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1.  Given the following factors, indicate whether they are part of internal or external environments.									(5mks)
	Factor					Type
a) Capital 				…………………………………………………………..
b) Business objectives 			…………………………………………………………..
c) Competitors 				…………………………………………………………..
d) Political setup				…………………………………………………………..
e) Employees				…………………………………………………………..
2.  Name four essential elements in communication.			(4mks)
i. ………………………………………………………………………………………………………………………………….…
ii. ………………………………………………………………………………………………………………………………..….
iii. …………………………………………………………………………………………………………………………………...
iv. …………………………………………………………………………………………………………………………………….
3. Highlight four reasons why Kenya consumer organization has been ineffective in protecting consumers.									(8mks)
i. …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
ii. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
iii. ………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………….
iv. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
4.  In the spaces provided fill in the blank spaces in relation to satisfaction of human want.
a) This is the value of the best next 
Alternative foregone when acquiring something			…………………………………
b) Limited or not enough in 
Supply of something						…………………………………
c) Selecting which human wants to 
Satisfy first based on the scale of preference			…………………………………
5.  List four characteristics of land as a factor of production.			(4mks)
i. …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
ii. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
iii. ………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………….
iv. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
6.  Name four sources of capital for a sole trade.					(4mks)
i. ………………………………………………………………………………………………………………………………….…
ii. ………………………………………………………………………………………………………………………………..….
iii. …………………………………………………………………………………………………………………………………...
iv. …………………………………………………………………………………………………………………………………….
7.  Highlight four factors to consider when choosing a means of transport.		(8mks)
i. …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
ii. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
iii. ………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………….
iv. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
8.  Indicate the best document to use in each of the following circumstances.	(6mks)
	Circumstance
	Document

	(a)  To update a catague
	

	(b)  To correct an undercharge in the invoice
	

	(c )  To reply a specific letter of inquiry
	

	(d)  To show the content in a container
	

	(e) To correct an overcharge in the invoice
	

	(f)  To find out the credit worthiness of a potential buyer
	



9.  Explain the following terms as used in insurance
  (a)  Insurance										(2mks)
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
 (b)  Surrender value									(2mks)
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
  (c)  Policy										(2mks)
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
  (d)  Premium										(2mks)
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
10.  Outline four reasons why you would advice an office manager, to use an open office layout instead of an enclosed office layout.							(8mks)
i. …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
ii. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
iii. ………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………….
iv. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
11.  Explain four ways in which the government can encourage entrepreneurial development in a country.										(8mks)
i. …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
ii. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
iii. ………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………….
iv. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
12.  Outline five banners to effective communication.				(10mks)
i. …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
ii. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
iii. ………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………….
iv. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
13.  Outline four benefits of pooling of risks as practiced by insurance firms.	(8mks)
i. …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
ii. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
iii. ………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………….
iv. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
14.  Njoki would wish to transport cargo from Kisumu to Nairobi.  State four reasons why she should use railway transport.								(4mks)
i. …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
ii. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
iii. ………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………….
iv. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
15.  State six principles governing the co-operative movement in Kenya.
i. …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
ii. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
iii. ………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………….
iv. ………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
16.  List qualities of a good secretary.						(3mks)
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………………………………..
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