCHER

PettycashvoucherNo.…………… Date.

…………………………..

Drto……………………………………………………………………….A/C……………………………………………….

PARTICULARS AMOUNT(SHS)

TOTAL

Amountinwords:………………………………………………………………..

Preparedby………………………………………..……. Checkedby:……………………………………………….

Authorizedby:………………………………………… Receivedby:……………………………………………….

xxxii. Roster.

Thisshowsthepersonnelin-chargeoftheactivityandthetimewithinwhichtheactivity

istobedone.

DAY NAMEOFWORKER TIME DESCRIPTIONOF

WORK

Monday

Tuesday

Wednesday

Thursday



74

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

Friday

Saturday

Sunday

xxxiii.Stockcard

Thisisusedtorecordstockreceivedandissuedoutofthestore.Itiswhereinformation

regardingthestockofitemskeptinthestorearewritten.

DETCONSTRUCTIONCOMPANY

P.OBOX23,WAKISO

TEL:0784987543

STOCKCARD

Nameofitem :………….………… Itemsno.:……………………..

Maximum stocklevel:……………….. Re-orderlevel(mm):…………….………………

Materials Issues Balance Issuedto Authorize

dby
Dat

e

Qt

y

RAT

E

Amoun

t

(shs)

Qty Rat

e

Amoun

t(shs)

Qty Amoun

t

Comments/Remarks………………………………………………

Methodsusedinissuing………………………………

Signed……………………………………….

Storesmanager.

xxxiv.Visitorsbook/receptionregister.
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Thisisabookwherevisitorsregisteronarrivaltothebusinesspremises.Itiskeptatthe

receptioni.e.theplacewherevisitorsarefirstattendedto.

KEKOFURNITURE

P.OBOX237,KAMPALA

TEL:0784987543

RECEPTION

REGISTER

DATE VISITOR’

SNAME

ADDRES

S

TE

L

NO

.

REASO

N

ARRIVA

LTIME

SIGNATURE COMMENTS/REMAR

KS

Signed……………………………………….

RECEIPTIONIST

18.DOCUMENTSUSEDINTRADE

xxix. Billofexchange.

Thisisawrittenorderaddressedbyacreditortothedebtorrequiringhim (debtor)topay

ondemandoratafuturestateddate,thestatedsum ofmoneytoanamedpersonorto

hisorder.E.g.Youareoperatingabusinessdealingindistributionandextensionof

electricityinyourcommunity.Writeabillofexchangerequestingyourcustomertopay



76

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

yourmoney.

DETELECTRICITYCOMPANY

P.OBOX23,MUBENDE

TEL:0784987543

BILLOF

EXCHANGE

Date.23/12/2019

To:Kamirorestaurant

P.OBOX123,Mityana

Twoweeksafterthisdate,payusorourorder,thesum offourhundredthousandshillingsonly

(400,000/=),valuereceivedbeingcostofelectricitytoyourrestaurantpremises.

_________________________________

.JOHNSSEGAWA

FORDETELECTRICITYCOMPANY.

xxx. Cashdepositslip

Thisisusedtodepositcashintoabank.

TWEZIMBESACCO

Nameofpersonpayingin………………………………..

Accountnumber

Date:………………………………..

Addressandtelno:……………………………………….

Amountdeposited:………………………………………………

Amountinwords………………………………………………..

……………………………………………………………………………

Shs amount

50,000

10,000

5,000

1,000

500

100

50

total
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Depositor’ssignature:…………………………………….

‘Thankyouforbankingwithus’

xxxi. Cashsaleslip

Thisservesthesamepurposeasareceiptbutitisusedduringsaleoftangiblegoods.It

doesnotacknowledgepaymentofdebts.

SAWUBAPOULTRYFARM

P.OBOX237,GULU

TEL:0789-272783

CASHSALESLIP

CahsaleslipNo.…………… Date:………………….

M/S:……………………………………………………..
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ITEM NO. QUANTIT

Y

PARTICULARS UNITCOST

(Shs)

AMOUNT

(SHS)

TOTAL 1,600,000

SIGNED:………………………………

ForSAWUBAPOULTRYFARM

xxxii. Catalogue.

Thisisalsosentinresponsetoaninquiry.Itmaygoalongwithaquotationormaybe

sentinsteadofaquotation.Itcontainsoutlineofitemssold,theirrespectivepricesand

theirappearances.Ithasspecificproductssold,pricesperitem andrealappearancein

form ofattractivepicturesdrawn.

xxxiii.Cheque.

Thisisawrittenorderfrom anaccountholdertohisbanktopayaspecifiessum of

moneytothepersonnamedonitortothebearerortohisorder.E.g.youarethenewly

appointedmanagingdirectorofKALIBUGUESTHOUSE.Writeachequeofshs.

2,000,000/=infavourofMaganjoGrainMillersasupplierofmaizegrain.

CENTENARYBANK

MASAKABRANCH Date:

P.OBOX23,MASAKA AccountPayeeonly AccountNo.128293442

TEL034567854 ChequeNo.0474

Pay____________________________________--ororderThesum ofshs.2,000,000/=

TwomillionUgandashillingsonly.

Bankcode.
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Signed.-----------------------------------------------------------

ForKALIBUGUESTHOUSE.

NOTE:Achequehatwopartsi.e.achequeleafandacounterfoil.Acounterfoilremains

inthebookasarecordofpaymentafterremovalofthechequeleaf.

CENTENARYBANK

Date:……………………………………………………………………………

Pay:…………………………………………………………………………….

ChequeNo.………………………………………………………………….

Shs.…………………………………………………………………………….

xxxiv.Chequedepositslip

Thisisusedtodepositchequesonthecurrentaccounts.E.gyouareashareholderina

collectiveinvestmentschemeestablishedinyourhometown.Drawastructureofa

chequedepositslipusedinyourscheme.

CENTENARYBANK

MASAKABRANCH

P.OBOX23,MASAKA

Branch:……………………… Date:…….…………………………

Accountname:…………………………………… Account

no.

Bank:…………………………………………….. Drawer’saccount

no.

Amountinwords:………………………………………………………..
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UGX:……………………………………………………..

Signatureofpersonpayingin………………………………………………………………………………..

Nameofpersonpayingin:………………………………………………………………………………………

xxxv. Consignmentnote.

Thissummarizesallthedetailsofgoodssentbytheseller(consignor)tothebuyer

(consignee).E.g.Youownabusinessdealinginsaleofpoultryproducts.Drafta

consignmentnatetobesenttoyourcustomer.

SAWUBAPOULTRYFARM

P.OBOX237,GULU

TEL:0789-272783

CONSIGNMENTNOTE

ConsignmentnoteNo.11 Date:20/12/2019

To:UhuruHotel

P.obox123,Kamwokya

Pleasereceivethefollowing;

ITEM NO. QUANTIT

Y

PARTICULARS UNITCOST

(Shs)

AMOUNT

(SHS)

1.

2.

3.

30

50

40

Broilers(80

weeks)

Broilers(4

months)

8,000

15,000

10,000

240,000

750,000

400,000
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4. 30trays Off-layers

eggs

7,000 210,000

TOTAL 1,600,000

Preparedby, Approvedby;………………………

Signature:………………………………… Signature:……………………………

KAKOONA(SALESMANAGER) Tittle:…………………………………..

xxxvi.Creditnote/letterofcredit.

Onreturnofitemstothesupplier,thesupplierissuesthebuyerwithacreditnoteor

letterofcredittocorrectanoverchargeontheoriginalinvoice,bydeductingthereturned

goods.

Itmaybepreparedinform ofadocumentormaysimplybealetter.

SAWUBAPOULTRYFARM

P.OBOX237,GULU

TEL:0789-272783

CREDITNOTE

CreditnoteNo.131 Date:23/12/2019

To:UhuruHotel

P.obox123,Kamwokya

Wehavecreditedyouraccountasfollows.Reason:Tocorrectanoverchargeontheinvoice

PARTICULARS AMOUNT(SHS)

Broilers(80weeks)

Broilers(4months)

Off-layers

40,000

50,000

10,000
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eggs 210,000

TOTAL 230,000

Preparedby, Approvedby;………………………

Signature:………………………………… Signature:……………………………

KAKOONA(SALESMANAGER) Tittle:…………………………………..

xxxvii.Deliverynote

Thisisadocumentsentbythesellerwiththegoodstoassistthebuyercheckonthe

goods.Itgivesthebuyerrighttoclaim goodsshouldanyofthem bedamaged.

SAWUBAPOULTRYFARM

P.OBOX237,GULU

TEL:0789-272783

DELIVERYNOTE

DeliverynoteNo.…………… Date:………………….

PurchaseorderNo.

To:UhuruHotel

p.obox123,Kamwokya

pleasereceivethefollowing;

ITEM NO. QUANTIT

Y

PARTICULARS UNITCOST

(Shs)

AMOUNT

(SHS)

1.

2.

3.

30

50

40

Broilers(80

weeks)

Broilers(4

months)

8,000

15,000

10,000

240,000

750,000

400,000
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4. 30trays Off-layers

Eggs

7,000 210,000

TOTAL 1,600,000

Thefollowinggoodsarereceivedingoodorderandconditions.

Deliveredby, Approvedby;………………………

Signature:………………………………… Signature:……………………………

Nameofcustomer:…………………….. Tittle:…………………………………..

xxxviii.Dispatchnote/Advice.

Thisissentbythesellertothebuyeronreceiptofanorderfrom thebuyer.Ifthedelivery

isnottobemadepromptly,thesellersendsanadvicenotetoacknowledgereceiptof

theorderandtoindicatewhenthedeliveryistobemadesothatthebuyercanorganize

thewarehousewheretokeeptheitems.

HALALIBISCUITSLIMITED

P.OBOX23,KASESE

TEL:0789-442783

DISPATCHNOTE

DispatchnoteNo.234 Date:24/2/2019

To:Lwalisupermarket

P.OBOX111,MUBENDE

ThefollowinggoodsasperyourorderNo.23havebeensortedreadyfordispatch.Organizethe

warehousewheretokeepthem.

ITEM NO. QUANTIT PARTICULARS UNITCOST AMOUNT(SHS)



84

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

Y (Shs)

1. 30boxes Biscuits 7,000 210,000

TOTAL 1,600,000

Preparedby, Approvedby;………………………

Signature:………………………………… Signature:……………………………

xxxix.Goodsreceivednote.

Thisacknowledgesreceiptsofgoodsbythebuyer.

SAWUBAPOULTRYFARM

P.OBOX237,GULU

TEL:0789-272783

GOODSRECEIVED

NOTE

PurchaseorderNo………………….. Date:

………………….

Dateofordering:……………………………

Receivedfrom M/S:……………………………..

SERIAL

NO.

DESCRIPTI

ONCODE

NO.

STOCKORDER

NO.

QUANTIT

Y

RATEIN

UGX

AMOUNT

(SHS)

TOTAL
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Countedby:…………………………………. Approvedby;………………………

Inspectedby:………………………………… Signature:……………………………

Deliveredby:……………..…………………….. Receivedby:……………………………

xl. Goodsreturnednote.

Thegoodsreceivedbythebuyermayhavesomedefectswhichmaytempt/forcehim to

returnthem totheseller.Whenthisisdonethesegoodsareaccompaniedbyagoods

returnednote.Itissentbythebuyertotheseller.

SAWUBAPOULTRYFARM

P.OBOX237,LUKAYA

TEL:0789-272783

GOODSRETURNED

NOTE

GoodsreturnednoteNo.784 Date:11/5/2019

To:MASAKAFARM SUPPLIERS

P.OBOXNNYENDO

Pleaseacceptthefollowinggoodsasreturned:-

ITEM NO. DETAILS REASON. QUANTITY

1.

2.

3.

Chickendrinkers

Eggtrays

Troughs

Damages

Notrequired

Wrongsize

2

4

5

TOTAL

Pleaseissueuswithacreditnote

Approvedby;………………………

Signature:…………………………… Receivedby:……………………………
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xli. Invoice.

Thisissentbythesellertothebuyertoshowtheamountdueasaresultofgoodssold

oncredit.

SAWUBAPOULTRYFARM

P.OBOX237,LUKAYA

TEL:0789-272783

INVOICE

InvoiceNo.74 Date:

11/5/2019

Yourorderno.13

M/SKAMMESERATSTRADERS

P.OBOX231,MUKONO

ITEM NO. QUANTITY DETAILS. UNIT

PRICE(SHS)

AMOUNT(SH

S)

1.

2.

30

20

Broilers

Traysofeggs

25,000

10,000

750,000

200,000

TOTAL 35,000 950,000

Termsofdelivery:FREE

Termsofpayment:Net20dayswith5%discountiffullypaidbefore5days

Issuedby:Paddy

Signed,…………………………………………………………..

Title:Salesmanager
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I/Weundertaketocomplywiththeinvoicetermsandconditionsandarefullyliableforthe

amountasstipulatedinthisinvoice.

Signedby,………………………………………………..

Tittle:PURCHASINGMANAGER

xlii. Letterofinquiry.

Thisdocumentissentbyaprospectivebuyertothesellerrequestingforinformation

aboutproductsavailable,theirprices,deliveryterms,termsosale.Itmaybemadeabout

machines,rawmaterials,packagingmaterials,merchandiseforselletc.therefore

studentsshouldprepareitaccordingtothequestion.Itmayalsobeplacedwhenthe

buyerhasnotspecifiedtheparticulars.

GUWWOMABREADS

P.OBOX237,MBALE

TEL:0789-273483

LETTEROFINQUIRY

InquiryNo.74 Date:

11/5/2019

To:Nnyangewheatflour

Mutukula.

Dearsir,

Pleasequoteusourprices,termsofpaymentanddeliverytermsforthefollowingmachines

ITEM NO. QUANTITY DETAILS.

1.

2.

300kgs

200kgs

Bakingflour

Wheatflour

TOTAL

Notethattheitemsarerequiredurgently.
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Preparedby,…………………………………….

BAGUMAJOHNSON

PURCHASINGMANAGER

xliii. Packagesheet.

Thisshowsthedetailsofthegoodsenclosedinagivenpackage(packet)suchthatthe

buyercanknowthecontentsinsideevenbeforeopeningit.

GUWWOMABREADS

P.OBOX237,MBALE

TEL:0789-273483

PACKAGESHEET

PackagesheetNo.14 Date:

11/5/2019

Purchaseorderno.36

To:WEWEMINISUPERMARKET

P.OBOX34,KASESE

Thispackagecontainsfollowing;

ITEM NO. QUANTITY DETAILS.

1.

2.

310

203

Dougnnuts

cakes
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3. 100packets hahabiscuits

TOTAL

Preparedby,……………………………………. Checkedby:…………………………..

BAGUMAJOHNSON AWUNYATIPEERIE

PURCHASINGMANAGER

xliv. Pricecurrent.Thisshowsthechangesfrom theoriginalpricessentinthepricelist.It

hasthesameappearanceasapricelist.

xlv. Pricelist.

Thisprovidesanoutlineofallgoodssoldandtheirrespectiveprices.Sometimesit

accompaniesaquotationoritmaybesentinsteadofaquotation.
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TUZIMBEGENERALHARDWARE

P.OBOX237,ARUA

TEL:0789-273483

PRICELIST

ITEM

NO.

ITEM AMOUNT(SH

S)

1.

2.

3.

4

5

6

7

8

9

10

11

12

Nails(eachkg)

Ironsheets28gauge

Ironbars@

Wheelbarrow

Paint(eachtin)

Limestone(50kgs)

Spades

Hoes

Halfbricks

Hammers

Slashers

Glasses(10mm)@metre

4,500

25,000

20,000

100,000

10,000

28,000

30,000

10,000

200

10,000

4,500

60,000

TOTAL

Preparedby,…………………………………….

BAGUMAJOHNSON-SALESMANAGER

THANKDEAROURCUSTOMERS
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xlvi. Proformainvoice.

Thisresemblesanordinaryinvoicebutitdoesnotdebit.Itdoesnotholdtheaddressee

liabletopay.Itissentwhenpaymentisexpectedbeforedeliverytoenablethebuyer

obtainnecessarypermissionfrom thecentralbankortohelpthebuyersortoutthe

customsformalitiesbeforethegoodsreachtheport.ItappliesinInternationaltrade.Itis

issuedtocustomersbyseller.

SUREELECTRICALSLIMITED

P.OBOX237,KAMPALA

TEL:0789-272783

PROFORMAINVOICE

ProformaInvoiceNo………………….. Date:

………………….
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Item NO. QUANTITY RATEINUGX AMOUNT(SHS)

TOTAL

Accountsaredueondemand.

Signature:……………………………….

For:SUREELECTRICALALIMITED

xlvii. Promissorynote

Thisisadocumentaddressedbythebuyertothesellerpromisingtopayastatedsum

ofmoneytoanamedperson(seller)orhisorderatafuturestatedperiod.

SAWUBAPOULTRYFARM

P.OBOX237,GULU

TEL:0789-272783

PROMISSORYNOTE

No:………………….. Date:24/11/2019

Onemonthafterthisdate,wepromisetopayUgachickLimited,ortheirorderasum ofthree

hundredthousandshillings(300,000/=)valuereceived.

…………………………………………………..

MAGERETIMOTY

FOR:SAWUBAPOULTRYFARM

xlviii. Purchasecontractnote.
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Thisisusedintheprocessofsellingshares.Itshowsthepriceoftheshares,brokerage,

amountofstampdutyandtransferduty,feeforregisteringthenameofthenew

shareholderpayabletothecompanyandthedetailsofthesharesbought.Itissentby

thebrokertotheclient.

e.g.Youareapromoterofanewlyincorporatedlimitedliability.Designapurchase

contractnoteforcompanyuse.

SAWUBAPOULTRYFARM

P.OBOX237,GULU

TEL:0789-272783

PURCHASECONTRACT

NOTE

USETradingslipNo

Tradedate

Settlementdate

Instructingparty

Purchasecontract

No.

YourorderNo.

YournetNo.

CustomerNo.

PURCHASEBYORDERANDONACCOUNTOF……………………………………………..SUBJECTTORULES,

REGULATIONSANDCUSTOMSOFUSE.SECURITY………………………………………………………………………..

NO.OFSHARES PRICE CONSIDERATIO

NS

Deductions

Registration

Contractstamp

Commission@ 1.9%

CMAComm.@ 0.16%

USEcomm…@ 0.16%

Netamount

Payable

inwards
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Compensation@ 0.04%

Totaldeduction@4%

………………………………………………………. …………………………………………..

Stockbroker CUSTOMER

xlix. Purchaseorder/ORDER/LOCALPURCHASEORDER.

Thisisadocumentissuedbythebuyertothesellerrequestingtobesuppliedwiththe

goods.Afterthebuyerhasreceivedaquotation,heselectsthegoodsrequiredand

placesanorderforthem.Apurchaseorderstatesthetypeofgoodsrequired,qualities,

quantitiesandpricesforeachitem orderedfor.
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UGACONSTRUCTIONSLIMITED

P.OBOX123,BOMBO

TEL:0789-273483

PURCHASE

ORDER

PurchaseorderNo.72 Date:01/01/2020

To:TUZIMBEGENERALHARDWARE

P.OBOX237,ARUA

Pleasesupplyanddelivertousthefollowingmachines.

ITEM

NO.

DESCRIPTION QUANTIT

Y

UNITPRICE(SHS) AMOUNT(SH

S)

1.

2.

3.

4

5

6

7

8

9

10

11

Nails

Ironsheets

Ironbars

Wheelbarrow

Paint

Limestone

Spades

Hoes

Halfbricks

Hammers

Slashers

10kgs

100

50

3

15tins

20kgs

4

10

200

13

20

4,500

25,000

20,000

100,000

10,000

28,000

30,000

10,000

200

10,000

4,500

45,000

2500,000

1000,000

300,000

150,000

540,000

120,000

100,000

40,000

130,000

90,000

TOTA

L

5,015,000
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Deliverydate:9/01/2019

Packaging:mixed

Deliveryplace:Factorypremises

Enclosed:ChequeNo.1928forshs.5,000,000Beingpartpaymentforthemachines.

Preparedby,…………………………………….

BAGUMBAJOHNSON-PURCHASINGOFFICER

l. Quotation.

Thisisadocumentsentbythesellertothebuyerrespondingtotheinquiry.Inthis

documenttheinformationrequestedforbythebuyerintheinquiryisprovidedbythe

sellerinform offeedbacktothebuyer.

E.g.Youownaconstructioncompany.Writeaquotationtoyourcustomerrespondingto

theinquiryyoureceived.
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UGACONSTRUCTIONSLIMITED

P.OBOX123,BOMBO

TEL:0789-273483

QUOTATION

QuotationNo.72 Date:01/01/2020

To:TUZIMBEGENERALHARDWARE

P.OBOX237,ARUA

ThankyouforyourinquiryletterNo.36dated11/5/2019.Ihavepleasureofsendingyou

thepricelistforourproductsasbelow;

ITEM

NO.

DESCRIPTION QUANTIT

Y

UNITPRICE(SHS) AMOUNT(SH

S)

1.

2.

3.

4

5

6

7

8

9

10

11

Nails

Ironsheets

Ironbars

Wheelbarrow

Paint

Limestone

Spades

Hoes

Halfbricks

Hammers

Slashers

10kgs

100

50

3

15tins

20kgs

4

10

200

13

20

4,500

25,000

20,000

100,000

10,000

28,000

30,000

10,000

200

10,000

4,500

45,000

2500,000

1000,000

300,000

150,000

540,000

120,000

100,000

40,000

130,000

90,000

TOTA

L

5,015,000
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Deliveryperiod:1weekfrom dateofreceiptofanorder

Terms:20%cashdiscountifpaymentisdonewithin1week

Modeoftransport:Ourbusinessvan

Deliveryplace:Customerpremises

Thnksforgivingusprioritytobeyoursuppliers.

Preparedby,…………………………………….

TUTUNDA JOHNSON-SALESOFFICER

li. Receipt

Thisisissuedbythesellertothebuyertoacknowledgereceiptofthemoneyfrom the

buyer.Areceiptisusedpayingforservices(intangibleitems).Itcanalsobeusedwhena

debtorclearsadebt.Otherwiseincaseofsaleoftangiblegoods,thesellerissuesa

buyeracashsaleorcashsaleslip.
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BUWOOMADELICIOUSJUICE

P.OBOX234,KYOTERA

TEL:0759748844

Receiptno………. Date:…………………

Receivedwiththanksfrom:…………………………………………………Class:…………

Stream:……….

Thesum ofshillings:……………………………………………………………………………………………….……...

Beingpaymentof:…………………………………………………………………………………………………………..

Cash/Cheque………………………………………………Balance………………………………………………

SHS. .

Sign ……………………………….

For:BUWOOMADELICIOUS

JUICE.

lii. Standingorder.

Thisisaninstructionbyabankcustomertohisbanktopayanamedpersonaspecified

amountofmoneyatregularintervalsuntilthearrangementiscancelled.E.g.Youare

operatingacarpentryworkshopwhichusesheavymachineryandthusconsumetoo

muchpower.

BANKER’SORDER

TO:CENTENARYBANK

MBALEBRANCH

RECEI

PT
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Witheffectfrom 1stJune,2019andoneveryfirstdayofeachsubsequentmonth

thereafteruntilcancelledbymeorus,pleasepayto;

UmemeElectricityDistributorsLtdforAccountofFURNITUREAFRICAworkshopP.O

BOX127,MPIGI,AccountNo.2349430242thesum ofsh.400,000/=debitingmyorour

accountwithallcharges.

KIMERAMARVIN

FORFURNITUREAFRICA.

liii. Statementofaccount.

UGACONSTRUCTIONSLIMITED

P.OBOX123,BOMBO

TEL:0789-273483

STATEMENTOFACCOUNTFORNovember

2019

StatementofAccountNo.72 Date:01/01/2020

To:TUZIMBEGENERALHARDWARE

P.OBOX237,ARUA

ITEM

NO.

DATE DESCRIPTION DEBIT

(SHS)

CREDIT(SHS)

1.

2.

3.

4

3/11/2019

5/11/2019

8/11/2019

14/11/201

9

InvoiceNo.21

InvoiceNo.99

CreditnoteNo.37

InvoiceNo.112

1,300,000

800,000

100,000

600,000

2,100,000 700,000
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2,100,000 2,100,000

TOTA

L

Amountduetoshs.

1,400,000/=

Termsofpayment5%,1month,2%afterE&OE

Preparedby,…………………………………….

TUTUNDA JOHNSON-SALESOFFICER

liv. Taxinvoice.

Thiscontainsinformationaboutwhathasbeensuppliedfrom ortoataxableperson.It

showsdetailsoftransactionrequiredtosupportaclaim orrefundofaninputtax.

e.g.Youareoperatingachemicalmanufacturingcompanyinyourhometown.Designa

taxinvoicetobeissuedtoyourcustomers.
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AFRICANCHEMICALSLIMITED

P.OBOX123,SOROTI

TEL:0789-273483

QUOTATION

VATNo.72

TINNo.B.99234844…X Date:01/01/2020

M/S………………………………….………………… TAXINVOICE

NO.

DATE

ITEM

NO.

QUANTIT

Y

DESCRIPTION UNIT

PRICE(SH

S)

AMOUNT(SH

S)

TOTA

L

E&OE SUBTOTALVAT%.............

GRANDTOTAL

Accountsaredueondemand

Preparedby,…………………………………….

TUTUNDA JOHNSON-SALESOFFICER

lv. Tendernotice/invitationforbids.

Thisisaninvitationtoawillingsupplieroftherequiredmaterials.Itisinvitingthewilling

andprospectivesupplierstobidforsupplyofspecifiedmaterials.Itisbothadocument

andaletter.

SURECUREHOSPITAL
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P.OBOXKYOTERA

Date:12/2/2020

TotheGeneralPublic.

RE:TENDERFORSUPPLYOFDRUGS

PremierHotelisamedium sizedbusinessdealinginhealthservicesincludingnursing,

operationlocatedinKyotera.

TheprocurementofficerandthemanagingDirectorofPremium Hospitalinvitesealed

bidsfrom eligiblebiddersforthesupplyofdrugstthehospital.Biddersarerequiredto

submitdocumentsintriplicatetotheprocurementunitroom No.23.JackPemperstreet.

Theprequalificationdocumentisobtainedfrom theofficeoftheprocurementofficeron

paymentofanon-refundablefeeofshs.100,000(Onehundredthousandshillingsonly).

Preparedby,…………………….

KABBATAGEORGE

PROCUREMENTOFFICER

lvi. Withdrawslip.

Thisisusedtowithdrawcashfrom thebank.

DFCUBANK

MASAKABRANCH

P.OBOX234,MASAKA

Branch:…………………………….

WITHDRAW

SLIP
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AccountNumber:

Amountinwords:………………………………………………………

Amountinshs:……………………………………………………………

Customer’ssignature:………………………………………………….

Supervisor,…………………………………………….FOR:DFCUBANK

19.FORMS

xv. Clientinformationform.

Thisisfilledbypersonapplyingforshareinacompany.Itprovidesinformationabouta

personwhowantstobecomeashareholderinacompany.

CHIEFCHEEFBAKERYCOMPANY

P.OBOX234,NTUNGAMO

TEL:0772345678

CLIENTINFORMATION

FORM

Form No……………………….

Surname………………………………………………………………..OtherName(s)……………………………………….

BusinessName(whereapplicable)………………………………………………………………………………………….

Reg.No…………………………………………IDNo…………………………………PassportNo……………………….

MaidenName(Ifapplicable)……………………………………………………………………………………………………

Maritalstatus……………………………………………………..Occupation……………………………………………….

Dateofbirth…………………………………………………..TinNo………………………………………

PhysicalAddress:BuildingNo……………………………………….Floor……………………………………………

Road/Street…………………………………P.OBox…………………………….Town………………………………….
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Tel…………………………………………………………..Fax………………………………………..

Contactperson.

Surname:…………………………………………………………OtherName(s)………………………..…………………

Relationship………………………………………………………….Tel………………………………………..

Signature………………………………………………………….Date…………………………………………………

FOROFFICIALUSEONLY.

Officerincharge…………………………………………………………………………………………..

Designation:Supervisor………………………………………………………….AccountNo…………………………..

xvi. Fieldvisitguide.

Thiscontainsquestionstobeaskedduringthefieldvisit.

CHIEFCHEEFBAKERYCOMPANY

P.OBOX234,NTUNGAMO

TEL:0772345678

FIELDVISIT

GUIDE

Nameofthebusinessvisited………………………………………………..……………………….

Locationofthebusiness.………………………………………………………………………

Briefdescriptionofthebusiness…………………………………………………………………..

Natureandtypeofthebusiness…………………………………………………………………..

Nameoftheentrepreneurvisited………………………………………………………………..

Competitorsinthearea………………………………………………………………………..

Reasonsforstartingbusiness……………………………………………….
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xvii. Fundsrequisitionform.

Thisisfilledtorequestforfundsfrom theoffice/cashoffice.

ELITEPRIMARYSCHOOL

P.OBOX234,KOTIDO

TEL:0772345678

FUNDSREQUISTION

FORM

Section……………………………………. Date…………………………………..

Fundsarerequiredtocoverthefollowingexpenditure

ITEM Detailsofexpenditure Amountrequired Amountapproved

Amountinwords………………………………………………………………………………………………………..

Personrequisitioningfunds………………………………………………..Signature…………………………..

Approvedtotal………………………………………………………………………………………………………..

Paymentauthorizedby………………………………………………………..

Title:…………………………………………………………………………………………………

xviii. Interviewguide.

Thiscontainsquestionstobeaskedduringinterviewsessions.
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ERIASMOTORGARAGE

P.OBOX234,KAKUUTO

TEL:077234111

INTERVIEW

GUIDE

1.Whatisyourname?

2.Whydidyouchoosetoapplyforthispost?

3.Haveyoueverservedasacashier?

4.Ifyeswhydidyouopttoleavethejob?

5.Givefivedutiesofacashierinabusiness?

xix. Jobapplicationform.

Thisisfilledbytheapplicantapplyingforajobinagivenenterprise.

HHAAHAATYRES

P.OBOX23,SSEMBABULE

TEL:077234111

JOBAPPLICATIONFORM

Fillthisform intriplicateandsenditdirecttothehumanresourcemanager.

1.Post/appointmentappliedfor:…………………………………………………………………………………………..

2.Father/guardian’sname………………………………………….Nationality…………………………………….

3.Schools/Colleges/Universitiesattended

4.Whenwouldyoubeavailableforappointmentifselected……………………………………………….

5.Haveyoueverbeenconvictedofacriminaloffence?Ifsogivedetailsincludingthe

sentenceimposed…………………………………………………………………………………………………..
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6.Iherebydeclaretothebestofmyknowledgethattheparticipantsgiveninthis

applicationaretrueandcompleteinallaspects.

Date:………………………………………………………….Signed:………………………………………..

Names:…………………………………………………………………………

Referees

(i) ……………………………………………..

(ii) …………………………………………………………………………………………………………………..

OFFICIALSTAMP

…………………………………………………………………

DIRECTOR

xx. Loanapplicationform.

Thisisfilledbytheborrowerwhenapplyingforaloanfrom afinancialinstitutiontoact

asaloanagreementbetweenthefinancialinstitutionandtheborrower.

HHAAHAATYRES

P.OBOX23,SSEMBABULE

TEL:077234111

LOANAPPLICATIONFORM

Part1:Personaldetails.

Surname……………………………………………………OtherName……………………………….Firstname………………..

Sex:F M Maritalstatus:………………..EmployeeIDNo……………..

Residentialaddress.(Attachdocumenttoconfirm residence)

PlotNo…………………………………..Street………………………………..Village…………………..County………….

District…………………………..Email:……………………………………………………..Country:……………………….
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Telephone:…………………………………………………..Mobile:……………………………………

Part2:Bankingdetails.

Bank:……………………………………….Branch:…………………………………….Accountno……………………………..

Doyouhaveanotherloanwithotherbank/employer:………………………

Ifsoprovidethefollowingdetails.

Bank/Institution Creditbalance Monthlyinstallment PayA/CNo.

Part3.Employmentdetails.

Employmenttype.FORMAL INFORMAL SELF PAID

NONE

Primaryoccupation:……………………………………………………………………………………………………..

Termsofemployment:……………………………………………………………………………………………………………..

Employername:…………………………………………………………………….Salarydate:…………………………….

Netincomepermonth……………………………………………………………..

EMPLOYERDETAILS

PlotNo……………………………………….Village/Town……………………………Contact:…………………………

County………………………………………..District………………………………………Country………………………………

Departmentlengthofemployment(months/years)…………………………………………………………..

Part4.Loanrequestdetails

Amountrequestedfor…………………………………….Tenor…………………………..
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Part6.Declarationandacceptance

Iherebycertifythatalltheparticularsgivenbymearetrueandcomplete.Iunderstandthat

uponapprovalofmyloanapplicationIshallbenotifiedoftheinsurancepremium and

arrangementfeedeductedandmyaccountwillbecreditedwiththedifference.Ialsoaccept

allthetermsandconditionsandagreetobeboundbythem shouldmyloanbeapproved.

Applicant’sname:……………………………………..Signature:……………………………………..Date:……………………

Part7.Employersconsentandrecommendations(Affixemployer’sstamp)

(a)Weconfirm thedetailsasabove.Weconfirm thatwewillnotacceptanyinstruction

todiscontinuesalarywithoutbanksnotice.

(b)Weconfirm thatweshalladvisethebankimmediatelytheemployeesservicesare

terminatedandprovidenecessaryassistancetocollecttheoutstandingloan.

(c)Werecommendtheloanproposalforapproval.

Name:………………………………………………..Signature:………………………………………..Date:…………………..

FOROFFICIALUSEONLY.

Loansofficer:Name……….....................................Signature………………………..Date………………..

Generalmanager:Name:……………………………………………..Signature:…………………..Date:………………….

xxi. Marketassessmentguide.
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Thisisfollowedwhencarryingoutmarketassessment.

MAGEZITAILORINGPROJECT

P.OBOX23,NAMASUBA

MARKETASSESSMENTGUIDE

1.Assessmentofcustomer’sidentity.

(i) Whoarethecustomers?Aretheymaleorfemale?

(ii) Whatagebracketsarethey?

(iii) Whatkindofoccupationdotheyhave?

(iv) Howmuchincomewouldtheybehavingonamonthlyoryearlylive?

(v) Otherthanindividuals,aretheircompanies,businessesorinstitutionsthatwill

buytheproductstobeprovided?

(vi) Wherearetheylocated?

(vii) Whatquantityandhowoftenwilltheybuy?

(viii) Howlargeorsmallarethesecompanies?

(ix) Whois̀inchargeofbuyingtheproducts.

(x) Whataretheirinterestsandhobbies?

2.Assessmentofcustomer’swants.

(i) Whatparticularservicesorproductsareyourtargetcustomerslookingfor?

(ii) Whatspecialfeaturesaretheylookingforintheproductintermsofsize?

(iii) Whatspecialservicesaretheylookingfor;isitlongerbusinesshours,free

deliveryorguarantee?

(iv) Howoftendotheybuytheproducts?

(v) Howlargeorsmallarethesecompanies?

3.Assessmentofthecompetitionlevel.
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(i) Aretheremanyoffewbusinessesthataremakingthesamegoodsoroffering

thesameservices.

(ii) Aretheyabletosellorserviceallthepotentialcustomers?

(iii) Howmuchsalesvolumedotheyhave?

(iv) Whatattractscustomerstobuythem?

(v) Whatstrengthsdothesecompetitorshave?

(vi) Arethereanyproductssimilartotheonesyouwenttoproducethatarebeing

imported?Ifyeswhatisthecost?Howisthemarketrespondingtoit?

(vii) Arethereproductsbeingsoldinthemarketthatconserveasubstitutetothe

productthatyouintendtosell?

Signedby:……………………..

MAGUMBABORNS

Tittle:MARKETINGMANAGER

xxii. Marketsurveyguide.

Thiscontainsquestionsaboutthemarketsurveytobeconductedaboutbusiness

products.Questionsarebasedonthemarketingmix(P’s).

MAGEZITAILORINGPROJECT

P.OBOX23,NAMASUBA

MARKETSURVEY

GUIDE

Thepurposeofthissurveyistofindouttheneedsofthecustomers,activitiesofcompetitors

andthemarketgaptobefilled.

Nameofcustomer………………………………………………..Sex…………………………………………

Age……………………………………………….Maritalstatus…………………………………

Location……………………………………………………...
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Incomesegment:Poor Middle Rich

1.Whatproductsaremostpreferredandwhy?

2.Whatuniquefeaturesshouldtheproducthave?

3.Whoaremycompetitors?

4.Whatarethestrengthsandweaknessofthecompetitors?

5.Whatpricesarechargedinthemarket?

6.Whatpricesareaffordedbycustomers?

7.WhatpriceswillIcharge?

8.Whatotheropportunitiesareofferedbythemarket?

9.Whatpromotionalstrategieswillbeeffective?

10.Whatnewchangesareexpectedtobemadeontheproductinthenearfuture?

11.Howwillanychangeinattitudeorfashionbythecustomersaffectthesalesofyour

product?

12.Howdidcustomersgettoknowabouttheproducts?

13.Howbestwouldthecustomerswishtobeinformed?

14.Howdocustomerscompareourproductswithcompetitor’sproducts?

15.Generalcomments/remarksaboutthebusiness.

xxiii. Medicalform

Thisisusedtopatientsinhospitalstohaverecordoftheirmedication.
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GOODCAREHOSPITAL

P.OBOX231,MBALE

MEDICALFORM

Form No:…………..Date:……………………………….

Nameofpatient:………………………………………………..Sex………………Age:…………………………

Age……………………………………………….Maritalstatus……………………… Residence:……………..…………

Numberofvisits……………………… Temperature:………………………Pressure…………..Weight……………..

Date Clinicalnotes/

diagnosis

treatment Doctorsdetails

(detailsofsickness) (doctors

prescription)

1.Bringthismedicalform ateveryvisit

Signed………………………………………..

DOCTOR

xxiv. Performanceappraisalform

Thisisusedtojudgewhetheremployeeshaveperformedtotheirexpectedjob

standards.

WORKENGENEERINGSOLUTIONS

P.OBOX125,LUKAAYA

TEL:+256772384576

STAFFPERFORMANCEAPPRAISALFORM

Periodofassessment:From……………………………………………….To……………………………………………

SectionA:Personalinformation(Tobefilledinbytheappraise)



115

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

Nameofappraise…………………………………………………….Dateofbirth……………………………………….

Jobtitle/rank…………………………………………Salaryscale………………………………………………………

Dateofpresentappointment……………………………..Termsofemployment………………………..…

Nameofappraiser……………………………………Jobtitle/rank…………………………………………….

Salaryscale…………………………………….Department……………………..Division…………………………….

SectionB:Assessmentofthelevelofachievement.

Keyoutputs Performance

indicators

Performance

targets

Performance

level

Commentson

performance

SectionC:Assessmentofcorecompetencies.

Themaximum pointspercompetenceare5where5isforexcellent,4verygood,3good,

2fair,1poorandN/Anotapplicable.

COMPETENCE ASSESSMENT

Performancelevelattained

(pleasetick)

COMMENT

5 4 3 2 1 N/

A

Professionalknowledgeand

skills

Planningandorganizing

leadership

Creativityandinnovation

Customercare

Anyothercompetence

SectionD:Actionplantoimproveperformance
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Performancegap Agreedaction Timeframe

SectionE:Comments,Recommendations(ifany)andsignatures

Commentsoftheappraise………………………………………………………………………………………

Signature………………………………………………………..Date…………………………………………………

Commentsoftheappraiser……………………………………………………………………

Signature………………………………………… Date……………………………..

Commentsoftheresponsibleofficer.

Name…………………………………………………………

Jobtittle…………………………………………………….Date……………………………………………………

xxv. Questionnaire.

Thisinvolvescarefullydesignedquestionswhichareprintedonpaperandthensentto

possiblerespondentstogiveanswers.

SKINMASTERJERRY

P.OBOX231,KABOJJA

TEL:0759746588

QUESTIONNAIRE/CUSTOMER’OPINION

FORM

Greetingsfrom skinmasterjerryanenterprisedealinginmanufactureanddistributionofskin

jelly.Youarerequestedtofillforusthisquestionnairetohelpusinourmarketresearch

programme.

1.Name……………………………………………………… Sex:…………………………..

2.Locationandaddress………………………………………………………………………………….
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3.Howoftendoyoubuythisjelly?...............................................................................

4.Isthequalitygood? YES NO

5.Howdidyoucometoknowaboutit? Adverts Friends

6.Isitspackaginggood/favorable? Yes No

7.Doesitcontrolskinrashes? Yes No

8.Commentonthepricesof100g, 200g,500g and1kg tinsofjelly…………………………….

9.Howshouldweimproveourproductsandservices?…………………………………………………………

……………………………………………………………………………………………………………………………….

xxvi. Stockrequisitionform

Thisisfilledtorequestforrequiredstockfrom thestore.

MAGEZITAILORINGPROJECT

P.OBOX23,NAMASUBA

STOCKREQUISTION FORM

No:………..

Department:…………………………….. Date:………………….

Descriptionofmaterials Quantity rate Value

Authorizedby,………………………………………. Suppliedfrom BinNo;……

Signature:………………………………… Enteredinthebincardby::………

Signedby:……………………..

Tittle:…………………………………..

xxvii. SWOTanalysisguide.
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Thisisusedtoanalysethestrengths,weaknesses,opportunitiesandthreatsofagiven

business.

MAGEZITAILORINGPROJECT

P.OBOX23,NAMASUBA

SWOTANALYSIS

GUIDE

Magezitailoringprojecthasthefollowing;

1.Strengths.

(i) Highqualityproducts

(ii) Lowerbutprofitableprices

(iii) Abilityoftheproducttomeetcustomer’stastes

(iv) Effectivenessofservingcustomers

(v) Abilitytoattractcustomers

(vi) Goodlocationofthebusiness

(vii) Goodandtrainedmarketingstaff

(viii) Highandeffectiveentrepreneurialspirit.

2.Weaknesses.

(i) Marketingskillsareineffective

(ii) Narrowproductline

(iii) Inabilitytofinancemarketchanges

(iv) Notusedtocustomersbeinginanewmarket

(v) Pooratcalculationthuslossestendtoarise.

3.Opportunities.

(i) Changesintastesandfashionsofcustomersareinfavouroftheproducts

(ii) Fastermarketgrowth

(iii) Highfemalepopulationwithinanarea
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(iv) Taxesarelow

4.Threats.

(i) Growingbargainingpowerofcustomers

(ii) Newbusinessesarebeingstarted

(iii) Highlevelofcompetition

(iv) Shiftsintradepolicies

(v) Raisingsalesofsubstitutegoods

Magezitailoringhasmorestrengthsandopportunitiescomparedtocompetitors.Thusitis

moreadvantagestooperateandthereforehascompetitiveadvantageovercompetitors.

xxviii.Workorderform

Thisispreparedsoastokeepaccuraterecordofacustomers’orderandallocate

theworktotheemployees.

MAGEZITAILORINGPROJECT

P.OBOX23,NAMASUBA

WORKORDERFORM

Workorderform No:……….. Date:………………….

Name

and

address

ofthe

custome

r

Work

orde

rNo.

Work

descriptio

n(Nature

of

service)

Vehicle

descriptio

n(Reg.

nomodel)

Employee

responsibilitie

s

Startin

gdate

and

time

Endin

gdate

and

time

Tota

ljob

cost

remark

s

Submittedby, Approvedby;………………………
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Signature:………………………………… Signature:……………………………

Nameofcustomer:…………………….. Title:…………………………………..

20.ILLUSTARATIONS

i. Humanresourcemanagement

 Jobadvertisement.

Theavailabilityofajobcanbepublishedthroughvariousmedialikenewspapers,radios,

posters,televisionsetctomakethepublicaware.Ithasbeeninoperationfor8years.It

isintheprocessofexpandingitshumanresourcestructureandthusneedtorecruita

dynamicablebodiedpersontoboastitssales.

PREMIUM BAKERYLIMITED

P.OBOX876,GULU

0756345632

JOBADVERTISEMENT

Premium bakeryisamedium manufacturingbusinesslocatedinGuludealinginmanufactureof

breads,cakes,daddies,doughnutsetc.ithasbeeninoperationfor8years.Itisintheprocess

ofexpandingitshumanresourcesstructureandthusneedtorecruitadynamicablebodied

persontoboastitssales.

Jobtitle:Salesmanager
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Jobdutiesandresponsibilities.

- Identifysuitablepromotionstrategies

- Recruitsalespersons

- Ensureproperdistributionofproducts

- Selectappropriatewaysofincreasingsales.

- Reportto:Themanagingdirector.

Qualification:UniversityDegreeinmarketingfrom arecognizedinstitution.

Age:20-30years

Experience:Atleastfour(4)yearsoffieldexperienceworkingasamarketingpersonnel.

Dutystation.Gulutown

Remuneration:Negotiableandattractivebutdependsonsalesresults.

Othercompetences

- Prefereblymale

- Shouldbesingle

- Shouldhaveknowledgeaboutdifferentlanguages.

SuccessfulapplicantsshallbecontactedonPhoneNo.0783177885

Submissionofapplicants:QualifiedandinterestedUgandansshouldsubmitintheirhand

writtenapplicationsinduplicatewithcertifiedcopiesofacademicdocuments,curriculum vitae,

addressesofanytworefereesto;

ThehumanResourceManager

Premium BakeryLimited

Tel:0783177885

 Jobdescription/Jobanalysis.

Thisisawrittensummaryofwhataworkerissupposedtodoonaspecificjob.Itshows
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thejobholdersresponsibilities,specifictasksandreportingrelationships.

BESTLIQUIDSOAP

P.OBOX44,KABOJJA

TEL:0786453272

JOBDESCRIPTIONFORACASHIER

Jobtitle:Cashier

Jobdutiesandresponsibilities

- Preparingbooksofaccounts

- Controllingcashflowsinthebusiness

- Prepareworker’spayroll

Natureofsupervision:ReportstotheGeneralManager

Equipmentstobeused:Computers,officephone,staplingmachineetc

Workingconditions:Workersaretobegivenbreakfast,lunch,eveningte,transportand

medicalallowances.

Relationshipwithotherjobs:Toensurethatalldepartmentsarewellfacilitatedinterms

offunding.

Preparedby…………………………………….

MABEEREJACKSON

HUMANRESOURCEMANAGER

 Jobspecification.

Thisisadetailedstatementoftheminimum acceptablehumanqualitiesrequiredfor

successfulperformanceofajob.

TUGUNYWABAR
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P.OBOX236,MAKINDYE

TEL:075345876

JOBSPECIFICATIONFORABARATTENDANT

Physicalrequirements:Goodhealth

Qualifications:Shouldpossesadiplomainlesisureandhospitalityfrom arecognized

institution

Workingexptience:4yearsworkinginabar

Remuneration:Negotiablebutattractive

Othercompetencies

- Preferablyfemale

- Between20-29years

- Resinginmakindye

- Shouldbesingle

- Shouldbecomputerliterate

Preparedby,……………………………………………….

SSEGAMWENGEOLGA

 Curriculum vitae.

Thisshowsthebriefbackgroundofapersonapplyingforajob.Itincludeseducation

profileandworkingexperience.

CURRICULUM VITAE.

Personaldata:

NAME: WARENhohn

ADDRESS: SSANJE–STMARY’SSECONDARYSCHOOL

DATEOFBIRTH: 5thNovember1995
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RELIGION: Christian

TELEPHONE: 0759748844/ 0783177885

Email: warenwaren2@gmail.com

VILAGE/PARISH: KASOGAKAKUUTO

HOMEDISTRICT: KYOTERA

NATIONALITY: UGANDAN

Educationandqualifications:

2017- BachelorofSciencewithEducationwithMathematicsAnd

Economics.(DEGREE)

KampalaUniversity.Expected2020.

2015-2016 UgandaAdvancedCertificateofEducation(PEM/ICT)

STMARY’SSECONDARYSCHOOL-SSANJE.

2011-2014 UgandaCertificateofEducation,

SacredHeartKitereddeSecondarySchool-Kyotera.

20AGGREGATES. DIVISIONONE.

2007-2010 PrimaryLeavingExaminations

StSimonNazarethPrimarySchool–Kyebe.

8AGGREGATES DIVISIONONE

2005-2006 PrimaryThree&PrimaryTwo:-MaryHillPreparatorySchool

Kakuuto

2004 PrimaryOne:-KakuutoAdvancedPrimarySchool

2002-2003 NurserySchool:-NkoniNurseryandPrimarySchoolKakuuto.

WORKANDRESPONSIBILITIES
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YEAR RESPONSIBILITIES

2020- 

2017-2019  TeachingCommerceandEntrepreneurshipinsecondaryschool.

 StartedBusinessClubStMary’sSecondarySsanjeandbecame

itsPatron.

 ElectedastheInserviceM.P,KampalaUniversity.

 ProducedaWednesdayweeklyprogram ofdevelopment

“OlugendoLwenkulakulana”onradioSEMA-acommunityradio

basedinSsanje.

 S.2Classteacher.

2015-

2016:

 TheSpeakerStudents’Parliament(Council)

 Thechiefmobiliser-Patriotism activities.StMary’sssanje.

 LeaderYouthsDesk-PartnershipInDevelopment(PID),

Makindye.

2011-2014:

 Becameinchargeofthemetrologyoffice,KitereddeStatistics

Centre,

 RenewedandCoordinatedWriters’Club.

 ExhibitedlocalsoapmakingprocessandWontheUganda

ScienceEducationProgram (USEP)-Contest.

 BecametheEducationministerandlaterVicePresidentof

KitereddeSecondaryschool.

2006-2010  HeadPrefectStSimonNazareth

 Debateprefect

 Classcaptain
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SKILLS

Teaching,Computerliterate,Driving,Publicspeaking,Goodcommunication,

CreativeandInnovative,risktaking,negotiation,businessplanning,copingwithchange,

REFEREES:

1.MR.KALALICHRISTOPHER

0752641416

DEPUTYHEADTEACHER

KITEREDDESEC.SCHOOL-KYOTERA.

------------------------------------------

2.MR.SSEMBATYAFRANCIS

+256704419346/+256772913998

LECTURER

KISUBIBROTHERSUNIVERSITY.

-------------------------------------------

--------------------------------------------

3.HON.KALEMBACHRISTOPHER

0772518671

MEMBEROFPARLIAMENT(2016-todate)

KAKUUTOCONSTITUENCY-KYOTERADISTRICT.
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DECLARATION

IWarenceHohndoherebycertifythattheinformationgivenaboveistrueandcomplete

tothebestofmyknowledgewithonmaterialfactsbeingmisrepresentedorsuppressed.

Signed:

This_________________________Dayof

 Employeepersonalrecordcard.

Thisrecordsinformationconcerningworkersemployedinanenterprise.

KYOTERAPREPARATORYSCHOOL

P.OBOX234,MUTUKULA

TEL:0784665544

PERSONALRECORD

CARD

Nameofemployee……………………………………………………….Address………………………………………….

Qualificationandtraining………………………………………………………………………………………………………..

Dateofbirth……………………………………………………………………………………………………………………………

Futuretransfer,promotionorDismissal…………………………………………………………………………………

Ref.No NSSFNO Dateof

employment

Salary

MedicalHistory…………………………………………………………………………………………………..

Termsofemployment…………………………………………………………………………………………………..
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21.MARKETING

Areascoveredundermarketingincludeadverts

Alladvertisementslookalikebutchangeappearancedependingonthematerialusedto

maketheadvert.

Featuresofanadvert.

 Nameandaddressofthebusiness

 Locationofthebusiness

 Lineofbusinessi.e.whatthebusinessdealsin.

 Frame

 Attractive/appealingwords

 Logo

 Illustrations.

N.BAlladvertsarefilledini.e.Designingisnotapplicable.

xvii. Advertforgoods.

TESCOBAKERY

P.OBOX178,KASESE

TEL:0758746382

Dealersinmanufactureofbreads,cakes,daddiesanddoughnuts.

Wemanufacturebreadsof2kgs,1kg,½kgandsmallbansofshs200each,cakesofshs

500@,300@ andshs.200@,doughnutsofsh.500@ and200@ anddaddiesofshs.

1000@ packet.

LocatedalongKakumiroroadbehindaKaseseReferalhosipital.

Tryusforqualityproducts.
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xviii. Advertforsaleofassets/assetsdisposal.

TWEKULAKULANYEBANKSERVICES

P.OBOX14,FORTPOTAL

0785738291

SALEBYAUCTION

UnderregistrationofpropertyAct,CAP232

Followingtheinstructionfrom ourclientKatumbweEdwardweherebyadvertisesaleof

hissecurityaPICKUPatshs7,000,000/=worthvaluedefaultedfrom Twekulakulanye

BankServices.

Conditionsofsale.

Dateofsale:14daysfrom dateofadvertising

Timeofsale:11:00am atthebankpremises

Termsofsale:cash/bankdraftsubjecttoreserveprice.

Placeofsale:Atthepremisesofourbank

Viewing:Arrangewithusatouroffices.

Signed:……………………………………………….

KAGONGOHEHE

GeneralManager

xix. Advertforservices

CUREBESTCLINIC

P.OBOX 124,LYANTONDE

078922233374
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Dealersinallmedicalfacilitiesincludingdentalservices,AntenatalandPostnatalcare,

familyplanning,laboratoryservices,X-raysandgeneraltreatment,counselingservices

inallhealthfields.

LocatedalongLyantonderoad.

xx. Banners.

Thisisprintedonpieceofclothnormallyhangedonbuildings,treesandelectricpoles.It

iscarryingthesameinformationasotheradvertisingmedia.

xxi. Billboards.

xxii. Thisisanadvertplacedonbigpostandplantedalongbustroadsandincitiesbasically

tocapturemassmarket.

EMOELECTRICALSERVICES

Dealersinsaleandrepairofelectricalappearances.

LocatedatPlot23,WaggwaroadoppositeCentenarybankinAlur,town.

“Bestservicesever”

xxiii. Brochure.
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KAMUKAMUTRADERS

P.OBOX7884,KATIKAMU

TEL:0772345678

Mission:

Toimprovehomesthrough

providingbetterhousehold

items.

Vision:

Aleadingproviderofhouse

items.

Products:

Televisions,Woofers,Sofa

sets,Chairs,Sideboard.

Uniqueness:

Weofferatcheapestprice,

providedeliveryand

consultationservices.

Location:

WearelocatedinKatikamu

townoppositeCentenary

Bank.

Tohighway From

Kampala

Tryusforqualityhousehold

items.

Formoreinformation:Call

0772345678

Forpromptservices

xxiv. Businesscard.

Thisisalsousedtopromotebusinessproducts.Itcontainsthenamesoftheperson

owningthecardanddesignation/title.

COOLTHETHIRSTYWATERS

Dealersinpackaginganddistributionofhighquality,clean,safeandpurifieddrinking

water.

KIYENJECOCK

GENERALMANAGER
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LocatedinKyengeratown

TEL:07564729110

xxv. Contractinformationboard

xxvi. Flier

xxvii. Label.

Thisisplacedonthepackagingmaterialsofproductsthatarepackaged.Itincludes

nameofproductandnameofbusiness,address,ingredientsused,manufacturingand

expirydate,batchnumberandguidelinesregardingproductusage.Sometimesthis

informationisprintedonthepackagingmaterialoralabelisafixed.

WOONAFEVERSYRUP

Preparedfrom localherbsbyHerbalCentreManufacturers.

LocatedatKakuuto

Shakewellbeforeuse.

Adults2X4teaspoonfuldaily.

Infants½X4teaspoonfuldaily

Keepinacoolanddarkplaceawayfrom children.

BatchNo.234812HZMFD2.4.2019EXP.2.4.2021

xxviii.Logo.

A.D.F.S
AFRICANDEVELOPMENTFARMS–P.OBOX347,KABALAGALA

Forpoultryandlivestockproducts.
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xxix. Menu.

Thisisfoundinrestaurantsandhotelsindicatingthefooditemsanddrinksofferedand

theirrespectiveprices.

SUPREMEHOTELS.

P.OBOX234,KIBOGA

TEL:07843621280

‘Forbestdishes’

MENUCARD

1.Dishes

Passionjuice 1,000

Soda 1,000

Mineralwater1000

Bushera600

Milktea1,000

Blacktea 500

2.2.Snacks

Chipsandliver6000

Chipsandchicken 10,000

Chapats 500

Kikomando 1000

Sausage2,000

3.Drinks.

Luwombospecial
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Gravy 4500

Beef 8000

Fish 4000

Gnutsandmushrooms4,0000

ServedwithMatooke,rice,posho,Kalo,Cassava,Pumpkins,Tomatoes,Yams,Irish,

Macronsetc

xxx. Newspaperadvert.

xxxi. Posters.

xxxii. Prospectus.

Thisisusedtoadvertisecompanyshares.Itisaimedatinvitingshareholderstobuy

sharesfrom thecompany.
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XIXIICOMPUETRDISTRIBUTERSLIMITED.

P.OBOX343,KARAMOJA

TEL:077234561

PROSPECTUS

Date:23/12/2020

XixiiComputerdistributorslimitedinvitesthePublictosubscribetosharestotalingto

10,000eachatavalueof1000shillings.

Historyofthecompany.Thecompanyhasbeeninoperationfor2yearsandithas

10,000sharesofwhich6000willbeordinaryandthebalancepreferenceshares.

Futureplansofthecompany.Itintendstohave6000ordinarysharesandhopesto

providethem otherproductslikebondsanddebentures.

Productsdealtin.itdealsinordinaryandpreferencesharesandbonds.

Risksfacedinitsoperations.Limitedcapitalforexpansion

Purposeofadditionalcapital.Tomeettheminimum requestedcapitalofshs.

10,000,000

Dividendssharedinthepast.Nodividendssharedinthepastsinceithasjustbeen

incorporatedintoacompany.

Signed……………………………………

KIBAATAXVISIXI

xxxiii.Radioannouncement

xi. Signpost.

Thisshowsdirectionofthebusinesspremisesaslongasadvertisingthebusiness

products.

EMOELECTRICALSERVICES

Dealersinsaleandrepairofelectricalappearances.
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LocatedatPlot23,WaggwaroadoppositeCentenarybankinAlur,town.

“Bestservicesever” 75metres

xii. Marketingflowchart.

Thisillustratestheflowoftheentrepreneur’sproductstothefinalconsumers.
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XIXIICOMPUETRDISTRIBUTERSLIMITED.

P.OBOX343,KARAMOJA

TEL:077234561

MARKETINGFLOW

CHART

22.POLICYDOCUMENTWRITING

Thisisanessaypart.Thisparthelpstheentrepreneurtodeveloprules/laws/guidelines

tobefollowedbyemployeesandmanagementthususedtoensureeffectiveoperation

ofbusinessactivities.

 Wordslike‘I’,we,you,he,she,should,may,can,might,tobe,would,mustetc.

MUSTNOTBEUSED.i.e.Nopersonalizing.

 Mustifused,isfollowedbyaconditionforexampleifonly,when,unless,incase.

LikeSparepartsmustbeimportedfrom America,unlessIndiahasnoadequate

spareparts.

 Theheadingmustincludethenameofthebusinessandaddressandstatement

oftheguidelines.

 Inmostcases,policyguidelinesareextractedfrom theorypartwithheadings

suchasways,measures,techniques,strategiesetc

E.G.

xxxvi.Guidelinesforhandlingdifficultcustomers.

XIXIICOMPUTERDISTRIBUTERS

WHOLESALE

RETAIL

RETAILERS

CONSUMERS
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WELCOMERESTAURANT

P.OBOX23,NAMASUBA

GUIDELINESFORHANDLINGDIFFICULTCUSTOMERSTOFOLLOWEDBY

EMPLOYEESOFWELCOMERESTAURANT

1.Employeesshallacknowledgeandevaluatecustomer’sobjections.

2.Employeesshalllistencarefullytothewordsbeingusedandfeelingsbeing
expressedbydifficultcustomers.

3.Employeesshallletthecustomerstoopenupsothatyoucanunderstandthe
basisfortheirbeingdifficult.

4.Employeesshallbuytimetolookatthecustomers’issuelaterifthecustomer
raisessomeimportantpoints.

5.Employeesshallholdyourargumentuntilthecustomerisreadyforthem when
tryingtoconvincethecustomerfrom yourpointofview.

6.Employees shallcompensate customers by price reductions orrefund /
replacementofgoodsincasethepreviouspurchaseshadaproblem.

7.Employeesshallapologizetodifficultcustomersincasethecustomersbeing
difficultisunderstood.

8.Employeesshallattendtodifficultcustomer’sissuesimmediately.

Submittedby, Approvedby;………………………

Signature:………………………………… Signature:……………………………

KAMWAMOUTH. Tittle:…………………………………..

xxxvii.Guidelinesfordevelopingcreativeabilityofthestaff

 Employeesshallthinkingbeyondtheinvisibleframeworksthatsurrounds
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problems/situations

 Employees shallrecognize when assumptions are being made and
challenge them,which shallcreate new dimensions ordirections of
thinkingandsolutionstoproblems.

 Employeesshallidentifynarrow mindedthinkingandwidenthefieldof
visionbydrawingontheexperienceofotherbusinessesandindividuals.

 Employees shallbeing ready to use unpredictable events to their
advantage.

 Employeesshalladaptideasfrom morethanonesourceforexample,
newspapers,personalcontactsetc

 Employeesshalltransfertechnologyfrom onefield to anotherasan
innovativesolutiontoaproblem.

 Employeesshallnotedownideasthatsuddenlydropintothemindbefore
theyareforgotten.

 Employeesshallsuspendjudgmenttoencouragethecreativeprocessand
avoidprematurecriticism.

 Employeesshallknow whentoleaveaproblem (remainingawarebut
detached)untilsolutionsemergei.ebeingpatientforsolutionstoemerge.

 Employeesshalltrywhenappropriatetomakestrangethingsfamiliarand
thefamiliarthingsstrangetosparknewideas.

 Employeesshallusetheiranalogy(toimproveimaginativethinking)tofind
modelsandsolutionsinnature,inexistingproductsandservicesandin
otherorganizationsthatarenotalwaysreinvestingthewheel,thatisto
say,copyingfrom otherorganizationwhattheyhaveinverted.Inthefine
artsindustryforexamplemanydesignsarecopiedfrom naturelikefrom
butterfliesandothercreatures.

 Employees shallmake connection with points thatare apparently
irrelevant,outsideone’ssphereofexpertiseandlackinginauthority.

 Employees shalltolerate ambiguity (Doubtfulness oruncertainty as
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regardsinterpretation)andoccasionallylivingwithdoubtanduncertainty.
Thingsthatdon’tseem clearmakeonetobecuriousleadingtocreative
thinking.

 Employeesshallusetheirunconsciousmindforexamplebysleepingona
problem togeneratecreativesolutions.

 Employeesshallexplorethroughprocessesandthekeyelementsofthe
mindatworkinanalyzing,valuingandsynthesizing.

 Employeesshallhaveawideattentionspanandrangeofinterestswhich
allowsgeneratingofsolutionsfrom variousactivitiesoneisinterestedin
likemusic,drama,rearing,repairingetc...

xxxviii.Guidelinesforeffectivegenderpartnership

xxxix.Guidelinesforensuringhygieneintheworkplace

xl. Guidelinesforensuringsustainability

xli. Guidelinesforhandlingmachinery

xlii. Guidelinesforselectingmachineryandequipment

xliii. Guidelinesforsellingoncredit

xliv. Guidelinestoensuregenderbalanceofemployees

xlv. Guidelinestoensureproperinventorymanagement

xlvi. Guidelinestominimizeaccidents/safety

xlvii. Guidelinestominimizeproductioncosts

xlviii. Guidelinestopromoteinnovativeabilityofemployees

xlix. Hirepurchaseagreement

l. Jobrequirements

li. Partnershipdeed
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BUWOOMADELICIOUSJUICE

P.OBOX234,KYOTERA

TEL:0759748844

PARTNERSIP

DEED

i) Businessregisteredname,addressandlocation:Thebusinessshallbe

BuwoomaDeliciousJuice,P.OBOX234,KYOTERA.Thebusinessshallbe

locatedatKalisizoKyoteraDistrict.

ii) Purposeofthebusiness.

iii) Thenames,addressesandoccupationsofthepartners

iv) Nature/typeofpartners

v) Dutiesandresponsibilitiesofthepartners

vi) Capitalcontributionsbypartners

vii) Sharingofprofitsandlosses.

viii) Partner’srightstodrawings

ix) Salary/allowancesforactivepartners

x) Interestchargedondrawings

xi) Interestoncapital

xii) Procedureofsettlingdisputes

xiii) Interestonloansfrom partners

xiv) Dissolutionofpartnership

xv) Procedureofadmittingnewpartners

xvi) Procedureforcallingmeetings

xvii) Duringofthepartnership

xviii) Commencementdateforpartnershipbusiness

xix) Procedureformanagementofbooksofaccounts
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xx) Procedureforelectionofmanagement

xxi) Declarationofpartners

xxii) Witnesses’names,signatureandtittles.

lii. Policyguidelinesforretentionoftheemployees

liii. Procurementpolicy

liv. Qualityguidelines

lv. Rulesandregulations

lvi. Saleoflandagreement

lvii. Securityguidelines

lviii. Securityguidelines

lix. Storemanagementpolicy

lx. Termsandconditionsforacontract

lxi. Termsandconditionsforsaleoftheoldtractor

lxii. Termsandconditionsforsellingonhirepurchase

lxiii. Vehiclemaintenancepolicy

lxiv. Welfareguidelines

lxv. Borrowing/creditpolicy

lxvi. Cleanlinessguidelines

lxvii. Codeofconducttoensurediscipline

lxviii. Creditpolicy

lxix. Employmentcontract

lxx. Environmentalimpactassessmentpolicy

lxxi. Guidelinesfollowedonreceiptofitemsfrom suppliers
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23.PROGRAMMES

PROGRAMMES

Theprogrammescontainthefollowingcomponents;

(i) Heading

(ii) Frame

(iii) Nameofthebusinessandaddress

(iv) Nameoftheprogram

(v) Datecolumn

(vi) Activity(mustbeinchronologicalorderandpresentcontinuoustense)

(vii) Personincharge

(viii) Preparedby;Signature,NameandTitle.

(ix) Approvedby;signature,nameandtitle.

Note:Allprogrammesarepreparedi.e.theyarenotdesigned.

Theremarkscolumnisnotfilledinbutjustleftblanksincetheactivitiesarenotyet

done.

Examplesofprogrammescontainthefollowing;

 Creditrecoveryprogramme

 Inductionprogramme

 Interviewprogramme

 Launchingprogramme

 Machinemaintenanceprogram

 Program forminimizingrisks

 Program forobtainingaloan

 Programmeforaonedaytrainingandsensitizationworkshop

 Programmeforhandlingundisciplinedcases
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 Programmeforobtaininginsurancepolicy

 Programmeforpreparingfornegotiation

 Programmefortaxcompliance

 Programmetobefollowedwhenpurchasingbusinessrequirements

 Promotionprogramme

 Recruitingprogramme

 Trainingprogramme

Example:

1.RECRUITMENTPROGRAMME

Thisshowsthestepsfollowedwhenobtainingtheworkersrequiredinan

enterprise.

QN.YouaretheHumanResourceManagerofaSecretarialbusinessthatreceivesmany

customersandhastorecruitmoresalespersonnelduetoincreasedmarketfor

stationery.Prepareaprogrammeforrecruitingmoreworkers.
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ZALISECRETARIALBUREAU

P.OBOX98,LUWERO

TEL.0789456743

RECRUITMENT

PROGRAMME

DATE ACTIVITY PERSONINCHARGE REMARKS

3st–6th

August,

2019

Identifyingposts

requiringmoreworkers

HumanResourceManager

7th–9th

August,

2019

Advertisingthejobs HumanResourceManager

10th-14th

August,

2019

Receivingapplications HumanResourceManager

15th-18th

August,

2019

Crosschecking

applicationsagainstjob

specialization

HumanResourceManager

19th-20th

August,

2019

Shortlistingapplicants HumanResourceManager

21th-24th

August,

2019

Invitingapplicantsfor

interviews

HumanResourceManager

25th-26th

August,

2019

Conductinginterviews HumanResourceManager

GeneralManager

HeadsofDepartments
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27th-31st

August,

2019

Analyzinginterview

resultsandcontacting

referees

GeneralManager

HumanResourceManager

1st–5th

September,

2019

Selectingsuitable

candidates

HumanResourceManager

GeneralManager

6th

September,

2019

Appointingsuccessful

candidatesandplacing

them intheirworkplaces.

GeneralManager

7th-12th

September,

2019

Givinginductiontraining

tonewlyrecruited

employees

HumanResourceManager

GeneralManager

Preparedby…………………………… Approvedby

……………..……………..

LAURAMBUGO MUBIRUHARUNA

HUMANRESOURCEMANAGER GENERAL

MANAGER

2.PROGRAMMEFORCONDUCTINGINTERVIEWS

Thisshowstheproceduretobefollowedwhenconductinginterviews.

Qn.YouareoperatingaHotelinabusytradingcentreandyouareintheprocessof

transformingtheHumanResourceDepartment.Draftaprogrammeforconducting
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interviewsforjobapplicants.

NICEHOTEL

P.OBOX98,MBALE

TEL.0789456743

PROGRAMMEFORCONDUCTING

INTERVIEWS

DATE TIME ACTIVITY PERSONINCHARGE REMARK

S

18/09/201

9

2:00pm Identifyingand

forminginterview

panels

HumanResource

Manager

3:30pm Organizinginterview

rooms

Receptionist

25/09/201

9

8:00am Arrivingoftheshort

listedcandidates

PublicRelationsOfficer

9:00am Registering

applicants

Receptionist

10:00am Startingthe

interviews

HeadsofDepartment

GeneralManager

HumanResource

Manager

1/10/2019 9:00am Invitingapplicants

forinterviews

HumanResource

Manager

1:00am Conducting

interviews

HumanResource

Manager

GeneralManager
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HeadsofDepartments

2/10/2019 8:00am Communicatingto

successful

candidatestopick

theirappointment

letters

HumanResource

Manager

Preparedby…………………………… Approvedby

……………..……………..

LAURAMBUGO MUBIRUHARUNA

HUMANRESOURCEMANAGER GENERAL

MANAGER

3.INDUCTION/ORORIENTATIONPROGRAMME.

Thisistheprocedurefollowedtoequipnewlyrecruitedworkerswithknowledge

regardingtheactivitiesdoneintheenterpriseandallaspectsregardingtheirjobs.

Itisaimedatmakingnewworkersusedtotheenterpriseandtellingtheirjob

expectations.

Qn.YouarethepersonnelmangerofGREATOPPORTUNITIES,anenterprisedealingin

electricalappliances.Thebusinesshasrecruitednewworkerstoimproveefficiency.

Developaprogrammefororientationofnewworkers.
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GREATEROPPORTUNITIESLIMITED

P.OBOX47,KARAMOJA

TEL:0784634343

ORIENTATIONPROGRAMME

DATE ACTIVITY PERSONIN

CHARGE

REMARKS

3stAugust,

2019

Receivingandwelcomingnew

workersandreceivingtheir

personaldata

HumanResource

Manager

4thAugust,

2019

Introducingthenewworkers,

givingabriefHistoryandgeneral

informationaboutelectrical

appliances

Headof

Departments

HumanResource

Manager

5thAugust,

2019

Explaintothenewworkersthe

businessmission,vision,goals

andobjectives,philosophies,care

developmentopportunitieslike

trainingandpromotion.

ManagingDirector

HumanResource

Manager

6thAugust,

2019

Issuingwrittentermsand

conditionsofemploymentandthe

newworkersareguidedthrough

them andtheysigntocomplywith

them.

HumanResource

Manager

Headsof

Departments

7thAugust,

2019

Givingnewworkersinformation

onworker-employerrelationsi.e.

tradeunionmembership,

communicationprocedure,

managingdirectorwithother

GeneralManager
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workers.

21th-24th

August,

2019

Invitingapplicantsforinterviews HumanResource

Manager

25th-26th

August,

2019

Conductinginterviews HumanResource

Manager

GeneralManager

Headsof

Departments

27th-31st

August,

2019

Analyzinginterviewresultsand

contactingreferees

GeneralManager

HumanResource

Manager

1st–5th

September,

2019

Selectingsuitablecandidates HumanResource

Manager

GeneralManager

6th

September,

2019

Appointingsuccessfulcandidates

andplacingthem intheirwork

places.

GeneralManager

7th-12th

September,

2019

Givinginductiontrainingtonewly

recruitedemplyees

HumanResource

Manager

GeneralManager

Preparedby,…………………………….. Approvedby,……………………………..

OKELLOPETER LWASAAMBROSE

PRODUCTIONMANAGER GENERALMANAGER

4.PROMOTIONPROGRAMME

Thisshowstheprocedurefollowedwhenpromotingbusinessproducts.
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Qn.i)Youaretheproprietorofahoneyproducingbusiness.Drawaday’sprogrammeto

promoteyourproducts.

SWEETIEHONEYPRODUCTSLIMITED

P.OBOX98,MBARARA

TEL.0789456743

PROGRAMMEFORPROMOTION

DATE TIME ACTIVITY PERSONINCHARGE REMARK

S

18/09/201

9

2/10/2019

10:00A

m

Arrivalofthehoney

promotionteam,

invitedquestsand

registration

KabushengaJohn

10:

20am-

10:40am

Prayer,singingof

thenationalAnthem

andanyother

relevantanthem.

AbediJamil

11:00am Welcomingthe

invitedquests,

generalpublicand

introductionofthe

honeypromotion

team andthe

management.

MatuDaniel

12:00pm Showcasing,

promotionalmusic,

dramaandfilms

organizingprize

winningraffles,

givingoutproduct

samplesofhoney

KyadondoBob
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3:00am Themarketing

managermakesa

speechaboutthe

businessandhoney

beingpromoted.

KyaggweJohn

5:00am Closureandmusic TumukundeFred

Preparedby…………………………… Approvedby

……………..……………..

LAURAMBUGO MUBIRUHARUNA

HUMANRESOURCEMANAGER GENERAL

MANAGER

Qn.ii)Youareinvolvedintheproductionofjuice.Prepareapromotionprogrammefor

thebusiness.
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KITHUFUQUALITYJUICE

P.OBOX98,LUWERO

TEL.0789456743

PROMOTION

PROGRAMME

DATE ACTIVITY PERSONINCHARGE REMARKS

3st–6th

August,

2019

Determiningwhothe

targetcustomersarein

termsofage,sex,habits,

culture,educationand

location.

Carryingoutmarket

survey

SalesManager

7th–9th

August,

2019

Determiningtheunique

featuresofthejuicein

termsofquality,shape,

packaging,priceetc

SalesManager

10th-14th

August,

2019

Constructingabusiness

positioningstrategy

SalesManager

15th-16th

August,

2019

Determiningthebest

messageto

communicatethehoney

producttotargetbuyers.

Establishingtheunique

sellingproposition(USP)

SalesManager

17th-18th

August,

2019

Determiningproduction

andadvertisingoptions

andtheircostsinterms

SalesManager
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ofavailabletarget.

Designingapromotional

budget

Preparedby…………………………… Approvedby

……………..……………..

WAMBOZOJOSEPH MAWOWOLO

JOHNSON

SALESMANAGER GENERAL

MANAGER

5.PROGRAMMEFOROBTAININGLOANFUNDS

Thisshowstheprocedureofobtainingloanfundsfrom financialinstitutions.

Qn.Youownafruitprocessingplantandyouareintheprocessofpurchasingamixing

machineforthefactory.Prepareaprogrammeforobtainingaloantoinvestinthe
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business.

KITHUFUQUALITYJUICE

P.OBOX98,LUWERO

TEL.0789456743

PROGRAMMEFOROBTAININGALOAN

DATE ACTIVITY PERSONINCHARGE REMARKS

3/9/2019 Identifyingthereasonfor

obtainingtheloan

Financialcontroller

4/9/2019 Developingabusiness

plan

Financialcontroller

5/9/2019 Developingaplanto

showhowthebusiness

willbefinancedandthe

possiblefundingsources.

Financialcontroller

6/9/2019 Identifyingand

approachingthe

preferredfinanciers.

Financialcontroller

7/9/2019 Obtainingtermsand

conditionsfortheloan

Financialcontroller

8/9/2019 Comparingtheloan

termsandconditions

withthoseofthe

financiers

Financialcontroller

9/9/2019 Checkingthebusiness

plantoestablishthe

implicationoftheloanto

thebusiness.

Financialcontroller

10/9/2019 Startingdiscussionswith Financialcontroller
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thechosenfinanciers

12/9/2019 Obtainingtheloanand

usingitfortheintended

purposeandaccordingly

Financialcontroller

Preparedby…………………………… Approvedby

……………..……………..

WAMBOZOJOSEPH BWENDA

JOHNSON

SALESMANAGER GENERAL

MANAGER

6.CREDITRECOVERYPROGRAMME

Thisisfollowedtoendurerecoveryofthedebtorsfrom debtors.

Qn.Youarethefinancialmanagerofamicrofinancebusinessoperatinginyourhome

town.Drawacreditrecoveryprogrammeyouaretoensureproperrecoveryofthedebts.
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KAMPALAMICROFINANCE

P.OBOX98319,KAMPALA

TEL.0789-453453

CREDITRECOVERYPROGRAMME

DATE ACTIVITY PERSONINCHARGE REMARKS

3/9/2019 Identifyingallcredit

customersandcollecting

allrecordsofdebtors.

Financialcontroller

4/9/2019 Arrangingthedebtors’

recordsaccordingto

creditperiodand

assessmentand

allocationofresponsible

personstocredit

customers.

Financialcontroller

5/9/2019 Preparingand

dispatchingdebt

reminderstodebtorsor

callingthedebtorson

phone.

Financialcontroller

6/9/2019 Collectingpaymentsand

updatingdebtors’

records.

Financialcontroller

7/9/2019 Issuingstatementsof

accounts.

Financialcontroller

8/9/2019 Sendinglastremindersto

debtorswhohave

defaulted.

Generalmanager

9/9/2019 Compilingandpublishing Financialcontroller
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defaultersandgiving

them finaldatetoclear.

10/9/2019 Takinglegalactionon

defaulterse.g.auctioning

collateralsecurityand

factoringdebtors

Companysecretary

Lawyer

Generalmanager

Preparedby…………………………… Approvedby

……………..……………..

NJWAJWASALIVA BYENDAJACKSON

SALESMANAGER GENERAL

MANAGER

7.LAUNCHINGPROGRAMME

Thisisfollowedwhenofficiallyintroducingbusinessproductstothegeneral

public.

Qn.Youhavestartedajuiceprocessingbusiness.Developaprogrammeforlaunching
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yourenterprise.

KITHUFUQUALITYJUICE

P.OBOX98,LUWERO

TEL.0789456743

LAUNCHING

PROGRAMME

DATE:12thJANUARY2019

TIME:1:00PM –7:00PM

DAY: MONDAY

VENUE:FACTORYPREMISES.

DATE ACTIVITY PERSONIN

CHARGE

REMARKS

1:00pm-

2:00pm

Installingmusicalinstrumentsand

organizingthevenue

Chief

organizers

2:00-2:30pm Welcomingpeopletothelaunch

andgivingopeningremarks

Masterof

ceremony

2:30-3:00pm Leadingintheprayers,anthems

andintroducingthedifferent

visitors

Masterof

ceremony

3:00-3:30pm Introducingtheproductsdealtinto

tothepeopleanddisplayingthem

Sales

manager

3:30-3:45 Musicinterlude MusicDJ

3:45pm-

4:10pm

Allowingpeopletoaskquestions Sales

manager

4:10pm-

4:40pm

Organizingprizewinningrafflesand

givingfreegiftstopeople

Sales

manager
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4:42pm-

5:00pm

Sellingsampleproductsata

discountedprice.

Sales

manager

5:00-5:15pm Music MusicDJ

Preparedby…………………………… Approvedby

……………..……………..

WAMBOZOJOSEPH BWENDA

JOHNSON

SALESMANAGER GENERAL

MANAGER

8.TRAININGPROGRAMME.

Thisvariesanditdependsonwhatthetrainingisabout.

Qn.YouownamotorvehiclewashingbayoperatinginKasese.Drawaoneday

programmeforsensitizationandtrainingworkshopintendedtoimproveservicedelivery
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inKIKIIMOTORSWASHINGBAY.

KIIIKIIMOTORSWASHINGBAY

P.OBOX981,Kasese

TEL.0789411143

PROGRAMMEFORTRAININGANDSENSITISATION

WORKSHOP

DUETOTAKEPLACEON8thMAY2019ATTHEWASHING

BAY

TIME ACTIVITY PERSONINCHARGE REMARKS

8:00am Preparingthevenue HumanResourceManager

9:00am Registeringand

assemblingof

participants

HumanResourceManager

9:30am Singinganthemsand

sayingprayer

DJandPastor

10:00am Givingopeningand

welcomingremarks

MasterofCeremonies

10:30am Introductionof

participants

Allparticipants

10:40am Presentationand

demonstrationby

facilitatorsand

discussionsand

reactions.

facilitators

11:00am Teabreak Allparticipants

12:05am Fieldtripandpractical

applicationoftheskills

Alltrainees
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bythetrainees/

participants

1:30pm Awardingofcertificates Managingdirector

2:00pm Closingremarks,closing

prayerandanthems

Participantsandfacilitators

Preparedby…………………………… Approvedby

……………..……………..

LAURAMBUGO EMIBIRUHARUNA

HUMANRESOURCEMANAGER GENERAL

MANAGER
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BUWOOMADELICIOUSJUICE

P.OBOX234,KYOTERA

TEL:0759748844

PROGRAMMEFORDETERMININGPROFITABILITYOF

BUSINESS

TIME ACTIVITY PERSONINCHARGE REMARK

S

8:00am Decidingthetypeofbusiness GeneralManager

9:00am Choosinglocationofthe

business

Operations

Manager

9:30am Forecastingsalesofthe

business

Financialmanager

10:00a

m

Estimatingcostsofthe

business

Financialmanager

10:30a

m

Estimatingprofitsofthe

business

Financialmanager

Preparedby…………………………… Approvedby

……………..……………..

LAURAMBU EMIBIRU

HARUNA

FINANCIALMANAGER GENERAL

MANAGER

xvii. Trainingprogramme

Thisvariesanddependsonwhatthetrainingisabout.
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WELCOMERESTAURANT

P.OBOX23,NAMASUBA

TRAININGPROGRAM FOREMPLOYEESOFWELCOME

RESTAURANT

DATE ACTIVITY PERSONINCHARGE remarks

Mon20/10/2019 ..Preparingandassemblingof

participants

..Singinganthemsandsaying

prayers

..Introductionofparticipants

..Givingopeningand

welcomingremarks

..Explainingtheobjectivesof

training.

Humanresource

manager

Tues21/10/2019 Discussingthecausesofpoor

qualityfoodsintheevening

Employees

Wed22/10/2019 Explainingimportanceand

waysofensuringqualityinan

enterprise

Generalmanager

Thur23/10/2019 Fieldtripandpractical

applicationoftheskillsbythe

trainees

Qualitycontroller

Fri24/10/2019 Awardingcertificates Allparticipants

Submittedby, Approvedby;………………………

Signature:………………………………… Signature:……………………………

KAMWAMOUTH. Tittle:…………………………………..
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24.SCHEDULES

SCHEDULES.

Thesearepreparedordesignedtoshowactivitieswhicharedoneonaregularbasis.A

scheduleshowshowtheactivityistobedoneandthepersonnelin-chargeofdoingit.

Schedulescanbeforoneday(day’sdaily)anditthisisthecase,thefirstcolumnbecomestime.

Schedulestakingmoredaysi.e.weeklythefirstcolumnisdaynotdate.

1.SUPPLY/DISTRIBUTION/MARKETINGSCHEDULE.

Thisshowshowgoodsaretobedistributed.Itmaybedailyorday’stocoveronlyone

dayorweeklytocoverafullweek.

Qn.Youareaproprietorofabusinessdealinginsaleofbeautyproducts.Drawaday’s

distributionscheduleforyourproducts.

BEAUTYBEAUTYCARE

P.OBOX234,KOTIDO

TEL:0784-345678

DAY’SDISTRIBUTION

SCHEDULE

DAY:SATURDAY

DATE:23thApril,2019

time Place/agent/

market

product Quantity Personin

charge

Delivery

means

Remarks

7:00am

9:00am

10:00am

11:00am

Kampala

Lukaaya

Masaka

Kyotera

Soap

Lotion

Jellies

Perfumes

10boxes

30boxes

10boxes

28boxes

Driver

Driver

Driver

Driver

Company

van

van

Van

Van
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1:00am Mutukula perfumes 15boxes Driver van

Preparedby,………………………….. APPROVED

BY,………………..

SALESMANAGER GENERALMANAGER

ii. VEHICLETRAVELSCHEDULE

Thisshowshowthebusinessvehiclesaretomovetodifferentpart.Itappliestoa

transportbusiness.

Qn.Youareoperatingabusinessdealingintourandtravelwiththreebuseshavingacapacityof

50passengers.Prepareaweeklytravelscheduleforthethreebuses.
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JJAGWEBUSTRANSPORTERS

P.OBOX123,MUKONO

TEL:0782-772343

WEEKLYTRAVEL

SCHEDULE

DAY VEHICLE

NO

FROM TO DRIVERS

’NAME

DEPARTU

RETIME

COSTS REMARK

S

Monday UAQ

234K

Kampal

a

Kasese Kakoko 6:00am 50,000

Tuesday UAR

125D

Kampal

a

Gulu Kabaata 7:00am 65,000

Wednesda

y

UAS

348M

Kampal

a

Mbale Kabuzi 9:00am 45,000

Thursday UAW

125D

Kampal

a

Mutukul

a

Kabizzi 4:00pm 30,000

Friday UAR348Z Kampal

a

Isingiro Kakwale 1:00am 41,000

Saturday UAM

125D

Kampal

a

Nairobi Kayaza 10:00am 39,000

Sunday UAB

234K

Kampal

a

Congo Kajjonjo 2:00pm 47,000

Preparedby,…………………. Approved

by,…………………..

KakutiyaPolythene

TRANSPORTOFFICER GENERALMANAGER
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3.VEHICLESERVICESCHEDULE.

Thisshowsthedatewhenthevehicleistobeserviced.

Qn.Designavehicleservicescheduleforyourcompanytaxis.

KASOLOTRANSPORTERS

P.OBOX234,LUSOLO

TEL:0756-345611

VEHICLESERVICE

SCHEDULE

VEHICLENO. SERVICEDATE/

MILAGE

NATURE

OFSERVICE

Personincharge Remark

s

7:00am

9:00am

10:00am

11:00am

1:00am

Kampala

Lukaaya

Masaka

Kyotera

Mutukula

Soap

Lotion

Jellies

Perfumes

perfumes

Driver

Driver

Driver

Driver

Driver

Signedby,…………………………..

TRANSPORTOFFICER

4.BUSTICKET.

Thisisusuallygiventobuscustomersonpaymentofthetravelfares.
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KASOLOTRANSPORTERS

P.OBOX234,LUSOLO

TEL:0756-345611

BUS

TICKET

SEATNO.…………………………………………………… DATE:……………….…………….

JOURNEYDETAILS: FROM.………………………………..…… TO……………………………….….…

AMOUNTPAID:SHS………………………………………………………...

BUSNO:…………………………………………….. DRIVER’SNAME:…………………………………………….

SIGNATURE:______________________

Faresoncepaidarenotrefundable.

5.PRODUCTIONSCHEDULE.

Thisshowsthequantitytobeproducedduringdifferentdayswithinthebusiness.

Qn.Youareoperatingabeverageprocessingplant.Prepareaweeklyproduction

scheduleforyourbusiness.
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LOZAKOSNACKS

P.OBOX784,LUSOLO

TEL:0756-345611

PRODUCTION SCHEDULE

DAY PRODUCT QUANTITY Personincharge Remark

s

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Wine

Wine

Wine

Wine

Wine

Wine

Wine

2000litres

4000litres

4800litre

3200litres

2340litres

7000litres

1230litres

Kiyenje

cockroach

Kisanyicaterpillar

Kawukumu

Kaku

Kavunza

Kasekere

katunkuma

Preparedby,………………………….. Approvedby,………………………..

Tankaka GATUFRANK

PRODUCTIONMANAGER GENERALMANAGER

6.LOANREPAYMENTSCHEDULE

Thisispreparedtoactasaguidewhenthebusinessispayingbackloanfundsor

debtorspayingthebusinessincaseitisamicrofinance.Loanrepaymentschedulemay

bedoneusingfixedinstallmentorusingthereducing/diminishingbalancemethod
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Qn.i)Youhavereceivedaloanofshs.6,000,000from BarclaysBanktoexpandyour

hotelbusiness.Youhavebeengrantedacreditperiodof6yearsatanannualinterest

rateof6%payablein6equalinstallmentsusingthefixedinstallmentmethod,preparea

loanrepaymentschedule.

SUPREMEHOTEL

P.OBOX232,LIRA

TEL:0321456783

LOANREPAYMENT

SCHEDULE

LOANANOUNT: Shs.6,000,000

INTERESTRATE: 6%ONFIXEDINSTALLMENTMETHOD

BANKOFBARODA

PERIOD PRINCIPAL

SHS

INTEREST

SHS

TOTAL

REPAYMENT

SHS

PRINCIPAL

OUTSTANDING

BALANCES

SHS

TOTAL

OUTSTANDIN

GBALANCE

SHS

Year1

Year2

Year3

Year4

Year5

Year6

1,000,000

1,000,000

1,000,000

1,000,000

1,000,000

1,000,000

360,000

360,000

360,000

360,000

360,000

360,000

2,360,000

2,360,000

2,360,000

2,360,000

2,360,000

2,360,000

5,000,000

4,000,000

3,000,000

2,000,000

1,000,000

0

6,800,000

5440,000

4,080,000

2,720,000

1,360,000

0

TOTAL 6,000,000 2,160,000 8,160,000

Qn.ii)Youhaveobtainedaloanofshs.20,000,000from Centenarybanktoexpandyour

claysindustry.Theloanispayablein5equalmonthlyinstallmentsataninterestrateof
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10%onreducingbalancemethod.Preparealoanrepaymentschedule.

Note: Theinterestratereducesdependingontheoutstandingbalance.

SUPERSTAYCLAYS

P.OBOX232,MUBENDE

TEL:0322-346783

LOANREPAYMENT

SCHEDULE

LOANANOUNT: Shs.20,000,000

INTERESTRATE: 10%ONFIXEDINSTALLMENTMETHOD

BANKOFBARODA

PERIOD PRINCIPA

L

SHS

INTEREST

SHS

TOTAL

REPAYMENT

SHS

PRINCIPAL

OUTSTANDING

BALANCES

SHS

TOTAL

OUTSTANDIN

GBALANCE

SHS

1stmonth

2ndmonth

3rdmonth

4thmonth

5thmonth

6,000,000

5,600,000

5,200,000

4,800,000

4,400,000

4,000,000

4,000,000

4,000,000

4,000,000

4,000,000

2,000,000

1,600,000

1,200,000

800,000

400,000

16,000,000

12,000,000

8,000,000

4,000,000

0

6,800,000

5440,000

4,080,000

2,720,000

1,360,000

TOTAL 26,000,00

0

20,000,000 6,000,000

7.WORKSCHEDULE

Thisshowstheworkdistributiontimetableforworkers.Itshowswhoistodowhatand

when.Itcanbedrawnforonedayorafullweek.
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Qn.i)YouaretheproductionmanagerofComeandbuyprocessingfactory.Preparea

weeklyworkscheduleforyouremployees.

BUYBESTJUICES

P.OBOX99,KAWEMPE

TEL:0783-4578869

WEEKLYWORKSCHEDULE

DAY EMPLOYEE

NAME

EMPLO

Y

NO

DESCRIPTIONWORK START

TIME

END

TIME

REMARK

S

Monday NsiriTracy

Nsowera

Tom

Njukisusan

Kiyenje

Herman

01

02

03

04

Extractingjuice

Mixing

Filtering

Packaging

7:00am

9:00am

11:00am

1:00pm

8:50am

10:55a

m

12:50p

m

4:50pm

Tuesday Kiku

Lawrence

NseneneDan

Njukisam

Kiyenje

Herman

NjagaJames

05

06

03

04

07

Distributing

Extractingjuice

Mixing

Filtering

Packaging

8:00am

7:00am

10:15am

12:00pm

2:30pm

5:00pm

10:00a

m

11:55a

m

2:00pm

5:50pm

Wednesda

y

Kiku

Lawrence

05 Distribution 8:00am 8:00pm

Thursday NsiriTracy

Nsowera

01

02

Extractingjuice

Mixingandfiltering

8:00am

10:30am

10:00a

m
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Tom

NjukiSan

03 Packaging 1:30pm 1:00pm

5:50pm

Friday Kiyenje

Herman

Kiku

Lawrence

NjagaJames

NsiriTracy

04

05

07

01

ExtractingJuice

Mixingandfiltering

packaging

Distribution

8:00am

10:00am

12:50pm

8:00am

9:50am

12:30p

m

4:50pm

8:00pm

Saturday NsoeraTom

NjukiSam

KiyenjeSam

NseneneDan

02

03

04

06

Extractingjuice

Mixingandfaltering

Packaging

Distribution

7:00am

10:00am

2:00am

8:00am

10:00a

m

1:30am

5:30pm

8:00pm

Sunday Kiku

Lawrence

NjagaJames

NseneneDan

05

07

06

Extractingand

mixing

Filteringand

packaging

distribution

7:00am

11:30am

9:00am

11:00p

m

5:00pm

6:00pm

Preparedby…………………………………..

BWENDATIMOTHY

PRODUCTIONMANAGER

8.MASTERDAILYWORKSCHEDULE.

Thisisusedbyanentrepreneurwithmanyworkerstoshowthedailyworkdistribution

timetabletoallworkers.Itmaybeforoneday(daily)orfullweek(weekly).

Qn.ii)Youareoperatingaconstructioncompanywithmanyworkers.DrawaMasterdailywork

scheduleforyourworkers.
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TUKOLECONSTRUCTORSLIMITED

P.OBOX342,APAC

TEL:0794-674532

MASTERDAILYWORK

SCHEDULE

CUSTOME

RNAME

DESCRIPTIONOFWORK EMPLOYEE

NUMBER

START

TIME

WORK

ORDER

NO.

REMARK

S

Kaviiri

Katwe

Kenda

Kagere

Kakono

Tutuu.

Repairthewestsidefence

Wiringoflightsatdriveway

Repairinfrontofthehouse

Fillholesindriveway

Installnewhotwatertank

Settilesnearbathroom sink

1

2

3

1

2

3

8:30am

8:47am

11:00am

9:15am

10:54am

6:30am

3457

3458

3459

3454

3461

3463

Preparedby,……………………………….. Approvedby,…………………………….

LUFOTOSEEDDY MMESERATZ

HUMANRESOURCEMANAGER GENERALMANAGER

9.DAILYWORKSCHEDULE.

Thisisdrawnbytheentrepreneurwhoworksforhim/herselfindicatingtheday’swork

timetabletoservehis/hercustomers.

Qn.Youownaclinic.Drawadailyworkscheduleyouaretofollowwhenservingyourcustomers.
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BAWONACLINIC

P.OBOX342,APAC

TEL:0794-674532

DAILYWORKSCHEDULE

CUSTOME

RNAME

Address TELEPHONE START

TIME

END

TIME

REFERE

NCE

REMARK

S

Kaviiri

Katwe

Kenda

Kagere

Kakono

Tutuu.

Kakuuto

Ssanje

Mutukula

Kibaale

Kalisizo

Kasenser

o

0701948493

0341283746

0784362888

0765493922

0704444483

0772345736

8:30am

8:47am

11:00am

9:15am

10:54am

6:30am

10:00A

M

1:00PM

5:00PM

4:00PM

3:00PM

10:00P

M

3457

3458

3459

3454

3461

3463

Preparedby,……………………………….. Approvedby,…………………………….

LUFOTOSEEDDY MMESERATZ

HUMANRESOURCEMANAGER GENERALMANAGER

25.SOCIALENTREPRENEURSHIP

Itinvolvesthefollowing;

i. GEPICstructureforadvocacy

ii. Programmeforbecomingasocialentrepreneur

iii. Programmeforthebridgethegapapproach(visionaryapproach)
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iv. Rootcauseanalysis

v. Theoryofchange

vi. Componentsofasocialenterpriseplan

vii. Opportunityidentification.

1.GEPICSTRUCTUREFORADVOCACY

Thisinvolvesspeakingandwritingtootherstospreadideas,innovativestrategiessoasto

promoteasocialmissionandthereafterrecruitsupport.

GEPICstandsforGreet,Engage,Problem,Inform andCalltoaction.

Example.1.

Youhavedecidedtoestablishasocialenterpriseaimedatpromotingpublichealth.Drafta

GEPICstructureforadvocacyforpromotingyourmission.

TEAM NOGARBAGEENTERPRISE

P.OBOX20,KAMPALA

TEL:0782779140

GEPICSTRUCTUREFORADVOCACY

Greetings.

OurChiefGuest,InvitedGuestsandcommunityMemberspresent,Igreetyouall.

Engage.

Lastweek,IwenttoMulagohospitalandIwasinformedthatroughly20peopleperweekhave

beendyingofpoorhygieneandsanitationrelateddiseasessuchasdysentery,diarrheaand

choleraamongothers.Thisshowsthatourhygieneandsanitationarestilllackingbut

rememberhealthiswealth.

Problem.

From theanalysismade,wehavecometorealizethatpoorhealthisasaresultofimproper

garbagedisposal.

Inform.

Asconcernedcommunitymembers,wehavecomeupwithaprojecttofightagainstthepoor

healthinourcommunity.Wehaveputuppublicrubbishpitsinthecommunitytoeradicatethe



178

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

improperdisposalofwaste.

Callforaction.

Wekindlyrequestforyourco-operationasweworktowardssavingsthelivesofpeople.Thank

you.

2.PROGRAMMEFORBECOMINGASOCIALENTREPRENEUR.

Thisiscomposedofthestepstakenforonetobecomeasocialentrepreneur.

Example:

Youareplanningtoestablishasocialenterpriseaimedataddressingthedangersof

deforestation.Draftaprogrammeforbecomingasocialentrepreneur.

Solution.

Aprogram forbecomingasocialentrepreneur.

EVERGREENENVIRONMENTFORUM

P.OBOX345,KYOTERA

TEL:07831775

PROGRAMMEFORBECOMINGASOCIALENTREPRENEUR

DATE ACTIVITY PERSONINCHARGE REMARKS

3/6/19 Developinganideaforbecomingasocial

entrepreneur

KabaataDuck

5/6/19 Discoveringthevision,passionandskills KabaataDuck

6/6/19 Identifyingopportunitiesinthecommunity KabaataDuck

8/6/19 Matchingthevisionwiththecommunity

opportunities

NkokoChicken

10/6/19 Actingandspreadingchange KabaataDuck

13/6/19 Mobilizingresources KabaataDuck



179

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

15/6/19 Constructingneededbuildings MbwaTom

15/6/19 Recruitingworkers KigereFoot

16/10/1

9

Launchingtheenterprise KabaataDuck

18/10/1

9

Startingoperationoftheenterprise KabaataDuck&Nkoko

Chicken

Draftedby; Approvedby;

Sign: sign:_______________________

Name:KabaataDuck Name:_____________________

Tittle:OPERATIONSMANAGER Tittle:______________________

3.PROGRAM FORTHEBRIDGETHEGAPAPPROACH(VISIONARYAPPROACH)

EVERGREENENVIRONMENTFORUM

P.OBOX345,KYOTERA

TEL:07831775

PROGRAMMEFORTHEBRIDGETHEGAPAPPROACH

DATE ACTIVITY PERSONINCHARGE REMARKS

3/6/19 Definingthevision KabaataDuck

5/6/19 Examiningthecurrentreality KabaataDuck

6/6/19 Identifyingandacknowledgingthegap KabaataDuck

8/6/19 Selectingactionstepstoclosethegap NkokoChicken

10/6/19 Identifyingresourcesrequired KabaataDuck

13/6/19 Settingpriorities KabaataDuck
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15/6/19 Choosingwhoiscountableforwhat MbwaTom

15/6/19 Gettingcommitmentfrom theconcerned

people

KigereFoot

16/10/1

9

Agreeingonthestartandendtime KabaataDuck

18/10/1

9

Gettingstarted KabaataDuck&

NkokoChicken

Draftedby; Approvedby;

Sign: sign:_______________________

Name:KabaataDuck Name:_____________________

Tittle:OPERATIONSMANAGER Tittle:______________________

4.ROOTCAUSEANALYSIS.

Thisisaimedatestablishingtheprimarycauseoftheproblem soastogetasolution.

Example4.Youhaveestablishedasocialenterprisetofightunemploymentproblem inyour

locality.Developarootcauseanalysisforunemployment.

Solution.Rootcauseanalysisforunemployment

Statementoftheproblem. Unemployment

Thisiscausedby; -lackofrequiredskills

-laziness

-ignoranceaboutexistingjobs

Why? Poorcurriculum designedforlearners

Why? Lackofmonitoringofthecurriculum byMinistryofficial

Why? Pooreducationsystem/policies

Rootcause: Pooreducationsystem/policies

Necessaryactionstepstobetaken. Vocationalisationofeducation

Developingagoodmonitoringsystem foreducation

institution

Implementingthebestsolution:

- Undertakingskillsdevelopmenttoencouragepeoplesetupbusinessprojects

ratherthanseekingforjobs.
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5.THEORYOFCHANGE.

Thisconsistsofelementsthancanbeusedtorealizetheendgoal.

Example5.Youhaveestablishedasocialenterprisedealinginamanufactureoffurnitureusing

lesstimbersoastofightdeforestation.Presentatheoryofchangeforyourbusiness.

Solution.Theoryofchangefortimbersavefurnitureworkshop

SAVEFURNITUREWORKSHOP

P.OBOX345,KYOTERA

TEL:07831775

THEORYOFCHANGE.

VISION TobethetopmanufacturersofhighqualityfurnitureinUganda.

IMPACT Manufacturingofhighqualityfurniturereducestheneedforreplacingfurnitureand

economizesthematerialsneededincludingtimbersoastosavetheenvironment.

OUTCOM

E

thenumberofdesks,tablesandfurnitureinthesurroundingscholls,hoteland

homesteads.

ACTIVITI

ES

Sourcingforhighqualitytimberplanningandsmoothingthetimber,ensuringquality

finishingandvarnishing,ensureproperdisplayandstorage

INPUTS Theseincludetimber,machinery,humanresource(people),financialresources

(money)andinformationresources(knowledgeable)

Draftedby;

Sign: sign:_______________________

Name:KabaataDuck Name:_____________________

Tittle:OPERATIONSMANAGER Tittle:______________________

6.COMPONENTSOFASOCIALENTERPRISEPLAN.

EXAMPLLE:YouhaveestablishedasocialenterprisetofightMalaria.
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Develop;(i)aninnovationtoaddresstheissue.

(ii)Managementandoperationsectionofyoursocialenterpriseplan.

(iii)Opportunitysectionofthesocialenterprisesplan.

Solution.

i) Aninnovationincludes

- Rootcauseanalysis

- Solution/productdescription

- Innovationmatrix.

ii) Managementandoperationssectionofthesocialenterpriseplanincludes;

- Managementandresponsibilities

- Deliveryofproductsandoperationofactivities

- Timeline

- Strategicpartners

- Impactonsociety

- Impactonenvironment

iii) Sustainabilitysectionofthesocialenterpriseplaninclude;

- Budgetrenewalofresources/profitmaking

- Startupfundingstrategy

- Profitmanagement

iv) Theopportunitysectionofthesocialenterpriseplanincludes;

- Impactarea

- Currentrealityresearch

- Impactpotential

- Resourcesandfinancialsoftheopportunity.

Note:practicallyprepareandwriteaboutthementionedcomponents.

7.OPPORTUNITYIDENTIFICATION

Thisinvolvesdeterminationofthesocialchallengesataparticulartimewhichthesocial

entrepreneurseekstoaddress.Itshouldberepeatedtimetotimesoastoobtainthenewsocial

concernsaffectingpeople.

Example.

Youareplanningtosetupasocialenterprisetoaddressthemostchallengingsocialconcern.

Perform anopportunityidentificationexercise.

1.Definetheimpactarea

- Whoarethecustomers;whoarethemostvulnerable,disadvantagedand

ignored?

- Wherewillyouworkandwhatistheareaofthemostneedorwiththehighest

numberoftargets.

2.Researchthecurrentreality.

- Whatdoyouhavetostartwith?

- Mentiontheobstaclestomakingyourvisionareality

- Whatisnewinyourcommunityi.e.newattitudes,interests,activities,

connections,technologiesetc.
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- Whatisavailableintheimpactarea.

- Currentstrategiesbeingusedandenterprisestherei.e.Assetsorstrengths,

Threats,Problems/needs,Recentchanges,Currentsolutions/products.

3.Brainstorm/products.

- Howcouldyouberesourcefulwithwhatisavailableinthisimpactarea.

- Whyisthecurrentrealitythewayitis.

- Howcanagoodrealitybespreadorincreased.

- Howdifferentwillyouacttoachieveyourvisioni.e.buildingresources,ways

ofspreadingimpact,rootcauseofthreats/problems,waystoinnovate…

4.Listtheresourcesandfinances.

- Whatdoyouneedtoturntheimpactpotentialideasintoreality?

- Doyouhavetherequiredskillsandexperience?Whodoes?

- Whatnewthingswouldincreasepositiveimpactormakeitmoresustainable.

- Whataretheavailableresources?

- Whatproductsaremissinginthecommunity

- Wouldpeoplebuyproductsiftheyareavailable?

- Isitaffordable?

- Isthereanywayofcuttingcostsorchangethedeliveryofproductsfor

greaterimpacti.e.resourcerequirements,availableresources,profitpotential,

renewableresources.

FINANCIALMANAGEMENT

Financialmanagementdeals with the procurementoffunds and theireffective

utilizationinordertoachievefinancialobjectivesofthebusiness.

Objectivesoffinancialmanagement

Tocreatewealthforthebusiness

Togeneratecashforthebusiness

Toprovideanadequatereturnoninvestment

ToSatisfystakeholders

Forgrowth

Importanceoffinancialmanagement

Financeisthelifebloodofthebusinessorganization,thereforeeachbusinessmust

maintainadequateamountoffinancesforthebusinessrunningandactivities.

Theimportanceincludes;

Financialplanning,financialmanagementhelps to determine the financial

requirementofthebusiness.

Acquisitionoffunds,thisinvolvesgettingtherequiredbusinessfundsbytapping

thepossiblesourceswithleastcost.

Itensuresproperusageoffunds,byspendingtheacquiredfundsonactivities
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thatincreasethevalueofthefirm s̀asset.

Ithelpsinmakingfinancialdecisionsinthebusiness.Forexampletheusageof

funds,investmentwhichmayaffecttheentirebusiness.

It’sused to increaseprofitabilityofthebusiness,throughensuring proper

budgetingandregularanalysisofprofitseverytime.

Ithelpsmanagementtoassessthebusinessperformance,thisisbasedon

returnsoninvestment,financialutilizationetc.

Ithelpsthebusinesstocompareperformanceofthebusiness,byuseofratios

analysis.

SOURCESOFFINANCES

Theterm financeisdefinedastheartandscienceofmanagingmoney.

Businessfinanceisdefinedastheactivityconcernedwithplanning,raising,controlling

andadministeringofthefundsusedinthebusiness.

Sourcesinclude;

OWNSOURCE

Thisincludespersonalincomesavingsthatonecanusetostartabusiness.

Advantages

Itallowsanentrepreneurtomakeindependentpersonaldecisionsonwhereto

investthefundandwhattodowiththeprofitsrealized.

Ithasnoextracoste.g.nointerestispaidfortheuseoffunds.

The entrepreneurhas complete controloverthe benefits arising from the

investment.

Itisassociatedwithselfdisciplinee.g.savingmoreandearnmore

Thesourcehasnostringsattached.

Disadvantages

Ittakeslongperiodoftimetorealizesubstantialamountofmoney.

Itcanpromoteextravagancesincetheentrepreneurhasonexternalcontrol.

It’sdifficulttodistinguishpersonalincomeandbusinesscapital,thisretardthe

growthofbusiness.

SUPPLYCREDIT

Thisiswherethesupplieroffersgoodsoncreditandcollectscashlaterafterselling.

Advantages

Itensuresthatthebusinessisconstantlysuppliedwithrawmaterials

Itpromotesgoodrelationbetweenthecompanyandthebusinessreceiving

credit.

Thesupplyingcompanygetsalotofprofitssincegoodssoldoncreditare

alwayshighlypriced.

Ithelpsthoseentrepreneurswithoutcapitaltostartbusiness.

Itpromotesselfdisciplinesincecreditpaymentneedhardworkandhonesty.

Itincreasesmarketforsupplyingthecompany.
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Disadvantages

It’sassociatedwithhighcostofrecoveringcredit.

Itmayleadtobadrelationshipsinceincasethecreditisnotcleared.

Incaseofdemandfall,thesuppliersregistergreatlosses.

Itlimitsconsumerchoice

Itincreasesthecostofdoingbusiness

Itleadstobuyinggoodsoflow qualitygoodsorservices.Thismakesbuyerto

makelosses.

FAMILYSOURCEOFFINANCE

Thisincludetheuseoffamilyproperty,familysavingsusedtostartabusiness

Advantages

Ithasfewerstringsattached

Moreamountofmoneyisraisedatonce

Itpromotesaccountabilityinthebusiness.

Theexternalsupervisionleadstoefficiencyinbusinessoperations.

Lowcostofoperation,sincefamilymembersoffertheirexpertiseatalmostno

cost.

Itmentorsindividualintothecultureofsavingandbusinessoperations.

Demerits

Familyconflictsareextendedtothebusiness,thisaffectitsgrowth

Sometimespersonalinterestmayaffectthebusinessprofitmaking

Itmayleadtobadrelationshipbetweenthefund administerandthefamily

members

Decisionmakingandimplementationisdelayedanddifficultasanumberof

familymembersaretobeconsulted.

ItbreadsConflictofleadershipofthefamilyproperty.

SELLINGPARTOFTHEBUSINESSORPERSONALPROPERTY

Thisiswhereanentrepreneurconvertssomeofthepersonalorbusinessproperties

intocashtoeithergetstartingcapitalorexpandtheexistingbusiness.

Advantages

Ithasnostringsattached.

Largeamountofmoneyisraisedwithinashortperiodoftime.

Itleadstoquickinvestmentdecisionmaking.

Itpromoteshardwork,inordertomakeprofitsandreplacethesoldproperty.

RETAINEDEARNINGS

Somepartsofprofitswhichbelongtoordinaryshareholdersmaynotbepaidoutas

dividendsintheperiodtheyareearned.Theseprofitsarereinvestedintothebusiness

orusedtostartanewbusinessorexpendorimproveontheexistingone.

Commercialbanks

Theseprovidefinancesinform ofloans.Loanisthemoneyborrowedfrom afinancial
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institutionlikebanks,cooperativecreditsocieties,etc

Classificationofloans

Theycanbeshortterm orlongterm

Theshortterm loanisthemoneyborrowedwithrepaymentperiodoflessthanoneyear.

Theyinclude:

Bankoverdraft,thisiswhereacustomerwith acurrentaccountisallowedto

withdrawmoneyoverandabovewhatisonhisorheraccount.

Softloans,thisisthemoneythatisadvancedbycommercialbankswithfewer

conditionsandforashortperiodoftime.

Cashcredit,thisisanarrangementbywhichabankallowsitscustomersto

borrowmoneyuptocertainlimitagainstthesecuritypledged.

LONGTERM SOURCES

Share capital,this consists ofordinaryshare CapitaLand preference share

capital

Debenture or long term loans,is defined as a written as a written

acknowledgementofthedebtincurredbyalimitedcompany.thistakesabout20

andaboveyears.

Mortgages,thisraisedbymortgagingassets

Institutionalinvestors,these provide capitalthrough the process ofselling

shares

Advantagesofusingaloanasasourceofbusinesscapital

Itprovideextracapitaltoanentrepreneur,thisisusedtosupplementonthe

availablecapital.

Moremoneyisraisedinshortperiodoftime,thisfacilitateeasyinvestment

decisionmaking.

Itencourageshardworkonthepartoftheborrowersoastorepaytheborrowed

fund.

Itfacilitateeasyplanning,thisisbecauselargeamountofmoneyisraisedina

singlesum.

It’saccompaniedbyexternalmonitoringfrom thelender;thisimprovesthe

performanceofthebusiness.

Ithelpstheentrepreneurtosupplementonhisorhersavings.

Sometimescertainloansbearlow interestrate,thisleadstothegrowthofthe

businesscapital.

Forthecaseofinsuredloansanychangeinbusinessperformancecausedby

naturalfactor,theentrepreneurassetsisnotaffected.

Ashortterm loanhelpsanentrepreneurtooffsetshort-term deficite.gpaying

workers,accessingrawmaterialsetc.

Disadvantages
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Onecaǹtaccessitwithintheshortperiodoftime,acquiringitisaprocess.This

delaysinvestmentdecisions.

Itisaccompaniedbyexternalcontrol;thisaffectstheoperationofthebusiness.

Interestamountsometimesishigh,thisincreasesthebusinessexpenditurese.g.

payingworkerssalariesontimeisaffected.

Incaseofbusinessfailure,thelendinginstitutionmaytakeoverownershipofthe

business.

Sometimeslendinginstitutionstakepossessionofthesecuritypledgedthis

affectthegrowthofbusiness.

Itaffectthecapitalgrowthofthebusiness,thisisbecausetheentrepreneurpay

backmorethantheamountborrowed.

Procedureforborrowing

Developingafinancialplan

Carryingoutmarketsurveyonthelendinginstitutions

Makinganinquiryontheidentifiedfinancialinstitutions

Obtaininglendingtermsandconditionsofthedifferentfinancialinstitutions.

Comparingthetermsandconditions

Selectingthefinancialinstitutiontodealwith

Applyingforaloan

Fillingtheapplicationloanform

Assessingtheapplicanttoestablishwhetherthebusinessiscapableofpaying

backtheloan.

Agreeonthetermsandconditionsforinvestmentandrepaymentoftheloan.

Presentingthecollateralsecurity

Obtainingtheloan

Startpayingtheloan

Circumstancesunderwhichanentrepreneurmaygoinforaloan

Whenhewanttomakeanurgentprofitableopportunitythatrequireimmediate

funding.

Whenthereisafinancialgaptobefilled

Whentheentrepreneurwhattoexpandthebusiness

Incasetheentrepreneurwantstomeetthemarketdemand.

Incasetheentrepreneurwantstosupplementontheexistingcapital.

Whenthereisneed to increaseontheworking capitalso asto servethe

customerbetter.

Whenanentrepreneurisfacedwithshortterm financialcrisise.g.fallindemand

resultingintoadropintheprofitlevel.

LOANMANAGEMENT
Thisreferstothevariouswaysofhow anentrepreneuristoeffectivelyutilizethe
procuredfundprofitablyinordertomakeaprofitandrepaythefundsatthesometime
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maintainingagoodrelationshipwiththelender.
Thefollowingwaysareused

Loanrepaymentschedule
Thisisatabledrawnbythelendinginstitutionorindividualsshowingtheagreedmonthly
installmentamountaretobepaidintermsofloanamount,interestamount.
It’sdrawnusingtwomethodsofinterestcalculationsthatis
Fixedmethodandreducingmethod

Exampleone
Megaenterpriseborrowedshs4,000,000from BarclaysBankataninterestrateof5%
permonthandit’spaidinequalinstallment.Preparealoanrepaymentscheduleusinga
fixedmethodandreducingbalancemethod.
Solution

DEMAKOKOMICROFINANCELTD
P.o.box123mbale
Loanrepaymentschedule
Nameoftheclient:megaenterprises accountno:12224353
Loansizeshs:4,000,000.interestratepermonth5%
Loanperiod5years
Methodofcalculatinginterest:fixedinstallmentmethod.

Period

year

Principalinstallment

Shs

Interestamount

Shs

Totalrepayment

shs

Principalbalance

shs

1 800,000 2,400,000 3,200,000 3,200,000

2 800,000 2,400,000 3,200,000 2,400,000

3 800,000 2,400,000 3,200,000 1,600,000

4 800,000 2,400,000 3,200,000 800,000

5 800,000 2,400,000 3,200,000 Nil

Total 4,000,000 12,000,000 16,000,000

Draftedby….. Approvedby………………….
Name………. Name………………………….
Title………. Title……………………………….
Note;
Interestiscalculatedas5x12=60%peryear(60/100x4000,000)=shs2,400,000
Principalinstallment=4000,000/5=shs800,000peryear
Totalrepayment=interestamount+principalinstallment800,000+2400,000=shs3,
200,000
Reducingbalancemethod

Demakokomicrofinanceltd
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Pobox123mbale
Loanrepaymentschedule

Nameoftheclient:megaenterprises accountno:12224353
Loansize:shs4,000,000.Interestratepermonth5%Loanperiod:5years

Branch:mbale
Methodofcalculatinginterest:reducingbalancingmethod.

Period

year

Principalinstallment

Shs

Interestamount

Shs

Totalrepayment

Shs

Principalbalance

shs

1 800,000 2,400,000 3,200,000 3,200,000

2 800,000 1,920,000 2,720,000 2,400,000

3 800,000 1,340,000 2,140,000 1,600,000

4 800,000 960,000 1,760,000 800,000

5 800,000 480,000 1,280,000 Nil

Total 4,000,000 7,100,000 1,1,100,000

Draftedby….. Approvedby……………………..
Name………... Name……………………………..
Title………. …… Title……………………………….
Note:
Theinterestiscalculatedbasingontheoutstandingprincipalloanbalanceforexample
inyearone,60/100x4,000,000=shs2,400,000,paidloanprincipalinstallment800,000
andthebalancebeingshs3,200,000.
Year.3,200,000x60/100=shs1,920,000.Etc

Documentingeverydetailsoftheloan
Informingtheleadinginstitutionofanychangeinthebusinessperformance
incasesuchchangesmayaffectthesales.
Investingtheloaninproductiveactivities,suchthattheprofitsrealizedisusedto
paytheloan.
Ensuringpropermanagementofthebusiness,so asto makethebusiness
profitabletoeaseloanpayment
Ensuringeffectivecommunicationwiththelenderaboutissuesrelatedtoloan

management.

Attending workshops so as to be equipped with financialmanagement

information.

FINANCIALNEEDSOFAPOTENTIALBUSINESS

Thesuccessofeverybusinessdependsonproperidentificationofbusinessneeds.Like

humanbeingshaveneedssuchasfoodsecurityisthesamecasewithbusiness.The
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businessneedsinclude;

INVESTMENTNEEDS

Theseareneedthatanentrepreneurinvestsinordertogetareturn.Theseneedsare

eithercapitalinvestmentneedorworkingcapitalneeds.Capitalinvestmentneeds

include

Acquisitionofland

Sitepreparation

Buildings

Machineryandequipment

Installationoffixturesandfittings

Furniture

Provisionforinflation

WORKINGCAPITALNEEDS

Thisrefersitemsneededtofacilitatedaytodayactivitiesofthebusiness.Theseinclude;

Purchaseofrawmaterials

Paymentsoflabour

Paymentofutilities(water,power,telephone)

Transportcosts

Packagingmaterials

Paymentoftax

Machineryrepairs

Stationeryandpostage

PaymentofInterestonloans

PREOPERATINGNEEDS

Thesearebusinessneedsthattheentrepreneurmeetsbeforecommencementof

business.Theyinclude;

Businessregistration

Tradinglicense

Marketresearch

Installationexpenses

Advertising

Administrativecosts

Legalfees

Supervisionexpenses

Initialrent

BUSINESSBUDGET

Abudgetisadetailedstatementwhichshowstheestimatedbusinessrevenueand

estimatedexpenditureofthebusinessforagivenfinancialyear.Infinance,afinancial

planisverycriticalinexaminingthefinancialimplicationofthebusinessexpenditures.

Importanceoffinancialplan
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Objectivesofbudgetinginbusiness

Toraiserevenueforthebusiness

Tomaintaincompetitiveadvantageofthebusiness

Tocontrolexpenditureofthebusiness

Tomaintainqualityofproductsinthebusiness

Toensureeffectiveutilizationoftheprocuredfunds

Toachieveefficiencyinthebusiness

Typesofbudgets

Fixedcapitalbudget

TOOTODECORATORS

Po170mbale

Fixedcapitalbudget

Fixedcapitalrequirements shs

Acquisition 100,000

Purchaseofmachinestools 100,000

Constructionofbusinesspremises 400,000

Purchaseoffurniture 500,000

Truck 200,000

Total 1,300,000

Preoperatingbudget

METHAHONEYMILLERS

Pobox120mbale

Pre-operatingbudget

Requirements shs

Businessrequisition 1,000,000

Tradinglicense 1,000,000

Marketresearch 1,000,000

Installationsexpenses 3,000,000

Advertising 1,000,000

Administrativecosts 2,000,000

Initialrent 1,000,000

Total 10,000,000

Workingcapitalbudget

METHATMEATPROCESSOR

P.o.box120mbale
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Workingcapitalbudget

Requirement shs

Purchaseofmaterials 1000,000

Paymentoflabour 1000,000

Paymentofutilitieswaterpowertelephone 1000,000

Transportcosts 1000,000

Packagingmaterials 1000,000

Paymentoftax 1000,000

Total 6000,000

OTHERBUDGETS

Marketingbudget

Productionbudget

Organizationalbudget

FINANCIALSTATEMENTANALYSIS

Afinancialstatementisanofficialdocumentofanenterprise,whichexplorestheentire

financialinformationoftheenterprise.Financialstatementisanorganizedcollectionof

dataaccordingtologicalandconsistentwithaccountingprocedures.Itspurposeisto

conveyanunderstandingofthefinancialaspectsofthebusiness.Henceafinancial

statementisthesummaryoftheaccountingprocesswhichprovidesusefulinformation

tobothinternalandexternalparties.Financialstatementsconsistofthefollowing;

Incomestatementorprofitandlossaccount

Balancesheetorthepositionstatement

INCOMESTATEMENT

It’salsocalledprofitandlossaccountwhichreflectstheoperationalpositionofthe

businessduringaparticularperiodoftime.Normallyitconsistsofoneaccountingyear.

Itdeterminestheentireoperationalperformanceofthebusinessliketotalrevenue

generatedandexpensesincurredforearningthatrevenue.Incomestatementhelpsto

ascertainthegrossprofitandnetprofitofthebusiness.

Gross profitis determined by preparation oftrading accountand netprofitis

determinedbypreparationoftheprofitandlossaccount.

ITEM RECORDEDINTHETRADINGACCOUNTANDNETPROFITANDLOSSACCOUNT

Purchases,thisreferstothegoodsboughtbyanentrepreneurforresale.

Openingstock,(inventory)thisreferstounsoldgoodsavailableinthebusiness

atthebeginningofanewfinancialyear.

NB.Abusinessthathasjustcommencedbusinessdoesnothaveopeningstock

.henceitspurchasesbecomestheopeningstock.

Closingstock,thisreferstothevalueofgoodsnotsoldbybusinessattheendof

thefinancialtradingperiod.It’ssubtractedfrom thecostofgoodsavailablefor

sale

Sales,thisreferstothevalueofgoodswhichhavebeensoldbyabusiness.Orit’



193

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

stherevenueearnedfrom thegoodssold.Thevalueisusedtocalculatethe

grossprofitorloss.

Salesreturnsorreturnsinwards,thesearegoodspreviouslysoldbuthavebeen

broughtbacktothebusiness.iesales-returnsinwards=netsales

Reasonsgoodsaresometimesreturned
Whengoodsareexpired
Whengoodsarewrongsize
Whengoodshavebeendamaged
Whengoodsareofwrongcolor

Purchasesreturnsorreturnoutwards,thesearegoodspreviouslyboughtbya

businessbuthavebeensentbacktothesupplier.Thevalueissubtractedfrom

thepurchasestogetthenetpurchasesthatis

Netpurchases=purchases-purchasereturns

Grossprofit,thisreferstotheexcessofnetsalesoverthecostofgoodssold.Or

it’sthetotalprofitobtainedbyanentrepreneurbeforepayingofftheoperating

andotherexpensesthatis;

Grossprofit=purchases–costofgoodssold

Grossloss,thisreferstoasituationwherecostofsalesexceedsthenetsales.

Tradingordirectexpenses,theseareexpensesincurredbyabusinessinorder

togetgoodstothereachplaceandreadyforsalesuchexpensesareaddedto

thepurchasestogetthetotalcostspentongoodsbought.Tradingexpenses

include;

Carriageinwards

Wagesonpurchases

Importdutyonpurchases

Carriage,thisreferstothecostincurredintransportingthegoodsintoandoutof

thebusiness.Theyareoftwotypes;

Carriageinwards,thisisthetransportcostofbringingthegoodsboughtuptothe

business.Itformspartofthe costofgoodsboughtand isadded to the

purchasesinthetradingaccount.

Carriageoutwards,thesearecostsoftransportinggoodssolduptothebuyer̀s

premises.Thereforetheyareaddedtotheoperatingexpenses

Drawing ofgoods,these are the physicalitems (goods)taken outofthe

businessbytheentrepreneurforprivateuse.Theyaresubtractedfrom the

purchasesinthetradingaccount,becausesuchgoodsarerecordedintheowners

withdrawalaccount.

NB:itsonlydrawingsinform ofgoodsthatmustbetreatedinthetradingaccount

Salaries,thisispaymentusuallymadtoskilledlabouratafixedamountmade

afterafixedtimeinterval

Supplementaryormiscellaneousincome,thisisaterm usedtorefertoother
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incomesorrevenuethatabusinessearnsfrom othersourcesotherthansales.

Theytaketheform of;

Rentincomeorrentreceived

Commissionincome

Interestreceived

Discountreceived

Baddebtsrecovered

Allsupplementaryincomesareaddedtothegrossprofitintheprofitandlossaccount

togetthetotalincomeofthebusiness.

Methodsofpreparation

TherearetwomethodusedthatistheT-formatandtheverticalmethod

HoweverIhaveconsideredtheverticalmethodinthefollowingexamplesinthisbook

Exampleone

Thefollowinginformationwasextractedfrom thebooksoffugaobulamutradersfor

theyearended31December2016

Particulars shs closingstock 6,000shs

Openingstock 15,000 rent 6,000

Purchases 180,000 insurance 2,000

Sales 250,000 advertisement 2,500

Returnsinwards 5,000 wagesandsalaries 4,000

Returnsoutwards 4,000 stationery 5,000

Discountallowed 1,000

Rentreceived 80,000

Discountreceived 15000

Required;
Prepareincomestatementforfugaobulamutradersfortheyearended31December
2016.

solution
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FUGAOBULAMUTRADERS̀ INCOMESTATEMENT
Fortheyearended31December2016

Particulars Shs Shs Shs

Sales

Lessreturnsinwards

Netsales

Lesscostofsales;

Openingstock

Andpurchases

Lessreturnsoutwards

Goodsavailableforsale

Lessclosingstock

Costofsales

Grossprofit

Addotherincomes;

Rentreceived

Discountreceived

180,000

4,000

15,000

176,000

250,000

5,000

245,000

185,000

191,000

6,000

80,000

15,000

60,000

95,000
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Grossincome

Less:operatingexpenses;

Rent

Advertisement

Wagesandsalaries

Stationery

Discountallowed

stationery

totalexpenses

NETPROFITS

6,000

2,000

2,500

4,000

5,000

1,000

155,000

20,500

134,500

EXAMPLETWO

Thefollowinginformationwasextractedfrom thebooksofHAM schoolcanteenforthe

yearended30June2017.

Purchases 400,000shs

Sales 950,000

Discountallowed 5,000

Discountreceived 4,500

Rent 16,000

Rentreceived 55,000

Insurance 35,000

Carriageoutwards 28,000

Electricity 25,000

Salaries 22,000

Baddebts 14,000

Officeexpenses 15,000
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Carriageinwards 18,000

Returnsinwards 5,000

Returnsoutwards 10,000

Openingstock 100,000

Closingstock 30,000

Required;prepareHAM canteeǹsincomestatementfortheyearended30June2017

HAM CANTEEǸS

Incomestatement

Fortheyearended30June2017

Particulars Shs shs Shs

SALES 950,000

Less;returnsinward 5,000

Netsales 945,000

Less:COSTOFSALES

Openingstock 100,000

Addpurchases 400,000

Addcarriageinwards 18,000

Purchasesbeforereturns 418,000

Lessreturnsoutwards 10,000

Netpurchases 408,000

Goodsavailableforsale 508,000

Lessclosingstock 30,000

Costofsale 478,000

Grossprofit 46,7000

Addotherincomes

Discountreceived 4,500

Rentreceived 55,000

GROSSINCOME 526,500
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LESS:OPERATINGEXPENSES;

Discountallowed 5,000

Rent 16,000

Insurance 35,000

Carriageoutwards 28,000

Electricity 25,000

Salaries 22,000

Baddebts 14,000

Officeexpenses 15,000

Totalexpenses 160,000

NETPROFIT 366,500

Example3

Thefollowingwasextractedfrom thebooksofjenifferagrobusinessltdfortheyear

ended2017

Sales 40,000,000

Purchases 20,000,000

Purchasesreturns 1,620,000

Salesreturns 500,000

Openingstock 10,000,000

Salariesandwages 3,000,000

Telephone 600,000

Closingstock 980,000

RequiredprepareJenniferagrobusinessltd̀sincomestatementfortheyearended31

December2017

BALANCESHEET

Balancesheetisastatementwhichshowsthefinancialpositionofthebusinessat

particulartime.Itshowsthemoneyvalueofassets,liabilitiesandcapitalofthebusiness

onagivendate.Henceit’susedtounderstandthestrengthandweaknessofthe

business.Abalancesheetispreparedbasingonanequationcalledtheaccounting

equationorbookkeepingequation.Thisequationstatesthat.Assets=liabilitiesOR

assets=capital+liabilities,

C+L=A
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A-L=C
A-C=L

Importanceofabalancesheet

It’susedindecisionmakingandplanningpurposes

Itshowstheassetsandliabilitiesofthefirm

Itisused to comparea firm s̀financialperformancewith similarfirmsor

previousperiods

It’susedtodeterminethefinancialpositionoftheafirm ataparticulardate

It’susedbycreditorsandbankerstodecidetheamountofcreditandloansto

extendtoafirm.

ELEMENTSOFBALANCESHEET

Assetsthesearethepossessionsofabusiness.Orthesearethepossessionsor

propertiesownedbythebusiness.Theyaregroupedintotwo;

Fixedassets;thesearethepossessionsorpropertiesofthebusinesswhichareof

durablenatureboughtforuseinthebusinessforalongperiodoftime.Examples

include;

Land

Buildings

Plantandmachinery

Vehicles

Fittingsandfixtures

Furnitureetc

Currentassets,thesearethepossessionsofthebusinesswhichstayforashorter

periodoftimeandareeasilychangedintocash.Commonexamplesinclude;

Cash

Cashatbank

Debtors

Stock

Rawmaterials

Billsreceivable

Paymentsinadvance.Orprepaidexpenses

Unusedstationery

Incomedue/incomenotyetreceived.

LIABILITIES

Thesearedebtsoramountofmoneythatthebusinessowestooutsiders.Ortheyare

claimsofoutsidersonthebusiness.Theyareoftwotypes;

Longterm liabilities,thesearedebtsoramountofmoneyborrowedbythebusiness

thatistoberepaidafteralongperiodoftimeusuallyafteryear.Examplesinclude;

Bankloansofoneyearandabove
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Debentures

Mortgages

Currentliabilitiesorshortterm liabilities,theseareshortdebtsofabusinesswhichare

repaidwithinashorttimeusuallylessthanoneyear.

Ortheseareclaimsbyoutsidersonthebusinessthatarerepaidwithinoneaccounting

period.

Examplesinclude;

Creditors

Bankoverdrafts

Expensesdue

Billspayable

CAPITAL

Thisistheamountofmoneyorresourcesinvestedinthebusinessbytheowneroran

entrepreneur.

TYPESOFCAPITAL

Initialcapitalorcapitalinvested,thisreferstotheactualamountofmoneyorassts

broughtintothebusinessbytheentrepreneur.

Owner̀sequityornetworth,thisistheamountofresourcesinthebusinessthat

belongstotheowneratagivendate.Or

It’stheamountofmoneythatremainsinthebusinessafteraddingnew investments

andnetprofitorlossandsubtractingdrawingsandanyliabilitiesofthebusiness.or

Thisisthedifferencebetweenthebusinessassetsandliabilitiesofthebusiness.

Capitalowned=initialcapital+Netprofit+additionalinvestment–Drawings-loss
Loancapitalorborrowedcapital,thisisthetotalamountborrowedbythebusiness

inform oflongterm liabilities.Thatis;

Borrowedcapital=totallongterm liabilities

Fixedcapital,thisreferstothevalueoffixedassetsinthebusiness.

Fixedcapital=totalfixedassets.

Liquidcapital,thisreferstothevalueofcurrentassetsinform ofcash,cashatbank

andbillsreceivable.Liquidcapital=totalcurrentassets-closingstock

Workingcapital,thisistheexcessofcurrentassetsovercurrentliabilitiesofthe

business.Or

Workingcapitalisthedifferencebetweencurrentassetsandcurrentliabilities.Thatis

tosay

Workingcapital=asset--currentliabilities.

It’salsoknownasnetcurrentassetswhenthevalueofthecurrentasstsexceeds

currentliabilities

Capitalemployed,thisisthetotalofthefixedassetsplustheworkingcapital.Or
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it’sthesum oftheowner̀sequityandthelongterm liabilitiesofthebusiness.Thatis

Capitalemployed=fixedasset+workingcapital.Or

Workingcapital=capitalowned+longterm liabilities

Tradingcapitalorgrosscapitalemployed=thetotalvalueofalltheassetsinthe

business.Thatistosaysum offixedassetsandcurrentasset.

PREPARATIONOFBALANCESHEET

Itmusthaveheading

Itemsshouldbearrangedinthecategoryofassets,liabilitiesandcapital

Orderofpermanency

Startwithfixedassetsandcurrentassetsandfinallycapital

Methodsofpreparation

TherearetwomethodusedthatistheT-formatandtheverticalmethod

HoweverIhaveconsideredtheverticalmethodinthefollowingexamplesinthisbook

Example

Thefollowinginformationwasextractedfrom thebooksNORAKIricebusinessatthe

endoftheyearended31December2016

Capital 10,000 stock 4,500

Machinery 3,500 bankoverdrafts 800

Building 4,000 bank 500

Motorvehicle 1,500 debtors 3,500

Furniture 2,500

2yearloan 7,000

Creditors 2,200

Required:prepareNORAKÌSbalancesheetasat31December2016

Solution

NORAKIRICEBUSINESS̀S

BALANCESHEET

ASAT31DECEMBER2016

PARTICULARS SHS SHS SHS

FIXEDASSETS

Machinery

Buildings

Motorvehicle

Furniture

3,500

4,000

1,500

2,500 11,500
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CURRENTASSETS

Debtors

Bank

Stock

LESS:CURRENTLIABILITIES

Creditors

Bankoverdraft

Workingcapital

CAPITALEMPLOYED

Financedby;

Capital

Add2yeaeloan

3,500

500

4,500 8,500

3,000

5,500

2,200

800

17,000

10,000

7,000

17,000

EXERCISE
Thefollowinginformationwasextractedfrom booksofKamaluenterpriseforthe
monthofAugust.

Thefollowinginformationwasobtainedfrom thebooksofHopeenterpriseson
31-3-14

Shs
Landandbuildings 4,000,000
Furniture 540,000
Juiceprocessor(machine) 900,000
Motorvehicle 180,000
Mortgageloan 2,000,000
Debenture 400,000
3yearsloan 500,000
Capital 2900,000
Netprofit 300,000
Commissionincomeprepaid 65,000
Stockintrade 3,000,000
Bankbalance 28,000
Cashinhand 440,000
Prepaidexpenses 3,000
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Creditors 81,000
Interestonlanddue 145,000
Required

Prepareabalancesheetonthatdate
Calculatethefollowingtypesofcapital
Fixedcapital
Workingcapital
Capitalemployed
Borrowedcapital
Networth
EXERCISE

BelowarethefinancialtransactionsofBusirotradersasat31stDec2017
Capital 1,810,000
Motorvan 1,500,000
Closingstock 460,000
Bankloan 1,550,000
Bankbalance 108,000
Debentures 1,200,000
Fixtures 1,400,000
Building 1,490,000
Creditors 1,360,000
Bankoverdraft 1,400,000
Debtors 1223,000
Cashbalance 108,000
Thefollowinginformationwasalsocompiled

Openingstockasat1stJanuary2013 1,732,000
Purchasefortheyear 1,820,000
Returnoutwards 1,082,000
Usingtheaboveinformation,youarerequiredtocalculate
Fixedcapital
Borrowedcapital
Costofsales
Averagestock
Rateofstockturn
Workingcapital
Capitalemployed
PREPARING FINAL ACCOUNTS (INCOME STATEMENT) FROM A GIVEN TRIAL

BALANCE

From agiventrialbalancetheincomestatementandthebalancesheetcanbeprepared

usinginformationfrom thesamesource.

Atrialbalanceistablethatshowsalistofitem balancesaspertheirledgersatagiven

date.Thetotalofdebtbalancesisalwaysequaltototalbalancesofthecredit.

Reasonsforpreparingatrailbalance
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Itispreparedtocheckthearithmeticaccuracyrecordingofthebusinesstransactionsin
thebooksofaccounts.(ledgerandcashbook)
To show thevalueofvariousassets,liabilities,expensesand revenueitemsofthe
businessataparticulardate.
Toprovideinformationforthepreparationofthefinalaccountsandbalancesheet
Totestwhethertheledgeraccountbalanceshavebeencorrectlypostedtothecollect
columnsofthetrailbalance

Atrailbalanceispreparedasasteptowardsfinalaccounts.

Structureoftrailbalance
Details Folio Debt(shs) Credit(shs)

Accountsandtheirbalancesbroughtdown
Capital (Cr)
Assets (Dr)
Liabilities (Cr)
Expenses/losses (Dr)
Income/gains (Cr)
Thefollowinginformationwasextractedfrom mukkoenterpriseson28.2.2017
Purchases 37,600
Sales 65,800
Cashatbank 3,800
Cashinhand 700
Capital 33,000
Drawings 9,500
Officefurniture 7,800
Rentrates 3,400
Wagesandsalaries 8,600
Discountsallowed 2,300
Discountsreceived 1,200
Debtors 16,400
Creditors 8,300
Stock(openingstock) 6,900
Commissionreceived 900
Deliveryvan 8,000
Baddebtswrittenoff 2,700
Vanrunningcosts 1,500

Required
Prepare.trailbalanceformukkoenterprisesfortheyearended28February2017
prepareincomestatementformukkoenterprisesfortheyearended28February2017
andbalancesheetasat28February2017
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Example3

Thefollowinginformationtrialbalancewasextractedfrom thebooksofJAKstationery

shopasat28February2017.

Details

Sale

Purchases

Returns

Carriageinwards

Openingstock

Rent

Advertising

Premises

Machinery

Debtors

Creditors

Bankloan

Cashathand

Cashatbank

Drawing

Discountallowed

Discountreceived

Commissionreceivable

Capital

Carriageoutwards

Dr

90,000

6,000

10,000

28,000

4,000

8,000

122,000

75,000

18,000

14,000

27,000

10,000

5,000

8,000

Cr

128,000

5,000

31,000

60,000

6,000

20,000

190,000
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Wagesandsalaries 15,000

440,000 440,000

Required:prepareincomestatementforJAKstationeryshopfortheyearended28feb

2017

Andbalancesheetasat28February207

JAKSTATIONERYSHOP̀S

Incomestatement

Fortheyearended28February2017

Particulars Shs Shs Shs
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Sale

Less:salesreturn

Lesscostofsales

Openingstock

Add:purchases

Add:carriage

Purchasesbeforereturns

Less:purchasereturns

NETPURCHASES

Goodsavailableforsale

Less:closingstock

Costofsales

GROSSPROFIT

Add:discountallowed

Commissionreceivable

Grossincome

LESS:OPERATING

Rent

Advertising

Discountallowed

Carriageoutward

Wagesandsalaries

Totaloperatingexpenses

NETPROFIT

90,000

10,000

100,000

5,000

128,000

6,000 122,000

75,000

28,000

95,000

123,000

48,000

6,000

20,000

47,000

26,000

73,000

40,000

4,000

8,000

5,000

8,000

15,000

33,000
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JAKSTATIONERYSHOP̀S

Balancesheet

Asat28February2017

DETAILS SHS SHS SHS

FIXED

Premises

Machinery

Currentassets

Stock

Debtors

Cashatbank

Cashinhands

Less:currentliabilities

Creditors

Workingcapital

CAPITALEMPLOYED

FINANCEDBY

Capital

48,000

18,000

27,000

14,000

122,000

75,000 197,000

76,000

107,000

31,000

190,000

273,000
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Add::netprofit

Less:drawings

Add:Bankloan

NETCAPITALEMPLOYED

33,000

10,000 227,000

60,000

273,000

Thefollowingrelatestothetrialbalanceextractedfrom salttradersfortheyearended

31December2015.

Particulars

Cashinhand

Cashatbank

Stock1.1.2015

Creditors

Returnsinwards

Sales

Purchases

Salaries

Waterbills

Postage

Drawings

Returnoutwards

Furniture

Motorvan

Loan

Rentincome

Carriageinwards

Drshs

42,000

80,000

100,000

15,000

315,000

40,000

6,000

2,000

89,000

750,000

350,000

7,000

Crshs

100,000

560,000

10,000

300,000

12,000
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Carriageoutward

Capital

Closingstock

10,000

13,500

1,806,000

824,000

1,806,000

SALTTRADERS̀

INCOMESTATEMENT

Fortheyearended31December2015.

PARTICULARS SHS SHS SHS

Sales

Less:returnsinwards

Netsales

Lesscostofsales

Openingstock

Add:purchases

Add:carriageinwards

Purchasesbeforereturns

Less:returnsoutward

Netpurchases

Goodsavailableforsale

Lessclosingstock

COSTOFSALE

Grossprofit

Add:rentincome

315,000

7,000

322,000

10,000

100,000

312,000

560,000

15,000

545,000

398,500

412,000

13,500

146,500

12,000
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Grossincome

LESSOPERATINGCOSTS

Salaries

Waterbills

Postage

Carriageoutwards

Totalexpenses

NETPROFITS

40,000

6,000

2,000

10,000

158,500

58,000

100,500

SALTTRADERS̀

Balancesheet

Asat31December2015

Details shs Shs shs

ASSETS

Fixedassets

Furniture

Motorvan

Currentassets

Cashinhands
42,000

80,000

750,000

350,000 1,100,000
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Cashatbank

Closingstock

LESS:CURRENTLIABILITIES

Creditors

Workingcapital

CAPITALEMPLOYED

FINANCEDBY:

Capital

Add:netprofit

Capitalbeforedrawings

Less:drawings

Capitalworth

Addlongterm liabilities

NETWORTH

13,500 135,500

100,000

824,000

100,500

35,500

1,135,500

924,500

89,000

835,500

300,000

1,135,500

YEAR–ENDADJUSTMETS
Attheendofthefinancialyear,someexpensesoverlaptheperiodsuchexpensesmust
beconsideredwhenthefinalaccountsarepreparedattheendoftheperiod.Such
expensesinclude
ACCRUALS,
Theseareexpensesthatremainunpaidattheendoftheperiod.Theseexpensesmay
alsocalledoutstandingexpensesorexpensesowingorexpensesdue.
Treatmentofsuchexpenses
Intheincomestatement,theyareaddedtotheexpensesactuallypaid.Inthebalance
sheet,theyappearascurrentliabilities.
Examplesinclude

Rentunpaid
Outstandingwagesandsalaries
Outstandingelectricityandwaterbillsetc
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PAYMENTINADVANCEORPREPAYMENTEXPENSES
Theseareexpensespaidinadvancethatistosayexpensespaidbeyondtheperiod
underreviewe.g.rentpaidinadvance,ratesinsurancepaidinadvance.Thesepayments
aremadebeforethebenefitsareenjoyed
Treatment
Intheincomestatementsuchexpensesaredeductedfrom theperiod̀sexpensesandin
thebalancesheetsuchexpensesaretreatedascurrentassets
INCOMES
Likeexpenses,incomesmaybereceivedbeforeworkingforit(incomeinadvance)and
sometimessuchincomemaynotbereceivedasexpectedandthereforedescribedas
outstandingincome.
Treatment
Incomereceivedinadvance,
Suchincomeissubtractedfrom theincomesfortheperiodintheincomestatement
andinthebalancesheet;suchincomeistreatedascurrentliabilities.
Incomesoutstanding
Incomesoutstandingareaddedtoincomesactuallyreceivedfortheperiod.Inthe
balancesheetit’streatedascurrentasset
Incomeearnedbutnotyetreceived,
It’spossiblethatinterestonbankdepositmaybeduebutnotyetcreditedortenants
havedelayedpayments,suchincomesaretreatedascurrentassetsandshowninthe
balancesheet
Example4
Thefollowinginformationwasextractedfrom thebooksofKampalacoachesforthe
periodended30June2017

SHS
Capital 1540,000
Sales 25,000,000
Purchases 16,000,000
Drawings 30,000
Rent 870,000
Openingstock 420,000
Returnsinwards 40,000
Returnsoutwards 30,000
Debtors 3,420,000
Creditors 270,000
Cashatbank 630,000
Furniture 570,000
Transport 220,000
Advertising 590,000
Additionalinformation:
Closingstockwasvaluedatshs3,500,000
Rentaccruedshs 30,000
Transportworthshs20,000waspaidinadvance
Required;
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PrepareKampalacoaches̀ incomestatementfortheperiodended30June2017and
balancesheetasat30June2017

KAMPALACOACHES̀
Incomestatement

Fortheperiodended30June2017
PARTICULARS

Sales

Lesssalesreturns

Netsales

Lesscostofgoodssold:

Openingstock

Addpurchases

Lessreturnsoutwards

Netpurchases

Goodsavailable

Lessclosingstock

Costofgoodssold

Grossprofit

LESSOPERATINGEXPENSES:

Rent

Addaccruedrent

Transport

Lesstransportpaidinadvance

Advertising

Totaloperationexpenses

NETPROFIT

SHS

16,000,000

30,000

870,000

30,000

220,000

20,000

SHS

25,000,000

40,000

420,000

1,5970,000

16,390,000

3,500,000

900,000

200,000

590,000

SHS

24,960,000

12,890,000

12,070,000

1,690,000

10,380,000
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KAMPALACOACHES̀
Balancesheet

Asat30June2017
PARTICULARS SHS SHS SHS

ASSETS

Fixedasset

furniture

buildings

CURRENTASSET

Debtors

Cashatbank

Closingstock

Transportpaidinadvance

LESS:CURRENTLIABILITIES

Creditors

Rentaccrued

Workingcapital

CAPITALEMPLOYED

FINANCEDBY:

3,420,000

630,000

3,500,000

20,000

570,000

6,480,000 7,050,000

4,840,000

7,570,000

2,730,000

2,700,000

30,000

11,890,000
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Capital

Addnetprofit

Capitalbeforedrawings

Lessdrawings

Netequity

1,540,000

10,380,000

11,920,000

30,000

11,890,000

EXAMPLE5
Thefollowinginformationrelatestokunyatraders̀ trialbalancefortheendofthe31
December2017
PARTICURS DR(shs) CR(SHS)

Capital 40,000
Purchases 81,500
Stock1Jan2015 5,200
Wages 6,165
Sales 108,850
Creditors 15,100
Salaries 3,780
Debtors 6,750
Motorvan 18,000
CashatBank 6,735
Electricity 890
Rates 2,250
Buildings 38,000
Discountreceived 1,050
Discountallowed 610
Rentincome 3,200
Commissionincome 1,800
Cashinhands 120

170,000 170,000
Additionalinformation

Closingstockwasvaluedatshs5460
Wagesandsalariesoutstandingwasshs490and640respectively
Rateshavebeenpaidfor15monthupto31March2018
Commissionduefrom clientwasshs300forthejobalreadydone
Rentofshs200wasreceivedinadvance.

Required:preparekunyatraders̀ incomestatementfortheyearended31December
2017
Andbalancesheetasat31December2017
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KUNYATRADERS̀
Incomestatement

Fortheyearended31December2017
PARTICULARS SHS SHS SHS

Sales

Lesscostofgoodssold:

Openingstock

Addpurchases

Addwages

Addwagesdue

Netpurchases

Goodsavailableforsale

Less:closingstock

Costofgoodssold

Grossprofit

Addotherincomes

Commissionincome

Addcommissiondue

Rentincome

Less:rentreceivedinadvance

Discountreceived

Grossincome

Less:operatingexpenses:

Salaries

Addsalariesdue

Electricity

Rate

Lessprepaid

81,500

6,165

490

5,200

88,155

108,850

87,895

1,800

300

3,200

200

3,780

640

2,250

450

93,355

5,460

2,100

3,000

1,050

4,420

890

1,800

610

20,955

6,150

27,105
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Discountallowed

Totalexpenses

NETPROFIT 7,720

19,385

KUNYATRADERS̀
Balancesheet

Asat31December2017
PARTICULARS SHS SHS SHS

ASSETS

FIXEDASSETS

Buildings

Motorvan

CURRENTASSET

Stock

Debtor

Ratespaidinadvance

Commissiondue

CashatBank

Cashinhand

LESS:CURRENTLIABILITIES

Creditors

Outstandingwages

Outstandingsalaries

Rentreceivedinadvance

Workingcapital

5,460

6,750

450

300

6,735

120

38,000

18,000 56,000

3,385

19,815

16,430

15,100

490

640

200

59,385
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CAPITALEMPLOYED

FINANCEDBY:

Capital

Addnetprofit

Netequity

40,000

19,385
59,385

RESERVESANDPROVISIONS
Inanybusiness,it’snecessarythatsomeprofitsbeputasidetocaterforunforeseen
eventsthatmayaffectcapitalandplanningforthebusiness
Thereforereservesaremadefordepreciationofcapitalassetsofthebusiness.Atthe
sametimeit’sararecasethatallgoodsaresoldoncashsomearesoldoncreditwhich
isalsodifficulttomakeallcreditorssettletheirobligationsandthereforeprovisionsare
madeforthosewhomayfailtomeettheirpaymentobligations
PROVISIONFORBADDEBTSORDOUBTFULDEBTSANDDEPRECIATION
A provisionisanamountofmoneyputasideforaprobablelosswhichcannotbe
calculated .the amountto be setaside depends on the pastexperience ofthe
entrepreneur.Henceaprovisionmaybeincreasedordecreased
Allprovisionsaffectdebtor̀samount
Forthecaseofdecreaseinprovisiontheamountisaddedtothegrossprofitofthe
business.
PROVISIONFORDEPRECIATIONS
Depreciationreferstothetotallossinvalueoffixedassets
Causes
Beingoutofdate(obsolescence)thatisassetslossvalueduetochangeinfashion
Exhaustion
Physicaldeteriorationduetowearandtear
Calculationofdepreciation
Reducingmethod
Straightlinemethod
EXAMPLE6
ThefollowingtrialBalancewasextractedfrom thebooksofKumitradersassociation
on31
December2016

DRSHS CRSHS
Capital 40,000,000
Purchases 26,154,000
Sales 36,246,000
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Salaries 4,814,000
Openingstock 4,307,000
Insurance 820,000
Rentincome 965,000
Buildings 25,000,000
Furniture 14,500,000
Debtors 6,140,000
Otherexpenses 1,060,000
Creditors 4,638,000
Commissionreceived 946,000

8,2795,000 8,2795,000
ADDITIONALINFORMATION

Salariesdueshs350,000
Insurancewaspaidfor15months
Rentreceivedinadvancewasshs165,000
Commissionaccruedbutnotyetreceivedwasshs120,000
Furnituretobedepreciatedby10%
Provide5% fordebtorsaredoubtful
Stockon31December2016wasvaluedatshs5008,000

Required:prepareincomestatementforkumitrader̀sassociationfortheyearended31
December2016andBalancesheetasat31December2016

KUMITRADERS̀ ASSOCIATIOǸS
Incomestatement

Fortheyearended31December2016

PARTICULARS SHS SHS SHS

Sales 56,246,00
0

LESSCOSTOFSALES

Openingstock 4,307,000

Addpurchases 26,154,000

Goodsavailableforsale 30,461,000

Lessclosingstock 5,008,000

Costofsales 25,453,00
0

Addotherincomes
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Rentreceived 965,000

Lessrentreceivedinadvance 165,000 800,000

Commissionreceived 946,000

Addaccruedcommission 120,000 1,066,000 1,866,000

Grossincome 12,659,00
0

LESSOPERATINGEXPENSES

Salaries 4,814,000

Addaccruedsalaries 350,000 5,164,000

Insurance 820,000

Leeprepaidinsurance 205,000 615,000

Otherexpenses 1,060,000

Baddebts 307,000

Depreciationonfurniture 1,450,000

Totaloperatingexpenses 8,596,000

NETPROFIT 4063,000

KUMITRADERS̀ ASSOCIATIOǸS
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Balancesheet
Asat31December2016

Particulars Shs shs Shs

Fixedasset

Building 25,000,000

Furniture 14,500,000

Lessprovisionfordepreciation 1,450,000 13,050,000 38,050,000

Currentassets

Stock 5,008,000

Debtors 6,140,000

Lessprovisionforbaddebts 307,000 5,833,000

Prepaidinsurance 205,000

Accruedcommission 120,000

Total 11,166,000

Lesscurrentliabilities

Creditors 4,638,000

Salariesdue 350,000

Rentreceivedinadvance 165,000 5,153,000

Workingcapital 6,013,000

Capitalemployed 44,063,000

Financedby

Capital 40,000,000

Addnetprofit 4,063,000

Capitalemployed 44,063,000

Example7
ThefollowinginformationrelatestothetrialBalanceofmbalehospitalcanteenforthe
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yearended31December2017

Openingstock 1,046,050
Capital 12,500,000
Sales 4,352,100
Returns11,250 28,700
Purchases 2,070,850
Plantandmachineryatcost 3,500,000
Officefurnitureatcost 1,575,000
Freeholdpropertyatcost 6,577,900
Provisionforbaddebts 31,400
Motorvanatcost 362,000
Shopfittings 64,300
Generalexpenses 18,7250
Insurance 225,000
Postageandtelephone 18,500
Powerandlight 189.100
Stationeryandprinting 29,100
Rates 176,200
Baddebts 25,750
Wagesandsalaries 503,750
Carriageoutwards 222,100
Debtors 642,500
Creditors 276,000
Drawings 200,000
Bank 503,200
Carriageinwards 175,000
Cash 98,600
Discountreceived 21,200
Provisionfordepreciation
Plantandmachinery 1,161,000
Officefurniture 33,000
Additionalinformation

Closingstockwasvaluedatshs975,200
Theproprietortookgoodsworthshs105,000
Postageandtelephoneoutstandingwasshs37,500
Wagesoutstandingshs96,250
Ratesofshs120,000werepaidinadvance
Provisionforbaddebtsistoadjustedto8%ofdebtors
ProvideforPlantandmachineryat15%onthebookvalue
Officefurnitureat10%oncost
Motorvanat20%oncost
Shopandfittingsat5%oncost

Required
Prepareincomestatementformbalehospitalcanteenfortheyearended31December
2017andBalanceasat31December2017
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MBALEHOSPITALCANTEEǸS
Incomestatement

Fortheyearended31December2017

PARTICULARS SHS SHS SHS

Sales 4,352,100

Less:salesreturns 11,250

NETSALES 4,340,850

LESSCOSTOFSALES

Openingstock 1,046,050

Add:purchases 2,070,850

carriageinwards 17,500

Purchasesbeforereturns 2245,850

Less:returnsoutwards 28,700

Purchasesbeforedrawings 2,217,150

Less:drawings 105,000

Netpurchases 2,112,150

Goodsavailableforsale 3,158,200

Lessclosingstock 975,200

Costofsales 2,183,000

Grossprofit 2,157,800

Adddiscountreceived 21,200

Grossincome 21,759,000

LESSOPERATINGEXPENSES
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Insurance 225,000

Generalexpenses 187,250

Postageandtelephone 18,500

Add outstanding postage and
telephone

37,500 56,000

Powerandlighting 189,100

Stationery 29,100

Rates 176,200

Lessratespaidinadvance 120,000 56,200

Baddebts 25,750

Wagesandsalaries 503,750

Add outstanding wages and
salaries

96,250 600,000

Carriageoutwards 222,100

Provisionforbaddebts 20,000

Depreciation

Plantandmachinery 350,850

Officefurniture

Shopfittings

Motorvan

Totalexpenses

NETLOSS

15,750

3,215

72,400 583,965

2,194,465

15,465

MBALEHOSPITALCANTEEǸS
Balancesheet

Asat31December2017

Particulars Shs shs Shs

FIXEDASSETS

Plantandmachinery 3,500,000
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Lessprovisionfordepreciation 1,511,850 1,988,150

Officefurniture 157,5000

Lessprovisionfordepreciation 190,500 1,384,500

Freeholdproperty 6,577,900

Motorvan 362,000

Depreciation 72,400 289,600

Shopfittings 64,300

Less:depreciation 3,215 61,085 10,301,235

CURRENTASSETS

Stock 975,200

Debtors 642,500

Less:provisionforbaddebts 51,400 591,100

CashatBank 503,200

Cashinhands 98,600

Rtespaidinadvance 120,000

Total 2,288,100

LESS:CURRENTLIABILITIES

Creditors 276,050

Outstandingpostageandtelephone 37,500

Outstandingwagesandsalaries 96,250 409,800

Workingcapital 1,878,300

Capitalemployed 12,179,535

FINANCEDBY:

Capital 12,500,000

Addnetloss 15,465

Capitalemployedbeforedrawings 12,484,535
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Lessdrawings 305,000

CAPITALEMPLOYED 12,179,535

EXAMPLE8
Thefollowingtrailbalancerelatestothebooksofapuulienterprisesltdforthetrading
yearended31December2016
Purchases shs 37,600,000
Sales 65,800,000
Returnsinwards 45,000
Returnsoutwards 38,000
Cashathand 30,800,000
Cashatbank 700,000
Capital 689,707,000
Drawings 90,500,000
Officefurniture 480,000,000
Rentandrates 3,400,000
Salaries 8,600,000
Discountallowed 2,300,000
Discountreceived 1,200,000
Debtors 16,400,000
Creditors 8,300,000
Wages 1,500,000
Stockon1Jan2016 9,900,000
Provisionforbaddebts 900,000
Deliveryvan 80,000,000
Vanexpenses 1,500,000
Baddebts 2,700,000

Additionalinformation
Closingstockwasshs11700,000
Ofratesshs400,000relatesto Jan2017andofrentshs500,000wasout
standing
Baddebtswrittenoffattheendoftheyearwasshs300,000
Provisionforbaddebtstobeadjustedto10%ofdebtors
Required
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Prepareincomestatementforapuulitraders’ltdfortheyearended31December
2016
AndBalancesheetasat31December2016

Example9
Thefollowinginformationrelatestotheobamaeventsmanagementbusiness31Dec
2017

shs
Sales 10,500,000
Purchases 5,400,000
Drawings 1,250,000
Debtors 2,100,000
Creditors 1,420,000
Stock 3,500,000
Motorvan 820,000
Equipment 1,945,000
Carriageinwards 340,000
Returnsinwards 235,000
Returnsoutwards 170,000
Rentandrates 543,000
Carriageoutwards 168,000
Telephone 1,810,000
Officeexpenses 920,000
Salariesandwages 146,000
Insurance 690,000
Postage 190,000
Motorexpenses 200,000
Sundaryexpenses 306,000
Capital 17,567,000
Electricity 400,000

ADDITIONALINFORMATION
Stockatclosewasshs3,230,000
Rentprepaid45,000
Postageinarrears20,000
Depreciatemotorvanby5%perannum
Insuranceofshs45000owing(outstanding)

Required
Prepareanincomestatementforobamaeventsmanagementfortheyearended31Dec
2017and
Balancesheetasatthatdate
BOOKKEEPING
Bydefinition,bookkeeping istheprocessofrecording businessoracompany’s
financialtransactions the accounting process involves classifying,reporting and
analyzingofdataandnoneofitcantakeplaceifthereisnoorganizedandaccurate
bookkeeping.

Betterfinancialanalysisandmanagement,Bookkeepingcansystematizeitup



229

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

from up-to-datefollow-ups,invoicing and on-timepaymentforsuppliersfor
analysis.
FulfillmentofTaxObligations,Bookkeepingkeepstrackonanyinformationand
documentsinordertoaccomplishannualtax.Taxreturnsarealsomadeeasier
withanorganizedBalanceSheet,CashFlowandProfit&Loss,
ReportingtoInvestorsisEasy,From charts,graphstolistsofdatapresentedto
theinvestorsareallacquiredfrom thebookofaccount.
ItmakesBusinessPlanningeasy,bythehelpofBalanceSheetandProfit&Loss
isusedtocheckifthecompanyisontherighttrackfinancially.
ProperRecordKeeping makesretrievingprocesseasyonceaudittimecomes

CashFlow–Keepingtrackofcashflowiscriticallyimportantforanybusinessandit’s
onlypossiblewhenabusinesshaveaccuratefinancialrecords.
Expenses– Soletraderscanclaim specificexpenseswhichhavebeenwhollyand
exclusivelyincurredaspartoftheirbusiness.Thisensuresthatthepersondoingthe
bookkeeping has an understanding ofoutgoing and monitors them fortax and
accountingpurposes.
ProfitabilityandGrowth,Accuratebookkeepingallowsanentrepreneurtoseewhether
ornotthebusinessisactuallymakingaprofitandappropriatemeasuresaretakento
improveonthebusiness.
Actsasatoolforcontrollingassetsinthebusinesssoastoeliminatethepossibilityof
theft,fraud,pilferage,embezzlement.

TECHNIQUESOFFINANCIALSTATEMENTANALYSIS
Financialstatementanalysisisinterpretedtodeterminethefinancialandoperational
performanceofthebusiness.ANumberofmethodsortechniquesareusedtoanalyze
thefinancialstatementofthebusiness.Thefollowingarethecommonmethodsor
techniqueswhicharewidelyusedbythebusinessenterprises

Ratioanalysis
Cashflowstatement
Fundsflow
Trendanalysis
Comparativestatementanalysis

FINANCIALRATIOS
Definition
Financialratios are mathematicalcomparisons offinancialstatementaccounts or
categories.Theserelationshipsbetweenthefinancialstatementaccountshelpinvestors,
creditors,and internalcompany managementunderstand how wella business is
performingandofareasneedingimprovement.Or
A financialratio is a mathematicalcomparison between two ormore items from
business̀sbalancesheetorincomestatement.Theseareusedtomeasuretheprogress
ofthebusiness,uncovertrends,andpointtopotentialproblem areas.Bankersand
investorsoftenanalyzethesenumberstodecidewhethertolendyoumoneyorinvestin
yourcompany.

Financialratiosarethemostcommonandwidespreadtoolsusedtoanalyzeabusiness’
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financialstanding.Theyarealso used to comparedifferentcompaniesindifferent
industries.Sincearatioissimplyamathematicallycomparisonbasedonproportions,big
andsmallcompaniescanuseratiostocomparetheirfinancialinformation,toidentify
theirstrengthsandweaknesses

IMPORTANCEOFFINANCIALRATIOS
They are usefulindicators ofa company’s ability to manage short-term
obligationsastheyprovideimportantinformationaboutbusinessstrength.E.g.
liquidityratio
Theyhelptomeasuretheefficiencyofabusinessi.e.howwellitusesitsassets.
E.g.Leverageratioswhichindicatethelong-term financialstrengthofabusiness.
TheyareusedtodeterminetheProfitabilityofthebusiness,bycomparingprofits
toassetsorequity.

Ratioshelpinanalyzingtheperformancetrendsoveralongperiodoftimeofthe
business.
Theyalsohelpabusinesstocomparethefinancialresultstothoseofcompetitors.
Ratiosassistthemanagementindecisionmakingregardinginvestment.
Financialratiosare used to assessthe financialperformance and determine the
financialpositionofanenterprisee.g.throughitsprofitability,liquidity,activity,leverage
andotherrelevantindicators.
Theyhelpmanagementtopreparebudgets,toformulatepolicy,andtopreparethe
futureplanofaction.

USERSOFFINANCIALRATIOS
BankersandLenders:Useprofitability,liquidityandinvestmentbecausetheywantto
knowtheabilityoftheborrowingbusinessinregularscheduledinterestpaymentsand
repaymentsofprincipalloanamount.
Investors:Use profitability and investmentbecause they are more interested in
profitabilityperformanceofbusinessandsafety& securityoftheirinvestmentand
growthpotentialoftheirinvestment.
Government:Useprofitabilitybecausegovernmentmayuseprofitasa basisfor
taxation,grantsandsubsidies.
Employees:Useprofitability,liquidityandactivitybecauseemployeeswillbeconcerned
withjobsecurity,bonusandcontinuanceofbusinessandwagebargaining.
Customers:Useliquiditybecausecustomerswillseekreassurancethatthebusiness
cansurviveintheshortterm andcontinuetosupply.
Suppliers:Useliquiditybecausesuppliersaremoreinterestedinknowingtheabilityof
thebusinesstosettleitsshort-term obligationsasandwhentheyaredue.
Management:Useallratiosbecausemanagementisinterestedinallaspectsi.e.,both
financialperformanceandfinancialconditionofthebusiness.

TYPESOFRATIOS
.Financialratiosareoftendividedupintosevenmaincategories:
Liquidity

Profitability
Solvency
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Efficiency
Marketprospect
Investmentleverage
Coverage

LIQUIDITYRATIO
Currentratio

CurrentRatio=
NB.Itevaluatestheabilityofabusinesstopayshort-term obligationsusing
currentassets

AcidTestRatio=
Or

Alsoknownas"quickratio",itmeasurestheabilityofacompanytopayshort-
term obligationsusingthemoreliquidtypesofcurrentassetsor"quickassets"
(cash,marketablesecurities,andcurrentreceivables).
ItMeasurestheabilityofabusinesstopayitscurrentliabilitiesusingcashand
marketablesecurities.Marketablesecuritiesareshort-term debtinstruments
thatareasgoodascash.Inmanybusinessesasignificantproportionofcurrent
assetsmaycompriseofinventory.Inventory,bynature,cannotbeconvertedinto
readycashabruptly.Theterm liquidassetsdoesnotincludeinventory.
Hencetheterm liquidorquickassetincludesallthecurrentassetsminus
inventoryatprepaidexpenses

NetWorkingCapital=CurrentAssets-CurrentLiabilities

Determinesifacompanycanmeetitscurrentobligationswithitscurrentassets;and
howmuchexcessordeficiencythereis.

Exampleone
Shs

Equitysharecapital 2,00,000

Generalreserve
90,000

Sundrycreditors 60,000

Billspayable 20,000

Bankoverdraft 30,000

Provisionfortax 5,000

Proposeddividend 10,000

Outstandingsalaries 5,000

Longterm loans 60,000

Land&building 80,000
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Machinery 1,20,000

Cash 10,000

Bank 30,000

Stock 1,40,000

Short-term investments 25,000

Sundrydebtors

Lessprovision 36,000

Billsreceivable 10,000

Prepaidinsurance 9,000

Preliminaryexpenses 20,000

Determinecurrentratioandquickassetratio

Solution

Currentratio=

ButCurrentassetsarecash,bank,stock,investments,sundrydebtors(net),bills
receivableandprepaidinsurance.= shs10,000+30,000+1,40,000+25,000+36,000
+10,000+9,000=shs2,60,000.
Currentliabilitiesaresundrycreditors,billspayable,bankoverdraft,andprovisionfor
tax,proposeddividendandoutstandingsalaries
=60,000+20;000+30,000+5,000+10,000+5,000
=shs1,30,000
Currentratio=2,60,000/1,30,000
=2:1
Quickratio=

Quickassets=Currentassets-(Stock+Prepaidexpenses)
=2,60,000-(1,40,000+9,000)
=shs1,11,000
Quickratio=1,11,000/1,30,000
=0.85:1

InterestCoverage:ThisratioiscalculatedbydividingProfitsbeforeInterestand
TaxesbytotalInterestExpense.
Assettosales:ThisratioiscalculatedbydividingAssetsbySales.
DividendPayout.ThisratioiscalculatedbydividingDividendsbyNetProfit.

CurrentDebt/TotalAssets.ThisratioiscalculatedbydividingCurrentLiabilities
byTotalAssets.

PROFITABILITYRATIOS
Thisisthemeasureoftheabilityofthebusinesstogeneratesufficientrevenueto
financeitsundertaking.Theratiosinclude
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Grossprofitratio
Grossprofitratioistheratioofgrossprofittonetsalesi.e.saleslesssalesreturns.
Theratiothusreflectsthemarginofprofitthatabusinessisabletoearnonitstrading
andmanufacturingactivity.Itisthemostcommonlycalculatedratio.Itisemployedfor
inter-firm comparisonoftradingresults.It’sgivenby:
Grossprofitratio=100
Example:
Calculategrossprofitratio(GPRatio)from thefollowingparticulars.

Particulars Shs Particulars Shs

Sales 1,55,000 Purchases 80,000

Salesreturns 5,000 Purchasesreturns 10,000

Openingstock 40,000 Closingstock 10,000

Solution:
Costofgoodssold=Openingstock+Netpurchases-Closingstock
=40,000+70,000-10,000
=1,00,000
Netsales=1,55,000-5,000
=150,000
Grossprofit=1,50,000-1,00,000
=50,000
Grossprofitratio=(50,000/1,50,000)x100
=33.33%
Ormarkupisthegrossprofitexpressedasapercentageofthecostofsale
I.e.markup=grossprofit/costofsalesx100

Netprofitratio(NPratio)expressestherelationshipbetweennetprofitafter
taxesandsales.Thisratioisameasureoftheoverallprofitabilityofthebusiness.
Theratioindicateswhatportionofthenetsalesisleftfortheownersafterall
expenseshave

Netprofitratio=x100
Example:
From thefollowinginformationcalculatenetprofitratio(NPratio)
Totalsalesshs520,000;
Salesreturnsshs20,000;
Netprofitshs40,000

Netsales=(520,000–20,000)=500,000
NetProfitRatio=[(40,000/500,000)×100]
=8%

Returnoninvestment=x100

Or x100

Profittoassetturnover=x100
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Or
Profittoassetturnover=

EFFICIENCYRATIOS
Theseratiosmeasurethelevelofefficiencyofbusinessactivities.Theyindicatethe
numberoftimesanassetisturnedintosales.Theyinclude

InventoryTurnover=

Representsthenumberoftimesinventoryissoldandreplaced.Ahighratioindicates
thatthebusinessisefficientinmanagingitsinventories.

DaysInventoryOutstanding=

Inventoryoutstandingisalsoknownas"inventoryturnoverindays".Itrepresentsthe
numberofdaysinventorysitsinthebusiness.Inotherwords,itmeasuresthe
numberofdaysfrom purchaseofinventorytothesaleofthesame,theshorterthe
daysthebetter.

Stockturnoverperiod
Thisratiomeasurestheaveragenumberofdaysstockisheldbeforebeingsoldoff
inagivenperiodoftime
Stockturnover=x365days

Debtors̀turnover,
Thisistheratiothatshowsthenumberoftimescashcollectionsaremadeina
givenperiodoftime
I.e.Rateofdebtors̀turnover=

5.Creditors̀turnover
Thismeasuresthenumberoftimesabusinesspaysitssuppliersinagivenperiodof
timei.e.ayear
I.e.creditorturnover=

NB.Creditors̀turnoverperiod= x365days

Fixedassetturnover=x100

Orfixedassetturnover=

LEVERAGERATIOS
Debtorratio(debttoassetratio)
ThisMeasurestheportionofthebusiness̀ assetsthatisfinancedbydebt
(obligationstothirdparties).Debtratiocanalsobecomputedusingtheformula

Debtratio=

EquityRatio
Equityratiodeterminestheportionoftotalassetsprovidedbyequity(i.e.owners'
contributionsandthebusiness'accumulatedprofits).Equityratiocanalsobe
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computedusingtheformula
EquityRatio=
Debt-EquityRatio
Thisevaluatesthecapitalstructureofacompany.Thatistowhentheratiois
morethan1impliesthatthecompanyisaleveragedfirm;lessthan1impliesthat
itisaconservativeone.

Debt-EquityRatio=

TimesInterestEarned
Measuresthenumberoftimesinterestexpenseisconvertedtoincome,andif
thecompanycanpayitsinterestexpenseusingtheprofitsgenerated.EBITis
earningsbeforeinterestandtaxes.It’sgivenby

TimesInterestEarned=

VALUATIONANDGROWTHRATIOS
EarningsperShare

EPSshowstherateofearningspershareofcommonstock.Apreferreddividendis
deductedfrom netincometogettheearningsavailabletocommonstockholders.It’
sgivenby

EarningsperShare=
Price-EarningsRatio

It’susedtoevaluateifastockisover-orunder-priced.Arelativelylow P/Eratio
couldindicatethatthecompanyisunder-priced.Conversely,investorsexpecthigh
growthratefrom companieswithhighP/Eratio.It’sgivenby

Price-EarningsRatio=
DividendPay-outRatio

Itdeterminestheportionofnetincomethatisdistributedtoowners.Notallincome
isdistributedsinceasignificantportionisretainedforthenextyear'soperations.

DividendPay-outRatio=

DividendYieldRatio
Measuresthepercentageofreturnthroughdividendswhencomparedtotheprice
paidforthestock.Ahighyieldisattractivetoinvestorswhoareafterdividends
ratherthanlong-term capitalappreciation.It’sgivenby

DividendYieldRatio=

WORKEDEXAMPLESone
ThefollowingfinancialstatementsrelatestomelonenterprisesLTD

MELONENTERPRISESLTD
Incomestatementfortheyearended30June20117
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Shs
Sales 850,000,000
Lesscostofsales 610,000,000
Grossprofit 240,000,000
Lessoperatingexpenses
Administrativecosts 72,000,000
Sellinganddistributioncosts 50,000,000
Othercosts 18,000,000
Totalcosts 140,000,000
Profitsbeforetax 100,000,000
Lesstaxation30% 30,000,000
Profitaftertax 70,000,000

MELONENTERPRISESLTD
Balancesheet
Asat30June20117

NETFIXED SHS
Motorvehicles 120,500,000
Landandpremises 100,000,000
Furnitureandfittings 80,400,000
Equipment 60,100,000
Totalfixedassets 361,000,000
Currentassets
Inventory 35,500,000
Debtors 64,900,000
Prepayments 6,200,000
Bank 45,400,000
Totalcurrentassets 152,000,000
Totalassets 513,000,000
Capitalandliabilities
Capital
Owner̀sequity 200,500,000
Liabilities
5yearloan 130,000,000
Creditors 152,500,000
Unpaidtaxes 30,000,000
Totalcapitalandliabilities 513,000,000
Required;

Computethefollowingratios
Grossprofitmargin
Netprofitmargin
Profitontotalassetratio
Currentratio
Acidtestratio
Fixedassetturnover
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Debtor’sturnover
Theenterpriseapplyforloanofshs40,000,000repayablewithinsixmonth
Shouldthebankgivegiventhecurrentratio?

SOLUTION

Grossprofitmargin= x100
= =28.24%or28%

Netprofitmargin=x100== 8.24%or8%

Profitontotalassetratio====70:513or0.14:1
Or
Profitontotalassetsratio =x100=x100=13.64%or14%

Currentratio=

Butcurrentliabilities=creditors+unpaidtax
= 152,500,000+30,000,000

=182,500,000

Thereforecurrentratio ==0.83:1
Or
Currentratio =x100=x100=83%

Acidtestratio ====0.6:1

Or
Acidtestratio =x100

=

X100

=64%

Fixedassetturnover =x100=x100

=235.46%
Or
Fixedassetturnover = =2.35:1

Debtorsturnover =x100 =1309.7%
Or
Debtorsturnover == =13.1:1
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TheBankshouldrejecttheloanapplication
Thereasonisthatthebusiness̀scurrentassetsarelessthanthecurrentliabilities
Or
Thecurrentassetratioisbelowthestandardratioof2:1
EXAMPLE2
Thefollowingbalancewasextractedfrom thefinalstatementsofJAK̀Sbusinessatthe
endofthe2015

Shs
Sales 288,000,000
Totalfixedassets 65,500,000
Averagedebtors 90,000,000
Openingstock 40,200,000
Closingstock 50,400,000
Costofsales 201,600,000
Totalcurrentassets 36,100,000
Equitycapital 68,400,000
Totalcurrentliabilities 16,800,000
Netprofitbeforeinterestandtax 40,600,000
Longterm liabilities 38,500,000
Interestexpensesfortheyear 5,700,000
Required;

Computethefollowingratios
Grossprofitmargin
Stockturnover
Debtor’scollectiondays
Leverageratio
Workingcapitalratio
Netprofitmargin
Interestcover

SOLUTION

Grossprofitmargin=x100

Butgrossprofit=Netsales–costofsales
Shs288,000,000-201600,000
86,400,000
=30%

Stockturnover=

Butaveragecost=

=45,300,000
=4.45times
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Debtorscollectiondays=
X365days=114days

Leverageratio=x100=x100=56.3%

Interestcover===7.12times

Workingcapitalratio==2.15:1

Netprofitmargin=x100

X100

X100=12.11%

Example3
Thefollowingbalanceswereextractedfrom BAM SHOPPING̀sbooksofaccounton31
122017
PARTICULARS SHS
Netsales 20,000,000
Netpurchases 11,000,000
Goodsavailableforsale 16,000,000
Stockon1.Jan2017 5,000,000
Stockon31Dec2017 4,000,000
Totaloperatingexpenses 6,000,000
Totalfixedassets 8,000,000
Debtors 1,500,000
Creditors 3,000,000
Cash 900,000
Outstandingrent 1,000,000
Bank 1,600,000

Required
Calculateandinterpretthefollowingratios

Inventoryturnoverratio
Creditpaymentperiod
Rateofreturnoncapitalemployed
Stockturnoverperiod
Cashratio
Profitmarkup

Solution
Inventoryturnover=
Butcostofsales=goodsavailableforsale–closingstock
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=2.3or3times

Interpretationthebusinesssellsandreplacesitsstock3timesinthetradingperiod

ii)Creditpaymentperiod=xnumberofdaysinayear
x365days=99.5days

Interpretationonaveragethebusinesstakes100daystopayitscreditors

iii)Rateofreturnsoncapitalemployed=x100

Butnetprofit=(netsales–costofsales)-expenses

X100=16.7%

Interpretation;for100shsofcapitalemployed,thebusinessgetsshs16.7asnetprofits

iv).Stockturnoverperiodxnumberofdaysinayear
X365days=137days
Interpretation:thebusinessholdsstockfor137daysbeforeitssold

Cashratio ==
=0.625:1

Interpretation:thebusinesscanclear0.6ofitscurrentliabilitiesusingitsabsoluteliquid
assets

v)Profitmargin=x100=x100=66.6%or67%

Interpretation:foreveryshs100ofcostofsalesthebusinessgeneratesshs67as
grossprofits

Thefollowinginformationwasextractedfrom therecordsofpromelatradersforthe
periodended31/12/2016.

Shs
Inventory01/012016 6,000,000
Inventory31/12/2016 5,000,000
Inventoryturnoverratio 3times
Turnover 30,500,000
Netprofitratio 20%
Deliveryvan 1,800,000
Fixturesandfittings 1,000,000
Debtors 1,650,000
Creditors 2,500,000
Insurancedue 1,500,000
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Equipment 250,000
Bankbalance 750,000
Cashbalance 600,000
Requiredto
Calculate

Costofsales
Netpurchases
Goodsavailableforsale
Totaloperatingexpenses

b)Computeandinterpret
Currentratio
Quickassetratio
Creditcollectionperiodinweeks
Fixedassetturnoverratio

Solution
Costofsales=stockturnoverxaveragestock

Butaveragestock===shs5,500,000

Hencecostofsales=3x5,500,000=shs16,500,000

ii)Netpurchases=costofsales+closingstock-openingstock

=shs16,500,000+5,000,000-6,000,000
=shs21,500,000-6,000,000
Shs15,500,000

iii)Goodsavailableforsale=openinginventory+netpurchases

6,000,000+15,500,000

Shs21,500,000

iv)Totaloperatingexpenses=grossprofit–netprofit.

Butgrossprofit=turnover–costofsales=shs30,500,000-16,500,000=shs14,000,000
Alsonetprofit=netprofitratioxturnover=x30,500,000=shs6,100,000

Hencetotaloperatingexpenses=14,000,000–6,100,000=shs7,900,000

Currentratio

butcurrentassets=stock+debtors+Bankbalance+cashbalance

Shs5,000,000+1650,000+750,000=8,000,000
Alsocurrentliabilities=creditors+insurancedue
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2,500,000+1,500,000
Shs4,000,000

Currentratio==2:1
Interpretation:thebusinessisinpositiontopayitscurrentliabilities2timesusingits
currentassets

Quickratio===

3:4or0.75:1

Interpretation:thebusinessdoesnothaveenoughquickassetstoclearitscurrent
liabilitiessincetheratioisbelowthestandardratio

Creditcollectionperiodinweeks

Fixedassetturnoverratio==
=10:1

Interpretation:forevery1shsinvestedinbusinessitgeneratesshs10assalesrevenue

The following balances were extracted from MUKENE’S books ofaccounts on

31/12/2015.

Shs(000)
Netsales 20,000
Netpurchases 11,000
Goodsavailableforsale 16,000
Stock(01.01.2015) 5,000
Stock(31.12.2015) 4,000
Totaloperatingexpenses 6,000
Totalfixedassets 8,000
Debtors 1,500
Creditors 3,000
Cash 900
Accruedrent 1,000
Bank 1,600

Required:
Calculateandinterpret

Inventoryturnoverratio
Creditpaymentperiod
Rateofreturnonemployedcapital
Stockturnoverperiod
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Cashratio
Profitmarl–up

SOLUTION
Inventoryturnover(ratio)/Rateofstockturn/stockturnover

=costofsales
Averagestock
Costofsales=Goodsavailableforsale–Closingstock
=16,000,000–4,000,000
=Shs12,000,000

Averagestock=openingstock+closingstock
2

=5,000,000+4,000,000 = Shs4,500,000

Inventoryturnoverratio =12,000,000
4,500,000
=2.7
=3times/turns

Interpretation:Thebusinesssellsandreplacesitsstockapproximately3timesina
tradingperiod.
(ii)Creditpaymentperiod =creditors x Numberofdays/weeks/monthsina
year

Netpurchases

=creditors x Numberofdaysinayear
Netpurchases

=3,000,000 x 365
11,000,000

= 99.5
= 100days

Interpretation:Onaveragethebusinesstakes100daystopayitscreditorssuppliers

(iii)Rateofreturnonemployedcapital
= Netprofit x100

Employedcapital

Netprofit = Grossprofit–Totaloperatingexpenses
= Netsales -Costofsales)–6,000,000
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= (20,000,000–12,000,000)–6,000,000
= 8,000,000–6,000,000
= Shs2,000,000

Employedcapital =Totalfixedassets/fixedassets+workingcapital
Butworkingcapital=Totalcurrentassets–Totalcurrentliabilities.
Totalcurrentassets=Closingstock=Debtors=Cash+Bank

=3,000,000=1,000,000
=shs4,000,000

Workingcapital =8,000,000–4,000,000
=shs4,000,000

Employedcapital =8,000,000+4,000,000
Shs12,000,000

Rateofreturnonemployedcapital =2,000,000x100
12,000,000
16.7%

EXERCISEONE
Thefollowinginformationrelatestothebooksofdingidingientertainersasat30June
2012

Shs
Netsales 4,500,000
Costofsales 3,225,000
Salariesandwages 600,000
Discountreceived 150,000
Discountallowed 225,000
Machinery 40,000,000
Debtors 7,200,000
Creditors 12000,000
Cashatbank 8,000,000
Bankoverdraft 3,200,000
Closingstock 4,800,000

Calculate
Grossprofit

Netprofit
Liquidity
Quickacidratio

EXERCISETWO
Thefollowinginformationwasobtainedfrom thebooksofwekasaenterprisesasat31
Dec2015
OPENINGSTOCK 100,000
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Capital 1,000,000
Cash 105,000
Bank 425,000
Premises 595,500
Creditors 150,000
3yearloan 500,000
Wagesandsalaries 50,000
Purchases 303,500
Carriageinwards 100,000
Motorvan 330,000
Returnsoutwards 60,000
Debtors 92,500
Sales 465,000
Returnsinwards 10,000
Interestonloan 20,000
Rentincome 115,000
Transport 25,000
Rentexpenses 30,000
Drawings 131,500
Machinery 75,000
Commissiononsales 10,000
Carriageoutwards 20,000
Commissionincome 135,000

Additionalinformation:
Stockat31Dec2015wasshs 60,000
Accruedrentshs60,000
Wagesshs2,500werepaidinadvance
Commissionofshs15,000wasnotyetreceived
Rentincomeofshs50,000waspaidinadvance
Depreciatemachineryandmotorvanby10%p.aoncost
Netprofitisshs78,500

Requiredto;
Preparethebalancesheetasat31DEC2015
Calculateandinterpretthefollowing

Averagecollectionperiodfordebts
Numberofdaysstockwasheldbeforeselling
Rateofreturnsoncapitalemployed
Rateofstockturn

EXERCISETHREE
Thefollowingbalanceswereextractedfrom thefinancialstatementofNabikoolitraders
attheendof2016

PARTICULARS SHS
Cash 2,010,000
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Bank (600,000)
Sales 35,000,000
Purchases 9,500,000
Averagestock 4,000,000
Rateofstockturn 5times
Fixedassets 5,000,000
Accountspayable 450,000
Closingstock 2,500,000
Accountsreceivable 6,590,000
Totaloperatingexpenses 8,750,000
Interestreceivabledue 50,000

Requiredto:
Calculate;
Costofsales
Grossprofit
Netsales
Openingstock
Netprofitratio
Workingcapital
Stockholdingperiodinweeks
Rateofcreditorsturnover
Quickassetratio
Debtor’scollectionperiodindays

EXERCISEFOUR
Thefollowingbalanceswereextractedfrom thefinancialstatementsofkalirometal
worksattheendoftheyear2017
Details shs
Turnover 160,000,000
Netpurchases 84,000,000
Accountsreceivable 7,000,000
Accountspayable 5,800,000
Stock1/1/2017 3,600,000
Stock31/12/2017 4,200,000
Totaloperatingexpenses 12,000,000
Noncurrentassets 14,400,000
Owners̀equity 48,000,000
Bank 3,200,000
Cash 1,000,000
Outstandingrentincome 2,400,000
Accruedelectricity 2,000,000
Interestonloanexpense 1,200,000
Bankloan 4,000,000
Required:computeandinterpretthefollowingratiosforthebusiness
Profitmarkup
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Profitmargin
Netprofitratio
Creditpaymentperiodinweeks
Debtors’days
Returnonequity
Inventoryturnoverratio
Stockturnoverperiod
Currentratio
Interestcoverratio
Noncurrentassetsturnover
Gearing/leverageratio
Cashratio

2CASHFLOW STATEMENTS

DEFINITIONOFCASHFLOW STATEMENT
‘CashFlows’impliesmovementofcashinandoutduetosomenon-cashitems.
BENEFITSOFCASHFLOW STATEMENT

Itprovidesabasistoassesstheabilityoftheenterprisetogeneratecashand
cashequivalentsandtheneedsoftheenterprisetoutilizethosecashflows.
Acashflow statementprovidesinformationthatenablesuserstoevaluatethe
changesinnetassetsofanenterprise,itsfinancialstructure(including its
liquidityandsolvency)
Cashflow informationisusefulinassessingtheabilityoftheenterpriseto
generatecashandcashequivalents,whichenablesuserstodevelopmodelsto
assessandcomparethepresentvalueofthefuturecashflowsofdifferent
enterprises.
Itisusefulincheckingtheaccuracyofpastassessmentsoffuturecashflows
andinexaminingtherelationshipbetweenprofitabilityandnetcashflowandthe
impactofchangingprices.
Cashflow statementhelpinmakingfinancialdecisions.E.g.buyingcapital
equipmentusingcashorpayworkers.
Ithelpsthefinancialmanagerstomakeacashflow projectionforimmediate
future,e.g.basingonthepastfinancialprojections.
CashFlowStatementisanimportantfinancialtoolforthemanagementtomake
anestimaterelatingtocashforthenearfuture.

Ithelpstheinternalmanagementtodeterminethefinancialpolicytobeadoptedin
future,sinceitsuppliesinformationrelatingtofunds,e.g.,takingdecisionaboutthe
replacementoffixedassetsorrepaymentoflong-term liabilitiesetc
Itrevealsthecashpositionforthebusiness,asitshowsthemovementofcashinthe
businessi.e.,whetherthereisanyincreaseincashordecreaseincashandthereasons
explainingso.

Cashflowstatementhelpstoidentifythemainfinancialsourcesforthebusiness
thatisfrom wherecashinflowshavearisenwithinaparticularperiodandalso
showsthe variousactivitieswhere in the cash wasutilized asCash Flow



248

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

Statementdoesnotalwaysrepresenttherealliquidposition.
Cashflowstatementissignificanttomanagementforpropercashplanningand
maintainingapropermatchingbetweencashinflowsandoutflows.As
Cashflow statementreportstheamountofcashreceivedduringtheperiod
throughvariousfinancingactivities,suchasissueofshares,debenturesand
raisinglong-term loan.
Cash flow statementhelpsin appraising ofthevariouscapitalinvestment

programstodeterminetheirprofitabilityandviability.

LimitationsofCashFlowStatement:
CashFlowStatementis,nodoubt,isanimportanttoolinfinancialmanagementwhich
explainsthemovementoffundsinvariouswaysofafirm.Itassiststhemanagementto
understandtheamountofcapitalblockedupinaspecificsegmentofafirm.Although
theCashFlow Statementperformsasanimportantfinancialtool,itisevennotfree
from limitations.
Someofthem aregivenbelow:

CashFlowStatementfailstopresentthenetincomeofafirm sinceitdoesnot
considernon-cashitem.
ItisneitherasubstituteofFundsFlowStatementnoranIncomeStatement.So,
thefunctionswhichareperformedbytheFundsFlow StatementorIncome
StatementcannotbedonebytheCashFlowStatement.

Terms
Cash,itcomprisescashonhandanddemanddepositswithbanks.
Cashequivalents,theseareshortterm,highlyliquidinvestmentsthatarereadily
convertibleintoknownamountsofcash.
Cashflows,theseareinflowsandoutflowsofcashandcashequivalents.
Operatingactivities,thesearetheprincipalrevenue-producingactivitiesofthe
enterpriseandotheractivitiesthatarenotinvestingorfinancingactivities.
Investingactivities,thesearetheacquisitionanddisposaloflong-term assets
andotherinvestmentsnotincludedincashequivalents.
Financingactivities,theseareactivitiesthatresultinchangesinthesizeand
compositionoftheowners’capital(includingpreferencesharecapitalinthecase
ofacompany)andborrowingsoftheenterprise.
Cashinflow,theseareReceiptofcashfrom anon-cashitem.
Cashoutflows;thisiscashpaymentinrespecttointermssuchas,purchaseof
machinerybypayingcash.

CLASSIFICATIONOFACTIVITIESFORTHEPREPARATIONOFCASHFLOW
Thereareactivitiesofanenterpriseresultintocashflows(inflowsorreceiptsand
outflowsorpayments).Theseactivitiesaretobeclassifiedintothreecategories:
Operating,
Investing,
Financingactivities

OPERATINGACTIVITIES
Cashflowsfrom operatingactivitiesareprimarilyderivedfrom themainactivitiesofthe
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enterprise.Theygenerallyresultfrom thetransactionsandothereventsthatenterinto
thedeterminationofnetprofitorloss.
CashInflowsresultingfrom operatingactivitiesinclude,

Cashreceiptsfrom saleofgoodsandtherenderingofservices,
Cashreceiptsfrom royalties,
Fees,
Commissions
Loanacquisition
Saleoflongterm asset,
Andanyotherincomethatbusinessesreceive

CashOutflowsresultingfrom operatingactivitiesinclude;
Cashpaymentstosuppliersforgoodsandservices,
Cashpaymentstoandonbehalfoftheemployees,
Cashpaymentstoaninsuranceenterpriseforpremiums,
Claims,
Paymentforpolicybenefits,
Cashpaymentsofincometaxes,
Interestpaymentsonacquiredloans,
Paymentsforutilities
Purchaseoffixedassets

INVESTINGACTIVITIES
Transactionsrelatedtolong-term investmentare(investingactivities).
Separatedisclosureofcashflowsfrom investingactivitiesisimportantbecausethey
representtheextenttowhichexpenditureshavebeenmadeforresourcesintendedto
generatefutureincomeandcashflows.Hence
CashInflowsresultingfrom InvestingActivitiesinclude;

Cashreceiptfrom disposaloffixedassets,
Cashreceiptfrom therepaymentofadvancesorloansmadetothirdparties
(exceptincaseoffinancialenterprise).
Cashreceiptfrom disposalofshares,warrantsordebtinstrumentsofother
enterprisesexceptthoseheldfortradingpurposes.
Interestreceivedincashfrom loansandadvances.
Dividendreceivedfrom investmentsinotherenterprises.

CashOutflowsfrom investingactivities;
Cashpaymentstoacquirefixedassets,
Cash payments to acquire shares,warrants ordebtinstruments ofother
enterprisesotherthantheinstrumentsthoseheldfortradingpurposes.
Cashadvancesandloansmadetothirdparty(otherthanadvancesandloans
madebyafinancialenterprisewhereinitisoperatingactivities).

FINANCINGACTIVITIES
Financingactivitiesrelatetolong-term fundsorcapitalofanenterprise,e.g.,cash

proceeds from issue ofequityshares,debentures,raising long-term bank loans,
repaymentofbankloan,etc.here;
CashInflowsfrom financingactivitiesinclude;

Cashproceedsfrom issuingshares(equityor/andpreference).
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Cashproceedsfrom issuingdebentures,loans,bondsandothershort/
Long-term borrowings

CashOutflowsfrom financingactivitiesinclude;
Cashrepaymentsofamountsborrowed.
Interestpaidondebenturesandlong-term loansandadvances.
Dividendspaidonequityandpreferencecapital.

ComponentsofBalancesheet
Balances
Totalinflows
Totaloutflows
Netcashposition

EXAMPLEONE
Thefollowingprojectionsrelatestomakalandatradersforthe2017

Sharecapitalshs600,000as1march2017
CashsalesforMarch2017shs8,250,000andexpectedtoincreasebyshs750,
000
Monthlydebtstobecollectedareshs2,000,000andexpectedtoincreasebyshs
200,000permonth
Aloanworthshs7500,000toacquiredfrom tropicalbankinApril2017
Monthlycreditsaleshs4,000,000,But60%willbepaidinthemonthofsaleand
balancetobepaidinthefollowingmonth.
Startupequipmentsworthshs7,500,000tobeboughtinApril2017
Monthlyexpensesforservicingofrefrigeratorsareexpectedtobeshs200,000
Monthlypaymentsaresalariesshs2,250,000securityshs750,000,insurance
shs225,000
Monthlyutilitybillsofshs750,000aretobemade
Monthlyloanrepaymentshs900,000willstartinmay
Purchasesareexpectedtoshs2,000,000monthly

Required;
Prepareacashflowstatementformakalandafortheperiodfrom MaytoJune2017
Giveanyfiveimportanceofthecashflowstatementtokalandatraders

MAKALANDATRADERS̀
Cashflowstatement
Fortheperiodfrom MarchtoJune2017

DETAILS MARCH

SHS

APRIL

SHS

MAY

SHS

JUNE

SHS
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Balanceb/f

Addcashinflows:

Sharecapital

Cashsales

Receipts from
debtors

Loan

Creditsales

Totalcashinflows

Lesscashoutflows:

Startupequipment

Servicing
refrigerator

Salary

Security

Insurance

Utilities

Startupexpenses

Loanrepayment

Purchases

Totalcashoutflows

Netcashposition

600,000

8,250,000

2,000,000

2,400,000

775,000

900,000

2,200,000

7,500,000

4,000,000

9,800,000

900,000

2,400,000

4,000,000

18,150,00

0

900,000

2,600,00

4,000,000

13,250,000

200,000

2,250,000

750,000

225,000

750,000

6,300,000

2,000,000

21,675,000

7,500,000

200,000

2,250,000

750,000

225,000

750,000

2,000,000

24,125,000

200,000

2,250,000

750,000

225,000

750,000

900,000

2,000,000

34,125,00

0

200,000

2,250,000

750,000

225,000

750,000

900,000

2,000,000

12,475,000

775,000

13,675,000

9,800,000

7,050,000

18,1150,000

7,050,000

26,675,00

0

EXAMPLETWO
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Mbalemaizemillershadthefollowingprojectionsfortheyear2018
Openingcashbalanceasat1January2018shs2,200,000
Salesinkg;
January90,000
February100,000
March80,000
April20,000,eachkgistobesoldatshs500oncashbasis.
Thebusinessplanstoobtainaloanofshs10,000,000ataninterestrateof15%from
BankofBaroda.Theloanisintwoinstallmentsshs6,000,000inFebruaryandshs
4,000,000inApril.
Receiptsfrom debtorsareprojectedatshs2,000,000,shs900,000andshs400,000
from themonthsofFebruary,MarchandAprilrespectively.
PurchasesofrawmaterialsinkgsisprojectedasfollowsJanuary6000,February7000,
march8000andApril.Thematerialisexpectedtocostshs2000perkg.
LabourcostsforJanuaryisshs2,000,000,Februaryshs1,800,000,March shs
1,700,000andAprilshs1,950,000.
ProductionexpensesareprojectedasJanuaryshs500,000,Februaryshs400,000,
Marchshs300,000andAprilshs450,000.
Monthlyadministrativeandmarketingexpensesareshs300,000.
Ageneratorisbeboughtatshs20,000,000oncreditinJanuary.50%ofthecostisto
paidinmarchandthebalanceinApril2018.
Provisionforbaddebtsanduncertaintiesisprovidedforatshs70,000,000

Required:preparembalemaizemillerscashflowstatementforthemonthsofJanuary,
February,MarchandApril2018
Suggestwaysofminimizingcashdeficitinthebusines

MBALEMAIZEMILLERS̀
Cashflowstatement
ForthemonthsofJanuary,February,MarchandApril2018

DETAILS JANUARY

Shs

FEBRUARY

Shs

MARCH

Shs

APRIL

Shs

Balanceb/f

Addcashinflows

Cashsales

Loan

Receiptsfrom debtors

2,200,000

45,000,000

32,400,000

50,000,000

6,000,000

2,000,000

73,900,000

40,000,000

900,000

86,500,000

10,000,000

4,000,000

400,000
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Totalcashinflows

LessCASHOUTFLOWS

Purchaseofrawmaterials

Labourcosts

Productionexpenses

Administrative and marketing
expenses

Purchaseofgenerator

Totalcashoutflows

Netcashposition

47,200,000

12,000,000

2,000,000

500,000

300,000

14,800,000

90,400,000

14,000,000

1,800,000

400,000

300,000

16,500,000

114,800,00

0

16,000,000

1,700,000

300,000

300,000

10,000,000

28,300,000

100,900,00

0

18,000,000

1,950,000

450,000

300,000

10,000,000

30,700,000

32,400,000 73,900,000 86,500,000 70,200,000

EXAMPLETHREE
The following were projections of john musoga traders for the months of
March,April,MayandJune2017

Thebusinesshadanetcashdeficitofshs60,000,000attheendofFebruary
2017
Expectedmonthlycashsalesaretoamounttoshs20,000,000.thecashsalesare
expectedtodecreaseby20% afterthefirsttwomonths.Creditsaleswere
projectedatshs8,000,000monthlywith60%ofpaymentsexpectedinthemonth
ofsaleandthebalanceinthefollowingmonthsless10%discount.
Monthlycashpurchasesareexpectedtobeshs12,000,000.thiswasexpectedto
increaseby12%monthlybasingonprojecteddemand.
Monthlycreditpurchasesareexpectedtobe40%oftotalmonthlysaleswhose
paymentsaretobemadeinthefollowingmonthless5%discount.
Amonthlysalaryfor20workerswasexpectedtobeshs400,000perworker.Two
workersaretobeterminatedattheendofthesecondmonthandnoreplacement
isexpectedtobemade
Thebusinessplannedtogetaloanofshs16,000,000inthefirstmonthwitha
repaymentgraceperiodofonemonthafteracquisition.Itspayableisintwo
equalinstallmentswithaninterestrateof10% payableonreducingbalance
method.
Thebusinessplannedtoselloldmachineryworthshs4,000,000inMayand
receiveinitialpaymentofshs1,800,000andthebalanceinthefollowingmonth.
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Thedepreciationisatarateof5%perannum
Rentreceivablewastoincreaseby10%monthly.rentreceivedattheendof
Februarywasshs1,000,000
Acoolerworthshs10,000,000wastobeboughtinMarchonhirepurchasebasis.
Downpaymentofshs4,000,000wastobemadeandthebalancetobepaidin
theratioof2/4,1/4and25%thecomingmonthrepetitively
Advertisementsofshs3,000,000weretobepaidforattheendofJune2017
Creativesalespersonsaretoreceivecommissionof5% ofthemonth’scash
salesrevenue
Anycashshortageistobeoffsetwithdebentureatthebeginningofthenext

monthwithaninterestrateof10%permonthfor4monthspayabletogetherwith

thedebentureafter4monthsfrom themonthofdebentureacquisition

Required

PreparethecashflowstatementforthebusinessfortheperiodofMarchtoJune2017

Commentonthetrendofnetcashpositionofthebusiness

Advisethebusinessonthemeasurestoadopttoovercomeanycashdeficit

JOHNMUSOGATRADERS
CASHFLOW STATEMENT

FORTHEMONTHSOFMARCH,APRIL,MAYANDJUNE2017

DETAILS MARCHSHS APRILSHS MAYSHS JUNESHS
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Cashbalance

Addcashinflows;

Cashsales

Receiptsfrom debtors

Loan

Rentreceivable

Saleofoldmachinery

Debenture

(60,000,000)

20,000,000

4,800,000

16,000,000

1,100,000

(43,100,000)

20,000,000

8,000,000

1,210,000

43,100,000

(7,430,000)

16,000,000

8,000,000

1,331,000

1,800,000

17,430,000

(18,221,80
0)

16,000,000

8,000,000

1,464,100

2,200,000

18,221,800

Totalcashinflows

Less:cashoutflows

Cashpurchases

Paymenttocreditors

Workerssalaries

Loanprincipalpayment

Interestonloan

Purchaseofcooler

Advertisements

Commission

18,100,000

12,000,000

8,000,000

4,000,000

1,000,000

29,210,000

13,440,000

11,200,000

8,000,000

8,000,000

1,600,000

3,000,000

1,000,000

27,131,000

15,052,800

1,552,800

7,200,000

1,500,000

800,000

22,664,100

16,859,136

16,859,136

7,200,000

8,000,000

800,000

1,500,000

3,000,000

800,000

Totalcashoutflows

Netcashposition

25,000,000

(43,100,000)

36,640,000

(7,430,000)

45,352,800

(18,221,80

0)

47,759,136

(20,095,03

6)
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NETCASHPOSITION
Johnmusogahadadeficitofshs43,100,000bytheendofMarch2017
Itreducedtoadeficitofshs7,430,000bytheendofApril2017
Thebusinessalsohadadeficitofshs18221,800bytheeofMay
Thebusinessperformanceforfourmonthwasnotgood
WAYSOFREDUCINGDEFICIT
Bypostponingincreaseinexpenditurese.g.salaries
Sellingoffsomeofthefixedassets
Increasingoncashsales
Speedingupdebtcollection
Sellingoncashonly
Obtainingloanfrom lowinterestratesources
Layingoffsomeworkers
Negotiatingforlongercreditperiodforsupplies

EXAMPLEFOUR
Thefollowinginformationrelatestoprojectionsmadebymbalevenders̀ association
forthemonthsofJanuary,February,marchandApril2018
ProjectedcashandbankbalancesasatDecembershs20,000,000
Saleswillbebothcashandcredit.Januarycashsaleswillbe800unitsatpriceofshs
10,000each.Thereafter,cashsaleswillbeincreaseatarateof5%permonth.Credit
salesforeachmonthareexpectedtobeshs5,500,000.debtorswillbeexpectedtopay
inthemonthofsale.
Thebusinessplanstobuy15computersatshs650,000eachinMarch.Andimportduty
of5%ontotalcostwillbepaidinaddition.
Monthlyexpectedexpensesandpaymentsincludesalariesandwagesshs30,000,000,
machineservicingshs300,000,depreciationshs100,000.salariesforAprilwillbepaid
inthemonthofMarch.
Thebusinessispayingbackaloanofshs10,000,000previouslyobtained.Monthly
installmentsamounttoshs2,000,000permonthstartinginFebruary.Theloanattracts
interestofshs100,000permonthalsopayablestartingFebruary
Thebusinesswillbuy900unitsofraw materialsatshs6,000eachinthemonthof
January.Thequantityofraw materialsisexpectedtoincreaseby10% everymonth.
Purchaseofrawmaterialsisstrictlyoncashbasis.
Thebusinessexpectstoreceiveshs10,000,000asadonationinAprilandplanstosell
offanoldmotorvanatshs9,000,000inMarch.

Required;prepareMbalevendors̀ associatioǹscashflowstatementfortheperiodof
JanuarytoApril2018

MBALEVENDORS̀ ASSOCIATIOǸS
Cashflowstatement



257

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

FortheperiodofJanuary,February,MarchandApril2018

Details Januaryshs February
shs

Marchshs April

Shs

Balancesb/f

Addcashinflows

Cashsales

Receiptfrom debtors

Cashdonations

Saleofoldvehicle

Totalcashoutflows

Lesscashoutflows

Purchaseofcomputer

Importduty

Salariesandwages

Machineservicing

Loanrepayment

Loaninterestpayment

Purchaseofrawmaterials

Totalcashoutflows

Netcashposition

20,000,000

8,000,000

5,500,000

(2,200,000
)

8,400,000

5,500,000

(26,640,00
0)

8,820,000

5,500,000

9,000,000

(75,851,00
0)

9,261,000

5,500,000

10,000,000

33,500,000

30,000,000

300,000

5,400,000

11,700,000

9,750,000

487,500

30,000,000

300,000

2,000,000

100,000

5,940,000

(3,320,000)

60,000,000

300,000

2,000,000

100,000

6,534,000

(51,090,50

0)

300,000

2,000,000

100,000

7,187,400

35700,000

2,200,000

38,340,000

26,640,000

79,171,500 6,677,900

EXAMPLEFIVE
Nkomatradingcompanyltdwhichplanstostartabusinesshasavailedthe



258

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

followingprojecteddetailsforthefirstsixmonthsoftheyear2017
Cashatbankshs4,000,000at1January2017
CashsalesforJanuary2016shs5,500,000.thesalesareexpectedtoincreaseby
shs500,000everymonth.Allsaleswillbebycash
Capitalizationloantobeacquiredfrom bankofBarodainFebruary,2017shs
5,000,000
PurchasesofstartupassetsduringthemonthofFebruary2017shs5,000,000
Monthly payments starting with January 2017,salaries and wages shs
1,500,000,rentshs500,000advertisingshs150,000
Pre–operatingexpensestobepaidJanuary2017shs200,000
Purchasesoccurinthemonthofsaleareexpectedtobe75%ofeachmonth̀s
projectedsales.Purchaseswillbepaidforafteronemonth

NKOMATRADINGCOMPANLTD̀S
CASHFLOW STATEMENT

FORTHEMONTHSOFJANUARY,FEBRUARY,MARCH,APRILMAYANDJUNE2016

PARTICULARS JANUARY

SHS

FEBRUARY
SHS

MARCH
SHS

APRIL

SHS

MAY

SHS

JUNE
SHS

Balancceb/f

Addcashinflows;

Sharecapital

Cashsales

Capitalization

Totalcashinflows

Lesscashoutflows;

Purchase up startup
assets

Salariesandwages

Rent

Advertising

Preoperatingexpenses

Loanrepayment

-

4,000,000

5,500,000

3,150,000

6,000,000

5,000,000

7,000,000

6,500,000

7,225,000

7,000,000

7,575,000

7,500,000

8,050,000

8,000,000

9,500,000

1,500,000

500,000

150,00

4,200,000

14,150,000

5,000,000

1,500,000

500,000

150,000

13,500,00

0

1,500,000

500,000

150,000

14,225,00

0

1,500,000

500,000

150,000

15,075,00

0

1,500,000

500,000

150,000

16,050,00

0

1,500,000

500,000

150,000

600,000
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Purchases

Totalcashoutflows

Netcashposition

4,125,000 4,500,000 4,875,000 5,250,000

6,350,000

3,150,000

7,150,000

7,000,000

6,275,000

7,225,000

76,650,00

0

7,575,000

7,025,000

8,050,000

8,000,000

8,050,000

Usesofcashflowtothebusiness
Itenablesthebusinesstoforecastcashchallengesinadvance
Itenablesmanagementtocompareactualwiththeprojections.
Itportraystheabilityofthebusinesstorepayloanobligations
It’susedtoshowchangesinthenetcashpositionsofthebusinessfrom oneperiodto
another
Itenablesthebusinesstoindentifythevariousneedsandprovidessourcesoffunding
Itfacilitateproperplanningforthebusinessregardinginvestmentdecisions

EXERCISEONE
Thefollowing projectionsrelateto mbaleAGRO chemicalsenterprisesduring the

monthsofMay,June,JulyandAugust2017

Onmay12017,theenterprisehadacashbalanceofshs40,000,000andbank

balanceofshs(8,000,000)

Outputsof600units,750,unitsand950unitseachatshs1,200weretobesold

inthemonthsofMayJune,July,andAugustoncashbasis

Monthlycreditsaleswereprojectedtobe25%ofcashsalesbutpaymentwould

bereceivednextmonthless5%discount.

Donationswereprojectedasfollows;mayshs1,000,000,Juneshs1,800,000,

July1,500,000August3,000,000(inform ofphysicalgoods).
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Thebusinessreceivesmonthlyrentincomefrom itsproperty.rentreceivedon30

Junewasshs600,000butthiswasexpectedtoincreaseby10%afteronemonth.

Inputsof500,800,1100,14unitsweretopurchasesatshs950eachoncash

basis

Monthlyexpenseswere projected asfollow;utilitiesshs250,000,VAT shs

180,000andadvertisingshs100,000.howevernoVATwaspaidinJuly.

Creditpurchasesofshs900,000weremadeinJune,thebusinesshasapolicy0f

payingforcreditpurchasesin2equalinstallmentsafteronemonth.

Thebusinesshasapolicyofpayinga5%salescommissiononthetotalmonthly

sales.Nocommissionwaspaidinthefirsttwomonths.

Required:preparembaleagrochemicalcashflowstatementforfourmonths
Advisetheenterpriseonmanagingacashsurplus
EXERCISETWO
Moonielectroniccentrepresentedthefollowingcashinflowsandcashoutflowsforthe
monthofAugust2017

August2017 shs
Balanceb/d 8,400,000
Cashinflows:
Cashsales 250,000,000
Cashcollectedfrom debtors 43,000,000
Loanfrom centenarybank 30,000,000
Penaltiesfordelayedpayments 1,500,000
Commissionincome 6,000,000
Interestoncashdeposits 500,000
Donationsandgrantsreceived 30,000,000
Totalcashinflow 369,400,000
Cashoutflows
Purchasesofstock 110,000,000
Labourcosts 60,000,000
Powerandutilities 5,000,000
Administrativecosts 1,500,000
Paymentsofcreditors 50,000,000
Purchaseofmachinery 21,000,000
Totaloutflows 247,500,000

Additionalinformation
ThefollowingprojectionswereprovidedforthemonthsofSeptember,October
andNovember2017.
Cashsalesrevenueisexpectedtoincreaseby5%inSeptemberandOctober.It
willdropbyshs500,000inthemonthofNovember.
Cashcollectionsfrom debtorswillincreaseby10% inSeptemberandOctober.



261

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

Nocashwillbereceivedfrom debtorsinthemonthofNovember
NofurtherloanswillbereceiveduntilDecember2017
CommissionincomeisexpectedtodoubleinthemonthofSeptemberand
reduceby1/3ofSeptember̀scommissionincomeinthenextmonths.
Thebusinesswillcontinuereceivinginterestondepositsequivalenttowhatwas
receivedInAugust
DonationsandgrantswerereceivedonlyinAugustandnofurtherpenaltieson
delayedpaymentswillbecharged.
DecapitalisationofassetswillbedoneinSeptemberandthiswillgenerateshs
13,000,000.
CashpurchaseofstockwillbemaintainedatthesamelevelinSeptemberand
October.Howeveritwilldropbyshs10,000,000inthemonthofNovember.
LabourcostsforSeptemberOctoberandNovemberwillalsobethesameasthat
ofAugust
PowerandutilitieswillalsobethesameastheyappearIAugust.
Therewillbeincreaseofshs500,000monthlyinadministrativecosts
Thebusinessisexpectedtostartpayingcorporationtaxeverymonthofshs
2,000,000.howeverthiswillbepaidasasinglesum inNovember
TheloanacquiredinAugustwillbepaidbackinsixinstallmentsstartinginthe
monthofSeptember
Thebusinesswillpayamonthlyinterestontheloanatarateof5%onreducing
balanceofstartinginSeptember.
The business willdonate shs 1,000,000 to good hope children centre in
September.tiswillincreaseby4%everymonth
Theproprietorisexpectedtouseshs1,600,000everymonthforfamilyneeds
startinginOctober2017

Required:prepareacashflowstatementforMoonielectroniccentreforthemonthsof
September,October,andNovember2017.

EXERCISETHREE
Thefollowinginformationrelatetothebookskamboozienterpriseltdprojectionforthe
monthsofJuly,August,SeptemberandOctober2018

OnJuly12018cashbalanceis26,000,000
Creditsalesareprojectedtobeshs40,000,000monthly.Howeverthebusiness
creditpolicyis60%inthemonthofsaleandbalanceinthefollowingmonthforall
themonths.
ThebusinesshopestoacquirealoaninthemonthofAugustandOctober2018.
Monthlycashsalesareprojectedtobeshs60,000,000.acommissionof10%is
paidtosalesmenforthewelldoneeachtimecashisreceived
Monthlycashpurchasesworthshs40,500,000isexpectedtobemade
AdeliveryvanistobeboughtinthemonthofAugustatacostofshs35,000,000.
Monthlywagebillisestimatedtobeshs12,500,000andexpectedtoincreasein
themonthofOctober
Aloaninterestof5%permonthispayablestartinginthemonthofacquisitionof
theloan
Expansionofthebusinesspremisesisexpectedtocost$2000andthepriceof
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thedollarisshs3500inthemonthofJulyand$100issettobespentinthe

monthofAugust.

Generalexpensesareexpectedtobe7,100,000permonth.Allexpensesarepaid

inthemonthinwhichtheyareincurred.

Thebusinessissetto payincometaxinthemonthofSeptemberofshs

12,000,000.

Required:preparecashflowstatementfor kamboozienterpriseltdforthemonthsof
July,August,SeptemberandOctober2018
Commentonthenetcashpositionofthebusiness

EXERCISEFOUR

GiventhefollowinginformationofBIGBOSSEnterprisesLTD

On1stJune2015,thebusinesshadcashinhandshs5million.
Cashsales10millionwasexpectedeverymonth.
Creditsalesareexpectedtobeshs6millionpermonth.Debtorswillbeexpected
topayinthemonthofsale.
Monthlycashpurchasesprojectedtobeshs8million.
Thebusinessplanstogetaloanofshs4millioninthefirstmonthatamonthly
interestof10%payablebeginningthefollowingmonthonreducingbalancewhile
theprincipalistobepaidinfourequalinstallmentsbeginningfrom thethird
month.
Monthlysalaryandwagebillestimatedatshs1million
Rendincomeisexpectedtobeshsshs2millionpermonthandthiswillincrease
by20%afterthesecondmonth.
Monthlyincomesfrom grantsanddonationsareprojectedatshs3millionand
thiswillreduceby10%afterthreemonths.
Corporationtaxisestimatedtobeshs500,000permonthbutwillincreaseby
10%everymonth.
Thebusinessplanstobuyanofficesafeatshs8millioninthefirstmonth
makingdownpaymentof49%.Theremainingamountistobepaidintheratioof
5:3:2inthefollowingmonths.
Thebusinesshopestoissueadebentureofshs4millioneverymonth.
Monthlyexpectedexpensesinclude;

shs
Salariesandwages 1,000,000
Advertising 200,000
Depreciation 100,000

Xiii Thebusinessshallfinanceanycashshortfallwithaloaninthefollowingmonth.

Required:
Prepareamonthlycashflowstatementforfourmonthsperiod.
Advisetheproprietoronwhattodoincaseofadeficitinthenetcashposition.
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Controlstomanagetheflowoffundsinabusiness

Reduceorincreaseaninventorytomatchsalesrequirements

Negotiatewithsuppliersforanextensionofpaymentdates

Shopforfavourableinterestratesfundsandavailabilityoffundtoborrow.

Controlreceivablestocollectmoneyassoonaspossible

Analyzeexpensestoreducecostsandeliminatewaste

Raisepricestoincreasegrossprofitsorlowerthem toincreasesalesvolume

Developgoodpurchasingpracticestotakeadvantageofspecialpriceanddiscounts

Takelesssalaryoutofthebusiness

Learntouseforecaststodevelopusefulcashbudgetssothatcashisabletomeetall

futureobligations

Donotusecashfrom thebusinessforpersonaluse

BUSINESSTAXES
Ataxisacompulsorychargeleviedbythegovernmentoranyothercompetentauthority
onpersons(individuals,corporationsorotherlegalentities)oronbusinessinorderto
financegovernmentactivities.Itistheamountofmoneypaidbyabusinesstothe
taxingcentralgovernmentorthelocalgovernment.
Taxationistheprocessthroughthegovernmentsobtainsmoneyfrom eligiblepersons
byapplicationofthelaw.InUganda,theroleisperformedbyUgandarevenueauthority
(URA) for the centralgovernment revenue and localadministrations for local
governmenttaxes.

Importanceoftaxationinacountry
Taxesaremajorsourcesofgovernmentrevenuetofinancetheprovisionofsocial
servicesandotherdevelopmentservices/projects.
Itencourages developmentoflocalindustries and protects them againstforeign
competitionwithaview toprovidingemploymentandsavingforeignexchange,by
imposinghighdutiesoncompetingimports.
Taxeshelp to improveon thebalanceofpaymentposition e.g.governmentcan

increaseimportdutiesoncertaincommoditiestodiscouragetheirimportation.
Itprotectssocietyfrom undesirable orharmfulproductsand industriesby
imposinghightaxesonthem,forinstanceexcisedutyoncigarettesandbeeras
wellasenvironmentallevyonusedvehicles.

Taxesareusedtoreduceincomeinequalitiesinaneconomythusensuringeconomic
stabilitythroughstablepricesintheeconomy.Thisisachievedbylevyinghightaxeson
peoplèsincomes.
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To finance Governmentre-currentand developmentexpenditure,i.e.paying
salariesforcivilservantsandfundinglongterm projectssuchasconstructionof
schools,hospitalsandroads.
it’susedtoregulatedemandandsupplyintheeconomyintimesofinflation.
Itencouragesexportofgoodsandservicesbyreducingorremovingtaxonthe
exportinordertomakethem morecompetitiveintheworldmarket.
Taxationmayenableacountrytobecomeself-reliantandself-sustainingthrough
thevarioustaxesthatmaybeimposed.Suchtaxeshelptoreducetheneedfor
borrowing.
Toinfluenceallocationofresources,thisisdonebytaxingmoresectorsthatare
notapriorityandgivingtaxincentivetoprioritysectors.
Taxesareusedtoreduceregionalimbalances,thisisachievedbyencouraging
firmstosetupacrossthecountrythroughtaxincentives

Principlesoftaxation
Theserefertorules/guidelineswhicharefollowedwhendevelopingataxsystem.
Theserulesmustbefollowedorobservedwhenassessing,collectingandadministering
taxes.Taxationisaimedatensuringthateverytaxpayercontributesafairsharetothe
costofgovernmentactivities.
Simplicity:Thetypeoftaxandmethodofassessingandcollectingtaxeshavetobe
simpleenoughtobeunderstoodbyboththetaxpayersandtaxcollectors.Complicated.
Equityorfairness:Thismeansthatthetaxsystem hastobefairsothatthedistribution
ofthetaxburdenisequitable(equal/evenlydistributed).Thisisappliedintwowaysi.e.
horizontallyorvertically.

Horizontalequity:Thismeansthatpeoplewhoearnsameincomepay
sameamountoftax.
Vertical:Thismeansthatpeoplewhoearnmorepaymoretax.

Convenience:Thismeansthattheplace,periodandtheseasoninwhichtaxesaretobe
paid have to be convenientto the taxpayer.E.g.,P.A.Y.E is deducted from the
employeèsincomeatthetimetheemployerispayingthesalary
Certainty:Agoodtaxsystem isonewhichensuresthatallpartiesinvolvedknowtheir
rightsandobligations.Agoodtaxsystem hastobecertainintimeandthemethodand
theamounttobepaid.
Economical:Thisprincipleaimsatensuringthatthecostofcollectingtaxiskeptaslow
aspossibleforboththetaxcollectorandthetaxpayer.Forexamplethetaxcollector
shouldnotusemorethan5%oftheamountoftaxesbeingcollected.
Abilitytopay:Thetaxpayerhastobeabletopaythetaxassessedonhim withoutany
problem.Thetaxestobepaiddonothavetocurtailtheoperationsofthebusinessor
affectthestandardoflivingofthetaxpayer.
Elasticity:Agoodtaxsystem changesdirectlywithchangeintaxbase.Ifthetaxbase
increases,thetaxyieldhastoalsoincrease.
Flexibility:Thisprinciplestatesthatthegovernmenthastobeabletoincreasethe
taxableratesdependingonitsobjectives,needsandpoliciese.g.ifthegovernmentisto
reduceemployment,thenthetaxrateshavetobereduced.
Productivity:Thisstatesthatthetaxeshavetoyieldrevenuetothegovernmentandthe
sametimegovernmentcalculatescorrectlyhowmuchtaxyieldthegovernmentistoget
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usingagiventaxrate.
Diversity:Thisprinciplestatesthatthesystem hastocoverasmanyassetsasmany
aspectsaspossiblei.e.thetaxsystem hastocoverallpeoplewhoearnincomein
differentways.
Impartiality:Thisprinciplestatesthatthetaxsystem doesnotdiscriminateamong
taxpayers.
Neutrality:Thisprinciplestatesthatthetaxsystem hasnottohaveseriouseffects
ontheeconomicactivities.I.e.thetaxespaid do nothaveto affectresource
allocationintheeconomy/country.

NB:Principlesoftaxationaresometimescalledcanonsoftaxation.
Characteristics/attributesofagoodtaxsystem
Shouldbecomprehensivei.e.itshouldcoverasmanyaspectsoftheeconomyas
possible.
Shouldbesimpleandstraighttobeunderstoodbyboththetaxpayerandthetax
collector.
Shouldyieldadequaterevenuetothecountry.
Shouldpromoteequityofsacrificei.e.itshouldensurethatitensuressocialand
economicjustice.
Shouldavoiddoubletaxationi.e.Itshouldavoidtaxinganitem morethanonce.
Shoulddirectresourcestopriorityareashencestimulatingsavings,investmentand
productivity.
Shouldrecognizebasicrightsofthetaxpayersi.e.taxpayersshouldnotbeharassed,
inconveniencedandexploitedbythetaxingauthority.
Shouldbeconvenienti.e.itshouldbemadetoknowwhenandwheretopaythetaxes.
Shouldbeflexiblei.e.itshouldbeeasytoadjustdependingonthechangesinthe
incomeofthetaxpayer.
Shouldbeimpartiali.e.itshoulddiscriminateamongtaxpayers.Therefore,agoodtax
system shouldbeproductiveanditshouldnotdiscouragetheeffortsofthetaxpayers.
Itshouldbeeconomicali.e.thecostofcollectingandadministeringthetaxshouldnot
exceed5%ofatax.
Shouldensureeconomicstabilityi.e.itshouldnotcauseinstabilitiesintheeconomy
likeinflation.

CLASSIFICATIONOFTAXES
Taxescanbeclassifiedaccordingtoproportionofonèsincomethatispaidastax,
accordingtothemethodofcalculationoftaxoraccordingtothemodeofpayment.
Classificationoftaxesaccordingtoonèsincomepaidastax.
Proportionaltax,isonewherethetaxisconstantregardlessofthedifferentlevelsof
incomee.g.corporationtaxwhichiscurrently30%.

Progressivetaxiswherethetaxrateincreasesastheincomeincreases.Theburdenof
taxisheavieronhigherincomeearnersandloweronlowincomeearners
Progressivetaxesreducethetaxincidenceofpeoplewith lowerincomeasthey
disproportionatelyshifttheburdentothosewithhigherincome.
Regressivetax,isonewherethetaxratedecreasesasapersoǹsincomeincreases.
Theburdenisproportionallygreatestonlowerearner



266

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

Classificationoftaxesaccordingtomethod/modeofcalculationoftax.
(a).Advorolem taxismeasuredasapercentageofthepriceoftheimportedgood.
Thesetaxesareusuallyonthevalueofgoodsandservices
(b).specifictax,isafixedmonetarytaxperphysicalunitofgoodimportede.g.shs.
100,000pertoneofmaizeflour
Classificationoftaxesaccordingtotype

DIRECTTAXES

Adirecttaxisdefinedasthetaxwheretheliabilityaswellastheburdentopayit
residesonthesameindividual.Thatistheburdenofthetaxfallsdirectlyonthe
individualwhoearnsataxableincomeandcannotshiftthetaxtoothers

Typesofdirecttaxes
Incometax,thisisataxLeviedonandpaidbythesamepersonaccordingtotax
bracketsasdefinedbytheincometaxdepartment.Incometaxtakestwoformsthatis;

Personalincometax:Isataxleviedontheincomeofindividualsanditisnormallya
progressivetax.
CorporateTax:Paidbycompaniesandcorporationsontheirprofits.
NOTE:Thetaxbaseforincometaxincludesprofitsfrom business,rentandroyalties
from lettingassetsandincomefrom investmentslikeshares,debenturesandother
securitiesandincomefrom employment.
WealthTax:thisisataxLeviedonthevalueofpropertythatapersonholds,e.g.
savingsofanindividualorbusinessentity.Itmaybeleviedonland,buildings,shares
orotherinvestments.
Inheritance(Estate)Tax:Itisataxontheestate,ortotalvalueofthemoneyand
property,ofapersonwhohasdied.
GiftTax:Itisthetaxthatanindividualreceiving thetaxablegiftpaysto the
government.

Capitalgainstax,isdefinedasataxchargedontheprofitrealizedonthesaleofa
non-inventoryassetthatwaspurchasedatalowerprice.Themostcommoncapital
gainsarerealizedfrom thesaleofstocks,bonds,preciousmetalsandproperty.

PropertyTaxormillagetax,itisataxwhichtheownerpaysonthevalueofthe
propertybeingtaxed.Itsdetermineddoestheappraisaltodeterminevalueofthe
property,andtaxtobepaid.
FringeBenefitTax:Paidbyanemployerthatprovidesfringebenefitstoemployees,
andiscollectedbythestategovernment.

DETERMININGINCOMETAXPAYABLE
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Example1
ThetablebelowshowsthemonthlyPAYEtaxratesinUganda

Monthlyincome(shs) Taxliability/taxrate

0 -235,000 NIL

235,000–335,000 10% oftheamountbywhichchargeable

incomeexceedsshs235,000

335,000-410,000 Shs10,000 plus20% oftheamountby

which chargeable income exceeds shs

335,000

Exceedingshs410,000 Shs25,000plus30%oftheamount

by which chargeable income

exceedsshs410,000.

Wherechargeableincomeexceeds

shs10,000,000anadditional10%is

chargedonincomeexceedingshs

10,000,000.

Calculatetheincometaxpayablebythefollowingemployeeswhoearnedthe
followingincomesinthemonthofMarch2016.

Dembe shs235,000
Mulembe shs400,000
Makanika shs600,000
musanji shs 11,000,000

Solution
Dembe=taxpayable=taxratexmonthlygrosssalary

Dembepaysniltaxbecausehisearningsisbelowtaxthreshold

Mulembetaxpayable=Taxratexgrossmonthlysalary

10,000+20/100(400,000-335,000)
10,000+20/100x65,000
10,000+13,000

Shs23,000
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Makanikataxpayable=taxratexgrossincome
25,000+(600,000-410,000)
25,000+30/100x190,000
25,000+57,000

Shs82,000

Musanjitaxpayable=taxxgrosssalary

25,000+30/100(11,000,000-410,000)+10/100x(11,000,000-10,000,000)
25,000+30/100x(10,490,000)+(10/100x1,000,000)

25,000+3,177,000+100,000
Shs3,302,000

Example2
Thefollowingaremonthlysalariesofworkersemployedbymalikaenterprises.

SefukaMoses shs200,000

BumekeAisha shs284,000

WesselAK shs820,000

Pallasojuma shs11,000,000

Eachemployeereceives10%and5%asHousingandmedicalallowancesrespectively

ComputePAYEEpaidbytheaboveemployeesusingtaxscheduleabove

SOLUTION

Ssfukamoses

Taxableincome=basicsalary+allowances

=200,000+housingallowances(10/100x200,000)+medicalallowances(5/100x

200,000)

=shs200,000+28,400+14,200

Shs326,000

PAYEE=10/100X(326,000-235,000)

=10/100X91,600

SHS9,160

BumekeAisha=taxableincome=basicsalary+allowances

820,000+housingallowances(10/100x820,000+medicalallowances(5/100x820,

000)

=820,000+82,000+41,000

Shs943,000

PAYEE=shs25,000+30/100(943,000-410,000

25,000+30/100x533,000

25,000+159,900

Shs184,900

Pallasojuma,taxableincome=basicsalary+allowances

11000,000+housingallowances(10/100x11,000,000+medicalallowances(5/100

x11,000,000)
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11,000,000+1,100,000+550,000

Shs12,650,000

PAYEE=25,000+30/100X(12,650,000-410,000)+10/100X(12,650,000-10,000,000

25,000+30/100X12,240,000+10/100X2,65,000

SHS25,000+3,672,999+265,000

Shs3,962,000

Example3

Makanika wangeearnedthefollowingincomesinshsfrom differentsourcesforthe

year22017

Propertyincomeshs 800,000

Businessincomeshs 3,000,000

Employmentincomeshs 4,380,000

Expensesandlossesfortheyearshs 3,000,000

Incomethatistaxexemptwasshs 1,180,000

Thefollowingtableshowsannualchargeableincometaxrate

Annualchargeableincome(shs) Taxliability/taxrate

Notexceedingshs2,820,000 NIL

Exceeding shs 2,820,000 but not

exceedingshs4,020,000

10% oftheamountbywhichchargeable

incomeexceedsshs2,820,000

Exceeding 4,020,000 butnotexceeding

shs4,920,000

Shs120,000plus20% oftheamountby

which chargeable income exceeds shs

4,020,000

Exceedingshs4,920,000 Shs 300,000 plus 30% of the

amount by which chargeable

incomeexceedsshs4,920,000

DetermineMakanikawangès

Grossincome

Chargeableincome

Incometaxpaid

Solution

Grossincome=incomefrom allsources–taxexemptedincome
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=propertyincome+businessincome+employmentincome-incomeexemptedfrom

tax

=shs800,000+3,000,000+4,380,000)-1,180,000

=shs8,180,000-1,180,000

=shs7,000,000

Chargeableincome=grossincome–totallossesandexpenses

=shs7,000,000-3,000,000

=shs4,000,000

Incometax=taxratexchargeableincome

10/100x(4,000,000-2,820,000)

10/100x1,180,000

=Shs118,000

Example4

Thefollowingincomerecordsrelatestobekasahotel

Incomeearner Employment income

shs

Business income

shs

Property income

shs

MUTOMBEALI 1,000,000 2,000,000 3,400,000

NEKESAAISH 800,000 1,900,000 2,700,000

MEKKAHASSAN 1,200,000 2,100,000 3,800,000

OKELLOBOB 600,000 1,400,000 2,300,000

Foreachoftheaboveincomeearnedthetaxexemptedis8% oftheirtotalincome.

Whiletheexpensestake12%ofthetotalincome

Determine

Grossincome

Taxableincome

Thebusinessaisohadthefollowingrecordsforworkersearningsfortheyear

Okello shs 750,000

Wambwa shs 310,000

Olupot shs1,500,000permonth

Monthlyincome(shs) Taxliability/taxrate

0 -235,000 NIL

235,000–335,000 10% oftheamountbywhichchargeable
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incomeexceedsshs235,000

335,000-410,000 Shs10,000 plus20% oftheamountby

which chargeable income exceeds shs

335,000

Exceedingshs410,000 Shs25,000plus30%oftheamount

by which chargeable income

exceedsshs410,000.

Wherechargeableincomeexceeds

shs10,000,000anadditional10%is

chargedonincomeexceedingshs

10,000,000.

ComputePAYEEeachworker

ADVANTAGESOFDIRECTTAXES

Theyareeconomicaltocollectbythegovernmentinthatthegovernmentdoes

nothavetospendalotofmoneytocollectthesetaxesforinstanceintheP.A.Y.E

system,thegovernmentsimplydeductsthetaxfrom thetaxpayer̀ssalary.

Theyarebasedontheprincipleofeconomicequity,thatistotheeconomic

situationofpersonsdeterminestherateatwhichtheyaretaxed.Also the

progressivenatureofdirecttaxationcanhelpreduceincomeinequalities.

Certaintyoftaxtobepaid,Thetaxpayeriscertainastohowmuchtaxistobe

paid,as the tax rates are decided in advance.The same implies forthe

governmentwhereitcanestimatethetaxrevenuefrom directtaxes.

Collectionofdirecttaxesisgenerallyeconomical.Likeinthecaseofpersonal

incometax,thetaxcanbedeductedatsource(TDS)from theincomeorsalaries

oftheindividuals.So,thegovernmentdoesnothavetospendmuchintax

collectionasfaraspersonalincometaxisconcerned.

TheyareRelativelyElastic,Increaseintheincomeofindividualsandcompanies,

leadstoincreaseintheyieldfrom directtaxesalso.Anincreaseintaxrates

wouldincreasethetaxrevenues.Thereby,directtaxesarerelativelyelastic.

Directtaxeshelpcontrolinflation.Whentheinflationisontheuptrend,the

governmentincreasesthetaxrate.Withanincreaseintaxrate,theconsumption

anddemanddecline,whichinturnhelpreduceinflation.

Theyredistributeincomeotherthanindirecttaxes.Thisisbecausetheyare
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progressiveinnature.Thisreducesonincomeinequality.

Theyareconvenient.Thisisbecausetheyarecollectedatthetimewhenthetax

payershaveearnedenoughfundse.g.theP.A.Y.Ewherepaymentsaremadein

installments.

Theyareprogressiveinnaturehencetheytendtobefairtothelow income

groups.Theprogressivenessofataxmakesitequitableinthespreadingofthe

taxburdeni.e.itmakespeopletopayaccordingtoability/taxablecapacity.

Theyareeasyandsimpletounderstandbythetaxpayersandcollect

Theyare flexible i.e.theycan be increased orreduced depending on the

requirementsoftheeconomye.g.ifthetaxbasereduces,thegovernmentcan

alsolowerthedirecttaxes.

Disadvantagesofdirecttaxes
1.theyareeasytoevade,thisisduetohightaxrates,poordocumentationandcorrupt
taxadministration,bysuppressingthecorrectinformationaboutincomes.
Directtaxesaffectsavingsandinvestments.Duetotaximplications,thenetincomeof
individualsreduces,inturnreducing theirsavings.Thisresultsinlow investment,
affectingthecapitalformationinthecountry.
Arbitraryrateoftaxationthatisthereisnoobjectivedefinedfordeterminingthetax

ratesofdirecttaxes.Therefore,directtaxesmaynotalwaysfulfilltherequirementof
equity.
Inconvenient,Directtaxesareinconvenientowingtothelengthyprocedureoffiling

returns.Formostpeoplepaymentofdirecttaxisatasktoconvinceoneselftopaya
partoftheirincomeastaxtothestate.Thisisaboosttoevadetaxfurther.
Thecostofcollectionisattimeshigh.Thisisbecausethegovernmenthastoemploy
manyofficialsandpayalottodothecollectionandadministerdirecttaxesthisthey
tendtobelessproductive.
Theytendtodiscriminateamongtaxpayersespeciallywheretaxassessmentisnot
basedonimpartialityi.e.theydonothaveawidercoverage.
Highratesofdirecttaxesmakethepeopleresentthegovernmentinpowerhence
makingitpopular.
Theydiscourageentrepreneurshipespeciallywheretheratesofcorporatetaxesare
high.
Duetolow taxablecapacityindevelopingcountries,littlerevenueiscollectedfrom
directtaxessincemajorityofthepeoplearepoorwhereveryfewpeopleearnabovethe
thresholdofincometax.

INDIRECTTAXES:
Thesearetaxesleviedongoodsandservicespaidbyanindividualorbusinessentity
andshiftedtothefinalconsumer.Thesetaxesarevoluntaryinthesensethatone
paysthem onlywhenbuygoodsorconsumeservicesonwhichtheyarelevied.

Forms/typesofindirecttaxes
CustomsDuty,thisisatariffortaximposedongoodswhentransportedacross
internationalborders.Thepurposeofitistoprotectthecountry’seconomy,jobsby
controllingtheflowofgoods,especiallytherestrictiveandprohibitedgoods,inandout
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ofthecountry.Hence,simplyput,itisthetaximposedonimportsandexportsofgoods.
NB:taxonimportsisreferredtoasimportdutywhiletaxonexportsisexportduty.

Excise duty:Is a duty levied on commodities thatare locally produced and
consumedandPayablebythemanufacturerwhoshiftsthetaxburdentoretailers
andwholesalers.
Salestax:Istaxleviedasapercentageofgoodsorservicessoldandpaidbya
shopkeeperorretailer,whothenshiftsthetaxburdentocustomersbycharging
salestaxongoodsandservices.
EntertainmentTax:Liabilityisonthecinemaowners,whotransfertheburdento
cinemagoers
Servicetax:aChargedonservicesrenderedtoconsumers,suchasfoodbillina
restaurant,hotels.
Valueaddedtax(VAT)
Isanindirecttaxthatispaidbyapersonwhoconsumesorimportsgoodsand/or
servicesinUganda.TheTaxischargedonthevalueaddedatdifferentstagesof
productionorsupplyofgoodsandservices.
MainimportanceofVAT:

VATcompletelyavoidstaxcascadingasonlychargestaxontheValueAdded.

VAT providetemporaryfinancingforproducersandserviceproviders-bylaw,all

VATablepersonsarerequiredtodeducttheinputVATfrom theoutputVATand

remitthedifferencetothetaxauthoritiesmonthlyoreverytwomonths,sosuch

organizationscanutilizesuchfundstomeettheirworkingcapitalneeds.

FortheGovernment,VAT isa veritablesourceofrevenue,itsbroad base,

generatesmorerevenueforthegovernment;andsecondly,itseaseofcollection

(littleornocost)makesitmoreeconomical.

VATservesasafiscalpolicyinstrumentavailabletothegovernmentandusedto

increaseorreduceVATratetoredistributeincomeandchecktheconsumption

ofharmfulcommoditiessuchascigarettesandalcohol.

VATdoesnotdiscourageproduction,orworksinceitisnotataxonincomeor

profit,taxesonprofitsmightactuallydiscourageinvestments.

VAT isa powerfultoolin harnessing fundsin domesticmarketsenabling

Ugandatobettermeetthechallengesfacingthem suchaseducation,poverty

eradication,andprovisionofinfrastructureetc

VAT helpsdeveloping economiesto befullyintegrated in theinternational

economyasbeingchampionedbyIMF,WorldBankofreducinggovernment

expenditureandincreasingrevenueetc.

DemeritsofVAT
It’scomplicatedtounderstandbythetraders
It’sdifficulttoassess
Itbasedonevidenceinform ofrecords,thisisverydifficulttomaintain
Itdiscouragesinvestment,asitreducesconsumptionandhencereducedmarket
Itincreasescostsofproductione.g.Vatoninputs
AhighVatratemakesgovernmentinpowerunpopular
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It’seasilyevadedastraderstendtodifferentrecords
VATCALCULATIONS
ComputationofVAToccursattwolevels:
(a)VATonatransactioni.e.asaleorapurchase
(b)VATpayableorclaimablebythetaxpayerotherwayputisVATcollectableor
refundablebyURA.
KeytermsinVATComputations
OutputTax,ThisistheVATataxablepersonchargesuponmakingtaxablesuppliesi.e.
taxchargeduponsellingtaxablegoodsandservices.
InputTax,ThisistheVATataxablepersonischargedontaxablepurchasesand
expensesincurredforbusinesspurposes.Thepurchasescouldbefrom localsources
orimported.
TaxableSupply
Thisisasupplyofgoodsand/orservicesotherthananexemptsupply,byataxable
personforaconsideration.ATaxablesupplyischargedtoVATateitherzerorateor
standardrate.

TAXRATEANDFRACTION

Taxrate
Thisisthepercentagethatisappliedtotheconsiderationforatransactionortaxable
value,soastodeterminetheVATamount.Forexample:iftheconsiderationortaxable
valueisShs20,000andtheVATrateis18%(18/100),thenVAT=20,000x18/100
=Shs3,600

Taxfraction
ThisreferstoreferstotheratiousedtodeterminetheamountofVAT wherethe
considerationisinclusiveofVAT.Thefractionisgivenbytheformula:ofVAT.The
fractionisgivenbytheformula:
R/r+100

WhereristheVATrate
ComputationofVATonaTransaction
VAT=Taxablevalue×VATRate(wheretaxablevalueexcludesVAT)or
VAT=taxablevalue×VATratio(wheretheamountisVATinclusive).

Illustration
Iftherateoftax(r)=18%thenthetaxfraction=18/(18+100)=18/118.
Forexampleiftheconsideration(VATinclusive)isShs20,000,thenVAT=20,000×
18/118=Shs3051.

ComputationofVATPayableorRefundable
VAT=outputtax–inputtax

Whereoutputtaxisgreaterthaninputtax,thetaxpayerpaysthedifference.Whereinput
taxisgreaterthantheoutputtax,thetaxpayerclaimsthedifference.
Illustration
(a)Ifoutputtax=100,000andinputtax=77,000thenVATpayable=100,000–77,000
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=23,000
(b)Ifoutputtax=100,000andinputtax=140,000thenVATclaimable=140,000–
100,000=40,000
Examples
MegaenterpriseshadthefollowingVATexclusivetransactionswithVATregistered
enterprisesforonemonth
Purchasesshs236,000,000
Sales 259,600,000
CalculatetheamountofVATpaidbymegaenterprisestoURAforthatperiod(use18%
asvatrate)
Determinemegaenterprises̀totalsalesvaluevatinclusive
Solution
VAT=outputtax–inputtax

18/100x259,600,000-(18/100x236,000,000)
Shs46,728,000-42,480,000
Shs4,248,000
Or

VAT=VATRATEXVALUEADDED

18/100(259,600,000-236,000,000)

18/100X23,600,000

SHS4,248,000

Totalsalesvalue(VATINCLUSIVE)

=SALESVALUE+VATonsales

259,600,000+(18/100x259,600,000

259,600,000+46,728,000

Shs306,328,000

Example2
ThefollowingVATexclusivetransactionswereavailedbyVATregisteredbusinessfor
themonthofJanuary2018
Markboughtgoodsworthshs60,000,000
MarksoldthesamegoodstoFredforshs79,000,000
Fredsoldthesamegoodstomaxaretailerforshs90,000,000
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Maxsoldthesamegoodstofinalconsumerforshs120,000,000
DeterminetheVATchargeableforthevalueaddedateachstage
SOLUTION
VATchargeable= VATratexvalueadded
Stage1 VATchargeable= 18/100x60,000,000

Shs10,800,000
Stage2 VATchargeable=VATratexvalueadded

18/100(790,000-60,000,000)
18/100x19,000,000

Shs3,420,000
Stage3 VATchargeable=VATratexvalueadded

18/100(90,000,000-790,000,000
18/100x11,000,000

Shs1,980,000
Stage4VATchargeable= vatratexvalueadded

18/100(120,000,00-90,000,000
18/100x30,000,000

Shs5,400.000
The following VAT exclusive transactions were carried outbyVAT registered
businessinFebruary2016atdifferentchainsofdistributions.

Jeroboughtgoodsworth shs9,000,000
JerosoldallthegoodstoDerrickforshs11,000,000
DerricksoldthesamegoodstoJeftheretailerforshs14,000,000
Jefsoldthegoodstothefinalconsumerforshs19,000,000

CalculatetheVATchargeableateachstageusingVATrateof18%.
Adviceentrepreneursontheimportanceofpayingtaxes.

Advantagesofindirecttaxes
Indirecttaxesareconvenienttothegovernmentandtaxpayers.Thisisbecausethey
arecollectedwhenpeoplehavethemoneytospendonaproductthatataxhavebeen
charged
They tend to contribute more to governmentrevenue,this is because they are
comprehensivei.e.theyhaveawidercoverageandtypes.
Theyareeconomicaltocollectbythegovernmentsincethegovernmentdoesnotpay
thetraderswhocollectthetaxes.
Theyare impartialin thattheydo notdiscriminate among tax payers thus the
governmentisabletoraisemorerevenue.
Theyareusedtoachieveeconomicstabilityespeciallybyimposinghightaxeson
importedgoodssoastominimizeimportinflation.
Therevenueyieldishigh.
Theyareusedtoprotectinfantindustriesagainstunfaircompetitionfrom efficient
producersoutsidethecountry.Thisisdonebyimposinghightariffsonimportswhich
maketheirpricesrelativelyhigherthan domesticpriceshencemaking them less
competitive.
Theyareusedtosafeguardthehealthandmoralityofcitizens.Thiscanbedoneby
imposinghightaxesongoodslikelytoaffectthehealthandmoralityofthecitizense.g.
drugs,cosmetics,spiritsetc.thehightariffsonsuchcommoditiesmaketheirprices



277

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

prohibitivelyhighhenceresultingintofewpeoplewhocanaffordthem.
Theyaredifficulttoevade/dodgebecausetheyareembeddedinpricesofcommodities
andthesecommoditiesmustbebroughtatallcostsieduringthebuyingofgoodsand
services,taxesarepaid.
Theyhaveavarietyoftaxes.Thisincreasesgovernmentrevenue
Theypromotehardworkamongthetaxpayers.Thisisbecauseinanattempttomeet
theincreasingpricesofcommoditiesandmaintainsthestandardofliving.Peopleare
forcedtoworkhardsoastosustaintheireconomicwelfare.
Areflexiblei.e.thetaxratecaneasilybeadjusteddependingonthedesiredobjectives
ofthegovernment.

Disadvantagesofindirecttaxes
Theyencouragetrademal-practicesespeciallyinforeigntradersinanattempttoevade
taxesthroughsmuggling,underdeclaringthevalueofimportsallofwhichhaveadverse
effectsontheeconomy.
Reduceeconomicwelfareofcitizens.Thisisbecauseeveryproduct,thereisatax
involvedinform ofincreasedprices.
Theyleadtoincreasedcostsofproduction,andthisadverselyaffectthelevelof
investment,productionandemploymentlevelswithintheeconomyi.e.theyactas
disincentivesforinvestment.
Indirecttaxeslikeimportdutiesinterferewiththefreedom oftradehencereducingthe
volumeofinternationaltrade.
Revenuefrom indirecttaxesfluctuatesalot.Thisisbecausetheamountofrevenue
collecteddependsonthevolumeofpurchasesorsaleswhichnormallyfluctuates
dependingonprevailingseason,economicsituationetc.however;suchfluctuations
adverselyaffectplanningbasedonprojectedrevenuefrom taxes.
Theysparkoffinflation.Thisisbecausetheyleadtoincreasedcostsofproduction
whichresultsintoincreasedconsumerprices.
When imposed on necessity goods,they become regressive.This is because
necessitiesareconsumedbyboththerichandthepoorinalmostsimilarquantitiese.g.
sugarandiftheyaretaxedindiscriminatelythepoorwillbeadverselybeexploited
Highindirecttaxescauseconsumerstochangetheirconsumptionandexpenditure
patternswhichmayreducetheirstandardsoflivinge.g.ifthegovernmentimposeshigh
taxesonbeer,peoplemayresorttothelocalbrew.
DIFFERENCEBETWEENDIRECTTAXANDINDIRECTTAX:
Therearedifferentimplicationsofdirectandindirecttaxesonthecountry.However,
bothtypesoftaxesareimportantforthegovernmentastaxesincludethemajorpartof
revenueforthegovernment.
KeydifferencesbetweenDirectandIndirectTaxare:
Directtaxisleviedandpaidforbyindividuals,Hinduundivided,firmsandcompaniesetc.
whereasindirecttaxisultimatelypaidforbytheend-consumerofgoodsandservices.
Theburdenoftaxcannotbeshiftedincaseofdirecttaxeswhileburdencanbeshifted
forindirecttaxes.
Lackofadministrationincollectionofdirecttaxescanmaketaxevasionpossible,while
indirecttaxescannotbeevadedasthetaxesarechargedongoodsandservicesinform
ofincreasesprices.
Directtaxhelpsinreducinginflation,whereasindirecttaxenhancesinflationasprices
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ofrawmaterialsincrease.
Directtaxeshavebetteralocativeeffectsthanindirecttaxesasdirecttaxesputlesser
burdenoverthecollectionofamountthanindirecttaxes,wherecollectionisscattered
acrosspartiesand consumers’preferencesofgoodsisdistorted from theprice
variationsduetoindirecttaxes.
Directtaxeshelpinreducinginequalitiesandareconsideredtobeprogressivewhile
indirecttaxesenhanceinequalitiesandareconsideredtoberegressive.
Indirecttaxes involve lesseradministrative costs due to convenientand stable
collections,whiledirecttaxeshavemanyexemptionsandinvolvehigheradministrative
costs.
Indirecttaxesareorientedmoretowardsgrowthastheydiscourageconsumptionand
helpenhancesavings.Directtaxes,ontheotherhand,reducesavingsanddiscourage
investments.
Indirecttaxeshaveawidercoverageasallmembersofthesocietyaretaxedthrough
thesaleofgoodsandservices,whiledirecttaxesarecollectedonlyfrom peoplein
respectivetaxbrackets.
Additionalindirecttaxesleviedonharmfulcommoditiessuchascigarettes,alcoholetc.
dissuadesover-consumption,therebyhelpingthecountryinasocialcontext.
Indirecttaxesaredefinedaccordingtotheabilityoftheendtaxpayertoshifttheburden

oftaxestosomeoneelse.Whiledirecttaxesallow thegovernmenttocollecttaxes
directlyfrom consumers.

EMPLOYEE’SRELIEFORTAXEXEMPT
Thisreferstogainsorincomethatisnotincludedinthechargeableincomeof
theemployeeandthereforenottaxableontheemployee:
Theemployee’sincomethatisbelow thetaxablethreshold,currentlyatShs
235,000permonth
Pension.
Discharge orreimbursementofmedicalexpenses actuallyincurred bythe
employee.
Lifeinsurancepremiumspaidbyataxableemployer(company/individual)forthe
benefitoftheemployee.
Anynon-cashbenefitwhosevalueislessthanShs10,000amonth.
Reliefof25%onterminalbenefitsforemployeeswhohaveservedtheemployer
foratleast10years.
Passagecosts.
EmploymentincomeofanexpatriateemployeeinalistedInstitution,undera
technicalassistanceagreementsubjecttotheMinister’sapproval.
Officialemploymentincomeofpersonsemployedinthearmedforces,Uganda
PoliceForceandUgandaPrisons.Itexcludespersonsservingthereincivilian
capacity.
Employmentincome ofUgandans posted to work in Ugandan diplomatic
missionsabroad.
EmploymentincomeofpersonsemployedbyEADB.
AllowancesformembersofParliament
TheDividendreceivedbyresidentcompanyfrom anotherresidentcompany
whereitcontrolsmorethan25%ofthetotalshare.
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Furnituremanufacturedusinglocalmaterials
SpecializedfurnitureforuseinHospitals
Thesupplyofunimprovedland
Interestpaidbyanaturalpersonorbyacompanytoassociatedcompanyor
whichisexemptedfrom tax.
Beerproducedfrom barleygrownandmaltedinUganda
Thesupplyofunprocessedfoodstuffs,includingagriculturallivestock,
Depositsinthebank

Employer’sObligation
Towithholdtaxfrom employmentincome,todeductthecorrecttaxfrom the
employee’stotalemploymentincomeatthetimeofeffectingpaymenttoevery
liableemployee.

TomakePayment,topaytoURA thetotaltaxbythe15th dayofthemonth
immediatelyfollowingthemonthinwhichemploymentIncomewaspaid.
Toensureaccountability:toaccountforthetaxdeductedfrom everyemployee
onamonthlybasistoUgandaRevenueAuthority.
ToMaintainEmployees’Records,andkeepthoserecordsforinspectionbyURA
ondemandforatleastfiveyears.

Employeèsobligation/rights
Employeesshould declareto theirsecond employersthathavetheprimary

employerincomesfrom suchemployment

Declaretotaltaxpaidatsourceaspayee

Taxpayable

Employeèsrights

Anemployeeisnotrequiredtofurnishareturnofincomeiftheirsourceof

incomeisonlyfrom asingleemployer.

Ataxpayerisentitledtoclaim refundofoverpaidtaxwhereapplicable.

Ataxpayerisentitledtoaccountabilityforalltaxesdeductedandpaidatsource

bytheemployer.

AtaxpayerisentitledtoprierinformationbeforeanyactionistakenbyURA.

Ataxpayerisentitledtoequaltreatmentlikeanyothertaxpayer.

Ataxpayerisentitledtoconfidentialityfrom URAofpersonaltaxinformationto

besharedinpublic.

AtaxpayerisentitledtobeattendedtobyURAofficialsregardingtaxmatters

Ataxpayerhasarighttoappealovertaxpaymentincaseofneed.

PROBLEMSOFTAXATIONINUGANDA
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(Factorsforthelowtaxbase/taxablecapacityinUganda)
Muchasthereisneedforthegovernmenttolevytaxes,thetaxsystem inUgandafaces
alotofchallengesthatlimitgovernmenttaxrevenuecollectioninthecountry.Such
problemsamongothersincludethefollowing:
Lowlevelsofincomeindividuals.ThemajorityofthepeopleinUgandaarepoordueto
lowlevelsofeconomicactivitiesinthecountry.Therefore,thegovernmentcannotraise
morerevenueduetolowinvestmentlevels.
Presenceofasmallindustrialsector.MostindustriesinUgandaaresmallscaleleading
tolowprofitmargins.Consequently,taxrevenuefrom corporatetaxesislimited.
Presenceofweaktaxadministrativemachinery.Thetaxadministrativesystem in
Ugandaisweakandthisisreflectedindishonestyandincompetenceoftaxofficials,
lowlevelsofintegrityamongtaxcollectorsandassessorsallofwhichaccountforthe
lowtaxyield.
Existenceofalargeinformalsector.Withlimitedbookkeeping,thisresultsintounder
assessmentwhichreducesthetaxescollectedandoverassessmentwhichreducesthe
taxresentmenthencetaxevasionandthisreducestaxrevenue.
Highcostsofcollectionandadministrationoftaxes.Thistendstoreducethetax
revenuecollectedasmoreexpensesareincurredintaxcollection.
Existenceofhighratesoftaxevasionandtaxavoidance.Thisresultsintorevenue
shortages
Increasedtrademal-practices.Thistakesinform ofsmuggling,underdeclarationofthe
valueofimportsandexports,overinvoicingandunderinvoicingofgoodsandservices
allofwhichleadtolowtaxes.

ExistenceofhighdependencyratioUganda,wherethemajorityofthepeoplearenot
workingandfew peopleareengagedinproduction.Thisreducesthetaxableincome
hencelowrevenuecollecting.
ThehighoflevelsofunemploymentandunderemploymentinUganda,thisreducesthe
taxbaseandtaxrevenue.
Existenceofalargesubsistencesector.Ugandaischaracterizedbylowoutputcoming
outofpredominantagriculturalsectoris largelyforhome consumption and not
commercialusehencelowtaxrevenue.
SOLUTIONSTOPROBLEMSOFTAXATIONINUganda
Massiveindustrialization,towidentaxbase,increaseemploymentandincometax
Developing and encouraging use of labour intensive technology to reduce
unemploymentinmostindustrialfirms,hencecreatingtaxableincome.
CarryingoutsensitizationtoMinimizechancesoftaxevasionandtaxavoidance.

StrengtheningthefunctionsofURAtoreduceetrademal-practicessuchassmuggling.
Trainingoftaxcollectorstoimproveontaxadministrationandpenalizingordismissing
incompetentanddishonestytaxpersonnel.
Sensitizationoftaxpayersabouttheimportanceofpayingtaxes.Throughcarryingout
seminars,radiotalksshowsandcommunityworks.
Reducing human interaction to minimizecorruption and increaseefficiencyin tax
assessment.e.g.useofonlinereporting.
Providingaccountabilityoftaxrevenuebygovernment.thisincreasesthewillingnessof
thetaxtaxpayertopaythetax
Improvingoninfrastructure,tofacilitateeasyassessmentandcollectionexpenses.
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Encouragingbusinessmentokeeprecordstoavoidunderassessment.

THECONCEPTOFTAXEVASIONANDAVOIDANCE

Taxavoidance

itinvolvestheexploitationofloopholesandgapsintaxandotherlegislationinthetax

system intoavoidpayingtaxes.Thoseloopholesmaybeindomestictaxlawalone,or

betweendomestictaxlawandcompanylaworbetweendomestictaxlawand

accountingregulations,forexample.Theprocesscanalsoseektoexploitgapsthat

existbetweendomestictaxlawandthelawofothercountrieswhenundertaking

internationaltransactions.

Taxevasion
Taxevasionistheillegalnonpaymentorunder-paymentoftaxes,usuallyresultingfrom
themakingofafalsedeclarationornodeclarationatalloftaxesduetotherelevanttax
authorities,resultinginlegalpenalties(whichmaybecivilorcriminal)iftheperpetrator
oftaxevasioniscaught.

Formsoftaxevasionandavoidance
Failuretoreportincomeanddeclaringsourcesofincome.
Under-reporting income (claiming less income than you actuallyreceived from a
specificsource.

Providing false information to the tax authorityaboutbusiness income or
expenses.
Deliberatelyunderpayingtaxesowed.
Understatingtaxestobepaid bytaxpayers.
FailuretowithholdtaxandremitittoURAaccount.
Paying employees in cashand failing to reportsome orallofthese cash
payments.
Filingfalsepayrolltaxreports.
Doublerecordingoftransactionswiththeintentionofevadingtaxes.
Bribingtaxcollectorstomakeunderassessmentoftaxestobepaid.
Smugglingofgoodsfortheintentionofevadingtaxes

TAXCOMPLIANCE

Theextenttowhicheconomicagentspaythetaxesthattheirgovernmenthasleviedas

statedbylaw.

Levelsoftaxcompliance
Theleveloftaxcompliancedependsonthetaxpayer̀sattitudeandknowledge.There
arefourlevelsoftaxcompliancewhichareasfollows;
Thetaxpayersfullycomplytopaytheirtaxesandwillingtofulfilltheirobligations
withoutbeingforced/voluntarily/molested.
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Taxpayersknowthatnon-complianceisexpensiveandtheyaccordinglycomply.
Taxpayerswhoshowslightresistancetocomplysayitcomesduetolackofknowledge.
Whentaxpayersarealittlebitadvisedandsomepressureisexerted/putonthem,they
simplycomply.
Taxpayerswhoarenon-compliantshowoutrightresistancewhenitcomestopaying
theirtaxes.Thisgroupincludessometaxpayerswhobecomeproudafterfailingtopay
theirtaxes.

Factorsinfluencingtaxcomplianceinacountry
The extentto which the tax system is equitable.The tax system which is fair
encourageshighlevelofcompliance.Ontheotherhandwhenthetaxsystem isnotfair,
itdiscouragestaxpayersfrom payingespeciallywhentheyfeelthatthedistributionof
taxburdenisnotfair.
Thetaxrates.Hightaxratesmaketaxationcostlyandthismakestaxpayerstoavoid
payingthetaxes.Lowtaxratesencouragetaxcompliance.
Theextenttowhichthetaxlawsaresimpleandeasytounderstand.Complicatedtax
lawsandlongadministrativeproceduresmaketaxcompliancetobelowbecauselong
administrativeprocessesencouragedelaysanddisputes.Ontheotherhandifthe
methodoftaxassessmentandcollectionissimple,thenpeopleareencouragedtopay
thetaxes.
Theextenttowhichtaxburdenisspreadtoallpotentialtaxpayers,wheretheburdenof
thetaxisfairly distributed,anindividual’sfindit easytopaytaxesandwheretax
holidaysaregiventosomebusinesses,thenthosewhonotbeengrantedtaxholiday
doǹtcomply.
ThePopularityofgovernmentmakespeoplenottopay.Agovernmentwhichisnot
popularandcorruptdiscouragespeoplefrom complying.Ontheotherhandapopular
governmentwithoutcorruptionencouragestaxpayerstocomply.
Qualityofbusinessmanagement,wherebusinessmanagersareunethicalsuchthat
theydon’tkeeprecordsofaccountsthentaxcompliancedoesnotexist.Butwherethe
businessmanagerspracticebusinessethicsbykeepingrecordsofaccountsthentax
complianceispossible.
Qualityoftaxadministration;thisdependsonthelevelofintegrityandcustomercare
shownbythetaxcollectorwheretheintegrityofthetaxcollectorsisgood,thenthe
payerscomplyandpaythetaxes.Butontheotherhandwheretaxadministrationis
poorinthatthetaxcompliancedoesnotexist.
Theextenttowhichtaxlawsareconsistentandfair,wherethetaxlawsappliedare
inconsistentandunfairthenthetaxpayersbecomenon-compliant.Ontheotherhand
wheretheapplicationoftaxrulesisfairencouragescompliance.

Theextenttowhichthesystem isconvenient.Thisisfrom theprincipleofconvenience
whichsaysthattheplacewheretopaythetaxhastobeknownbythetaxpayer,how
muchtobepaidandwhentopayhaveallbeknownbythetaxpayerwheretheplace,
theamountoftaxandthetimeofpayingtaxareunknownthenthetaxpayersbecome
non-compliant.
Manifestationoftaxcompliance

Timelyfillingoftherequiredtaxreturns
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Accuratereportingofincomeandtaxliability
Timelypaymentofalltaxobligations
Filingtaxreturnsregularly
Settlingtaxliabilitiespromptly
Carryingoutauditandprovidingauditreportfortaxassessment
Voluntarilyregisteringforthetax
Keepingup-to-datebooksofaccountsfortax
Complyingwitheverytaxlawsofthecountry
Proceduresfortaxcompliance
RegistrationofthetaxpayerwithUgandarevenueauthority
Obtainingthetaxidentificationnumber
Preparationoftaxrecords
Gettingassessedfortax
Submittingtimelytaxreturns
Paymentoftaxes
Receivingfeedbackfrom thetaxauthority

Causesofnontaxcompliance
Lowlevelsofemployment,
Inadequateknowledgeabouttaxes
Loopholeswithinthetaxsystem
Inadequateskilledstafftoassessandcollecttaxes
Politicalsabotage
Desirebytheemployeestoretainalltheirearnings
Inconvenienttimefortaxcollection
Corruptionanddishonestbytheemployeeandemployers
Poormethodsofhandlingtaxpayers
Highcostofliving
Failurebygovernmenttoremittaxesdeductedfrom theemployees

Measurestoencouragetaxcompliance
Educatingtheemployeeontheneedtopaytaxes
TimelysubmissionoftaxreturnstoURA
Beinghonestinissuesrelatedtotax
Regularlyissuingpayslips
Providingwaysofhowtaxpayersareabletounderstandlawsrelatedtotax
Reducingtaxratestoencouragetaxpayerstopay
Ensuringthattaxreturnsareproperlyposted
Informingthetaxpayersoftheconsequencesoffailingtocomplybypayingtaxesin
time

Consequencesofnontaxcompliance/penaltiesofnontaxcompliance
Payingsurchargeonalloutstandingtaxdues
Takingovermanagementofthebusinessbythetaxauthority
Closureofbusiness
Takingcourtactionleadingtoimprisonment
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Auctioningbusinesspropertytorecovertaxarrears
Publishingthebusinessnameinnewspapers
Denyingbusinesstoaccesscontracts
Backlistingthebusiness

STRUCTUREOFUGANDÀSTAXSYSTEM

ThestructureofUgandàstaxsystem isdescribedbylookingatthemainaspectsof
countrỳstaxes.Themajoraspectsinclude;
ThebodyresponsibleforcollectingtaxesinUgandaistheUgandaRevenueAuthority
Thetaxstructureismadeupoftwomajordepartments.Thatistheinlanddepartment
internaltaxesandthecustom departmentresponsibleforcollectingtaxesonimports
andexports
Thetypestaxescollectedarebasicallydirectandindirecttaxes
Themainsourcesofdirecttaxesarebasicallyincometax,estateduty,capitalgain
tax,etc
ThecommonindirecttaxesareVAT,custom dutyandexciseduty
Thenaturetaxes,mostdirecttaxesareprogressiveinnature,thatistotheyincreaseas
thetaxpayer̀sincomeincreases.
Thepurposeoftaxation,it’sbasicallytoraiserevenueforthegovernment,other
reasonsincludeprotectinginfantindustriesandcontrollingconsumptioninthecountry.
New taxes are drafted byministryoffinance and discussed byparliamentand
implementedbyURA
THEROLEOFURAINTAXADMINISTRATIONANDCOLLECTION
TheUgandaRevenueAuthorityisUganda’s'onlytaxbodythatwasestablishedbyactof
Parliament.
ItisresponsibleforcollectingtaxesfornationaldevelopmentinUganda.
Thetaxescollectedarebothinternationalanddomestictaxes
TheUgandaRevenueAuthorityisanindependentinstitutionthatgetsitsmandatefrom
theconstitutionofUgandaArticle153oftheconstitutionofUganda1995asAmended
whichistotheeffectthatThereshallbeaConsolidatedFundintowhichshallbepaid
allrevenuesorothermoniesraisedorreceivedforthepurposeof,oronbehalfof,orin
trustfortheGovernmentthusonthatnoteitissalienttostatethattheRevenue
AuthorityissolelyresponsiblefortheCollectionoftaxesinUganda.It’sresponsiblefor
collectingbothdomesticandinternationaltaxes
TAXESCOLLECTEDBYURA

ExciseDuty
ExciseDutycharged
licensing
Remissionofexciseduty
Returnsandpayments
Nontaxrevenue
Stampduty
Registrationofmotorvehicles
Transferofownershipofmotorvehicle
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RoleorresponsibilitiesofURA
Toadvisegovernmentonmattersrelatedtotaxesandtaxpolicies

Assessandcollecttaxese.g.domesticandforeigntaxes

Accountfortaxescollectedtoparliamentandministryoffinance

Providepolicyframetogovernmentrelatingtotaxratesandadministration

Toprotectthepublicagainstforeignanddomesticfraud

Providinginvestmentopportunitiestobothlocalandforeignentrepreneurs

Verifygoodsbothimportandexport,thishelpstoavoidevadingtaxes

Recruitpersonnelfortaxevaluationandimplementationoftaxpolicies

Providingavenuefortaxpaymentse.g.encouragetaxpayerstohavetaxtin

numberandtaxaccounts.Thispromotesaccountability

Providing information related to taxes to the public,this is done through

organizingseminarsandworkshops

Developingstrategiesofincreasingtaxbaseforthegovernment,forexample

findingnewtaxbase

CAUSESOFLOW TAXREVENUE

Lowincomes,whichcannotbesubjectedtotaxes

Highlevelsofcorruptionsandembezzlementoftaxbythetaxofficialsandother

employeesofgovernment

Taxevasion,manytaxpayersdeliberatelyrefusetopaythetaxesimposed

,therebylimitingthetaxrevenuecollected

Limiteddevelopmentoftheleadingsectorsoftheeconomicsectors

Hightaxconcessionsgrantedbythegovernmenttodifferentinvestors,this

reducesthetaxrevenuecollected.suchconcessionsincludetaxholidays,tax

exemptedetc

Highcostofadministrateringandcollectingthetaxes,thisreducesthetax

revenue

Lowtaxrates,especiallyonthelocallyproducedgoods.Thisaffectstherevenue

realizede.g.vatof18%

Limitedviablecommercialactivities,Ugandahasabigsubsistencesector

comparedtothecommercialsector.henceproducersproducemainlyfortheir



286

SavannahEntrepreneurshipeducationAlevel(P230/2)BYWALUGEMBELAWRENCE0759748844

ownconsumptionandlessisputonthemarketforsale

Solutions

Developingandimplementingstricttaxlaws

Trainingtaxadministratorsonthewaysofmanagingtax

Developingfriendlylaws

Massiveinvestment

Reducingonthetaxconcession

Carryingseminarstoeducatetaxpayersontheimportanceofpayingtax

Makingaccountabilityoftaxpayer̀smoney

Diversificationofeconomicactivitiestoincludemoretaxbases

Improvingofeconomicinfrastructures,toimproveontaxcollectionandtax

collection

Providingsocialservicestothecommunity

TERMSUSEDINTAXATION
Taxbase:Isanyitem oranyeconomicactivitythatistobetaxede.g.property,
income,profitoranyeconomicactivityonwhichtaxispaid.
Taxliability:Thisreferstothetotalamountofmoneyataxpayerisexpectedtopay
withinagivenperiodoftime.
Taxableincome:Thisreferstotheincomewhichissupposedtobetaxed.
Taxablecapacity:Referstotheextenttowhichanindividualcanpaytaxesimposed
onthem withoutaffectinghisorherstandardofliving.
Thresholdofthetax:Referstotheamountofmoneyorlevelofincomefrom which
taxliabilitybegins.
Impactoftax,thisreferstofinalrestingpositionofataxthattosayanentityor
individualonwhichorwhom thetaxisimposed.
Incidenceoftax:Referstotheperson/businessthatfinallypaythetaximposed.
Taxyield:Referstothetotalamountoftaxrevenuecollectedfrom agivennumber
oftaxes.
Averagerateoftax:Referstotheproportionofincomethatispaidoutastax.
Averagerateoftax(VAT)=taxamountx100

Totalincome
Marginalrateoftax:Thisreferstotheproportionofadditionalincomepaidoutas
tax.
Taxevasion:Referstothedeliberaterefusalbyataxpayingunittopaytaxeslevied
onit.
Taxavoidance:Thisreferstoasituationwhereataxpayertakesadvantageofthe
loopholes/weaknessesinthetaxsystem soastopaylittletaxaspossibleorpayno
taxatall.
Taxholiday:Referstotheperiodofnontaxpaymentgivenbythegovernmentto
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reduceconsumersspendingandencourageinvestmentspending.
Forwardshiftingofatax:Thisiswhenthemoneyburdenofthetaxisshiftedbya
taxpayertoanotherpartywhobuystheoutputbeingtaxede.g.amanufacturermay
shifttheburdenoftaxtothewholesalerwhothenshiftsittotheretailerandthe
retailerthenshiftstothefinalconsumer.
Backwardshiftingofatax:Thisiswhentheofficialtaxpayershiftsthemoney(tax)
burdenofataxtothepersonfrom whom hebuys.Forinstanceaproducerusinga
givenrawmaterialmayshiftthemoneyburdentothesupplierofsucharawmaterial.
E.g.P.A.Y.E
Taxrebate:Referstotherefundmadeunderspecificcircumstances
Capitalizationoftax:Asituationwhereataxpayingunitusuallyafirm artificially
increasethevalueofitscapitalemployedsoastoreduceitstaxliability.
Hiddentax:Referstoataxpaidonpurchaseofgoodsandservicesandusually
includedinthepricesofthecommoditiesbeingboughtortaxed.
Taxhaven:Thisreferstoasituationwhereacountrydeliberatelyofferslowtaxrates
orrelaxed/liberatedtaxlawssoastoattractasmuchforeigninvestmentandtrade
aspossible.

REVISIONQUESTIONS

1.Definetheterm bookkeeping.

b)Givereasonsforbookkeepinginsmallbusinesses.

c)Explainthebenefitsofaccountinginformationinbusiness.

2.a)Writeshortnotesonthefollowingtermsasusedinbusiness;

i. Capital

ii. Expenses

iii. Drawings

iv. Stock

v. Income

vi. Creditor

vii. Debtor

viii. Assets

ix. Liabilities

x. Transactions
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xi. AnaccountThe

purchases/

creditor’sledger

xii. Thesales/debtor’s

ledger

xiii. Theprivateledger

xiv. Cashbook

xv. General/nominal/

realledger.

xvi. Personalaccounts

xvii. Impersonalaccount.

xviii. Singleentrysystem

xix. DoubleEntrySystem.

xx. Aledgerbook.

xxi. Thetrialbalance

xxii. Atwocolumncash

book

xxiii. Acontraentry

xxiv. Athreecolumncash

book

xxv. Adiscount

xxvi. Anoverdraft

xxvii. Atradediscount

xxviii. Acashdiscount

xxix. Apettycashbook

xxx. Imprestsystem

xxxi. Purchasesjournal

xxxii. Purchasesreturns

daybook

xxxiii. Salesreturnsday

book

xxxiv. Generaljournal

(journalproper)

b)Explaintheadvantagesanddisadvantagesofcashtransactions.

3.a)Underwhatcircumstancesmayanentrepreneursellgoodsoncredit?

b)Explaintheadvantagesanddisadvantagesofsellinggoodsoncredit.

c)Draftguidelinesforensuringpropermanagementofcreditsalesinbusiness.

4.a)Underwhatcircumstancesmaygoodsboughtforresalebereturnedto

supplier?

b)Explainthefunctionsofthejournalproper.

c)Whatistheimportanceoffinancial/accountingratios

5.Whatismeantbythefollowingtermsasusedinbusiness?
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(i) Finalaccounts

(ii) Thetradingaccount

(iii) Stock

(iv) Openingstock/stockatstart

(v) Closingstock/stockathand/stockintrade

(vi) Sales/sellingprice

(vii) Salesreturns/returninwards

(viii) Netsales/turnover

(ix) Purchasesreturn/returnoutwards

(x) Directexpenses

(xi) Wages

(xii) Carriageinwards/carriageonpurchases

(xiii) Netpurchases

(xiv) Costofgoodsavailableforsale

(xv) Costofsales/costprice/salesatcost

(xvi) Grossprofit

(xvii) Grossloss

(xviii)Theprofitandlossaccount

(xix) Netloss

(xx) Carriageoutward
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6.Differentiatebetweenthefollowing;

a)Balancesheetandanincomestatement

b)Assetsandliabilities

c)Fixedassetsandcurrentassets

d)Longterm liabilitiesandshortterm/currentliabilities

e)Capitalownedandborrowedcapital

f) Fixedcapitalandcirculatingcapital

g)Liquidcapitalandworkingcapital

h)Capitalemployedandowner’sequity

i) Quickasset/acidtestratioandcurrentratio

j) Marginandmarkup

k)Netprofitratioandaveragestock

l) Rateofreturnoncapitalinvestedandrateofreturnoncapital

employed.

m)RateofStockturnoverperiodandrateofdebtors’turnover.

7.a)Whatismeantbytheterm cashflow?

b)Explaintheimportanceofcashflowstatementinbusiness.

c)Whatmeasurescanbetakentomanageflowoffundsinbusiness?

8.a)Distinguishbetweenthefollowing;

(i) Ataxandtaxation

(ii) Taxburdenandtaxincidence

(iii) Taxbaseandtaximpact

(iv) Taxableincomeandtaxablecapacity
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(v) Taxavoidanceandtaxevasion

(vi) Taxexemptionandtaxshifting.

b)Mentionandexplainanyfiveprinciplesoftaxation.

c)Whatarethequalitiesofagoodtaxsystem?

9.a)Differentiatebetweenthefollowing?

(i) Directtaxesandindirecttaxes.

(ii) Incometaxandcorporationtax

(iii) Capitalgainstaxandpersonaltax

(iv) Deathtaxandinheritancetax

(v) Gifttaxandimportduty

(vi) Customsdutyandexciseduty

(vii) SalestaxesSumptuarytax

(viii) Valueaddedtax(VAT)andExportduty.

(ix) Progressivetaxandregressivetax

(x) Proportiontaxandadvalorem tax

(xi) Specifictaxandlumpsum tax

(xii) Taxinvoiceandtaxablevalue.

(xiii) Taxclearanceandtaxcompliance

b)Explaintheadvantagesanddemeritsofthefollowing;

(i) Directtaxes

(ii) Indirecttaxes

c)StatetherolesofUgandaRevenueAuthority.

10.a)Examinethefactorsthatinfluencetaxcompliance.

b)Commentontheimportanceoftaxcompliancetothebusinessorganization.

c)Suggestmeasurestoencouragetaxcompliance.
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BASICFORMULARSUSEDINFINANCIALACCOUNTS

1. AccumulatedDepreciation =InitialCostOfTheAsset–ScrapValue

2. AnnualDepreciation =NetBookValueXDepreciationPercentage

3. Annualdepreciation =
InitialCostOfTheAsset-Scrapvalue

lifespan

4. AnnualDepreciation =CostOfFixedAssetsAtTheBeginning +PurchasesOfFixed
AssetsDuringTheYear–ClosingStockOfFixedAssets

5. Averagestock=
Openingstock+closingstock

2

6. BorrowedCapital=TotalLongTerm Liabilities

CapitalOwned =TotalAssets–TotalLiabilities

CostOfGoodsAvailableForSale=OpeningStock+NetPurchases

CostOfSales=GoodsAvailableForSale–ClosingStock

NetPurchases =Purchases-PurchasesReturns

NetSales/Turnover =Sales-SalesReturns/ReturnInwards

Owner’sEquity=Capital+NetProfit–Drawings

CapitalEmployed =CapitalOwned +BorrowedCapital

Circulating/FloatingCapital=TotalCurrentAssets

Owner’sEquity=Capital–NetLoss–Drawings

CapitalEmployed =FixedAssets +WorkingCapital

7. CostOfSales=OpeningStock +NetPurchases-ClosingStock

8. Creditorturnoverperiod =s'
TotalcreditorsxNumberofdaysinayear

Netpurchases

9. DebttoEquityratio =
Long-term debt

TotalEquity

Rateofstockturnover=
Costofsales

Averagestock

10.Debttototalassetsratio =
Long-term debt

TotalAssets
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11.Debtorturnoverperiod =s'
TotaldebtorsxNumberofdaysinayear

Netsales

12.FixedCapital=TotalFixedAssets

13.Fixedassetturnover =
Netsales

FixedAssets

14.Fixedassetturnover =
Netsales

TotalAssets

15.GrossLoss=CostOfSales–NetSales

16.Grossprofit =NetSales-Costofsales

17.LiquidCapital=TotalCurrentAssets–Stock

18.Margin= x100
Grossprofit

Netsales

19.Margin= x100
Grossprofit

Netsales

20.Markup = x100
Grossprofit

Costofsales

21.NetBookValue =Cost–AccumulatedDepreciation

22.Netprofitratio = x100
Netprofit

Netsales

23.Percentageofexpensestoturnover=
Totalexpensesx100

Netsales

Rateofcreditosturnover =r'
Netpurchases

Totalcreditors

24.Quickassetratio =
Currentassets-stock

Currentliabilities

25.Rateofdebtors'turnover=
Netsales

Totaldebtors
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Rateofreturnoncapitalemployed = x100
Netprofit

Capitalemployed

26.

Rateofreturnoncapitalinvested = x100
Netprofit

sequityOwner'

27. earStockturnoverperiod = xNumberofdays/monthsinay
Averagestock

Costofsales

28.Workingcapital/Currentratio =
Currentassets

Currentliabilities

29.Workingcapital=CurrentAssets–CurrentLiabilities

1.ThefollowinginformationrelatestoStLawrenceInternationalEnterprisesin

KyoteraforthemonthofMay2010.On1/5/2017.Thebusinesswasstartedwith

Shs.80,000ascapital.

5/5/2017boughtamachineforcashshs28,000

8/5/2017soldgoodsforcashshs30,000

14/5/2017boughtgoodsforcashshs35,000

22/5/2017paidforinsuranceincashshs180,000

23/5/2017paidelectricityincashshs24,000

28/5/2017cashdrawingsshs120,000

30/5/2017paidwageincashshs130000

Required:

(i) RecordtheabovetransactionsinStLawrenceInternational

EnterprisesAccountandbalanceitattheendofthemonths.

(ii) Openupthenecessaryledger’saccounts.

(iii) Preparethebalancedledgeraccountsforthebusiness.
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2.ThefollowinginformationrelatestoMbata’sbusinessinKisenyiforthemonthof

December2016.0n1/12/2016MbatastartedbusinesswithShs.80,000ashis

capital.

2/12/16boughtamachineforcashShs28,000

6/12/16soldgoodsforcashShs.3,000

10/12/16boughtgoodsforcashShs.35,000

14/12/16paidforinsuranceincashShs18,000

20/12/16paidelectricityincashShs24,000

24/12/16soldmoregoodsforcashShs35,000

29/12/16cashdrawingsShs12,000

29/12/16paidwagesincashShs13,000

Required;

(i) Prepareawellbalancedcashdiscount

(ii) Openuoallthenecessaryledgeraccountsandbalancethem

(iii) Extractatrialbalanceasat29thDecember2016.

3.ThefollowinginformationrelatestoWansoloforthemonthofJAN2015.

1/1/15Wansolostartedbusinesswithbalancebroughtforward:cashShs

190,000andBankshs150,000.

4/1/15boughtgoodsbycashShs80,000

6/1/15paidtransportbycashshs30,000

7/1/15boughtmoregoodsbychequeshs100,000

9/1/15soldgoodsbycashshs70,000

12/1/15receivedachequefrom Wambuzishs.50,000

14/1/15paidrentbychequeshs30,000

15/1/2015soldmoregoodsbychequeshs120,000
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18/1/15paidSarahbycashshs40,000

22/1/15withdrewmoneyfrom businessforpersonaluseShs20,000

Required;

(i) EntertheabovetransactionsinWansolo’stwocolumncashbook

andbalanceitattheendofthemonth.

(ii) Openupthenecessaryledgeraccountsandbalancethem

(iii) Extractatrialbalance.

4.ThefollowinginformationrelatestoBesigyefotthemonthofFebruary2018

1/2/18Besigyestartedbusinesswithcashinhandshs100,000andcashatbank

shs350,000

4/1/18Receivedachequeshs150,000

6/2/18Cashpurchasesshs150,000

9/2/18Cashsales200,000

10/2/18Cashedachequeshs100,000

13/2/18boughtstationeryincashshs20,000

14/2/18ppaidcashintobankshs50,000

15/2/18Cashsalespaiddirectlyintobankshs50,000

16/2/18Withdrewcashfrom thebankforbusinessuseShs80,000

18/2/18PaidMaobyChequeShs90,000

19/2/18Depositedcashintobankshs60,000

20/2/18Paidrentbychequeshs100,000

21/2/18BankedCashshs80,000

22/2/18Kadagapaidusbychequeshs200,000

23/2/18Cashdrawingsshs40,000
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24/2/18Withdrawcashfrom bankforprivateuseShs20,000

27/2/18PaidKatoLubwamabyChequeshs50,000

30/2/18Withdrewcashfrom thebankShs100,000

Required;

(i) Entertheabovethetransactionsinasuitablyruledtwocolumn

cashbookandbalanceitattheendofthemonth.

(ii) Openupthenecessaryledgeraccounts.

(iii) Extractatrialbalance

5.Wankokobought50boxesofwateratShs10,000each.Thesupplierallowedhim

a12%and10%tradediscountandcashdiscountrespectively.

Calculate;

(i) Tradediscount

(ii) Cashdiscount

(iii) Amountheactuallypaid.

6.ThefollowinginformationrelatestoFaithduringthemonthofApril2018.

1stAprilFaithstartedbusinesswithcashathandShs46,000andcashatbank

shs93,000

2nd–Boughtgoodsbychequeshs28,000

3rd–Cashsalesshs44,000

5th_Bankedcashshs25,000

7th_Paidbychequethefollowingineachcaselesscashdiscountof5%

NakamatteShs16,000

HillaryShs30,000

8th-Receivedchequesfrom thefollowingineachcaselessacashdiscountof3%
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Jamesshs40,000

Ameliashs30,000

10thBoughtfurniturebychequeshs29,000

12thCashdrawingshs10,000

13thpaidEdwardbycashshs19,000infullinstallmentsofhisaccountofShs

20,000

15thcashsalespaiddirectlyintobankshs35,000

17thpaidsalariesbycashshs15,000

20thcashedachequeshs18,000

24threceivedcashfrom Moreenshs24,000afteracashdiscountofshs1000

25thpaidwagesincash13,000

27thpaidPatiencebychequeshs13,000havingdeductedshs2000cash

discount

30thReceivedachequefrom MariaRoseshs20,000afteracashdiscountof5%

Required;

(i) Writeathreecolumncashbookfrom theabovetransactions

andbalanceitattheendofthemonth.

(ii) Openupthenecessaryledgeraccountsdullybalancedand

showthediscountsaccountsinthegeneralledger

(iii) Extractatrialbalance.

7.ThefollowinginformationrelatestoK2forthemonthofMarch2017

2017 invoicesreceived invoiceno. Amount(shs)

3/4 KyoteraTRADERS 120 48,000

10th Kampalatraders 127 50,000

14th AruaSUPPLIERS 203 30,000
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21th HerbertSolar 123 36,000

24th Rwenzorigroup 334 60,000

29th KasoloINVESTMENTS 207 45,000

Required;

(i) PrepareK2purchasesdaybook

(ii) Postthetransactionstothepurchasesledgerandgeneral

ledger

8.ThefollowingbalancesappearedinthebooksofKaddongoKamuAssociation

on31stDecember2017.

Shs.

Cash 2,000,000

Bank 4,000,000

Stock 6,000,000

Furniture 10,000,000

Bankloan 3,000,000

Creditors

Walukagga 1,500,000

Ssegawa 2,500,000

Debtors.

Kappo 800,000

Ndugga 200,000

DuringthemonthofJanuary2018,thefollowingtransactionstookplace.

January1stSoldstockshs800,000incash

4thWalukaggawaspaidshs,1450,000bycheque

9thReceivedcashfrom Kikofirashs120,000

13thWithdrewshs1000,000from thebankforofficeuse.

22ndSoldgoodstoGoldenSs800,000

Requiredto;
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(i) Preparethejournalpropertorecordtheopeningbalanceand

ascertaincapital.

(ii) JournalizethetransactionsthattookplaceduringJanuary2018

(iii) Openuptheledgeraccountsandrecordthetransactions.

(iv) Extractatrialbalance.

9.ThefollowingbalancesappearedinthebooksofKyewubiraddaasat30thJuly,

2017

ITEM Shs.

Openingstock 150,000

Sales 600,000

Purchases 350,000

Closingstock 100,000

(a)Calculate;

(i) Costofgoodsavailableforsale

(ii) Costofsales

(iii) Grossprofit

(b)Preparethetradingaccount.

10.Walugembehadthefollowingitemsaftertakingoutatradingaccounton

30/08/2017

ITEM SHS

Grossprofit 472,000

Rent 94,000

Transport 30,000

Salariesandwages 60,000
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Generalexpenses 100,000

Carriageoutwards 42,000

Discountallowed 20,000

Discountreceived 60,000

Required;

PrepareWalugembe’sprofitandlossaccountasatthatdate.

11.Museven’sbusinessshowingthefollowingbalancesasat31/12/2016

ITEMS Shs.

Openingstock 380,000

Carriageoutwards 150,000

Discountallowed 5000

Discountreceived 4500

Rentreceived 5500

Netpurchases 3800,000

Netsales 6500,000

Closingstock 220,000

Carriageinwards 200,000

Electricity 23,000

Telephone 44,000

Advertising 220,000

Rates 14,000

Salariesandwages 517,000

Insurance 370,000
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Transport 281,000

Required:

PrepareMuseven’s

(i) tradingandprofitandlossaccountfortheperiodending

31/12/2016.

(ii) Incomestatement.

12.Thefollowingbalanceswereextractedfrom thebookofaccountsofSsekandias

at31stDecember2016.

ITEM SHS

Capital 700,000

Equipment 20,000

Furniture 80,000

Stock 150,000

Debtors 100,000

Creditors 200,000

Bankloan 200,000

Bankoverdraft 100,000

Land 500,000

Unpaidsalaries 50,000

Drawings 100,000

Cashatbank 150,000

Netprofit 400,000

Prepaidrent 50,000

Cashinhand 200,000
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Buildings 300,000

Required:PrepareSsekandi’sbalancesheetasat31/12/2016.

13.Amotorcyclewasboughtforshs.1,600,000anditwasexpectedtohavealife

spanof4years.Calculatethe;

(i) Depreciationtobechargedannually

(ii) Accumulateddepreciation.

14.MANGEREboughtamachineatshs.200,000,000on1stjan.2018and

depreciationwastobechargedat10%perannum onreducingbalance.Calculate:

(i) Valueofdepreciationforthreeyears.

(ii) Thenextbookvalueoftheassetforeachofthethreeyears.

(iii) Accumulateddepreciation(totaldepreciationafterthreeyears)

15.GiventheTrialbalanceofStLawrenceInternationalEnterprises-Kyoteraasat

31stJune2018.

STLAWRENCEINTERNATIONALENTERPRISES-KYOTERA

TRIALBALANCE

ASAT31stJUNE2018

PARTICULARS DEBIT CREDIT
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Stock1stjuly2017

Purchases

Sales

Baddebts

Discountreceived

Discountallowed

Motorvancost

Cashathand

Debtors

Creditors

Provisionforbaddebts

Capital

Cashatbank

Returnsoutwards

Electricity

Salaries

Rent

Carriageinwards

Landatcost

Equipmentatcost

Accumulateddepreciation:

Motorvan

Equipment

Returnsinwards

Shs

10,000

1100,000

12,000

20,000

100,000

20,000

50,000

40,000

70,000

80,000

18,000

60,000

1,000,000

200,000

100,000

Shs.

2,000,000

10,000

30,000

20,000

410,000

50,000

20,000

40,000
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Bankloan 300,000

2880,000 2880,000

Adjustments:

(i) ClosingstockwasvaluedatShs.200,000

(ii) Halfoftherentpaidisfortheforthcomingfinancialyear

(iii) Salariesofshs.20,000weredue.

(iv) Provisionforbaddebtsistobechargedat5%ofdebtors.

(v) Depreciateequipmentby20%oncostandmotorvanby10%on

netbookvalue.

Required;

(a)TradingandprofitandlossAccountfortheyearending31stJuly

2017
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(b)ABalanceSheetasatthatdate.

16.Usethefollowinginformationtoanswerthequestionsthatfollow;

TEACHERS’CANTEENINCOMESTATEMENTFORTHEPERIODENDED31STDEC.

2013

SUMMARY

Netsales 240,000,000

Lesscostofgoodssold 180,000,000

Grossprofit 60,000,000

Lessoperatingexpenses 25,000,000

Netprofit 35,000,000

Note:

Theopeningstockasatthestartof2013wasShs.23,000,000

Teachers’canteenBalanceSheet

Asat31.12.2013

Shs. Shs. Shs.

Capital 89,000,000

Add:netprofit 35,000,000

124,000,000

Less:drawings 10,000,000

114,000,000

Long-term liabilities:

5yearloanfrom teachers’

SACCO

72,000,000

Currentliabilities:

FixedAssets:

Buildings

82,000,000

Furniture

50,000,000

CurrentAssets:

Stock

47,000,000

Debtors

38,000,000
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Bankoverdraft

34,000,000

Creditor

40,000,000

Bank

25,000,000

Cash

18,000,000

260,000,000 260,000,000

Required:

(a)Calculatethefollowingratios;

i) Grossprofitmargin (03marks)

ii) Netprofittosales (03marks)

iii) Netprofittoowner’sequity (03marks)

iv) Acidtest (03marks)

v) Stockturnover (03marks)

vi) Fixedassetsturnover (03marks)

vii) Debttoowner’sequity(gearingratio) (03marks)

(b)Interpretthefollowingratiosinrelationto5(a)above:

(i) Debttoowners’equity (02marks)

(ii) Netprofittosales (02marks)

17.Thefollowinglistofassets,liabilitiesandcapitalwasobtainedfrom thebooksof

Lillianasat31stOctober2015.

Details Shs.

Capital 8,380,000

Land 6,000,000
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Cashathand 260,000

Cashatbank 300,000

Machinery 2,400,000

Furniture 1,400,000

2yearloan 2,600,000

5yearbankloan 2,000,000

Officeequipment 1,600,000

Building 180,000

Creditors 800,000

Debtors 800,000

3yearbankloan 1,200,000

Bankoverdraft 700,000

Stock 400,000

Calculatethefollowing;

(i) Capitalnetworth

(ii) Workingcapital

(iii) Workingcapitalratio

(iv) Liquidfunds

(v) Liquidcapital

(vi) Liquidcapitalratio

(vii) Circulatingcapital

(viii) Fixedcapital

(ix) Capitalemployed

(x) Borrowedcapital.
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18.TheinformationbelowrelatestoJoanitahbeautycentretransactionsforthe

monthofSeptemberandOctober2017.

TRANSACTIONS NOVEMBER DECEMBER

PurchaseofAssets

Paymentofwages

Receiptsfrom sales

Loan

Repaymentofloan

installment

Paymentofrent

Purchaseofrawmaterials

Salesofrefreshments

Taxes

Debtors

Creditors

Acquisitionoffurniture

Grantsfrom friends

Discodancecollections

Saleofoldfurniture

receipts

Rates

Transportexpenses

Installationofnew

machinery

Shs.“000”

2,000

90

1,000

3,000

500

60

1000

2560

100

300

160

180

200

4000

120

150

100

250

160

70

Shs.“000”

2,500

1,000

1,500

2,000

4,500

70

1,500

3,000

120

350

150

170

140

4,500

100

160

90

200

200

72
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Cinemacollections

Electricitybills

Required;

(i) PrepareJoanitahBeautycentrecashflowstatementforthe

twomonths

(ii) Stateitscashposition.

PAPER2HANDLINGGUIDELINES.

1.Whenrequiredtodesign,itmeanstocomeupwiththestructureoftheaspectasked

leavingingapsforthespecificcontent.Itappliesondocuments,forms,schedulesetc.

Theremainingwordsrequireastudenttogiveafullpresentationoftheaspectexamined.

Theseotherwordsmayinclude;prepare,draft,present,formulate,draw,develop,write,

showetc.
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2.Allthebusinessesdealtwithinprojectworkmustbegivennames,whichmustnotbe

abbreviated.

3.Thenameofthebusinessmustreflectthenatureofthebusiness.Thismaybean

agribusiness,trading,manufacturingorservicebusiness.Thelineofbusinessmustbe

specific.Ifthebusinessisacompanythenameendswithlimitedorcompanyorboth.

4.TheaddressusedmustincludeboxNo.andthetowntheboxnoisfound.

5.Thelocationmustbedefinite.ItmustincludetheDistrict,County,Subcounty,Parish,

Village,Town,Road,Avenue,StreetandPlotNo.

6.Thedateforpreparingadocumentisthatforthedayofsittingthetest/exam.

7.Headingsforguidelines,programmes,schedulesandbudgetsmustincludethenameand

addressofthebusinessand/orthevenueanddate.

8.Allamountscolumnsfordocumentspreparedandforanynumericalvaluesmustindicate

thecurrencyunit.

9.Budgetpreparedmustincludetheheading,item currencyunitsforamountsandtotal

amount.

10.Workingcapitalrequirementsmustbeginwiththemajorinputsofthebusiness.

11.Guidelines/policydocumentsmustbepreparedusing“shall”avoid(We,I,He,She,They

etc..)

12.Businessplanitemsarepresentedusingpresentsimpletense

13.Alldocumentsmustbeframedandthenameofthedocumentmustbeinsidetheframe.

14.Inletterwriting,thecomplementaryclosemustbeperpendicularlybelowthebusiness

nameandaddress.Thesalutationmustbeabovethesubjectline.

15.Misspellingtechnicalterms.Penalty100%i.e.00marks.

PAPER2EXAMINATIONFORMATANDSAMPLE.

PAPER230/2

Thispaperistheentrepreneurshipskillsapplicationpaperthatteststhestudents’ability

toapplylearntentrepreneurshipskillsinrealbusinesssituations.Thepaperhassix(6)
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optionalquestions;acandidateisrequiredtoansweronlyFour(4)questionseach

carrying25marksgivingatotalof100marks.Thispaperhasfour(4)projectillustration

questionsandtwo(2)accountsorfinancialmanagementquestions.

SAMPLETEST1

UgandaAdvancedCertificateofEducation

ENTREPRENEURSHIPEDUCATION

P230/2

3hours

InstructionstotheCandidates:

 Answerfourquestions.
 Allquestionscarryequalmarks.
1. Youhaveestablishedasoftdrinkplantandyouarelookingforwardtowards

expandingitbyintroducinganewbrand.

a) Designamarketsurveyguideyouwillusewhencarryingoutamarket

research.

b)Presentaproductionplanforyourbusiness. (7marks)

c) Draftapurchaseorderformaterialstobeused. (5

marks)

d) Developsguidelinesforcustomercaretoyourworkers. (5

marks)

2. Youhaveestablishedaprojectdealinginagriculturalproducewhichisexpanding

rapidlyandyouhavedecidedtorecruitmoremanpowertohandletheexpansion

requirements.

a) Presentajobapplicationform. (6marks)

b) Designaprogram forrecruitmentforworkers. (7marks)

c) Preparerulesandregulationsfortheworkers. (7marks)

d) Draftastockledgertobeusedinyourbusiness. (5

marks)

3. Youareaproductionmanagerofgiftedhandsentrepreneurs.Youhavereceived

complaintsfrom studentsaboutdecliningqualityofyourproductsandyouhaveagreed

toacquirealoantoimproveonthequality.

a) Designaloanrepaymentschedule. (6

marks)

b) Preparequalitypoliciesforyourproducts. (8

marks)

c) Presentabudgetfortheloanfunds. (7

marks)
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d) Draftanadvertforgiftedhandsentrepreneurs. (5marks)

4. Thefollowinginformationwasobtainedfrom thebooksofMovitenterprisesLtd

fortheyearended2014.

i) ThebusinesshadcashofShs200,000on1stofMarch2014

ii) ThebusinessexpectstosellgoodseverymonthworthShs20millionand

receiveonly80%inthemonthofsaleandtheremainingbalanceis

receivedthefollowingmonth.

iii) Monthlyprojectedsalariesfor50workerswereShs150,000perworker.

iv) ThebusinesshopestogetaloanofShs2,000,000inApril.

v) Themonthlyinterestontheloanis5%payableafteronemonthgrace

period.

v) ThebusinessexpectsdonationsincashworthShs3,000,000permonth

but thisisexpectedtoreduceby10%afterthefirstthreemonths.

vi) MonthlyrentincomeisexpectedtobeShs5,000,000butthisisexpected

to increaseby3%afterthefirsttwomonths.

vii) ThebusinesshopestobuypremisescashworthShs35,000,000inthe

first month.

viii) MonthlycashpurchasesShs6,000,000

ix) ThebusinessboughtmachineryinthemonthofAprilatShs15,000,000

and paidShs7,000,000thebalanceistobepaidintotwoequalinstallmentsin

thefollowingmonths.

Required:

a) Prepareacashflowstatementforfourmonths. (20

marks)

b) Howcanthebusinessavoidacashflowdeficit? (5

marks)

5. Youareoperatingasmallclayworkshopandyouwanttoexpandtheworkshop

by recruitingmoreworkers.

a) Prepareaninductionprogram forthenewworkers. (8marks)

b) Writealetterinvitingallheadsofdepartmenttoamanpowerplanning

meeting. (6marks)

c) Developguidelinestobefollowedtoensuresafetyoftheworkplace.(6

marks)

d) Designanadministrativestructureofyourbusiness. (5marks)

6. Thefollowingtrialbalancewasextractedfrom thebooksofMukoandsons

enterprisesLtdasat31stDecember2014.
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Details Debit(Shs) Credit(Shs)

Capital 10,000,000

Purchases 4,000,000

Fixturesandfittings 850,000

Motolorry 2,500,000

Sale 6,500,000

Discounts 5,000 4,500

Rentreceived 5,500

Insurance 354,000

Transport 281,000

Electricity 25,000

Debtors 2,500,000

Creditors 844,500

Rates 15,000

Stock1–1–2014 380,000

Salariesandwages 220,000

Baddebts 44,000

Drawings 15,000

Bankbalance 5,900,000

Cashbalance 110,500

Total 17,354,500 17,354,500

Additionalinformation:

i) Depreciationonfixturesandfittingswasprovidedat2%and5%formotto
lorryperannum.
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ii) Unsoldstockon31stDecember2014wasShs220,000.
iii) OftheelectricitypaidShs2,000wasadvanceandShs1,000forrentwas

prepaidShs16,000wasoutstandinginrespectofinsurance.
REQUIRED:
a) i) Rateofstockturnover. (3marks)

ii) Grossprofitratio (3marks)
iii) Acidtestratio (3

marks)
iv) Averagecreditperiodfordebtorsinmonths. (3marks)
v) Netcapitalemployed (3

marks)

b) PrepareabalancesheetforMukoandsonsenterprisesLtdasat31st

December2014. (10
marks)

END

MayGodblessyou.

Anysubmissionsoninquiryoreditionarehighlywelcome.

Facebook:WalugembeLawrence

Twitter:lawrencewalu256

WhatsApp:0759748844

Email:warenwaren2@gmail.com

Mobile:0783177885or+256792328466

LookforPaper1and3bythesameauthorwithmorerevisionquestions.

©Copyrightreserved.


