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The content of this booklet has been especially
written for schools that have few resources. They
are aimed at the developing world where business
and commerce is conducted in English.

The material is a mixture of worksheets, illustrated
facts and assignments to teach mixed-ability groups.
These are meant to stimulate a more imaginative

input by the teachers and as a guide for further
lessons rather than an attempt to give & comprehensive
coverage of all aspects of Business Studies.

June Buckley
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TEACHING MIXED~-ABILITY CLASSES

In most classes there will be a mixture of able and less
able students. The problem of teaching a mixed-ability
class is often exacerbated by the student's facility in
the English Language.

There is no point in crammiag the students with tacts

in order to answer multiple choice exam questions if they
cannot compose simple sentences - written and oral in
English. The facts will have no real meaning by them-
selves and the students will remain unemptoyable in the
worta of business except at & trading level.

In this sense then all teachers of Business Studie: ure
teachers or English too. The following sample les:ons
include some which are especially written for those
syudents in the clags who need help with the Englach
language. They are designed to pe used ‘ogether witn
parallel lessons ror the more able studentvs 0 tThat 'he
whole claus get the most out of iLthe topic being tausu..

It is important, when conducting classes which neea Lo

.e segregated in this way, to use the beginning part of
lesson and perhaps the end tp address and teach the class
as a whole going over generalised concepts and testing
knowledge so that positive class co-hesiveness is
maintained.



INTRODUCING THE CONCEPT OF AN OFFICE

Find out what the pupils know =

Ask them to tell you what happens in an office -
write their answers on the blackboard.

Or you can ask them to write down individually
what they think happens in an office.

Generalised concepts should come out of this
session and establish a pattern of interaction -
students answering and asking questions.

Some of the answers might be — typing, figure work/
accounts, clerical work, filing, writing, sending
letters writing memos, telephoning, photocopying/
duplicating, computer work.

You could refine or summarise these descriptions into
sending or receiving inforgation, communicating or
organising people, data or information.

It is important in the first session not to get
bogged down in detail - pictures, visitsand pupil's
experiences of father's or mother's work in an
office of any kind are all valuable contributions.
Remember that some or maybe many of the pupils will
never have seen or been into an office so do not
take their ideas of what an office is for granted.

At the very least a visit to the school office is

esgential.



INTRODUCING AN OFFICE ENVIRONMENT
LESSON TWO

A good second lesson is one where you ask pupils in
groups to design the layout of a general office.

This lesson makes them think about the basic equipment

and furniture needed in an office.

It also introduces elements of finding out information,
thinking for themselves and gives them the opportunity

at the end of the session OF USING DISPLAY AND ORAL
presentation skills in communicating their group's design
to others.

It is important to emphasis that a plan or bird's eye view
of the office and furniture would be preferable for clarity
and that a list of all the equipment you would need should
be included. They can present their plans on the black-
board if no other resources are available.

Their Business Studies textbooks, should give them some
clues of the furniture and equipment to include and visits
%o the school library business sgection sould be encouraged
if your library is a good one. Office Equipment magazines
are also very useful.

After their presentation, or in the next session if time
does not permit, each item of equipment should be described/
drawn and a brief description of its function written in

their exercise books.

eg
. FILING CABINET

ﬁ\\\- ' - Used to store copies of:letters,
- ' .reports, memos etc. They cun
have three or four drawers which
‘can be locked for security. They
- . are usually made of metal which
means the contents are fireproof.

In -gsome filing cabinets records
: are kept eg medical records,
\ - pupil's school records or tax

records.




OFFICE EQUIPMENT

Filing Cabinet

Two~hole Punch | ' Guillotine

Electric Letter-Opener



THE OFFICE

These lessonc show how you can use practical exercises
+5 illustrate the work of an office. The results of
the exercises can be marked and used for continuous
agsessment.

Fach section should take one or two lessons and the
exercises can either be done in groups or individually.

The exercise should, of course, be preceded by a talk by
you on the function and importance of a Mail Room giving
them an idea of . the general routine.

THE MAILROOM in & large organisation

1. Make a list of all the necessary equipment and
furniture required in a mail room. Use your
textbooks, library, class discussion to help you
with this.

2. Draw a plan (bird's eye view) of an ideal mail
room complete with tables, pigeon holes and
equipment. Remember it would be better to
separate the functions of incoming and outgoing
mail. v

3. Write a Notice for the Mail Room wall getting out
the daily routine which must be adhered to to
ensure prompt and efficient collection, distribution
and posting of mail.

Encourage the students to use colour coding and construct
neatly ruled plans. This exercise strenthens their
design and visual discrimination skills essential for
presentation of office work and streases the need for

an efficient and clean working environment.

These are the kimls of results you should expect -
MAITL ROOM ROUTINE

Arrive at 7.30 am

Collect mail

Open envelopes addresses to company
Date stamp mail

Pigeon hole all mail etc.

ete.




2 - THE OFFICE

Plan of an efficient Mail Room
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QFFICE EQUIPMENT AND FURNITURE

Draw a picture of each of the following -

a desk a guillotine

an office chair a gstapler

a filing cabinet a two-hole punch

an ink duplicator . a computer

a telephone an electric letter-opener

Write under each picture -~

This is a .

Copy the sentences below.
An office worker or businessman works at a desk.

A filing cabinet is used to store information and
correspondence.

An ink duplicator is used to make many copies of a
document. v

»

guillotine cuts paper and card.’

computer is used to store and process figures and words.

A
A stapler pins paper toéether.
A
A

telephone enables people to speak to each other although
they are far apart.

4 -2-hole punch makes holes in documents so that they may
be fasiened securely in files.

An electric letter-opener slits open envelopes at a fast
speed.

Copy these sentences and fill in the missing words.

A desk is used by a - OR a
People who are far apart can to each other by

telephone.

You would use a guillotine-to cut ) and a stapler
to pages together.

To make copies it is necessary to use an ink

duplicafor.






A7) THE RECEPTION

The emphasis of this lesson should be on impressions.

I+ needs to be stressed that the Receptionist is often
the first person a caller sees when he/she arrives at an
organisation. If they are greeted with courtesy by a
helpful alert and smart person this reflects on the
gstatus of the company.

The following exercise will reinforce this vital aspect
of presentation and environment.

1. Find a photograph or a picture of a good reception
area then copy or trace this. Colour it in using
your own colour scheme. You may design and draw
your own idea of a pleasant reception area.

2. Write why you believe this to be a good example of
a reception area.

3. Make two lists of good and bad receptions eg

A Good Reception A Bad Reception
L4

Courteous greeting Receptionist sleeping on desk
Cheerful receptionist ‘Sullen greeting
Clean and tidy reception Receptionist too lazy or
Clean and tidy indifferent to help caller

receptionist wWaste paper or dust on floor
Helpful receptionist or furniture

4, Pind and copy examples of printed documents likely to
be met on the reception desk eg

a page of an Appointments Book
a visiting card ,

a Reception/Visitors Book

a Delivery Note

a Telephone Message Pad

an Internal Telephone Directory




GIVING MEANINGFUL EXERCISES

It is important that practical lessons as recommended
in 1 and 2 should be backed up with theoretical
knowledge. This is better acquired (not by dictation
or copying from a book) but by students seeking the
information for themselves from handouts, textbooks etc.
Setting a problem for them to solve will facilitate
thinking by the pupils and build their confidence for
the future.

An example of this kind of lesson is given below in the
form of a small assignment/exercise for the pupils to
finish within say two 40 minute lessons.

Give the following handout to each/or between two
pupils at the beginning of the session. Read and go
over the instructions carefully with them. Encourage
them to ask if they do not understand.

op

MY ORGANISATION AND IT'S DEPARTMENTS AND PERSONNEL

You have just started working in the office of a large
national organisation. Before you start work the boss
has asked you to find out about the structure of the

company, the work of the different departments and
persomnnel. \

The company has a General Office, Sales, Production,
Finance, Purchasing, and Personnel Departments.

Find out and write down the work done by these departments
include the job titles of those people usually employed
by them and i

draw an organisation chart c¢f a typical large company
which includes the departments mentioned above. -

The resultingwork can be marked for cantinuous assescment
and be kxept in a folder for revision for later examinations.

When this kind of lesson is first introduced teachers will
need to facilitate and lead the sessions carefully, going
round and giving plenty of help and encour:igement to the
less confident students. However you will soon find that
they will get used to this way of working which will make -
8 change from the normal chalk and talk lessons and will
stimulate interest.
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DUTIES AND QUALITIES RECUIRED IN A CLERICAL OFFICER

You can introduce the lesson by asking the pupils
what a clerical officer can be expected to do -~
write on the blackboard the ideas that are given.
Add any and discuss those they may have missed.

Discuss the differerces in duties or job specification
if the organisation is large or small -

eg in larger organisation the duties are likely to be
more specialised
in smaller ones the duties are likely to be more
generalised.

This could be followed by the following problem—
golving exercise.

You work for a medium~sized company.

You have just been told that you have been promoted to
a more genior post and your boss wants to recruit
another Clerical O0fficer in place .of you. To help
your beoas get the right person t9 replace you

(a) make a list of all the qualities that a person
will need to do the job as well as you have and

(b) explain why each of these qualities is needed.
Your boss woﬁld also like

(¢) a list of duties that you perform during the
course of your job and

(4} any other information which might help him/her *~
select a good person to replace you.

If theré are very few textbooks available for this
exercise it is an ideal one for group work (no more
than 3 per group). The students can then discuss
and poc¢l their ideas. '

If there is time at the end of the session {or at the
beginning of the next) get the groups to read out their
conclusions to the others in the class. This will give
you the opportunity to discuss any points raised,
reinforce the main teaching points and put right any
misconceptions or omissions in their work,




INTRODUCING COMMERCE . 4

It is a good idea to introduce the - -- ---

concept of what Commerce is by choosing an object
that the pupils all know — say a typewriter or a
computer - and explain through a diagrammatic
illustration the processes involved from manufacture
to destination at the office or school which relate
to commercial activities. 2

="

\}

_ TYPEWRI TER/ S
gends COMPUTER FACTORY sends
order ' order STEEL
/ ‘ for FACTORY
J steel
Teacher/ . <
school
office . ¢ . gands
grdezi'ters Factory manu- ¢ steel Steel Factory
ypewri Jactures - y o requests
typewriters/ , payment
S;;EE- computers €

L]

type- Factory keeps

writerj accounts
- Factory requests ]V

/ payment -~ .

sends
Factory sends cheque Cheque
cheque for > sent to ——
steel Bank
School/  sends A
office cheque .
' BUY QUR =~ -
' TYPEWRITERS
Insures Advé%tising
typewriters - : ‘
against
damage/theft

The arrows indicate all the areas of Commerce involved in the
transaction of buying uvypewriters.




INTRODUCING COMMENCE - 2

A diagram of how Commerce fits into other activities/
occupations which are not classed as Commerce can now
be introduced -

INDUSTRIAL/COMMERCIAL/SERVICE ACTIVITIES

r 1
Extractive Manufaéturing Commkrce Direct Services
Industry .

—
=
—

Shipbuilding

iture

4+

Tranapbrt _
Banking
Teachers
Civil Servants
Doctors/Nurses

Trade:
Lawyers

Agriculture
Cars
Cotton
Furni

Quarrying
Fishing
Porestry

Mining

The inverted triangle diagram which illustrates the rough
proportions of empleoyees in each section is an interesting
example of a developed .:-economy. This also serves to show the
dependency in a developed economy on the extractive and
manufaciuring industries.

TPERTTARY \ Commerce and

SECTOR | " Direct Services
SECONDARY N\ L Manufacturing
SECTOR ’ - :

PRIMARY Extractive

SECTOR ‘\\)7—
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ST PRODUCING COMMENCE - 3

Sompire the triangle on the previous page with that belo:.

whielr ~haws proportions of employees engaged in each cecicr
in & “ecveloping nation eg Nigeria.
TERTT ARY VAN Commerce i
LECTON Direct ‘ecrvi. er
SECCNDARY / \ . s oy~
SECTOR 7 N Manufacturin-
PRIMARY Extractive -
SECTOR Farming
Fishing

after the.ctudents have copies down the diagrams they cun
either be used to stimulate discussion about which sectors
their purents or relatives are in or they can be used to get
the students to write down the four headings and under each
put as many Jjobs as they can think of in the correct column.

L4
»
+
3



"TRANSFORT - 1
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TRANSPORT - 2

Copy or trace the pictures. Write under cuch plcturec
This is a picture of .

Choose words from the pictures to complete the followin,:
sentences.

1. ) use paths and tracks.
2. ugse roads,

3. | use the sea or rivers.
4. use railway tracksa.

Se use the sky.

Copy the sentences below -

Oxen carry farm goods.

Donkeys carry people and goods to market.
Bicycles each carry one person to work or school.
Cars carry 1 to 5 people to work'and school.
Buses carry 1 to 20 people to work and school.

Trains can carry a few hundred people from town to town.
They can also carry many goods from town to town.

Ships can carry many people by sea or river Irom port to

port or river town to river town. They can also carry
very heavy loads from town to town or ifrom country to

country.
Lorries carry heavy and bulky goods from town to town.

Aeroplanes carry hundreds of people ftrom state to state
and from country to country and also carry goods and mail,.
This is the most costly means of travelling or transport.

. Write down all the methods of transport you have seen in
your village or town. Begin tike this ~

I have seen
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TRANSPORT - 3

Copy these sentences and fill in the missing words.

1. It you need to transport a heavy load from lagos to

Port Harcourt you could use
4 ¥

or .

2. If you need to take some sugar carefrom yowr farm to
the market you could use . or .

3. If you neeu to transport people and mail and some
goods quickly from Kano to London you would use an

-

4, If you need to transport heavy goods from Kano to
Yola you would use or .

5. If you need to trénsport heavy goods cheaply from

Kano to Bauchi you would use .

6. carry only one person from home to
work or school. v _

7. Buses carry people from home to work or
village to town.

8. Transporting goods by is the most
costly means of transport.

g. can carry many people quickly from
town to town if- they are running on time.

10. Lorries can carry heavy and goods from

town to town.
11, Bugses and lorries travel on .

.12, Trains travel on ) .
13. : ) ' * — AND
need petrol or diesel to make them work.
14. ’ ' ~, and need

. food to make them work.
15. Private motor cars do not usually carry .

16, People in bush villages rely on to get to

towns.



TRADE

\‘\[\!\!\\:\

Home Trade

el P

-« ) .
NIGERIAN Ot

Foreien Trade

.m | )
FACTORY | &
S Goon— ‘Iil_’!

vV

Worksheet 1

_‘-\-“
AREMOU ST

CVUSTOMER

Home Trade means the buying and selling of goods within the

country.

Foreism Trade means the buying and selling of goods to otucer

countries,

Copy the following sentences filling in the mi3sing words.

Goods bought and sold within one country is called

Trade.

Goods bought and sold with other countries is called

_ Trade.

0il is sold to other countries so 0il is a part of Nigeria's

Trade.

Maize is bought and sold to people within Nigeria so it is a

part of the

Trade means the

Trade.

and

of goods.
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TRADE Yorksheet 2

Home Trade has two types of trader who help get finished
goods and raw materizls to the customer.

They are #Wholesale Traders and Retail Traders.

Wholesale Traders buy goods or materials in bulk and store
them in large warehouses so they do not get damaged. The
WYholesale Trader does not sell single items but sells batches
or boxes of goods to the Retailer.

The Retail Trader buys a consignment of goods from the
¥holesaler and puts them in his shop to sell to individual
customers wno only want 1t or 2 of the items.

Copy the following sentences filling in the missing words
using the information given above.

To help cet finished goods or raw materials to the customers
there are two types of trader, Traders and
Traders.

Larrse quantities of finished goods or raw matcrials are
bought by the Trader to store in his Warehouse.

Smaller quantities of goods are bought by the
Trader from the Wholesale Trader to sell in his shop or

in the market. Y,

If you wanted to buy one typewriter ribbon you would go to
a Trader.

The Trader usually buysin bulk from the
factories or works.

Traders have shops and stalls in every town and

viilage.



TRADE - RETAIL

Shops and Shopping

One way to stimulate or
Retail Trade is to give

copy into thei

blank spaces a

in groupwork.

RETAIL OUTLETS

Market Stall

interest the students in the
them the following chart to

r book and then get them to fill in the
fter claas discussion or after discussion

Range of Goods Posgsible Advantages | Disadwv: ato

Sold for Shopping

tor Shoorna -

Unit Shop

Itinerant
Street Trader

Department
Store

Supermarket

Petrol Station

If the student's knowledge of the larger shops igs limited it

might be better to give a list o

f alternatives so they may

choose which are the best ones for each section of the table.

eg Local, no packaging,
no guarantee, - no refrigeration,
cheap, limited goods,
expensive, greater range of
limited goods, goodsg,
overall quality of overall quality of
goods good, goods variable,

Yéu may well find that
Managers of your local
to the School to tell

their work.

open every week-day,
open long hours,
personal service,
gometimes open
only once per waek, ®

the Department Stéres or Supermarket
store would be very willing to come
the students about the stores and



BUSINESS DOCUMENTS

The variety of documents exchanged by organisations in the
buyii.g and selling rrocess is contusing to most students.
Lessons on the correct purpose and proper wording and
calculations on these documents need to be done slowly

and in several ways to reinforce learning.

An initial intreduction to what they are all about can be
done graphically by you on the blackboard or by illustration
on & handout as below - again use an example of real goods
s0 that the process does not seem to theoretical.

BUYER

Wants to buy
computers

Requests
Quotation for
best price,
delivery and

quality

Places an
Qrder stating
how many

Signs copy of
Delivery Note

" to say computers
have been
received.

Accounts sends
a Cheaue in
settlement

L Ry
\ )
A\
PLEASE - 7/
LGV OTE
7
\ QUaTATIoON
STPUTERS
{;cﬂS
A EACH]
3
ORDER 7
Pemse
Serpny
Y
. DELVVERY
. HOTE
[ i l PLERSE
CD () AECEWE
£
\ | INVYO\WCE
' PLERSE
| Pay
£
\ STRTENENT
Noy
oWE
\
CHEGUE V4

li:::;_i

SELLER

Wants to sell
computers

Sends Quotation
giving price,
description of
computers, delivery,
terms.

Sends computers
with Delivery Note

Sales Department
sends Invoice
reguesting payment

at the end of the
month Accounts sends
a Statement setting
out details of
account for prompt
payment
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BUSINESS DOCUMENTS

The Qrder

An order gives details of the goods required by 2
purchaser. It should specify catalogue number (if any),
colour, size, number and detailed description of the

goods wanted.

CANO COMPUTERS LTD Order No.
16 Zaria Road 1234
Kano PMB 4469

To Business Supplles
39 Sabon Gari

Kano PMB 8855
- 29 July 19—

Please supply
1 pkt. 53" Floppy Disks

5 reams A4 White Bond Paper
6 black carbon printer ribbons

The Invoice M

3

When the order has been sent to the buyer the supplier
will send an invoice giving the cost of each item sent
together with a full description. The invoice should
alao state discount and tax amounts and give a final
figure for the whole order. Each invoice should have
a separate number for quick and easy reference.

r
]

BUSINESS SUPPLIES LTD- Invoice No.
39 Sabon Gari Kano 9876
PMB 6161 |

To Cano Computers Ltd
16 Zaria Road

Kano FMB 8855 10 August 19=—- |
“Your Order No. 1234
1 pkt 5% Floppy Disks N550.00
5 Reams White A4 Bond Paper 625.00
6 carbon printer ribbons 360.00
1535.00
Less Trade Discount 20% 307.00
1228.00
Add 15% Purchase Tax 184.20
Total ¥1412.20
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BUSINESS DOCUMENTS

The Quotation

A buyer will usually ask for a quotation if he wants to
obtain thé best price for costly items. Many organis-
ations require their buyer to seek three guotations
before an order is placedi

TECHNOCRAT LTD
Victoria Island
Lagos

PO Box 4375

15 August 19—

Business Supplies Ltd
39 Sabon Gari _
Kano TFMB 6161

Dear Sirs

Thank you for your enquiry dated 26th July and we
have pleasure in quoting the following prices.,

Amstrad PC 174436SX 60K Hard disk N80000.00

Epson 18 pin dot matrix printer ¥17000.00
Lotus 123 Software with Windowa - ¥18575.00
Trade Digscount 5% and free delivery within one
weell.

Flease contact us if we can be of any assistance
and we shall be pleased to give a demonstration
of our computers at any time.

Yours faithfully

Alh. Mhd. Lawan
Sales Manager '
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BUSINESS DOCUMENTS

The Credit Note

If the goods have to be returned because of wrong size,
colour etc or have been damaged in transit the supplier will
issue a Credit Note for the full value of the goods returned.

The Statement

At the end of the month {or at agreed intervals) suppliers
send a statement of account to each one of their customers.
The Statement gives the date and Invoice number and total
amount of each .Invoice issued during this period. It will
also include detaila of any payments received during this
time and any Credit Notes issued. The balance will be
shown as a running total. ]

STATEMENT OF ACCOUNT
No. 785
BUSINESS SUPPLIES LTD 318t August 19 —
39 Sabon Gari Kano
FMB 6161 ) v,
To Cano Computer Ltd ‘
16 Zaria Road
Kano TMB 885%%
M
Date Details Deblits Credits Balance
1.8. Balance b/f 2500.00
2.5, Invoice 9865 1842.00 4342 .CC
10,8 Invoice 9876 1412.20 5754.20
21.8 Credit 194 600,00 2654.20
Perms Cash discount 234 7 days




BUSINESS DOCUMENTS ' Worksheet 1

1. Yhich business document would a company use if they
wanted to purchase goods from a supplier?

2. list 5 pieces of information the supplier vill want
to know (eg 1. size) on the above document.

3. An invoice states the toal cost of the goods ordered.
wWhat other information does it contain?

4., On the top of an invoice form there should always
appear the date and the .

5. 0On an Invoice form one should deduct
and add R

6. If goods have been returned to the supplier they
should issue a .

7. Which type of business document would a seller prepare
to give a buyer the price of his goods.

8. The document which gives a running total of the monthly

account up-to-date is called a .
9. The Statement of Account is sent;by the to
the . -

10, Prepare an Order tor the following -

Supplier Alh. Ibrahim Sulani, PMB 9210, Sharada, Kano.
Purchaser Walk Easy Ltd., Central way, Kano.

Order No. 156, Date today.

15 No. pairs Cat.No. 347 Size 37 Brown leather shoes

20 No. pairs Cat.No.1062 Size 35 Black patent ladies shoes
50 No. pairs Cat.No.1269 Size 42 Brown leather sandals

11. Prepare an Invoice for the above assuming the Brown
leather shoes cost ¥100 each pair, Black patent ladies!
shoes cogt ¥70 and the.sardals cost N70. The Trade
Discount is 20% and the Purchase Tax added is 15%.
Invoice No. 1592, date today.

12. Prepare a Statement of Account for the above assuming the
document is sent at the end of this month and that the
outstanding balance for last month was ¥1200, there were
no credits but another Invoice 1459 dated 3rd of the month
for N5500. Terms - Cash Discount for payment within 7 days.



BUSINESS DOCUMENTS - 2

Reinforeing theoretical learning can be done by setting
up & practical exercise for the students to complete in
groups. The assignment below can be used to endorse the
objectives of clean, clear and accurate presentation of
business material., It encourages problem solving and
worklng with others (co-operation to reach a common-goal)
vital in good busineas operations. y

The following exercise gives a atep by step guide of one
such lesson. .

Documenta used in the buying and'selling process.

1. Divide the students up into groups of 4. In each group

2 work together as the buyera and 2 work togethers as
the sellers.

2., Give the sellers of the group a copy of a Price List eg

Goods Computers Ltd. 11 Straight Road, Kano, FMB 4096

PRICE LIST
2000XL Series PC Computer : §150,000.00
1500 Series PC Computer
with Keyboard and VDy. ¥110,000.00
Laptop Computer .
without Printer N75,000.00
100XL Series Computer
without VDU N70,000.00
Dot Matrix Printer N20,000.00
Stabiliser ¥9,000.00

I five the buyers a copy of the memo below =

Anyfirm PLC. 116 Palace Road, Kano, PMB 3969
MEMORANDUM

To  The Chief Buyer
From General Manager Date

Please send for a quotation for the following.

1 1500 Series PC Computer with a VDU and Keyboard
1 Laptop Computer with Dot Matrix Printer
2  3tabilisers

4. Instruct the buyers to act on the memo, designing and
making out their own business documents and thus
initiating the business document process. When the
sellers have received the request for & quotation they
should use the Price List in order to make out a
Quotation to send to the buyers.

5+ You as the teacher can be the General Manager in the
memo and can check the Quotation when received and if
correct tell the group to order the computers in the
memo and continue with the documentary process
finishing with the buyers writing and sending a cheque
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BUSINESS DOCUMENTS - 2

6. To make sure all the students have understood all the
processes involved repeat the exercise - the students
changing from buyers to sellers and vice versa, alter
the price list slightly to give different amounts and
set the whole process in motion again. The first run
through of the exercise could be used as a practice
and the second as a test or for assignment grades.

To complete the exercise it needs at least 2 double lessons
for one run through -~ ideally in the same day. It would be
worth arranging a timetable swop to do this. Do not
attempt the process unless the students have already had
practice and lessons on the individual documents involved.

More time can be given if Typing lessons are integrated
with this assignment and students are encouraged to type
their forms on their own designed Headed Paper.



TTLUSTRATED FACTS ABCUT A SCLE FROPRIETORSYIP

) 4 business controlled and
owned by one person is callce”
a sole proprietorship.

;_%2 == o

A sole proprietor may employ any number of workers.

2;%95’(% . 5\%%% v

A sole proprietor may establish and run more than one
business. .

O T

T \ ]

If 2 business fails the sole proprietor may lose all hic
capital and all his personal property to settle the dcb-:..

- If = business succeeds the sole proprietor takes all the

[rorito.

If a sole proprietor is sick or dies the business may come
to an end,



2 -~ GOLE PROPRIETORSHIPS - Sample Worksheet

4 sole proprietorship is a enterprise. |t
is small in terms of money invested and number of employces
and therefore is especially suitable to

operations.

There are many kinds of sole proprietorship, for example,
dry cleaning, retailing (shop keeping), R
' y and .

4 limited amount of money ( } i8 required to start
a sole proprietorship. Sole proprietorships may be tormeca
without a or any binding
document. They do not need an elaborate organisation or
formal to start operations.

‘“hen a sole proprietor expands or wants to offer more
specialisea services. they will need to form a
with one or more other sole proprietors.

’
;

Another way of using the information contained in these poges
is to ¢ive direct taska as below.

1. "hat i3 a Sole Proprietorship?

2+ "hy is. a Sole Proprietorship especially suitable to small
retail operations?

J. “rite a list of the kinds of enterprises which are likely
.to be sole proprietorships eg hairdressers, potters,
ininerant traders.

Copy out the sentences below using the correct word/s in each
case -

4. A Sole Proprietor neceds more/less capltal expenditure
than larger businesses.

>« Uritten agreements and legal documents are/are not nccded
for Sole Proprietors.

6. If there is very little profit from a business it is
better to form a Sole Proprietorship/Partnership.

7. ole Proprietorships are run with one/two man/men ir ~lur--.

€. . Sole Proprietor is responsible/is not responsible ‘or i
company's debts or losses.

9. 11 3ole Troprietor recelves/does not receive all the rcfit:

from his company.

10. A Sole Proprietor does/does not need elaborate organisitionul
structures or procedures.
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ILLUSTRATED FACTS ABOUT A PARTNERSHIP

2 3 > 3 K g XY
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2 to 20 persons may form a Partnership : but

S a R
e R

59 ., 29¢e¥¥RETY

2 to 10 persons only

% \i_, % % % ‘% - :ﬁf‘ if one partner lcaves
. . e . the partnership is

.dissolved

\.

O 129 \ . Each’ partner shares
: Z; : . ' - profits or bears losses.
/\ "_:_I' ’ ._ . ¢

L]

In a General Fartnership there is unlimited liability
if debts cannot be paid. .

All the partmers private property' can be. taken to settle
the debts = . ' .

P\ s o B e

— oS . — lopo 7

n o \ “.ﬁ%’-—} =1

@%’;’1, . @ / i=hn
Tn a Limited partnership ~ limited liability - if debts

cannot be met only the partners capital in the firm may
be taken to settle debts. ' '

Ores— o

-6/‘0“\ it r—— .
\x,e f — T - but one partner must be a

e general partner and private
property may be taken to
settle debts.




_ THE PRIVATE SECTOR

Liven up your lessons by giving students graphical
illustrations of business studies theory. Let them
copy the diagrams, this process helps them to
digest written information and the images are

easier to receall at a later date.

1

Business Units

Sole Trader

2
J

ABA HARWET STALL

Partnership

ABA AND PARTN ER.

Company Limited

ABA & CcomPANMY  Lim\TED

Public Limited Company

\ ABA PLC (PUBue LiRITED ComMpANY)

eg

The only owner of the
business.

He/She:Teceives all the
profits and bears all
the losses,

Sometimee he/she employs
others to help in the
business.

Two or more owners of a
businesse.

“"All the partners bring in

capital (money).

All the partners receive
the profits or bear the
losgses. They run the

company .

Often a family business.

Members of the family all
have shares and are the
OWrers.

They divide profits and
all bear the losses.

The shares may not be
quoted on the Stock
Market.

0f%en a large business.
The shares are quoted on
the Stock Exchange.
The Company is owned by
the Shareholders who
invest in the company.
Any member of the public
may buy the shares.



BUSINESS ORGANISATIONS = PRIVATE

After a lesson on each kind of business organisation

a simple chart as below can be completed by you together
with the students. Alternatively the chart can be given
to the students for homework or assignment completion and
marks used for continual assessment.

Holding Companies, Conglomerates and International
Companies are best left until these basic private companies
are fully understood.

Ownership and Control

Type of Examples of Sources of |Methods of
Business Business Unit Capital Control .
Oreganisation

Sole 1rader The trader

Partnership ) Shared by

¢ partners or
as stated in
an Agreement

Private Limited :
_ . Private
Company ) Shareholders -
' (family/
friends)

Public Limited Unilver PLC

Company (PLC) Shell 0il PLC
Agip (Nigeria)
Ltd

Fill in the missing information on the above chart.



BUSTNESS ORGANISATIONS Wworksheet 1

A Larre Manufacturing Company

All large companies have different departments to deal
with the work. Copy the chart below which shows some

0t these.

Board /"'E :' %éa of Directors
[T ! |
Managing {%2% Director
f |

| E B35 4

pu——

Factory/ Ordering Selling Accounts General Transpcrt
Norks ¥ Wages Office Departmer. -
Production Buying Sales Finance Admin. Desputch

Depurtment Department Department Department Department Department

The Production Department produces the goods.

The ales Department sells the goods to customers.

The Finance Department deals with all the money and accounis.

The Transport Department delivers all the goods to the customers.

The Buying Department buys all the raw materials so that the factory
can make the goods.

The Admlnlstratlve Devartment looks after all the mail, office work
and the peorle who work for the company.
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BUSINESS ORGANISATIONS Worksheet <

Copy the following sentences filling in the missinc word:.

The Department which makes the goods 1is called the
Department.

Customers contact the _ Department if they wish

to buy the govds.

The finished guuds are taken to the customers by the
Department.

Dealing with the mail and office work is done by the

The Factory asks the Department tc order
raw materials.

Payment of wages for the company workers is dealt with
by the ‘Department.

The whole company is managed by .the

The Departments keeps the accounts.

The department which has to try to find customers for the
goods is called the Department.
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PETTY CASH

This area of study can be taught easily with practical
simulated exercises and needs little formal instruction.
I have found it is usually better to start by getting
the students to copy out a page from a Petty Cash Book.
This familiarises them with the lay-out of the columns
and the details of the in and out payments.

A talk about honesty, trustworthiness and professional
integrity will not go amiss at this point too.

Time spent going over and explaining every entry on the
sheet will prove very useful and will help the students
understand what they should do when you give them the
exercigses. Ask the students to total all the columns
and enter the balance at the end of the month.

PETTY CASH BOOK

ne

Details | Total U19.. Details |Vou|Total | Stamps|stat- |Trav.| Sundry
N No. N ionery| Exp.
To Cash | 100.00[Jan2 | Stamps 15121.00 | 21.00
5 | Paxi 152 5.00 5.00
9 | Cleaning {153| 5.00 5.00
15 | Drinks 154(10.00 10.00
16 | Bus fare |155( 1.00 ) 1.00]| °
23 | Cleaning [156]20.,00 20.00
25 c;:ggg 157(10.00 10,00 i
29 | Postage 158| 5.00] 5.00 i
3t | Paper 159|25.00 25.00 i
. i
' !
] %m% i
* {




FETTY CaSH - 2

The Imprest System

WYhen the students are able to understand the purposgse or
the petty cash anulysis and how the total cash turnover
asystem (impreust) works at the end of each week/month a

more realistic assignment cun be given.

For this assignment ask the students to make up & blank
form {(copying one from a book or my sample from the black-

board).

They should then fill in the appropriate details

from the sheet of Petty Cash Vouchers as below and assume
that on the 13t Pebruary there was N100.00 in the Petty

Cash Box.

The final task should be to total the columns

and use the imprest system to balance the books for 1 March.

etty Cash Voucher No 11l

at Details Amt.
" Toxi Fatre 2.00
R ?M\Eupﬁw 10,00

Totalyy 00

uthorised 'ﬁ

Petty Cash Voucher Nol||2

Petty Cash Voucher No 1y}

Date Details Amt.
TER U

bFLb' na\..V( ‘S.VL
Total "{, ok

Authorised ARSI

etty Cash Voucher Nolllk

ate Details Anmt.,
L AL ?a‘)&f 15,00
Total 2 5.00

P - CrTD
uthorl“edfb}bbc

Date Details Amt
s1ye &W 6.00
Total (.00
Authoriged '

Petty Cash Vouch%r:Nd]lB
Date Details Amt.
0.2, 4. pm)za,e, 15.00
ST Totalys.00

Authorised{iﬂﬁs

Petty Cash Voucher No' -

Date Details Al .,
12124, (35f3 '
Feort- e

Totul

Authorised Y, LV

ettv Cash Voucher No'l]

1te Details Amt.
%h- cennin & & .00 1
Corison) PP ER 15,00

Total 4y, 00'

uthorisedl:iliLEl

Petty Cash Voucher No W&

Date Details Amt.
i8j2)g. Cotfee] n. 00
Mine r‘a\.s

TOtaIlLDO

Authorised@ﬂ%km§¥¥

Petty Cash Voucher iic }'"
Date Details Am .

ZDEZ&K “TaLL 2ot

Total
Authorisedyn“‘aﬁ&gl

3

2tty Cash Voucher Nolal®

2te Details . Amt.
. GIROS 6.00
l-qu FEnaL s '3'00

uﬁhorised 'UﬁM3

Petty Cash Voucher No 2\

Date Details Amt.
25.2.9 Ewélzqiw V0. 50
| - Totaly5p |

Authgrised\MWAEuulH

Petty Cash Voucher No -

Date Details Amt.
11$bk CLENN NG bt
_ﬁmtalﬁv('_

Authorised\ﬁuxﬂ)
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Use books you have in your store to make lessons instead of
writing masses of information on the blackboard which the
pupils blindly copy without understanding.

For example from the photocopy extract attached of a page
from a typical JSS Businesa Studies book you can ask the
pupils to complete the following work -

Write the heading SOLE PROPRIETORSHIPS then write
out and complete the following sentences using pages
30/31 of your beook for information.

1. The sole proprietorship or sole trader is a
man business.

2., It is especially suitable for
operations.

3., The major categories of small businesses are
i

ii

iii

4, Iist below as many retail businesses as you can eg

&

furni ture makers
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AR RN S ADAPTABLE TO SOLE PROPRIETGRSEHI

Soerenngiership as 4 CnC-TNIN ChHSTTT
lew workers may be cmipleyved by the owner-manuger ISccuus;l‘ HEN
smt!i i terms of both capial investnient and numiber of emiplovees, the one-
man business is especially suitabie to small relall operaiions. 1o the prolessions
and (o service-type establishments such as drv cleaning. wiloning. and tihe like.
Before discussing the factars that make these kinds of enterprises adaptable to
sole proprietorship, let us {irst examins the major ulcgones of small business
operatons.

Small businesses fall into three major categories;

.l]!'...ll.} gypliined. is
;:ii"\u‘:f 1.

- (1) those that provide local service {o consumers;
(2) those that manulhcnm: and/or distribute specialty items llke akwetc
=17 cleth and wood' camngs to a local or nanonal marketyand- - - -
. (3) those that provide speaahzed services to other iridustries or businesses.

. Table 5.1 presents a classification of activities that belong to each of these

calegones. 1t should be noted that these fists are not exhaustive3s the student - ___ :

A
et

. cari add mofe Sctivilies 1o each Gsiama L iisiq & gunergmg sioz st
oy g il w-\” Nt SrempdlinpTEana “odign 25 seinm S -doahvbel aleois

Businesses that repdef s BARTD: Spec:alt;""“‘ “Businesses that offer”’;

I.oulSemmtBC'o‘ﬁ;iﬁﬁa pecialized Services! SN2

efsT Businésses U 1+ §
el e ST g ity g P asrem g w9 wmen ey ier t”vfb
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“Welders ™ e isti-dac et e 08
Profmor_ta; Scmoes B Wood Canr;rs 'Busmcss Consultants

Farming = -

Table 5.1 TYPES OF SMALL BUSINESS OPERATIONS.

Soic proprietorships are found in Cilferent types of businesses @s shown in
iante 3.1. These businesses have specific featuses which make them beticr
suited to be orgamzed 25 sole propricicrships. Let us examine closely the nature
- £ e proprictorship and the faatures that mak 2 it a poputar form of huninzss

Jo.

.

ut-q_.'. i

il ade . e

-1

-.- - "
sty O
.

! o rranmae iy v ehves sn 1sonle oposroan poonuee Morgamoy
e e o et len et Funcions periomic e s o W T0IR0RT
v S0t coa ot b handled by disuncthy gnucroeadni unds Radio re-

pairsre, for examele, require very hittle in vestment. \l"w .m..dlscn(‘u‘hsp (T
Q work and 2 sma.tinventory of replacertent parts. Sinularly. i ywhers and ongr
categories of trade s in Wist Africa need a little amournt of copital to set up thetr
business. Some, like newspaper vendors, canoblin their merchandisconcredit
and pay back Jater. Thus businesses that require linte capital investment are bet-
ter operated as one-man businesses.

Another factor that should be considered before deciding whethcr the solt

_ proprietorship is the most suitabletype of business unit foraspecific opcnnon i

the case of organization. The formation of some business units-requi: s ef2-
borate legal procedures. But the sole proprietorship, unlike partnerships orpub-
lic corporations, can be formed withouta a written agreement Or any: other legally
binding docuthent. A hairdresser, for example, does not nwd any.fomﬂ pei:

ey e

- missiontostanopa'anonS°a]lshcneedsnsawelllomtedshop.afewwu asam

other appliances. Therefore, enterprises such as farming, tailoring, gvid: ltyp:.

ofrcpmmmthalentaﬂnodabomlcorpnuqlqonalanﬂlegalp&f '%‘a-g

" D e A N T
. better orpmzed as sole propnetcn'sl:ups...g B T e -4

_ The sole propnctorshxp is also suitabie for any business has vey. mleo
no potential for expansion and thus involves very little risk. lh'ﬂ ddY

' umtasouahl;foraroadmdcuadexwaucmpttoformapamashmghu bek:

onlyavery lin limited amount of capital on handand hﬂleornoproﬁts

pmbrfyrreesub gk S Vo ek b T R St ...uua auu..l-l

Smbm&&mmmnmmdmuonmmmﬁ;'sggé
fessional services like thosé of doctors and accountants are oftes 613 zed:

one-man businesses because their services require specmhwd skiils +3d pe
sonal attention to the needs of customers. Itis not unusual however. foriawyex:
doctors, accountants, and similar professionals to gang up and forzn pax
negships in order to expand the business and oﬂ'cr more speaahzed scmcs t

their customers.

ADYANTAGES OF SOLE PROPRIETORSHIPS

Large undertakings have not been successful in dnving the s¢
proprietorship ¢t of business for several reasons. These include the followin
1. . A sole propnieiorship ensures ma imurm froedem and proomingss in c
cision making. The sole owner does nctneed to consult other individuals whe
decisions are to oe made. He makes iliznd himsz!¥ and 23 haiotha =oss hisd

cisions = final
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