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Secretarial Mthematics

MH 117-3

GENERAL OBJECTI VES:

1

Develop the ability to solve mathematical problens comon
to nost businesses quickly and accurately.

Provi de background material essential to the inportant
principles underlying a business activity.

Review and re-inforce al gebraic nethods used to sol ve every-
day busi ness probl ens.

Exam ne in detail the follow ng topics:

a) fractions and decinal fractions
b) percentage

c) financial statenent analysis

d) buyi ng goods

e) selling goods

f) sinple interest

g) sinple discount

h) conpound interest and di scount
i) payroll preparation

Use of mni-calculators is alnost, essential in working the problens.
The teacher should recommrend that the students buy calculators wth
square root keys.



TOPIC n

Fractions and Decimal Fractions

SPEC FI C OBJECTI VES:

The student shall be able to:
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define "denom nator"

define "numerator"

define "proper fraction"

define "inproper fraction"

define "mxed nunber"

reduce fractions to lower terns

reduce fractions to higher terns

reduce fractions (inproper) to mxed nunbers

reduce mxed nunbers to inproper fractions

find common denom nator for 2 or nmore fractions

find "lowest" common denom nator for tvwo or nore fractions
add 2 or nore fractions (proper, inproper, or mxed no.)
subtract proper, inproper fractions or mxed nunbers
multiply two or more comon fractions

multiply two or more mxed nunbers

mul tiply common fractions by mxed nunbers

divide conmon fractions by comon fractions

divide conmon fractions by mxed nunbers

divide mxed nunbers by conmon fractions

define pure decinmal fraction

define mxed decimal fraction

convert comon fractions to equival ent decinmal fractions
convert decimal fractions to equivalent common fractions
convert mxed nunbers to decinal fractions

convert decimal fractions to mxed nunbers

add 2 or nore decimal fractions

subtractdeci ml fractions

multiply 2 or nmore decimal fractions

divide decimal fractions by decimal fractions



TOPI C #2

Per cent age

SPECI FI C OBJECTI VES:

The student shall be able to:

clearly explain by definition and/or exanple the concept of percentage
convert percents to decimals

convert percents to fractions

convert decimals to percents

convert fractions to percents

define BASE (B)

define RATE (R

define Percentage (P)

state relationship between BASE, RATE, and PERCENTAGE

10. cal cul ate PERCENTAGE when BASE and RATE are known

11. cal cul ate RATE when PERCENTAGE and BASE are known

12. calcul ate BASE when PERCENTAGE and RATE are known

13. define AMOUNT

14. define D FFERENCE

15. state relationship between AMOUNT, BASE, and PERCENTAGE

16. state relationship between AMOUNT,' BASE, and RATE

17. cal cul ate AMOUNT when BASE and PERCENTAGE are known"

18. cal cul ate AMOUNT when BASE and RATE are known

19. state relationship between DI FFERENCE, BASE, and PERCENTAGE

20. state relationship between DI FFERENCE, BASE and RATE

21. clearly explain by definition and/or exanple the concept of "percent of incre
22. clearly explain by definition and/or exanple the concept of "percent of decre
23. calculate D FFERENCE when BASE and PERCENTAGE are known

24. cal cul ate DI FFERENCE when BASE and RATE are known

25. calcul ate BASE when AMOUNT and RATE OF | NCREASE are known

26. cal cul ate BASE when DI FFERENCE and RATE OF "ECREASE are known

27. calculate RATE OF INCREASE when BASE and AONT are known

28. calculate RATE OF DECREASE when BASE and DI FFERENCE are known
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TOPI C ¢

Buyi ng Goods

SPECI FI C OBJECTI VES:

The student shall be able to:
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define list price
define net purchase price
define trade discount

explain clearly by definition and/or exanple the concept of series trade
discounts (sonetimes referred to as chain discounts)

define "net price factor"

cal cul ate net purchase price using series discounts

cal culate net price factor

cal cul ate net purchase price using net price factor

cal cul ate net purchase price using net price factor table provided
define cash discount

identify terns as presented on suppliers invoice and cal cul ate net cost
define "end of nmonth" dating

define "extra" dating

define "receipt of goods" dating

identify partial paynents

calculate credit received on partial paynents within the cash discount period
calculate list price when cost and discounts are known



TOPI C #4

Selling Goods

SPECI FI C OBJECTI VES:

The student shall be able to:
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define markup

clearly explain by definition and/or exanple the difference between markup
based on cost and narkup based-on selling price

cal cul ate markup based on cost price

cal cul ate markup based on selling price

find the selling price when cost and percent of markup on cost is known

find the percent of markup on selling price when cost and selling price are ki
find the percent of markup on cost when the cost and the selling price are ki
find the cost when the selling pirce and the percent of markup on the selling

price are known

find the selling price when the cost and the percent of markup on selling pri>
are known

find the cost price when the selling price and the percent of markup on cost

are known

clearly explain by definition and/or exanple the relationship between equival

mar kups based on cost price and selling price
cal cul ate an-equival ent markup based on cost when given a markup based on

selling price
cal cul ate an equival ent markup based on selling price when given a markup bas
on cost



TOPIC #5

Sinple Interest

SPECI FI C OBJECTI VES:

The student shall be able to:
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define interest

define promssory note

define principle

define date of note

define maturity date

define tine of note

define rate of interest

define maturity val ue

state relationship between interest, principle, rate and tine

name the three nmethods used to calculate the tinme on any credit instrunent
clearly explain by definition and/or exanple the difference between exact
interest, ordinary interest and bankers interest

cal cul ate exact interest

cal cul ate ordinary interest
cal cul ate bankers interest
clearly explain the 6% 60 day nethod of calculating sinple interest

clearly explain the 4% 90 day method of calculating sinple interest
calculate sinple interest using the 6% 60 day method
calculate sinple interest using the 4% 90 day nethod

verify decinmal accuracy of interest calculations using either the 6%, 60 day
method or the 4% 90 day nethod of approximation
state the relationship between maturity value, principle, and interest

calculate maturity val ue

calculate date of maturity

calculate tine when only date of note and due date are known
calculate rate when interest, principle and time are given
calculate' tine when interest, principle and rate are given
calculate principle when interest, rate, and tine are given



TOPIC §6

Simple Discount

SPECIFIC OBJECTIVES:

The student shall be able to:

define discount

define discount rate

define date of discount

define term of discount

define proceeds

state relationship between nmaturity val ue, discount rate, term

of discount and proceeds

cal cual te discount

cal cul ate proceeds

state clearly the difference between true discount and bank di scount
calculate maturity val ue when proceeds, termof discount and di scount
rate are given
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Fractions & Percentage

-addition, subtract, nultiplication and division of fractions
-deci mal equival ents

- percentage of a nunber

-short methods invol ving percentage

-finding the percentage one nunber is of another nunber

Sinple Interest

-find the interest
-finding the principal
-finding the rate
-finding the tine

-proni ssory notes

-bank | oans

-personal instal nent | oans

| ncone Tax

-personal exenptions

-cal cul ati ng Canada Pension refund

-cal cul ati ng Unenpl oynent | nsurance refund
-al | onabl e deducti ons

-chartible donations and nedi cal expc-nses
-deternining taxable income

-Ontario Tax credit

-deternining income tax payable

UNT NO VEEKS TCPIC
1. 1-3
TEST #1
2 4-5
TEST #2
3 6-8

TEST #3

Mat hematics for Merchandi se

-whol esal e price, retail price and profit
-trade discounts

-singl e di scount equival ent

-cash di scounts

- commi ssi on

- br oker age

Fam |y Finance

- budget i ng

-borrowing and credit

-hone ownership

-life, property, and autonobile insurance
-car and nai nt enance expenses
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UINT NO WEEKS TCPIC

a4 9-12 Systens International (metric measuremnent)

-tenperature

-l i near neasur enent
-area neasurenent
-wei ght neasur ement
-vol umre neasur enent

TEST #4

5 13-14 Taxation & |nsurance

-property and local inprovenent taxes
-commercial property and business taxes
-provincial and federal taxes

-indirect taxation

St ocks and Bonds

-description of various types of stocks
-operation of stock exchange

-buying and selling stocks

-yield on stock ownership

-description of bonds

-purchase and sal e of bonds
-calculating the yield on bonds



