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1. Components of business studies.
· Economics.
· Commerce.
· Office practice.
· Accounting.
2. Types of utilities.
· Form utility.
· Time utility.
· Place utility.
· Possession utility.
3. Characteristics of services.
· Services are mental and physical efforts
· Intangible/ cannot be touched.
· Are invisible/ cannot be seen
· Perishable/cannot be stored
· Cannot be separated from the provider.
· Price paid is for experience/ enjoyment of service.
· Quality cannot be standardized.
4.  Importance of business studies.
· Assist  the learner in appreciating the role of business to the society.
· Assist an individual to acquire  basic knowledge and skills to start and run a business.
· Assist the individual develop positive attitudes towards work.
· Enables an individual understand the need of good managemnent to a business.
· Helps an individual develop positive attitude towards the environment.
· Equips  an individual with knowledge to evaluate business
· Helps an individual with skills of buying and selling
· Creates a foundation of further studies in business
· Any other relevant
5. Methods of reproducing of documents.
· Carbon copying
· Photocopying
· Computer printing
· Scanning
· Stencil printing
· Ink duplicating
· Offset lithography
6. Benefits of a well prepared business plan.
· Helps in avoiding mistakes in operation of the business.
· Makes it easy to obtain finances.
· Directs and motivates employees by making them aware of their expectations and focus.
· Guides in proper resource allocation.
· Helps in adaptability of the business on future changes.
· Helps controlling the business by sticking to the targets/goals.


7. Factors under micro/macro environment
(a) Macro
(b) Micro
(c) Macro
(d) Micro
     8.	Features of indirect production.
· Goods produced are for resale.
· Allows specialization.
· Goods are of high quality.
· There is mass production/ large volumes/ quantities.
· Use of modern machines is possible.
· Promotes peace among people.
· Uses specialized labour.
.
9.  Factors leading to success of the business.
· Adequate capital
· Good management skills
· Adequate market.
· Appropriate technology
· Good customer relations 
· Proper debt management.
· Fovourable government policy
· Good security.

10.       a.	Economical
b. Elasticity
c. Compact/compactness
d. Accessibility.
11. Reasons why food is a basic want.
· It is essential for survival/one cannot do without / enables us to live.
· It is a felt need.
· Need to eat cannot be postponed.
· It is more urgent than any secondary want.
· It is important for growth.
· It is a source of warmth.
· Gives us energy to function normally.


12.  Sources of business ideas.
· News papers.
· Magazines.
· Shows, exhibitions and trade fairs.
· Developing hobbies
· Market surveys.
· Recycling waste products.
· Listening to what people say .
· Spotting a market gap.
· Observing the already existing businesses.
· Borrowing from the internet.
· Brainstorming with friends and relatives.
13.  Benefits of modern technology in production.
· Reduces/saves on labour cost
· Leads to high quality goods & sevices.
· Mass production / large volumes/ output.
· Faster/quick.
· Enables standardization.
· Minimizes wastage of raw materials.
· Accuracy /correct quantity of goods.
· Reduces production cost.
· Efficient production.
14.  Qualities of a good office staff.
· Politeness.
· Humble
· Courteous
· Pleasant
· Co-operative
· Considerate.
· Patient.
· Respect.
· Committed to work/ commitment
· Accuracy.
· Integrity/honest.
· Innovative/innovative.
15. Resources making up the internal environment.
· Human resource.
· Physical resources.
· Business technology.
· Financial resources.

16.       (a) Hometrade
       (b) Wholesale trade
       (c)  Exports/Imports trade
        (d) Import/export trade.

17.      Features of a supermarket.
· Requires large amount of capital to start.
· Stocks a variety of goods.
·  Goods have price tags/stickers/bar codes.
· Goods are sold on  self-service basis.
· Goods are sold in cash only

18. Characteristics of Economic resources
· Unevenly distributed.
· Scarce in supply.
· Complimentary in use.
· Have money value.
· Have utility/ ability to satisfy human wants.
· Can be put into different use.
19.      (i) Capital
     (ii) Entrepreneurships
      (iii) Labour
      (iv) Land.
20. Documents sent by buyer to seller in home trade.
· I owe you (IOU)
· Goods returned note.
· Goods received note.
· Letter of inquiry.
· Order
· Promissory note.
21. Characteristics of a healthy business environment.
· Cheap &readily available resources.
· Political stability/ favourable government policy.
· Healthy competition among business
· Good infrastructure
· Good economic environment
· Proper control of pollution.
· A good geographical environment.

22. Market gaps.
· Inavailability of products
· Poor quality products
· Insufficient quantities.
· Poor services.
· Poor packaging.
· Unhygienic places of service
· Unsafe structures
· Breach of contract.

23.  Trends in office management.
· Office relocation.
· Open office layout
· Staff restructuring
· Use of tag names.
· Increased of computers.
· Capacity building.
· Use of performance contracts.
· Use of CCTVs surveillance.
· Customer care desk
· Stress management programmes.
· Outsourcing services.
· Hiv/aids/covid-19 awareness
· I.S.O compliance
· environment conservation
· ethical practice embracement
· social responsibilities to the community.
24. Characteristics of land as a factor of production.
· it is a basic factor of production.
· It is fixed in supply.
· Lacks geographical mobility.
· Quality is not homogenous.
· Subject to law of diminishing returns.
· It’s a natural resource.
· Quality can be improved through addition of capital e.g manure.
25. Examples of natural resources.
· Rivers
· Oceans
· Lakes
· Wildlife.
· Forests.
· Minerals.
· Mountains.
· Beaches
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