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1.  State four benefits of trade to a community.					           (4 mks)

i)..................................................................................................................................................................................................................................................................................................................... ii)....................................................................................................................................................................................................................................................................................................................
iii)...................................................................................................................................................................................................................................................................................................................
iv)...................................................................................................................................................................................................................................................................................................................

2. Classify the following resources as either renewable or non-renewable in the table given below;

Hydro-electric power, soda ash, solar energy, biogas, crude oil, charcoal, natural gas, vehicle, building stone and manmade forest.					        (10 mks)

	Renewable Resources
	Non-renewable Recources

	
	

	
	

	
	

	
	

	
	

	
	

	
	



3. Kenya relies heavily on oil resources of energy state four reasons why the country should develop alternative source of energy.						           (4 mks)

i)..................................................................................................................................................................................................................................................................................................................... ii)....................................................................................................................................................................................................................................................................................................................
iii)...................................................................................................................................................................................................................................................................................................................
iv)...................................................................................................................................................................................................................................................................................................................

4. State and explain communication services that can be obtained from the use of the computer.									                       (8 mks)

i)..................................................................................................................................................................................................................................................................................................................... ii)....................................................................................................................................................................................................................................................................................................................
iii)...................................................................................................................................................................................................................................................................................................................
iv)...................................................................................................................................................................................................................................................................................................................

5. Indicate in the space provided the type of utility created by each of the following activities. 
											          (5 mks)

	
	ACTIVITY
	TYPE OF UTILITY

	1
	Carpentry 
	

	2
	Shop keeping
	

	3
	Teaching
	

	4
	Transporting
	

	5
	Warehousing
	



6.   Define the following terms as used in business.				        (12 mks)

a) Production 
.......................................................................................................................................................................................................................................................................................................................

b) Infrastructure

.......................................................................................................................................................................................................................................................................................................................
c) Opportunity cost

.......................................................................................................................................................................................................................................................................................................................
d) Competition

.......................................................................................................................................................................................................................................................................................................................
e) Innovation

.......................................................................................................................................................................................................................................................................................................................
f) Land

.......................................................................................................................................................................................................................................................................................................................

7. State five activities involved in management of people in business.		           (5 mks)

i)..................................................................................................................................................................................................................................................................................................................... ii)....................................................................................................................................................................................................................................................................................................................
iii)...................................................................................................................................................................................................................................................................................................................
iv)...................................................................................................................................................................................................................................................................................................................
v).......................................................................................................................................................
............................................................................................................................................................


8. Outline five advantages of E-commerce in business.				           (5 mks)

i)..................................................................................................................................................................................................................................................................................................................... ii)....................................................................................................................................................................................................................................................................................................................
iii)...................................................................................................................................................................................................................................................................................................................
iv)...................................................................................................................................................................................................................................................................................................................
v).......................................................................................................................................................
............................................................................................................................................................

9. Explain five ways in which business may pollute environment.		         (10 mks)

i)..................................................................................................................................................................................................................................................................................................................... ii)....................................................................................................................................................................................................................................................................................................................
iii)...................................................................................................................................................................................................................................................................................................................
iv)...................................................................................................................................................................................................................................................................................................................
v).......................................................................................................................................................
............................................................................................................................................................

10. Explain five functions of an office.						         (10 mks)

i)..................................................................................................................................................................................................................................................................................................................... ii)....................................................................................................................................................................................................................................................................................................................
iii)...................................................................................................................................................................................................................................................................................................................
iv)...................................................................................................................................................................................................................................................................................................................
v).......................................................................................................................................................
............................................................................................................................................................

11. State four characteristics of a good filing system.				           (4 mks)

i)..................................................................................................................................................................................................................................................................................................................... ii)....................................................................................................................................................................................................................................................................................................................
iii)...................................................................................................................................................................................................................................................................................................................
iv)...................................................................................................................................................................................................................................................................................................................

12. State and explain three types of office layout.					           (6 mks)

i)..................................................................................................................................................................................................................................................................................................................... ............................................................................................................................................................
ii)..............................................................................................................................................................................................................................................................................................................................................................................................................................................................................
iii)...................................................................................................................................................................................................................................................................................................................
............................................................................................................................................................

13.  Outline four factors to consider when selecting office equipment.		           (8 mks)

i)..................................................................................................................................................................................................................................................................................................................... ii)....................................................................................................................................................................................................................................................................................................................
iii)...................................................................................................................................................................................................................................................................................................................
iv)...................................................................................................................................................................................................................................................................................................................

14. State and explain the three divisions of office staff.				           (9 mks)

i).................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
ii)...................................................................................................................................................................................................................................................................................................................
............................................................................................................................................................
iii).......................................................................................................................................................
........................................................................................................................................................................................................................................................................................................................


[bookmark: _GoBack]
