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Fundamental
Arithmetic and
Algebra Review

Unit 1: Addition in Business

In business, you will use addition every day to be effective. Whether you are calculat-
ing how many items in your store you have sold, working up a sales slip or an invoice,
calculating the total of a bill (with tip) in a restaurant, or checking a time card, addi-
tion skills are critical 10 your spccess,

REVIEW OF ADDITION

Fortunately, addition is the easiest of operations to do. Addition is when two or more
numbers (called the addends) are added (ogether, The result 15 called the sum,

!'163] &= addends
+ 874] = addends
1437 &= sum

You probably will not see the word addend ever in business, but you will see the word
sum. Always line up the columns: the ones, the lens, the hundreds, and 5o forth.

9%
- 415

+ 377
1774

Maost of the time, you will certainly use a calculator to obtain these sums (Indeed, very
few business people do math by hand.) However, knowing how addition is done may
be helpful. After all, you might find yourself without a calculator one day.
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53
4l
18
+ 37
234

Consider Example 3, above, Many accountants { who need to add large columns of
numbers) use this hittle shortcut; they make groups of 10. Look at the ones column,
Pair up 8 and 2 to make 10, pair up 7 and 3 1o make another 10, and you are left with
a 4. The 4 comes down, and vou have 2 to carry, [n the tens column, you can pair up
2 and 8. and then add 5, 4, and 1 o make two groups of 10. You are left with 3, which
comes down. The 2 is camied to the hundreds place and brought down.

When adding money, line up the decimal places. This is how all decimal addition is
carnied out: line up the decimal places.

EXAMPLE 1, .1

+ 551.51
8725.36

CHECKING ADDITION

You should always check your addition, and it is easy to do with a calculator.
The easiest way to check your addition is to add up the numbers in reverse
arder, That way, if the two sums you get agree, the chances are that you got it
right. If the two sums do not agree, then you might consider adding the numbers again
to find out which is the correct sum.

CALCULATOR OPTION

Checking an addition problem with a calculator 15 easy. In fact, not too many
people do calculutons on paper. Most use calculators, To check example 4
above, simply type in the numbers:

6f 7031181+ EslnlAsitl=17]215].13]s]

The mdividuoal keystrokes for the numbers and symbols are boxed. Some calcula-
tors will show dollar signs in the display, but most will no,




SPAEADSHEET OPTION

A computer gives you another option for addition: a computer-based spred-
sheet. Putting numbers into a computer spreadsheet can be easy, but it also can
be time consuming. You must judge whether the tme setting up the computer
spreadsheet is worth the benefits in calculating the sum that way.

EXAMPLE Here is example 3 on a spreadsheet.

o |

53
1
18
37
234

ALY ]

The numbers were entered into the spreadsheet. The SUM function was used. The
function looks like this on the standard waolbar: 2.

When you use a spreadsheet, you must be exira carefal to make sure the num-
bers have been entered comrectly. If not, vou might get an emonéous result and lose
the business deal (worth millions, perhaps). It has happened in business many tmes
before. Always double-check your work.

EXERCISES

Try these exercises on a calculator, on paper, and on a spreadsheet to determine which
method you prefer.

Exercise A Solve the following problems. indicating zero cent where necessary, and
check vour answers:

I. $63.75 + $28.15 + $35.82 + §73.47
2. §232.43 + 3364 + S472.10 + 5527
3. 360775 + 528 + 532785 + %215

4. $48.73 4+ 82,070 + S628.47 + 5372

5. $35 + §347.80 + $8.923
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6. 5462349 + $793.78 + $93 + §78.50

7. §649.57 + 384 + 5562726 + 510,738.47

§. $6,327.56 + $14,246.76 + $976 + $18,648.95

9. 56,456.36 + $49.275.49 + 5876 + §59.786.68

10, $5458.63 + $7.568 + 343, 786.17 + $596.56

Exercise B Find the todal for each of the following forms, and check your answers:
Sample Problem

13.

12
Expense Records Expense Records
Week of 9/19 y Week of 10/3
Check
Salesperson Amount 6325 Salesperson Amount
-
Anderson, B. | $63|50 71 Ei68 Anderson, B. | $88|50
+.
Bates, G. 71|68 94 =32 Bates, G. 91|50
Berger, M. 932 Rk Berger, M. B4 | B2
Carter, ). 87|55 BTE33 Carter, ] 774
Chambers, V. | 74|19 ?4+'|q Chambers, V. | 64|29
Total 5391 )24 = Total
v 391,24

Date: September 3
Salesperson Sales Commissian
Anderson, B, $15,685 | 75 $1,568 | 58
Bates, G. 13,856 | B0 1,385 | 68
Berger, M. 18,560 | 44 1,856 | 04
Carter, ]. 14,375 | 86 1,437 | 59
Chambers, V. 15,963 | 45 1,59 | 25

Totals




14.

16,

Inventory
ltam Cuantity
25-Watt Bulbs 75
40-Watt Bulbs 123
60-Watt Bulbs 115
75-Watt Bulbs o8
100-Watt Bulbs 135

Total

= Unit 1: Agdition In Business

15,

Inventory
Item Quantity
Men's Ties #62 2.478
Men's Ties #68 o87
Men's Ties #71 3,628
Men's Ties #74 5,870
Men's Ties #78 697
Men's Ties #81 H74
Men's Ties #85 1.320
Men's Ties #90 2,054
Total

Find the subtotal and the total for the following [orm:

HANDY & SONS
_Mansk 28 -

SOLD TO _ﬁm
ADDRESS MXW&_

ELEFIWM DEPT 53

AMT RECD {rgf

CLAM. DESCRIPTION AMOUNT
2% | fs
/) |70
2 ita V24
/ : 36 |95
Subtotal
B% Sales tax || 7 |40
Total

POSITIVELY NO EXCHANGES MADE UNLEES
THIS SLIP IS5 PRESENTED WITHIN 3 DAYS

4
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Word Problems
Waord problems are easier (0 solve if you watch for key phrases. For instance, key
phrases indicating addion are:

“Find the total.”
“What is the costof . . .7

Use addition if you are given a set of numbers in the same uniis {money, hours, parts,
etc.) and are asked for the toral, the sum, or the (iotal} cosr

Exercise C  Solve the following problems:

17. A company bought two typewriters for 51,525 each, a desk for $785.90), a chair
for $124.75, and an adding machine for $1.250.95. Find the total amount of the
purchases,

I8, The Taylor Building Company deposited the following checks: $315.80, $475.60,
S115.28, $287.60, $330.50, and $98, 15, What was the total amount of the deposit?

19. Sam Steinfeld has the following deductions from his weekly paycheck: federal
withholding tax, $42.50, Social Secunty, $12.75, state tax, $14.10; city tax, $8.75;
medical insurance, 3240, Find the 1otal of his payroll deductions.

20. The breakdown of the Alvarez family's monthly mortgage payment is as follows:
reduction of principal, $98.75; interest charges, $138.63; escrow for real estate
tax, §113.78; and morngage insurance premium, $13.52. How much is the total
monthly payment?

21. Sharon earns part of her salary from commissions based on sales. Last week she
earned the following commussions: $35.63, 541,50, $23.78, 547 83, and $38.35.
She also earns o base salary of $125, 10 which the commissions are added. What
was Sharon’s total salary last week?

HORIZONTAL AND VERTICAL ADDITION

Many business forms are designed with sums to be added horizonrally (across the
page) and totaled in the nght-hand column. Yery often, these forms also require versi-
cal addition, totaled under each column, This is an avtomatic check on your accuracy.
If the two totals do not agree. you have made @ mistake in addition,

CHECKING HORIZONTAL ADDITION
As in vertical addition, you should check your accuracy by adding the numbers in the
reverse direction,



Answers to Exercises

Ghapter 1, Unit 1

Exercise A 1. 5201.19 4. 3159553 3. 51.178.60 4. $3,119.20
5. $9.305.80 6. $5.588.77 7. $17,099.30 8. $40,199.27
9. $66,394.53 10. 55740036

Exercise B 11. 5391.24 12, 5406.55 13. Sales: $78,442.30;
Commussion: 57,844,724 14. 546 15. 17908
16. Subtotal: $93.50; Total: S10.98

Exercise C 17, 55,211.60 IB. 51.622.93 19, %8050 20, 5364.68
21, 331245

Exercise D 12, 15 23, 225 24, 32 25. 21,962 26. BE.065
27, 130,935 2R. 175968 29, 91,277 3. 150,720

Exercise E 31, Adams: 50; Adman: 45; Burke: 41; Curtis: 44; Dellman: 44;

Evans: 46
Mon.:53: Tues: 4% Wed:61: Thurs.:52; Fri.:55;
Girand Total: 270

32. 01 %7087, 02 SHITE 03: 58493 04 57701
D5 10584 06 5120y 07 38825 08 5111.78;
e 5T75L Ik 510685 Fed. Tax: 3462.26;
FICA Tax: $§158.35; Siate Tax: $106.15; City Tax:
$67.94; Pension: $83.75; Health Plan: $31.17;
Grand Total: $909 .62

33. Grocery: $13,556.32; Produce: $6,248.82; Dairy: $10,080.39;
Meat: 38.688.70; Deh: $5.339.13; Nonfood; $4.625.11
Mon.: 57.631.68; Tues:57.477.31; Wed.: 56,95 18:
Thurs.: §7.162.70¢  Fri.: 86,848 84: Sar: $6,371.98;
Sun.: $6,140.58; Grand Towal: $48 538 47
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