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Teaching mathematical concepts for the T Level in Management and Administration
Introduction 
As part of the core content, the T Level Technical Qualification in Management and Administration includes knowledge and skills relating to finance. These financial elements involve the application of a range of mathematical skills that can be challenging for learners and naturally embeds mathematical concepts such as:
· processing
· analysing and interpreting data
· using mathematical terminology
· estimation
· forecasting to optimise work processes
· being confident in spotting errors
· understanding the association between data and risk.
This scheme of learning and accompanying lesson plans will allow teachers and learners to explore these financial ideas in a real-world scenario and give learners the ability to apply their knowledge to relevant business situations.  
This scheme of learning follows a case study of a hypothetical business that is relevant to modern society. Teachers and learners will use the case study to learn key financial terms and interpret the financial reporting associated with a business. Learners will then scaffold their knowledge to enable the use of mathematical diagrams, concepts and terminology to justify business-related decisions.  
The content in these resources will be assessed in core paper 2. The transferable skills will be assessed through both core papers and the employer set project (ESP). 

The table below gives an outline of four lessons. Each lesson is planned to be approximately two hours in length. This outline documents the learning objectives, taken from the core component of the T Level in Management and Administration, alongside the general maths competency (GMC) being developed in each lesson.  

Following on from this outline, you will find four detailed lesson plans. Within those lesson plans, you will find references to accompanying materials. Anything labelled with a ‘W’ can be found in the Word document of resources. Anything labelled with an ‘E’ can be found on the Excel spreadsheet of resources. 

Learning outcomes for each lesson are taken from the T Level specification (8715 Technical Qualification in Management and Administration Specification v1.1), which can be found on the City & Guilds website (T Level Technical Qualification in Management and Administration qualifications and training courses | City & Guilds (cityandguilds.com).

References refer directly to that specification, with individual learning outcomes listed below in italics.








	Learning outcomes 
	Maths skills 
	Activities 
	Associated resources 

	Lesson 1 

	4.1 Outline the common terms used in financial reporting 
Explain the importance of understanding the meaning of terms used in reporting 
4.2 The role and purpose of financial reporting
Estimate, calculate and communicate financial information accurately 
Use formulas and rules to calculate financial data 
	GMC1: Measuring with 
precision 
GMC2: Estimating, calculating and error spotting  
GMC4: Using rules and formula 
GMC8: Communicating using mathematics 

	Work through the SEC Man and Admin and Maths FINAL.pptx provided to discuss key reporting terms with learners. Learners should be encouraged to make notes throughout. 
Learners to complete the blank-filling activity (W1.1) to reinforce learning. 
Present a profit and loss statement (income statement) to learners using the PowerPoint.   Learners to calculate the gross and net profit of the profit and loss statement provided (W1.2). 
Learners who need an extra challenge can move on to the next activity (W1.2a). 
	Lesson 1, PowerPoint, slides 2-24
Business case study 
(W1.0) 
Calculators 
Blank-filling 
activity (W1.1) 
Profit and loss 
statement activity 
(W1.2) 
Profit and loss 
statement stretch activity (W1.2a) 
Gross and net profit 
activity (W1.3) 
Importance of key financial terms (W1.4) (This resource is to support differentiation)



	
	GMC10: Optimising work processes 
	Introduce learners to the formulas for calculating gross and net profit using the PowerPoint provided.   
Work through the examples with learners and highlight the need to rearrange the formulas if required. 
Learners to reinforce their learning by completing the gross and net profit activity (W1.3). 
Introduce learners to a balance sheet and the key terms using the PowerPoint.  











	 

	Lesson 2

	4.1 Common terms used in financial reporting
Communicate financial information accurately using mathematical language and terminology 
4.2 Discuss the importance of accuracy. The role and purpose of financial reporting.
Use financial formulas and rules to calculate revenue, costs and profit
4.4 Different forms of expenditure 
Explain the different forms of expenditure 

	GMC1: Measuring with 
precision        
GMC2: Estimating, calculating and error spotting        
GMC4: Using rules and formulas         
GMC8: Communicating using mathematics 
	Learners will create a profit and loss statement and a balance sheet based on a case study of a small business (W2.1).
Learners will participate in group learning, where they are able to discuss the interest and expectations of different stakeholders, including shareholders, employees or customers. 
Learners will be able to create a budget for the business case study and recall types of expenditure (W2.2).
	Lesson 2, PowerPoint slides 25-43
Calculators        
Profit and loss 
activity (W2.1)       
Business case study expenses (W2.2) and (W2.2a) 
Cost of goods sold 
activity (W2.3)   
Cash flow activity (E2.1)
Balance sheet activity (W2.4)  




	4.5 Use the formula for profit margin (net profit / revenue) to calculate the profit margin percentage


















 
	
	Introduce learners to the concept of cost of goods sold (COGS) and allow them to work through the examples provided (W2.3).
Learners to recall prior learning on different types of financial statements and their purposes. Learners will be able to describe the difference between fixed and variable costs and provide examples by referring back to the business case study activity. 












	

	Lesson 3

	4.2 Spot errors in financial statements and make adjustments to ensure accuracy.
The role and purpose of financial reporting
Explain the concept of break even 
Identify the breakeven point for a business 
4.3 Sources of finance for different types of organisations
Understand the different sources of finance available for various types of organisations 
Analyse the advantages and disadvantages of internal and external sources of finance 







	GMC1: Measuring with 
precision 
GMC2: Estimating, calculating and error spotting 
GMC4: Using rules and formulas 
GMC6: Understanding data and risk 
GMC8: Communicating using mathematics 
	Learners will be introduced to a breakeven chart, its use and how it is constructed. Learners will work through examples of how to calculate breakeven with formulas. Learners will be able to construct a breakeven chart (W3.1).
Learners will be able to discuss in groups the different types of sources of finance available for different types of organisations and how they would select the most suitable one (W3.2).
	Lesson 3, PowerPoint slides 44-58
Balance sheet activity (W3.1)
Graph paper 
Calculators 
Business case study (W1.0)
Breakeven chart 
activity (W3.3) 
Financial case 
studies activity (W3.2a, W3.2b, E3.1)  

	Lesson 4

	4.5 How revenue and expenditure (including cash and profit) are tracked and controlled
Explain how to track and control revenue and expenditure, including cash and profit
4.2 The role and purpose of financial reporting
Explain how financial reports are generated, e.g. from accounting software, spreadsheets and in-house templates 
Justify the use of double-entry bookkeeping, where every entry to an account requires a corresponding and opposite entry to a different account 
(debit and credit)
Analyse the advantages and disadvantages of internal and external sources of finance.

Evaluate the suitability of different sources of finance for different types of organisations.

	GMC5: Processing data GMC7: Interpreting and presenting with mathematical diagrams GMC9: Costing a project
	Learners will use examples to record debits and credits using the business case study to demonstrate their understanding. 
Learners will make notes on how financial reports are generated and be able to discuss the different tools and methods used. Learners will then be able to create their own financial report. 
Learners will be able to discuss the concept of revenue and expenditure tracking and control. 
Learners will then be able to apply their knowledge using financial statements and complete an analysis of how the tracking and control of expenditure is completed at Epione Bakery and what recommendations they would make. 
	Lesson 4, PowerPoint, slides 59-84
Sample transactions for a fictional business
Chart of accounts (list of accounts used in bookkeeping) Whiteboard 
Writing materials 
Accounting software 
(e.g. QuickBooks, 
Xero, etc.) 
Spreadsheet software 
(e.g. Microsoft Excel, 
Google Sheets, etc.) 
Sample financial data 
(e.g. income statement, balance sheet, cash flow statement) for a fictional business (cash flow example provided with the Excel resources) 
Computers for learners to work on (if these are not available, the activity will need to be completed on paper) 
Financial case studies (W4.1)
Double-entry bookkeeping activity (W4.3)
Sources of finance (W4.2)
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Lesson plan 1/4 
	Course
	T Level Technical Qualification in Management and Administration 

	Length of lesson 
	Two hours 

	Topic 
	Common terms in financial reporting (4.1) 
The role and purpose of financial reporting (4.2) 

	Prior learning 
	General business terms 

	Resources 
	Accompanying PowerPoint (slides 2-24) 
Business case study (W1.0) 
Calculators 
Blank-filling activity (W1.1) 
Profit and loss statement activity (W1.2) 
Profit and loss statement activity stretch (W1.2a) 
Gross and net profit activity (W1.3) 
Importance of financial terms (W1.4) 

	Core skills 
	CSB: Using project tools and methodologies to manage the project throughout all stages, tracking spend accurately 
CSC: Reflecting accurate interpretation of financial terms through reported financial information 

	Maths skills 
	GMC1: Measuring with precision 
GMC2: Estimating, calculating and error spotting  
GMC4: Using rules and formulas 
GMC8: Communicating using mathematics 

	English skills 
	GEC1: Conveying technical information to different audiences 
GEC2: Presenting information and ideas 
GEC5: Synthesising information 

	Digital skills 
	GDC4: Processing and analysing numerical data 

	Learning outcomes
Learners will be able to… 
	Assessment strategies (how learning is to be checked)

	Outline the common terms used in financial reporting 
	Blank-filling (W1.1) 
Case study analysis (W1.0) 
Gross and net profit activity (W1.3) 

	Explain the importance of understanding the meaning of terms used in financial reporting 
	Group discussion 
Gross and net profit activity (W1.3) 

	Estimate, calculate and communicate financial information accurately
	Profit and loss statement exercise (W1.2 and 
W1.2a) 
Group discussion 
Gross and net profit activity (W1.3)

	Use formulas and rules to calculate financial data
	Profit and loss statement exercise (W1.2 and 
W1.2a) 
Group discussion 
Case study analysis (W1.0) 
Gross and net profit activity (W1.3)



	Learner activity 
	Timing 

	Facilitated by the teacher using the PowerPoint provided (slides 5-7), discuss the financial reporting terms. Learners to make notes. 
The following financial reporting terms need to be introduced to learners: sales turnover, revenue, profit and loss, accounting period, balance, gross profit, net profit, breakeven point, income statement, balance sheet, adjustment, stakeholders, costs, assets, liabilities, cash flow, corporation tax, income tax, VAT, profit margins and retained profit. 
Go through the terms with the learners, picking out key points and challenging terms, and ask the learners to make notes in preparation for the next activity below. 
Reference: page 63 of the T Level Technical Qualification in Management and Administration Specification from City & Guilds. 
	20 minutes 

	Complete Blank-filling activity (W1.1) based on the financial terms. 
This is provided in the resources with an accompanying answer sheet (W1.1). 

This will help learners memorise the definitions and understand the differences between similar terms, such as revenue and sales turnover. 
Discuss with learners why it is important to understand and use the correct financial terms. Extend the discussion to what the impact could be if the wrong terms are used. 

See Importance of financial terms (W1.4) provided in the resources to support ideas and discussions. 
Slide 8
	20 minutes 

	Present the following to the learners using the PowerPoint (slide 9): 
The role of financial reporting for organisations 
The different areas of financial reporting and how they differ (income/sales and spend/costs) 
The range of report types (balance sheet, profit and loss accounts, management accounts, year-end reporting, cash flow).
	10 minutes

	Further reading
Slide 10 of the PowerPoint provides a case study of Tesco to bring to life the importance of financial reporting. This can be given to learners for further reading.

https://www.theguardian.com/business/2017/mar/28/tesco-agrees-fine-serious-fraudoffice-accounting-scandal [Accessed 30.04.2023] 
	Optional

	Use slide 11 to present to the learners the different financial reports a business would need to produce.
Present to the learners a Profit and loss statement (also known as an income statement) using the PowerPoint (slide 12).  
Work through both the working calculations verbally and use a whiteboard to model and further explain the steps and the answers to ensure learners are able to correctly calculate the financial terms. 
The exercise will help learners understand the relationship between revenue and expenses. 
Using the worked examples in the PowerPoint, discuss this with learners, picking out key points and challenging terms. Ask learners to make notes in preparation for the next activity based on the Profit and loss statement (W1.2).
	10 minutes

	Introduce the formulas for calculating gross and net profit using the PowerPoint (slides 13-15). Learners need to make notes on the following: 
 
· The formula for calculating gross profit is: 
Gross profit = revenue - cost of goods sold 
 
· The formula for calculating net profit is: 
Net profit = revenue - cost of goods sold - operating expenses - interest - taxes - other non-operating expenses 

Refer to prior learning on key financial terms and use questioning to reinforce the definitions. 
 
Explain to learners how a formula could be rearranged to find a missing value (slides 18-20) and use the worked examples to demonstrate how that works in practice.

This will introduce the next activity: Gross and net profit activity (W1.3). 
	20 minutes 




	Provide learners with a simple Profit and loss statement (W1.2) and ask them to calculate the gross profit and net profit. 
Learners should be encouraged to complete this activity without a calculator; a calculator can, however, be introduced to support lower-level learners. This is an opportunity for learners to practise correct place value without the assistance of a calculator. 
Learners can be provided with the challenge activity (W1.2a) if they easily complete the first activity. 
Both activities are provided in the resources with an accompanying answer sheet (W1.2 and W1.2a). 
	10 minutes 

	Provide learners with the Gross and net profit activity (W1.3) that they will initially work through independently, using a calculator if required.   
 
Then, they compare their answers with those of a peer before working through the calculations as a group and discussing any potential errors. 
 
This is provided in the resources with an accompanying answer sheet (W1.3).  
 
Slide 21
	20 minutes 

	Present the definition of a balance sheet and its key terms using the PowerPoint (slides 22-23). 
	10 minutes 

	Explain to learners the definition of assets, liabilities and equity and how this is calculated. Remind them that they need to make notes in preparation for the next lesson. 
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Lesson plan 2/4 
	Course 
	T Level Technical Qualification in Management and Administration

	Length of lesson 
	Two hours 

	Topic
	Different forms of expenditure (4.4) 
Common terms used in financial reporting (4.1) 
The role and purpose of financial reporting (4.2)

	Prior learning
	General business terms 
Outline the common terms used in financial reporting 
Explain the importance of understanding the meaning of terms used in financial reporting 
Estimate, calculate and communicate financial information accurately
Use formulas and rules to calculate financial data

	Resources 
	PowerPoint (slides 25-43) 
Calculators 
Business case study (W1.0)    
Profit and loss activity (W2.1) 
Business case study expenses activity (W2.2) 
Cost of goods sold activity (W2.3) 
Balance sheet activity (W2.4)
Cash flow statement example (E2.1)

	Core skills
	CSB: Using project tools and methodologies to manage the project through all stages, tracking spend accurately 
CSC: Reflecting accurate interpretation of financial terms through reported financial information 

	Maths skills
	GMC1: Measuring with precision   
GMC2: Estimating, calculating and error spotting   
GMC4: Using rules and formulas   
GMC8: Communicating using mathematics 

	English skills 
	GEC1: Conveying technical information to different audiences 
GEC2: Presenting information and ideas 
GEC5: Synthesising information 

	Digital skills 
	GDC4: Processing and analysing numerical data 

	Learning outcomes
Learners will be able to… 
	Assessment strategies (how learning is to be checked)

	Communicate financial information accurately using mathematical language and 
terminology 
	Profit and loss activity 
(W2.1)     
Balance sheet activity (W2.4)



	
	Business finance case study expenses activity (W2.2) 
Cost of goods sold activity (W2.3) 

	Explain the different forms of 
expenditure 
	Business finance case study expenses activity (W2.2) 
Balance sheet activity (W2.4)

	Use financial formulas and rules to calculate revenue, costs and profit 
	Cost of goods sold activity (W2.3) 
Balance sheet activity (W2.4)

	Use the formula for profit margin (net profit / revenue) to calculate the profit margin percentage 
	Cost of goods sold activity (W2.3) 
Balance sheet activity (W2.4)

	Learner activity 
	Timing 

	Provide learners with the case study of the small business, Epione Bakery, (W1.0) and ask them to create a profit and loss statement (W2.1).
This is provided in the resources with an accompanying answer sheet (W2.1).
It is important to embed key terms here and allow learners to explore the different aspects of a profit and loss statement. 
The aim of this activity is to explore the terms rather than to produce an accurate document. Encourage learners to make and spot mistakes and check each other’s work and feedback.  
This exercise will help learners understand how financial statements are prepared and reported. 
Slide 26
	20 minutes 

	Divide the class into small groups and assign each group a different stakeholder: shareholders, employees or customers.   
Ask learners to discuss the interest and expectations of their assigned stakeholder and how financial decisions may impact them.   

Circulate the classroom, prompting learners and providing further discussion points to draw ideas out. 
Learners will then present their findings to the group.  
Through discussion, the activity can be linked to the learning captured in Lesson 1, to support learners with accessing and building on the new content. 
This activity will help learners understand the importance of stakeholders in financial reporting. 
Slide 29
	20 minutes 

	Further reading 

Slide 30 of the PowerPoint provides a case study of Thomas Cook to bring to life the impact of finances on different stakeholders. This can be given to learners for further reading: https://www.bbc.co.uk/news/world-europe-49824427 [Accessed 30.04.2023] 
	Optional 

	Provide learners with the list of expenses (W2.2) and ask them to create a budget for the business case study referred to in Lesson 1 (Epione Bakery 
W1.0). 
Prompt learners where necessary to include the following types of expenditure: staff payroll, employer pension contributions, bank fees, interest fees, rent, utilities (gas, electric, water, internet), insurances, company vehicles, material, machinery/equipment and software. 
This is provided in the resources (W2.2). 
A further stretch activity is provided to embed further mathematical skills, if learners complete the first activity early. 
This is provided in the resources with an accompanying answer sheet (W2.2a). 

This exercise will help learners understand the different forms of expenditure and how they impact a company’s financial performance. 

Slide 31
	10 minutes 

	Introduce learners to the definition of cost of goods sold (COGS) and use the example in the PowerPoint (slides 32-33) to enhance the definition. 
	10 minutes 

	Provide learners with an example of transactions for the production and sale of bread for Epione Bakery and ask them to calculate the COGS (W2.3). 
Then, ask learners to use the COGS to calculate gross profit. 
Ensure the group discuss their findings, including how they went about answering the question, before sharing the answers. Explore with the group any errors and highlight where they could have gone wrong. 
This activity is provided in the resources with an accompanying answer sheet (W2.3). 
This exercise will help learners understand the importance of accurate COGS calculation and its impact on gross profit. 
Slides 33-35
	20 minutes 

	Using the PowerPoint (slides 36-37) introduce the learners to a cash flow forecast. Use the Cash flow example (E2.1) to reinforce key terms and explore with learners what the different elements show about the financial position of the business. 
Introduce the concept of negative cash flow and discuss the consequences for the business of having a negative cash flow. 

There is an Excel Cash flow example (E2.1) provided in the resources to be used on an interactive whiteboard (or to print, if suitable, and adjust font size, etc. to meet the needs of individual learners).
	10 minutes 

	Using the PowerPoint (slides 38-39), discuss the mathematical concepts of increasing and decreasing percentages and why this is important in respect of a cash flow statement and presenting to stakeholders. Allow learners to explore the two questions posed and then work through the answers together. 

	10 minutes 

	Introduce a balance sheet to learners using the PowerPoint (slide 40), explaining some of the key parts and purposes of a balance sheet. 
Learners will then be provided with the Balance sheet activity (W2.4). 
This activity is provided in the resources with an accompanying answer sheet (W2.4). 
Challenge activity: if learners have internet access, they can be tasked with looking up a business they know and finding their balance sheet at Companies House: Companies House - GOV.UK (www.gov.uk) [Accessed 30.04.2023]  
	10 minutes 

	Using the PowerPoint (slide 42), present the definitions of fixed and variable costs. Ask learners to individually provide examples of each and then share as a group. 
On the second click, the PowerPoint will display some examples for you to reference. 
Ask the learners to revisit the business case study expenses activity (W2.2) and label which are fixed or variable costs. 
	10 minutes 



[image: ][image: ]
[image: ][image: ]
[image: ][image: ]

South Essex College is delivering this programme on behalf of the Education and Training Foundation. 
This programme is funded by the Department for Education. 
South Essex College is delivering this programme on behalf of the Education and Training Foundation. 
This programme is funded by the Department for Education. 
South Essex College is delivering this programme on behalf of the Education and Training Foundation. 
This programme is funded by the Department for Education. 
Lesson plan 3/4 
	Course 
	T Level Technical Qualification in Management and Administration

	Length of lesson 
	Two hours 

	Topic 
	The role and purpose of financial reporting (4.2) 

	Prior learning 
	General business terms 
Outline the common terms used in financial reporting 
Explain the importance of understanding the meaning of terms used in financial reporting 
Estimate, calculate and communicate financial information accurately
Use formulas and rules to calculate financial data

	Resources 
	Accompanying PowerPoint (Slides 44-58) 
Graph paper 
Calculators 
Business case study (W1.0) 
Breakeven chart activity (W3.3) 
Spotting financial errors balance sheet (W3.2a) 
Profit and loss statement activity and answers (W3.2b)    
Cash flow activity (E3.1)

	Core skills 
	CSB: Using project tools and methodologies to manage the project throughout all stages, tracking spend accurately 

	Maths skills 
	GMC1: Measuring with precision   
GMC2: Estimating, calculating and error spotting   
GMC4: Using rules and formulas 
GMC6: Understanding data and risk     
GMC8: Communicating using mathematics 

	English skills 
	GEC2: Presenting information and ideas GEC5: Synthesising information 

	Digital skills 
	GDC4: Processing and analysing numerical data 

	Learning outcomes 
Learners will be able to… 
	Assessment strategies (how learning is to be checked) 

	4.2 Explain the concept of breakeven 
	Worked examples 
Questioning 
Breakeven chart activity (W3.3) 

	4.2 Identify the breakeven point for a business 
	Worked examples 
Questioning 
Breakeven chart activity (W3.3) 



	Learner activity 
	Timing 

	Using the PowerPoint (slide 45), introduce the spotting financial errors activities (W3.2a, W3.2b and E3.1). 
This will support learners to revise the key financial statements and their purpose and to practise calculations. 
This is provided in the resources with an accompanying answer sheet (W3.2a, W3.2b and E3.1). 
	20 minutes 

	Using the PowerPoint (slides 48-49), present the definition of a breakeven chart and how it is constructed. Discuss the reasons for a breakeven chart. Go through the formulas for calculating: 
· breakeven point
· contribution per unit
· total contribution 
· total variable costs. 
Then go through the worked example with the learners to put the formulas into actual numbers. 
	20 minutes 

	Using the PowerPoint (slide 50), a video will play with audio that takes the learners through the step-by-step process of creating a breakeven chart. This is another opportunity to revisit key terminology from lesson 1. 
	10 minutes 

	Using the Breakeven chart activity (W3.3), learners use the example provided to calculate the breakeven point. 
This is provided in the resources with an accompanying answer sheet (W3.3). 

Slides 51-52
	20 minutes 

	Allow learners time to work through the breakeven practice questions provided on slide 53 and then go through the answers together on slides 54 and 55. The activity provides learners with practice for calculating revenue, variable costs, total costs and profit and loss.  

Slides 53-55
	20 minutes 

	Based on the earlier Breakeven chart activity (W3.3), learners use graph paper to create a breakeven chart based on the figures. 
	30 minutes 

	For extra reading, learners can access the articles about Woolworths and Comet, discuss what happened to cause the businesses to go into administration and ultimately close and whether accurate financial forecasting could have prevented that. 

Comet closure: https://www.bbc.co.uk/news/business-20164228 [Accessed 30.04.2023] 
Woolworths closure: https://www.theguardian.com/business/2008/nov/26/woolworths-administration-highstreet-retailers [Accessed 30.04.2023] 

	Optional 
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Lesson plan 4/4 
	Course 
	T Level Technical Qualification in Management and Administration

	Length of lesson 
	Two hours 

	Topic
	Sources of finance (4.2) 
Tracking and controlling revenue and expenditure (4.5) 

	Prior learning 
	General business terms 
Outline the common terms used in financial reporting 
Explain the importance of understanding the meaning of terms used in financial reporting 
Estimate, calculate and communicate financial information accurately
Use formulas and rules to calculate financial data 

	Resources 
	Accompanying PowerPoint (slides 59-84) 
Financial case studies (W4.1) 
Sources of finance activity (W4.2) (requires advance preparation) 
Double-entry bookkeeping activity (W4.3) 
Interactive whiteboard 

	Maths skills 
	GMC5: Processing data 
GMC7: Interpreting and presenting with mathematical diagrams GMC9: Costing a project 

	English skills 
	GEC4: Summarising information/ideas 
GEC5: Synthesising information 

	Digital skills 
	GDC1: Using digital technology and media effectively 
GDC4: Processing and analysing numerical data 

	Learning outcomes 
Learners will be able to… 
	Assessment strategies (how learning is to be checked) 

	Understand the different sources of finance available for various types of organisations 
	Financial case studies (W4.1) 
Sources of finance activity (W4.2) 

	Analyse the advantages and disadvantages of internal and external sources of finance
	Financial case studies (W4.1) 
Sources of finance activity (W4.2) 



	Evaluate the suitability of different sources of finance for different types of organisations
	Financial case studies (W4.1) 
Sources of finance activity (W4.2) 

	Explain how to track and control revenue and expenditure, including cash and profit 
	Double-entry bookkeeping activity (W4.3) Questioning 

	Explain how financial reports are generated, e.g. from accounting software, spreadsheets and in-house templates 
	Questioning 

	Justify the use of double-entry bookkeeping, in that every entry to an account requires a corresponding and opposite entry to a different account 
(debit and credit) 
	Double-entry bookkeeping activity (W4.3) Questioning 




















	Learner activity 
	Timing 

	To begin the lesson, ask learners to recall the different forms of ownership and discuss how these relate to sources of finance.
Facilitate a discussion among learners to understand different sources of finance for different types of organisations (slide 62).
Divide the class into small groups and assign each group with a type of organisation (sole trader, partnership, public limited company (PLC), private limited company, charity, social enterprise). 
The different types of legal ownerships should have been covered in prior units and this is an opportunity to revise their key characteristics with learners. 
Provide each group with a list of possible internal and external sources of finance, set out below. 
Internal sources: savings, retained profit, selling assets, owners’ capital. 
External sources: private equity, bank loans, credit cards, overdrafts, cash advances, crowd funding, investor funding – shareholders, venture capitalists, angel investors, grant funding, invoice factoring, donations, leasing, hire purchase. 
	35 minutes 



	Ask each group to discuss and identify which sources of finance would be most suitable for their assigned type of organisation using the financial case study activity (W4.1). 
Slide 63
After 10 to 15 minutes of discussion, bring the class together and ask each group to share their findings.
Encourage class discussion and debate about the suitability of different sources of finance for different types of organisations. 
This is provided in the resources with an accompanying answer sheet 
(W4.1).
Enable learners to apply their knowledge of different sources of finance to a real-life scenario. 
Provide the case study of the small business, Epione Bakery (W1.0). Facilitate a discussion on what legal form of ownership would be most appropriate for the business. There is no right or wrong answer here as long as learners can justify their decision-making for the source of finance (slide 64).
Ask the learners to work individually or in small groups to identify which sources of finance would be most appropriate for this organisation (see sources of finance above).
Encourage the learners to consider the advantages and disadvantages of each source of finance in relation to the organisation’s goals, financial position and legal structure.
After 10 minutes, ask each group to present their findings and explain their reasoning.
Facilitate class discussion and debate about the suitability of different sources of finance for the given scenario. 
	

	Sources of finance: matching activity (requires advance preparation). 
Slide 65 
Print the Sources of finance activity (W4.2) with one slide per page (not double sided) to produce a set of cards. You could print enough for one learner or ask the learners to work in groups. 
	20 minutes 



	Match the ownership type with the appropriate source(s) of finance. Identify one advantage and one disadvantage for each combination. Allow learners to discuss and compare their answers with those of their peers. 
The text on the cards is colour-coded for ease of reference, in line with the following titles. 

Ownership types: blue        
Sources of finance: red         
Advantages: black     
Disadvantages: green 
This is provided in the resources with an accompanying answer sheet (W4.2). 
	

	As an extra reading activity, learners can access the article on Innocent Drinks, discuss the source of finance from Coca-Cola and what the advantages and disadvantages would have been for the business and its owners (slide 66).
Innocent Drinks: https://www.theguardian.com/business/2013/feb/22/coca-cola-full-control-innocent [Accessed 30.04.2023] 

	Optional 

	The topic of double-entry bookkeeping serves as the foundation for understanding how financial transactions are recorded in accounting and forms the basis for generating financial reports.  
It is important for learners to grasp the concept of double-entry bookkeeping and how each transaction requires a corresponding and opposite entry to a different account (debit and credit). 
Using the provided PowerPoint (slides 67-72), introduce the concept of double-entry bookkeeping to learners, explaining that it is a system of recording financial transactions that follows the principle of every entry having a corresponding and opposite entry to a different account. Slides 73-76 contain a video example that can be played to learners.
Discuss the purpose of debits and credits and how they affect different types of accounts, such as assets, liabilities, equity, revenue and expenses.
Provide examples of how different types of transactions affect different accounts and how they are recorded using debits and credits.
Use a sample transaction for Epione Bakery to demonstrate how it is recorded using double-entry bookkeeping on the whiteboard.

	20 minutes 

	Divide learners into pairs or small groups and provide them with the set of sample transactions for Epione Bakery.

Instruct learners to use the principles of double-entry bookkeeping to record each transaction using debits and credits in the appropriate accounts (slide 77).

This is provided in the resources with an accompanying answer sheet 
(W4.3).
Allow learners to collaborate and discuss in their groups to ensure accurate recording of transactions and proper use of debits and credits. 
After completing the recording of transactions, have each group present their recorded transactions to the class, explaining the debits and credits used for each transaction and the corresponding and opposite entries made to different accounts. 
Facilitate a class discussion on the challenges faced and lessons learnt during the activity and reinforce the importance of accuracy and consistency in double-entry bookkeeping. 
	20 minutes 

	Using the provided PowerPoint (slides 78-81), introduce the concept of financial reporting to learners, explaining that financial reports are generated to summarise and present the financial information of a business to stakeholders, such as management, investors and creditors. Discuss the different tools and methods used to generate financial reports, including accounting software, spreadsheets and in-house templates. 
Provide a demonstration of how financial reports can be generated using accounting software. Use a sample accounting software (e.g. QuickBooks) to input financial data for a fictional business and generate financial reports, such as a profit and loss statement, balance sheet and cash flow statement. A QuickBooks video is incorporated if there is no access to the software (slide 83).
	25 
minutes 



	Discuss the features and functionalities of accounting software that facilitate financial reporting, such as data entry, financial statement templates and customisation options. 
Provide a demonstration of how financial reports can be generated using spreadsheet software. Use a sample spreadsheet software (e.g. Microsoft Excel) to input financial data and use formulas and formatting to generate financial reports. 
Use the Cash flow example (E2.1) on an interactive whiteboard to explain how simple formulas within the spreadsheet will calculate the key terms. If the resources are saved in the same location, the Excel icon will automatically open the cash flow spreadsheet. 
Discuss the advantages and limitations of using spreadsheet software for financial reporting, including data integrity, flexibility and potential for errors. 
Explain how businesses may develop their own templates based on their specific reporting requirements and internal processes. 
	




















Useful links 
· City & Guilds Website – T Level Management and Administration
Management and Administration - T Levels | City & Guilds (cityandguilds.com)  [Accessed 30.04.2023]

· City & Guilds Website – T Level Management and Administration Specification and Example Assessments
T Level Technical Qualification in Management and Administration qualifications and training courses | City & Guilds (cityandguilds.com) [Accessed 30.04.2023]
· Tesco scandal (Lesson 1)
https://www.theguardian.com/business/2017/mar/28/tesco-agrees-fine-serious-fraudoffice-accounting-scandal [Accessed 30.04.2023]
· Thomas Cook bankruptcy (Lesson 2)
https://www.bbc.co.uk/news/world-europe-49824427 [Accessed 30.04.2023]
· Companies House (Lesson 2)
Companies House - GOV.UK (www.gov.uk) [Accessed 30.04.2023]
· Comet closure (Lesson 3) 
https://www.bbc.co.uk/news/business-20164228  [Accessed 30.04.2023]
· Woolworths closure (Lesson 3)
https://www.theguardian.com/business/2008/nov/26/woolworths-administration-highstreet-retailers [Accessed 30.04.2023]
· Innocent Drinks (Lesson 4)
https://www.theguardian.com/business/2013/feb/22/coca-cola-full-control-innocent [Accessed 30.04.2023]
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