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WEEK 1: OVERVIEW OF BUSINESS STUDIES

Meaning of Business Studies

Business Studies is a subject that introduces students to the basic principles and practices of
business. It is a combination of different areas of learning that provide knowledge and skills on
how people produce, distribute, and exchange goods and services in order to satisfy human wants
and needs. Business Studies equips learners with the practical and theoretical foundation

necessary for commerce, industry, and entrepreneurship.

It deals with activities that take place in offices, shops, markets, banks, and other business
environments. By studying Business Studies, students learn how business works, how to manage

resources effectively, and how to prepare themselves for future careers in the business world.

WHAT IS BUSINESS STUDIES?
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Components of Business Studies

Business Studies is made up of several branches or components. These include:

1.

Office Practice: This deals with the day-to-day activities carried out in the office,
including record keeping, use of office equipment, communication, and handling of

correspondence.

Book-keeping and Accounting: This teaches students how to record financial
transactions, prepare accounts, and interpret financial information. It lays the foundation

for accounting as a career.

Commerce: This is concerned with trade and aids to trade, such as banking, insurance,
transportation, warehousing, and communication, which facilitate the movement of goods

and services from producers to consumers.

Keyboarding: This involves the use of typewriters or computer keyboards to produce

documents accurately and neatly. It helps students develop typing speed and accuracy.

Shorthand: This is the art of writing very quickly using symbols or abbreviations. It is

used mainly for taking down speeches, dictations, or notes in offices.

These components work together to give students a broad knowledge of how business is

organized and operated.

Importance/Benefits of Business Studies

1.

Acquisition of SKkills: It provides students with practical skills in typing, note-taking,

record-keeping, and financial management.

Foundation for Careers: It prepares students for further studies and future careers in

fields like banking, accountancy, management, administration, and entrepreneurship.

Understanding of Business Environment: It helps students understand how businesses

operate and how goods and services are exchanged in the economy.

Self-reliance: Business Studies teaches entrepreneurial skills that enable individuals to

establish and manage their own businesses, thereby reducing unemployment.




5. Efficient Resource Management: It trains students on how to manage time, money, and

other resources wisely.

6. Promotion of National Development: When individuals learn how to engage in

productive business activities, the economy grows, leading to national development.

7. Preparation for Responsible Citizenship: By studying Business Studies, students
understand their roles as producers, consumers, and future business leaders, making them

responsible members of society.

Career Opportunities in Business Studies

Business Studies opens up many career paths for students. Some career opportunities include:
e Accountants and Auditors
e Secretaries and Administrative Officers
e Managers and Business Administrators
o Bankers and Financial Analysts
o Entrepreneurs and Business Owners
e Teachers and Lecturers of Business Subjects
e Office Assistants and Clerical Staff
o Insurance Officers, Sales Representatives, and Marketers

By exposing students to these areas, Business Studies helps them make informed decisions about

their future careers.

Evaluation:
1. Define Business Studies in your own words.
2. List and explain the five main components of Business Studies.

3. State four importance of Business Studies to the student.




4. Explain two ways Business Studies contributes to national development.
5. Mention four career opportunities available to those who study Business Studies.
Assignment:

Write a two-page essay on the topic: “The role of Business Studies in preparing Nigerian

students for self-reliance and national development.”




WEEK 2: EFFECTIVE OFFICE PRACTICE I

An office is a place where the clerical, administrative, and managerial activities of an
organization are carried out. It is the center of information, communication, and record-keeping
in both private and public organizations. The office serves as the “nerve center” of a business
because it provides the necessary support for production, marketing, sales, and other business
operations. Without an office, it would be difficult for any organization to coordinate its

activities or achieve its objectives.

WHAT IS AN OFFICE?

1. INFORMATION HUB 2. COMMUNICATION CENTER
Receives, processes & stores An officeis a place whetre Internzl & extemal communication
information {=.p, data. files). administrative, clerical, (e.p, meetings, emails).
and professional work is done
done to support the
activities of the
organization.

3. ADMINISTRATIVE WORK == S 4 DECISION MAKING

Planning, organizing & Leaders and staff make
managing tasks. important choices.

& TYPES OF OFFICES: 15

ﬁ = Trafitinral Office [ = VirtualHame Office h.',:}f Ca-warking Space

Meaning of Office
An office can be defined as a room, department, or building where the affairs of an organization
are planned, recorded, organized, and controlled. It is the place where business correspondence is

received, processed, and dispatched. It is also where records are stored and information is made




available to managers, workers, and customers. In simple terms, the office is the administrative

headquarters of a business.

Types of Office

Offices can be classified into two main types:

1. Small Office:
This type of office is usually found in small businesses or organizations. It is usually
occupied by one person or a few employees who perform a wide range of clerical and
administrative duties. Small offices may not be divided into departments; instead, the

same person may handle correspondence, record-keeping, filing, and customer relations.

o Examples: the office of a sole trader, a petty trader, a small tailoring shop, a chemist shop,

or a small consultancy firm.
Characteristics of a Small Office:
e Occupies a small space.
e Limited number of staff.
o Uses simple office equipment like typewriters, telephones, and files.
e Simple method of record-keeping.

2. Large Office:
A large office is usually found in big organizations such as banks, government ministries,
insurance companies, multinational firms, and manufacturing industries. It is bigger in
size and often divided into different departments or units. Each department specializes in
specific tasks such as accounts, marketing, administration, personnel, and purchasing.
Large offices use advanced equipment like computers, photocopiers, and fax machines to

carry out their work efficiently.
Characteristics of a Large Office:
e Occupies a large building or several floors.

o Employs many workers.




e Uses modern machines and equipment.
o Divided into departments for efficiency.

Functions of the Office
The office performs many important functions that keep an organization running smoothly.

These include:

1. Receiving Information: The office receives incoming mail, phone calls, reports, and

other forms of information from customers, suppliers, and business partners.

2. Recording Information: The office records business transactions and activities in books,

files, or computers for future reference.

3. Arranging and Processing Information: The office arranges and processes information

so that it can be easily understood and used for decision-making.

4. Storing Information: Records, documents, and files are safely kept in the office for

reference, legal purposes, and organizational memory.

5. Distributing Information: The office distributes information to workers, departments,

and management for action.

6. Coordinating Activities: The office ensures that all departments and sections of an

organization work together to achieve common goals.

7. Providing Facilities for Communication: Offices serve as a communication link within

the organization and between the organization and the outside world.

8. Supporting Management: The office provides information, reports, and records needed

by managers for planning, controlling, and decision-making.

In conclusion, the office is the heart of an organization. It can be small or large, but in all cases,
it plays vital roles such as receiving, recording, processing, storing, and distributing information,

as well as supporting the smooth running of the business.

Evaluation:




1. Define an office.

2. State two differences between a small office and a large office.
3. Mention three functions of an office.

4. Explain the role of the office in supporting management.

5. Give two examples each of organizations that may use (a) a small office and (b) a large

office.

Assignment:
Write short notes on the advantages and disadvantages of both small and large offices. Use

examples to support your answer.




WEEK 3: EFFECTIVE OFFICE PRACTICE 11

An office is the centre of business activities where information is received, recorded, processed,
stored, and distributed for smooth running of the organization. Every office needs staff who carry
out various duties to ensure that the business or establishment operates effectively. One of the
important categories of workers in the office is the clerical staff. In this lesson, we shall study

who the clerical staff are, their functions, and the qualities they are expected to possess.

WEEK 3: EFFECTIVE OFFICE PRACTICE Il
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The Office Staff — Clerical Staff

Clerical staff are junior workers in an office who perform routine office duties under the
supervision of senior staff. They are often referred to as clerks, and they help in carrying out
basic tasks that keep the office running. Their work is usually guided by laid-down instructions

from supervisors, managers, or senior officers.
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Clerical staff are found in almost every type of office, whether in government ministries, schools,

hospitals, law firms, banks, or private companies. They are sometimes the first point of contact

for visitors and clients, as they help to pass information and keep records.

Functions of Clerical Staff

The clerical staff play very important roles in ensuring that the activities of the office are

organized and smooth. Their major functions include:

1.

10.

Filing of Documents: Clerical staff arrange and store documents in files and folders for

easy reference.

Record Keeping: They keep accurate records of letters, reports, invoices, receipts,

payments, and other transactions.

Typing and Processing of Information: Clerical workers type letters, memos, and

reports using typewriters or computers.

Handling Correspondence: They receive, record, and dispatch incoming and outgoing

letters and emails.

Maintaining Office Registers: They record attendance, visitors’ names, and movement

of documents.

Calculations and Basic Accounts: They may help in preparing vouchers, receipts, bills,

and petty cash records.

Receiving Visitors and Telephone Calls: Clerical staff attend to visitors, direct them to

the right office, and handle phone calls politely.

Circulating Information: They distribute letters, memos, or notices to various

departments or officers.

Supporting Senior Staff: They assist supervisors, secretaries, and managers in carrying

out official duties.

General Office Duties: These include photocopying, binding, arranging files, and

ensuring neatness of the office.
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Qualities of a Good Clerical Staff

For clerical staff to perform effectively, they must possess certain good qualities, which include:

1.

Honesty: A clerical worker must be truthful and trustworthy, especially when handling

money, documents, or confidential information.

Neatness: Clerks must dress properly, keep their work area tidy, and ensure documents

are arranged neatly.
Punctuality: Coming to work early shows seriousness and reliability.

Politeness: Since they deal with visitors and clients, clerical staff must be respectful,

friendly, and courteous.

. Accuracy: They must ensure that records, calculations, and typed documents are correct

and error-free.

Confidentiality: A good clerical officer keeps office secrets and does not expose

sensitive information.
Hard Work: Willingness to work diligently without being lazy is essential.

Obedience: Clerical workers should obey instructions from senior officers and follow

office rules.

Good Communication Skills: They must be able to speak and write clearly for effective

exchange of information.

10. Team Spirit: Ability to work well with other staff members in the office.

Summary

Clerical staff are junior office workers who perform routine duties such as filing, record keeping,

handling correspondence, receiving visitors, and assisting senior officers. Their work helps to

ensure that the office functions efficiently. To be effective, clerical staff must possess qualities
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such as honesty, neatness, punctuality, politeness, accuracy, confidentiality, hard work, and good

communication skills.

Evaluation

1. Who are clerical staft?

2. State five functions of clerical staff in the office.

3. Explain four qualities of a good clerical staff.

4. Why is confidentiality an important quality of clerical workers?

5. Differentiate between the functions of clerical staff and senior staff in an office.
Assignment

1. Write a short essay on “The Importance of Clerical Staff in an Office.”

2. Make a table with two columns: in the first column, list six functions of clerical staff; in

the second column, state the qualities required to carry out each function effectively.
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WEEK 4: RIGHT ATTITUDE TO WORK

Work is any activity carried out by individuals in order to earn a living, contribute to
development, and meet human needs. For work to be meaningful and productive, the worker
must display the right attitude toward it. The right attitude to work refers to having good habits,
behaviors, and values that encourage effectiveness, efficiency, and success in the workplace,

school, or society.

WEEK 4: RIGHT ATTITUDE TO WORK

THE KEY PILLARS OF A GOOD WORK ATTITUDE

4. POSITIVE ATTITUDE

= Face thalenges cably
Learm from mistkoes:

EFFECTS ON PRODUCTVITY & DEVELOPMENT
IIlII » Peithee amvironment Ean E5E

A worker with the right attitude to work does his or her duties diligently, with honesty,
punctuality, devotion, and seriousness. On the other hand, a wrong attitude to work such as

lateness, laziness, dishonesty, or carelessness leads to failure and underdevelopment.
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In this lesson, we shall discuss the key elements of the right attitude to work and how they affect

productivity and development.

Punctuality and Regularity

Punctuality means being at one’s duty post, school, or workplace at the correct time without

delay. Regularity means being consistent in attendance without unnecessary absence.

For example, a student who comes to school early every day and attends all classes regularly
shows the right attitude to learning. Similarly, a worker who resumes work on time every day

without frequent absenteeism is punctual and regular.
Importance of Punctuality and Regularity:
e It helps to save time and improve efficiency.
e It promotes discipline and orderliness in school, workplace, and society.
e It enables smooth running of organizations and institutions.
e It helps an individual to build trust and a good reputation.

o It improves productivity because no time is wasted.

Rewards and Punishment

Reward is a benefit or compensation given to someone for good work done, while punishment is

a penalty given to someone for doing wrong or failing in duty.
Forms of Reward:

o Salary and wages for workers.

e Promotion in workplace.

e Praise, recognition, or awards in school.

o Certificates of excellence or cash prizes.
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Forms of Punishment:

e Suspension or dismissal from work.

e Deduction of wages or demotion.

e Reprimand, warning, or corrective measures.

e In school, punishments may include detention, sweeping, or writing lines.
Importance of Rewards and Punishment:

e They encourage people to do the right thing.

e They discourage laziness, dishonesty, and lateness.

o They motivate people to put in their best for higher productivity.

Devotion to Duty

Devotion to duty means being committed, dedicated, and loyal in carrying out one’s
responsibilities. It involves working diligently without being forced, and striving to complete

tasks as expected.

A devoted student reads his or her books, does assignments, and pays attention in class. A

devoted worker carries out assigned duties carefully, honestly, and to the best of his or her ability.
Importance of Devotion to Duty:

It leads to excellence and success in tasks.

It helps in building trust and reliability.
e It enhances productivity and contributes to personal and national development.

It sets a good example for others to emulate.

4. Effects of Right Attitude to Work on Productivity and Development
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When workers and students show the right attitude to work, it has positive effects on both the

individual and the society at large.
Positive Effects:
e Increased productivity because tasks are completed on time and efficiently.
e Promotion of peace, harmony, and discipline in schools, workplaces, and society.
e Economic development because resources are used effectively.
e Good reputation for individuals, organizations, and the nation.
e Encouragement of innovation, growth, and progress.
Negative Effects of Wrong Attitude to Work:
e Low productivity and wastage of time and resources.
o Corruption, dishonesty, and inefficiency.
e Loss of trust and reputation.
o Delay in achieving national development.

e Frustration and unemployment.

Evaluation:
1. Define the right attitude to work.
2. Explain the meaning of punctuality and regularity.
3. State three advantages of punctuality in the workplace or school.
4. What are rewards and punishments? Give two examples each.
5. Explain devotion to duty and its importance.

6. Mention three effects of the right attitude to work on productivity.
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Assignment:

1. Write an essay on how a student can demonstrate the right attitude to work in school.

2. Explain in detail the consequences of wrong attitudes to work in a country like Nigeria.
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WEEK 6: DEPARTMENTS IN AN OFFICE/ORGANISATION
An organisation is a group of people working together in a structured way to achieve
common goals. Every organisation, whether big or small, private or public, needs different
sections or departments to carry out various activities. Each department has its own

functions but they all work together for the success of the organisation.

The departments in an organisation are like the organs in the human body. Just as the body
has the heart, lungs, brain, and stomach performing different functions but working together
to keep the person alive, the departments of an organisation work hand in hand to keep the

business functioning and growing.

WEEK 6: DEPARTMENTS IN AN OFFICE/ORGANISATION

ORGANISATIONAL CHART: COMMON DEPARTMENTS

MANAGEMENT / CEO

OPERATIONS / PRODUCTION
= Makes Goods/Services
« Quality Contral

HUMAN RESOURCES (HR) HUMAMN RESOURCES (HR) ADMINISRATION
« Hires Staff + Handles Money » Office Support
» Manages = Budgets » Fromotes Products
« Manages Well-bizng * Budgets « Manames Sales

LEARN THEIR FUNCTIONS!

19




Major Departments in an Organisation and Their Functions
1. Administrative Department
o This is the central coordinating department of any organisation.

o It is responsible for managing office work, correspondence, records, filing, and

communication within and outside the organisation.

o The administrative department ensures that the activities of other departments are

properly coordinated.
o It supervises staff, organises meetings, and keeps minutes and reports.
2. Production Department

o This department is responsible for producing goods or services that the

organisation sells.
o It manages raw materials, machines, and labour to make finished products.

o Inaservice organisation (like a school or hospital), this department ensures that

services are delivered properly.

o It also works with quality control to ensure that goods and services meet

acceptable standards.
3. Marketing and Sales Department

o This department is responsible for advertising and promoting the organisation’s

products or services.
o It researches the market to know what customers need and how to satisty them.

o It handles distribution and ensures that products are sold at the right time and

price.

o The sales unit ensures that money is collected from customers after selling goods

and services.

4. Finance/Accounts Department
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o This department manages the money of the organisation.

o It prepares budgets, records income and expenditure, and ensures that funds are

available for different operations.
o It also calculates profits, losses, and ensures proper accounting records are kept.
o Staff salaries, wages, and allowances are prepared here.
5. Personnel/Human Resource Department (HR)
o This department is in charge of the workers or staff of the organisation.

o It recruits new workers, organises training, and ensures workers are motivated to

do their jobs.

o It also settles disputes between workers, maintains discipline, and enforces

company policies.

o The welfare of workers, such as health benefits, leave, and promotion, is handled

here.
6. Purchasing/Procurement Department

o This department is in charge of buying raw materials, equipment, stationery, and

other items needed by the organisation.
o It ensures that items purchased are of good quality and bought at the right price.
o It also manages suppliers and makes sure that goods arrive at the right time.
7. Research and Development Department (R&D)
o This department studies new methods of improving products and services.
o It carries out investigations to develop better and cheaper ways of doing things.
o It helps the organisation remain competitive in the market.
o For example, a phone company’s R&D may develop a new smartphone model.

8. Public Relations Department (PR)
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o This department manages the image and reputation of the organisation.
o It communicates with the public, the press, and stakeholders.

o It ensures that customers and the community see the organisation in a positive

light.

o It also handles complaints from customers and organises events to promote

goodwill.

How Departments Work Together
Although each department has specific functions, they are interdependent. For example:
e The production department makes the goods, but the marketing department sells them.

e The finance department provides funds needed by the production department to buy raw

materials.

e The HR department recruits and trains workers that will work in production, finance, and

other sections.
e The administrative department ensures smooth communication among all departments.

Without cooperation and coordination, the organisation cannot succeed.

Summary

Departments in an organisation include administrative, production, marketing/sales,
finance/accounts, personnel (HR), purchasing, research and development, and public
relations. Each has its own function but they all work together towards the achievement of

the organisation’s objectives.

Evaluation

1. Define an organisation.
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2. List five departments in an organisation and state their functions.
3. Why is the finance department important to the success of an organisation?
4. Explain how the production and marketing departments depend on each other.

5. What is the role of the personnel/human resource department?

Assignment

1. Draw a simple chart showing at least six departments of an organisation and their

relationships.

2. Visit a nearby school, hospital, or business centre. Identify at least three departments and

describe the roles they play in the success of the organisation.

3. In your own words, explain why no single department can work in isolation in an

organisation.
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WEEK 8: COMMERCE - THE HEART OF BUSINESS I
Commerce is one of the most important aspects of Business Studies because it deals with the
activities that make trade and exchange possible in society. Human beings cannot live in
isolation; they depend on one another to satisfy their numerous needs and wants. No single
person, community, or country can produce everything it requires. For this reason, the buying,
selling, and distribution of goods and services are necessary, and this is the work of

commerce.
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Introduction and Meaning of Commerce
Commerce may be defined as all the activities involved in the distribution and exchange of
goods and services from producers to consumers. It bridges the gap between production and

consumption by ensuring that goods produced in farms, factories, or workshops reach the
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people who need them in different places. For example, when farmers produce yams in
Benue, commerce helps to transport and distribute those yams to people living in Lagos,

Abuja, or Kano, who cannot farm them.

Commerce is not only about buying and selling in the market but also includes all the
processes that make exchange possible, such as transportation, banking, insurance,
communication, warehousing, and advertising. This is why commerce is called the “heart of
business,” because it brings all other areas of business together and makes them function

effectively.

Importance of Commerce
Commerce plays a central role in the economic life of individuals, families, and nations.

Some of its importance are:

1. Facilitates Exchange of Goods and Services: Commerce ensures that goods produced
in one part of the world are available for people in another. For example, Nigeria exports

crude oil and imports cars, electronics, and machines.

2. Encourages Specialization and Division of Labour: Producers can concentrate on what
they produce best because commerce will ensure their goods reach the market while they,

in turn, can buy other goods they need.

3. Promotes Industrial Growth: Industries rely on commerce to distribute their finished

products and to obtain raw materials from different sources.

4. Creates Employment: Commerce provides job opportunities for people in transportation,

banking, insurance, advertising, warehousing, and retailing.

5. Improves Standard of Living: By making a variety of goods available, commerce

enables people to enjoy comfort and convenience, thereby raising their standard of living.

6. Encourages International Trade and Relationships: Commerce connects different
nations, allowing them to exchange goods and services, and this strengthens political and

cultural ties.

7. Promotes Economic Development: By stimulating production, distribution, and

consumption, commerce helps nations to grow and develop economically.
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Activities That Aid Commerce (Aids to Trade)

Commerce is supported by several activities called aids to trade. These are services that

make buying, selling, and distribution easier and more effective. They include:

1.

Transportation: This involves the movement of goods and people from one place to
another by road, rail, air, or sea. Without transportation, goods would remain where they

are produced and not get to those who need them.

Banking: Banks provide safe places for keeping money and also give loans and credit
facilities to businessmen to expand their trade. They also facilitate payment for goods and

services through cheques, transfers, and electronic banking.

Insurance: Businessmen face risks such as fire, theft, accidents, and damage to goods.
Insurance provides protection against such risks by compensating them when losses

occur.

Warehousing: Goods produced are not always consumed immediately. Warehousing
provides storage facilities to keep goods safe until they are needed. For example, cocoa or

rice may be stored in warehouses before export or distribution.

Advertising: This is the act of informing and persuading people to buy goods and
services. It makes buyers aware of the existence, features, and uses of a product, thereby

increasing demand and sales.

Communication: Effective communication ensures that buyers and sellers can exchange
information quickly, using methods such as letters, telephones, emails, and the internet.
This is especially important in modern commerce where trade is carried out across long

distances.

These aids to trade are the backbone of commerce because they ensure that goods flow

smoothly from producers to consumers, thereby making trade possible and effective.

In summary, commerce is the heart of business because it links production with consumption,

ensures smooth exchange of goods and services, and provides employment and economic

growth. Without commerce, goods and services would not reach the people who need them,

industries would collapse, and the standard of living would be very low.
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Evaluation

1. Define commerce in your own words.

2. Explain four importance of commerce to individuals and society.
3. List and describe five activities that aid commerce.

4. Why is commerce described as the “heart of business™?

5. Differentiate between trade and aids to trade.

Assignment

Write an essay of not less than one and a half pages on the topic:

)

“The role of commerce in the economic development of Nigeria.’
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WEEK 9: COMMERCE - THE HEART OF BUSINESS 11
Commerce is the life wire of every business activity because it links production with
consumption. It makes sure that goods and services produced by manufacturers get into the
hands of those who need them, wherever they are. In this lesson, we shall look at the
divisions of commerce, namely Home Trade and Foreign Trade. These divisions help us

understand how goods move within a country and across national borders.

Divisions of Commerce

Commerce is divided into two broad areas:
e Home Trade

e Foreign Trade

WEEK 9: COMMERCE — THE HEART OF BUSINESS Il
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Home Trade
Home trade refers to the buying and selling of goods and services within the boundaries of a
country. In this case, both the buyer and the seller are residents of the same country. The

goods do not cross national borders, and the same national currency is used for payment.

Examples include buying foodstuffs in the local market, purchasing clothes in a city shop, or

selling electronics within Nigeria.

The importance of home trade is that it encourages local industries, provides employment,
and makes goods readily available to people at affordable prices without the complications of

international transactions.

Foreign Trade

Foreign trade is the exchange of goods and services between two or more countries. It occurs
when a nation sells its surplus products to other countries or buys what it cannot produce
locally from other nations. Foreign trade is important because no country can produce

everything it needs on its own.
Foreign trade is divided into three types:

1. Import Trade:
This involves bringing goods and services into a country from another country. For
example, Nigeria imports cars, machinery, and electronics from countries like Japan,
China, and Germany. Import trade helps people to enjoy goods that are not produced

locally or are produced in insufficient quantities.

2. Export Trade:
This involves sending goods and services produced in one country to another country for
sale. Nigeria, for instance, exports crude oil, cocoa, and rubber to other countries. Export

trade brings foreign exchange into the country and promotes economic development.

3. Entrepét Trade:
This refers to the re-exporting of goods. It occurs when goods are imported into a country

not for home consumption, but to be processed, repackaged, or stored and then exported
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to another country. For example, goods imported into Nigeria may be sent to other West
African countries. Entrepdt trade makes a country an international trade center and

generates revenuce.

Summary
e Home trade takes place within a country.
o Foreign trade takes place between countries and can be import, export, or entrepot.

o Commerce therefore serves as the connecting link between production and consumption,

both locally and internationally.

Evaluation:

1. Define home trade and give three examples of it.

2. Explain foreign trade and mention its three types.

3. Differentiate between import trade and export trade.
4. State two advantages of export trade to a nation.

5. What is entrepdt trade? Give one example.

Assignment:

Write short notes on the following:
a. Importance of home trade to a country’s economy.

b. Importance of foreign trade to the development of a nation.
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WEEK 10: PRODUCTION I
Meaning and Stages (Types) of Production; Effects on Society and Environment

JSS 1Business Studies - Week 10: Production |
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Production is one of the most important activities in business because it is concerned with the
creation of goods and services that satisfy human wants and needs. Without production, there
would be no products to sell, no services to enjoy, and no business to operate. Every human
being depends on production because it provides the food we eat, the clothes we wear, the

houses we live in, and the services we use daily.

Meaning of Production
Production refers to the process of creating goods and services to satisfy human needs and

wants. It involves the transformation of raw materials into finished products, or the provision
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of services that are useful to people. For instance, when a farmer plants crops, harvests them,
and sells them in the market, that is production. Similarly, when a doctor treats a sick person,

or when a teacher imparts knowledge to students, these are also forms of production.

Production is not limited to just manufacturing physical goods; it also includes rendering
services. In simple terms, production is any activity that adds value to goods and services

and makes them available to satisfy human wants.

Stages (Types) of Production

Production can be classified into three main stages based on how goods and services are

created and delivered:
Primary Production

This is the first stage of production. It involves the extraction of raw materials directly from
nature. It is concerned with activities that provide raw materials for further production.
Examples include farming, fishing, mining, forestry, and hunting. These activities are
essential because they supply the basic materials needed for other forms of production. For
instance, agriculture provides crops like maize, cocoa, and rice, as well as livestock products

like meat and milk. Mining provides minerals like crude oil, gold, coal, and iron ore.

Primary production is the foundation of all other production activities because without raw

materials, manufacturing and services cannot take place.
Secondary Production

This is the second stage of production. It involves turning raw materials from the primary

stage into finished or semi-finished goods that can be used by consumers or other industries.
It is also known as manufacturing or industrial production. Examples include turning cotton
into clothes in textile factories, refining crude oil into petrol and kerosene, and using timber

to make furniture.
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Secondary production adds value to raw materials by changing their form and making them
more useful. Industries involved in secondary production include food processing companies,

automobile manufacturers, cement factories, and building construction firms.
Tertiary Production

This is the final stage of production. It involves the provision of services that support the
production and distribution of goods and services. It includes both direct services (services
rendered to individuals) and indirect services (services rendered to aid production and trade).
Examples of tertiary production include transportation (moving goods from factories to
markets), banking (providing finance for businesses), insurance (providing protection against

risks), warehousing (storage of goods), and advertising (promoting products).

Tertiary production ensures that goods and services are available to consumers where and

when they are needed.

Effects of Production on Society and the Environment
Production has significant effects on society and the environment, both positive and negative:
Positive Effects:

1. Provision of Goods and Services: Production ensures that people have access to

essential goods and services such as food, clothing, shelter, healthcare, and education.

2. Employment Opportunities: Production creates jobs for people in agriculture, industries,

and services, thereby reducing unemployment and poverty.

3. Economic Development: The more a society produces, the higher its standard of living.

Production boosts income generation, industrial growth, and infrastructure development.

4. Technological Advancement: Production activities encourage innovation and the use of

modern machines and methods to improve efficiency.

Negative Effects:
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1. Environmental Pollution: Industrial production often leads to air, water, and land
pollution through the release of harmful substances such as smoke, chemicals, and waste

products.

2. Resource Depletion: Continuous extraction of natural resources like minerals, forests,

and fish can lead to scarcity and environmental imbalance.

3. Urbanization Problems: The growth of industries leads to urban migration, which can

cause overcrowding, housing problems, and inadequate social amenities.

4. Health Hazards: Some production processes expose workers and communities to

dangerous substances, leading to illnesses and accidents.

To ensure sustainable production, governments and businesses must adopt environmentally

friendly practices, conserve resources, and enforce laws against harmful production activities.

Evaluation

1. Define production in your own words.

2. List and explain the three stages of production with examples.

3. Explain three positive effects of production on society.

4. Mention and explain any two negative effects of production on the environment.

5. Differentiate between primary and secondary production.

Assignment

Write an essay on the topic: “The Importance of Tertiary Production in the Nigerian
Economy.” Your essay should explain how services such as transportation, banking, and

advertising support production in the country.
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JSS 1 BUSINESS STUDIES LESSON NOTES

SECOND TERM

Week Topic Content
1 Production II Factors of production — meaning, types, rewards,
features, importance
2 Types of Occupation Meaning of occupation; Types — direct and indirect
services; Factors influencing occupation
3 Honesty in Business Meaning of truthfulness; Attributes; Causes of
dishonesty; Rewards/consequences
4 Fairplay and Ethics Fairplay; Meaning of ethics; Ethics guiding
of Business sourcing of chemicals; Meaning and facts about
chemicals; Safe handling, distribution, and disposal
5 Midterm —
Examination
6 Entrepreneurship Meaning of entrepreneurship, enterprise, self-
employment; Successful entrepreneurs (local,
national, international); Importance
7 Midterm Break —
8 Forms of Business Sole proprietorship; Partnership
Organisation I
9 Forms of Business Limited liability companies; Co-operative societies;
Organisation IT Advantages and disadvantages
10 Consumer, Market Meaning of consumer, market, society; Consumer

and Society

education — meaning, need, importance,

consequences of lack of it
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WEEK 1: PRODUCTION II - FACTORS OF PRODUCTION
Meaning of Factors of Production
Factors of production are the resources or inputs that are used in the production of goods and
services. They are the essential elements that make business and economic activities possible.
Without these resources, businesses cannot produce goods, offer services, or meet the needs
and wants of people. Factors of production are usually classified into four main groups: land,

labour, capital, and entrepreneurship.

J55 1 BUSINESS STUDIES - Week 1: Production Il

The Four Factors of Production

4
5 ML
\Ihmm .Fﬂ'l.ﬁiljy

-

~@
= |

S

INTEREST

KEY FEATURES
* Varying Cuality/Quantity
+ Complementary ether)
* Mobsle/immabile {Can move / Cannot move ealy)

BUILDING BLOCKS OF BUSINESS! 4

Types of Factors of Production
1. Land

o Land refers to all natural resources used in production, not just soil or farms. This

includes forests, minerals, water, air, oil, and land itself.
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Features: It is natural, limited, and cannot be moved. Some land is fertile and

suitable for agriculture, while others may be used for building or mining.
Rewards: The reward for land is rent, which is paid to the owner for its use.

Importance: Land provides the raw materials needed for production, supports

agriculture, and offers space for industries and infrastructure.

2. Labour

Labour is the physical and mental effort contributed by people to produce goods
and services. It includes the work of farmers, teachers, factory workers, doctors,

and all employees.

Features: Labour involves human effort, skill, and knowledge. It can be skilled,

semi-skilled, or unskilled.
Rewards: The reward for labour is wages or salaries.

Importance: Labour is essential because human effort is needed to convert raw

materials into finished products and to provide services efficiently.

3. Capital

o

Capital refers to man-made resources used in production, such as machinery, tools,

buildings, vehicles, and money invested in business.

Features: Capital is created by humans, can be physical (machines, tools) or

financial (money), and is not naturally occurring.

Rewards: The reward for capital is interest, paid to those who provide financial

or physical resources.

Importance: Capital increases efficiency, reduces human effort, speeds up
production, and enables businesses to produce large quantities of goods and

services.

4. Entrepreneurship
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o Entrepreneurship is the ability to combine land, labour, and capital to produce
goods and services. Entrepreneurs take risks, make decisions, and innovate to

meet the demands of the market.
o Features: Entrepreneurs are risk-takers, decision-makers, planners, and innovators.

o Rewards: The reward for entrepreneurship is profit, which is earned after

deducting all costs of production.

o Importance: Entrepreneurs drive economic growth, create employment, introduce

new products, and improve standards of living.
Summary of Importance of Factors of Production
e They are essential for producing goods and services to satisfy human needs.
e They create employment opportunities and income for individuals.
e They enable the growth of businesses and industries.
e They contribute to national development and economic progress.
e They determine the efficiency and productivity of an economy.

Understanding factors of production helps students, entrepreneurs, and policy makers make

effective decisions in resource allocation and business management.

Evaluation:

1. Define factors of production and explain why they are important.

2. List the four main factors of production.

3. For each factor, state its reward and one feature.

4. Explain two ways entrepreneurship contributes to national development.

5. Give two examples each of natural resources, human labour, and capital resources.

Assignment:
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Write an essay on “The role of the four factors of production in running a successful

business.” Include examples of how each factor is used in a real-life business or farm.
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WEEK 2: TYPES OF OCCUPATION

An occupation is any activity that a person engages in regularly to earn a living, achieve
personal satisfaction, or contribute to society. Occupations are essential because they provide
individuals with income, skills, and a sense of purpose. They also play a crucial role in
national development by contributing to the economy, producing goods and services, and
reducing unemployment. Understanding the types of occupation and the factors that

influence career choice helps individuals make informed decisions about their future.

WEEK 2: TYPES OF OCCUPATION
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Meaning of Occupation

An occupation can be defined as a person’s regular work or profession through which they
earn a living or serve society. It involves the application of knowledge, skills, and effort to
perform tasks that satisfy human needs or provide services. Occupations may be paid or

unpaid, formal or informal, but all contribute to personal and societal well-being.
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Types of Occupation
Occupations can generally be grouped into two main categories: direct services and indirect

services.

1. Direct Services:
Direct service occupations are those in which workers provide services directly to clients
or customers. These occupations often involve face-to-face interactions, hands-on

activities, or immediate responses to customer needs. Examples include:
o Teachers, who educate students.
e Nurses, who provide healthcare to patients.
o Barbers and hairdressers, who offer grooming services.
e Caterers and chefs, who prepare food for clients.

The key feature of direct service occupations is that the output of work is immediately used
or enjoyed by the customer. Workers in these fields often require interpersonal skills,

patience, and professionalism.

2. Indirect Services:
Indirect service occupations are those in which workers provide support or create goods
that are used by others, rather than serving clients directly. These occupations may
involve the production, distribution, or management of resources, often behind the scenes.

Examples include:
e Factory workers who manufacture goods.
e Accountants who prepare financial records.

o Engineers who design infrastructure.

IT specialists who maintain computer systems.

In indirect service occupations, the service or product benefits society indirectly, supporting

the functioning of other businesses and services.
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Factors Influencing Occupation Choice

Several factors influence the choice of occupation for individuals. These include:

1.

Interest and Aptitude: People tend to choose occupations that align with their personal
interests, talents, and abilities. For example, someone skilled in cooking may choose a

career as a chef.

Education and Training: The level of education and the type of training available often
determine the type of occupation a person can pursue. Certain careers require specialized

knowledge, certificates, or degrees.

Economic Factors: Income potential, job security, and demand for particular skills can
influence occupational choices. Many people select careers that provide financial stability

or growth opportunities.

Cultural and Social Factors: Family expectations, community norms, and cultural
beliefs can guide individuals toward certain occupations. For instance, children may

follow in the professional footsteps of parents or guardians.

Availability of Opportunities: The ease of access to employment opportunities in a
given location affects occupational choice. People are more likely to engage in jobs that

are readily available in their community.

Personal Values and Goals: A person’s ethical beliefs, lifestyle preferences, and long-
term goals may also determine their career path. For example, someone committed to

helping others may choose a career in medicine or social work.

In conclusion, occupations are essential for personal development, income generation, and

national growth. They can be classified into direct and indirect services, each playing a

unique role in society. Choosing an appropriate occupation requires careful consideration of

interests, skills, education, economic prospects, and social factors. Understanding these helps

individuals plan successful and fulfilling careers.

Evaluation:

43




1. Define occupation.

2. Differentiate between direct and indirect service occupations.

3. List four examples of direct service occupations.

4. Mention three factors that influence a person’s choice of occupation.

5. Explain why understanding types of occupation is important for career planning.

Assignment:
Write an essay on “The Importance of Choosing the Right Occupation for Personal and

National Development.” Include examples of both direct and indirect service occupations.
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WEEK 3: HONESTY IN BUSINESS
Meaning of Truthfulness
Truthfulness is the quality of being sincere, open, and free from lies or deceit in words,
actions, and dealings with others. In business, truthfulness means saying the truth about
goods and services, keeping accurate records, delivering what is promised, and avoiding
cheating or manipulation. An honest businessperson tells customers the right price, the

correct quality and quantity of goods, and does not use tricks to gain unfair profit.

Honesty is the foundation of every successful business because it builds trust between the
businessperson and customers. A truthful trader gains a good reputation and attracts more
customers, while a dishonest trader may make quick profit but will eventually lose trust and

reputation.

JSS 1 BUSINESS STUDIES - Week 3:

Honesty in Business
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Attributes of Honesty in Business

The qualities or attributes that show that a person is honest in business include:
1. Sincerity: Being open and genuine in dealings with customers, suppliers, and workers.
2. Fairness: Treating all customers equally and charging fair prices.

3. Keeping Promises: Delivering goods and services as agreed without unnecessary

€XCuscEs.

4. Transparency: Allowing business records and accounts to be open and clear for

inspection.
5. Accuracy: Ensuring that weighing scales, measures, and records are correct.

6. Trustworthiness: Customers and partners should be able to depend on the word of the

businessperson.
7. Obedience to Laws: Following government rules, paying taxes, and respecting contracts.

8. Integrity: Standing firm to do what is right even when no one is watching.

Causes of Dishonesty in Business
Dishonesty means lying, cheating, or deceiving in order to gain personal advantage. Some

businesspeople engage in dishonest practices because of:

1. Greed: The desire to get more money and profit by cheating customers.

2. Poverty: Some people cheat in business because they lack money and want quick gain.
3. Ignorance: Lack of proper training and moral upbringing can make a person dishonest.

4. Peer Pressure: Influence from friends or colleagues who are dishonest in their own

businesses.

5. Weak Laws and Poor Enforcement: When government does not punish cheating,

dishonest traders feel encouraged.
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6. Desperation for Success: Some businesspeople lie or manipulate records because they

want to appear successful quickly.

7. Lack of Fear of God: People without moral or religious values may see nothing wrong

in cheating others.

Rewards and Consequences of Honesty and Dishonesty

Rewards of Honesty in Business:

e Good Reputation: Customers trust and respect honest businesspeople.
o Customer Loyalty: Satisfied customers return and bring more people.

e Long-Term Profit: Though the gains may come slowly, honest businesses last longer

and grow stronger.
e Peace of Mind: An honest businessperson has no fear of being caught or exposed.
o Divine Blessing: Many religions teach that God blesses honest people.

o Business Growth: With trust and reliability, the business will expand and attract

investors.
Consequences of Dishonesty in Business:
e Loss of Trust: Customers stop patronizing dishonest traders.
e Collapse of Business: A dishonest reputation drives away clients and leads to failure.

e Punishment by Law: Dishonest practices such as fraud, fake goods, and false records

may lead to arrest and imprisonment.
o Loss of Reputation: A dishonest trader is known as a liar and a cheat.
e Guilt and Fear: Dishonest people live with fear of being caught.

e Divine Punishment: Religious teachings condemn dishonesty and warn of spiritual

consequences.
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Summary

Honesty in business means being truthful and transparent in all dealings. An honest
businessperson shows sincerity, fairness, trustworthiness, and integrity. Dishonesty, on the
other hand, is caused by greed, poverty, ignorance, peer pressure, weak laws, and lack of
moral values. While honesty brings rewards such as reputation, loyal customers, and business

growth, dishonesty leads to loss of trust, punishment, and business failure.

Evaluation

1. What is truthfulness in business?

2. List five attributes of honesty in business and explain two.

3. Mention four causes of dishonesty in business.

4. State three rewards of honesty and three consequences of dishonesty.

5. Why is honesty important for the survival of any business?

Assignment

1. Write short notes on the following attributes of honesty: (a) Transparency, (b) Accuracy,

(c) Integrity.

2. Interview a trader in your community and ask how honesty has helped or affected his/her

business. Write a half-page report on your findings.
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WEEK 4: FAIRPLAY AND ETHICS OF BUSINESS
Business is an activity that involves the production, distribution, and exchange of goods and
services for profit and satisfaction of human needs. For business to succeed, fairness and
ethics must guide all operations. Business without ethics leads to cheating, exploitation,
accidents, and harm to individuals and society. This is why the study of fairplay and

business ethics is very important for students and young entrepreneurs.

JSS 1 Business Studies - Week 4
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Meaning of Fairplay in Business

Fairplay in business means being honest, just, and fair in dealing with customers, employees,
suppliers, and society. It is the practice of avoiding cheating, fraud, dishonesty, or

exploitation in commercial activities.
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For example, selling goods at the correct weight and measure, charging reasonable prices,
paying workers their due wages, and providing goods that are safe and of good quality show

fairplay in business.

Importance of Fairplay in Business:

o It promotes trust between buyers and sellers.

e It ensures customer satisfaction and loyalty.

e It prevents conflict and promotes peace in the market.
e It improves the reputation of the business.

e It encourages long-term growth and development.

Meaning of Ethics in Business

Ethics means the rules, principles, or moral standards that guide behavior and decision-
making in business. Business ethics deals with what is right and wrong in commercial

activities.

An ethical business is one that operates according to honesty, responsibility, fairness, respect

for laws, and concern for human health and the environment.
Examples of Ethical Business Practices:

o Selling genuine and safe products instead of fake or expired goods.
e Avoiding the use of harmful chemicals in food or production.

o Paying taxes honestly to the government.

o Treating workers fairly and avoiding child labor.

e Respecting customers’ rights and privacy.

Ethics Guiding Sourcing of Chemicals
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Many businesses use chemicals, either for production, preservation, cleaning, or packaging.
Examples include preservatives in food, fertilizers and pesticides in farming, cleaning agents,
cosmetics, and industrial materials. Since chemicals can be dangerous, there are ethics

guiding how they should be sourced.
Ethical Guidelines for Sourcing Chemicals:
e Chemicals must be obtained from registered and licensed suppliers.

o They should be approved by regulatory bodies such as NAFDAC (National Agency for

Food and Drug Administration and Control) in Nigeria.
o Fake, adulterated, or untested chemicals must be avoided.
o Importation of banned or expired chemicals is unethical and harmful.

o Suppliers must ensure correct labeling and safety information.

Meaning and Facts about Chemicals

A chemical is any substance that is used in or produced by a process involving change in
matter. Chemicals may be natural or artificial. In business, they are often used in agriculture
(fertilizers, pesticides), food production (preservatives, additives), cosmetics, cleaning agents,

and manufacturing industries.
Facts about Chemicals:

e Some chemicals are beneficial (fertilizers improve crop yield, preservatives make food

last longer, detergents help in cleaning).

e Some chemicals can be harmful if misused (pesticides can poison humans, corrosive

acids can cause burns, expired preservatives can cause illness).

e Chemicals must always be handled with care because they can be toxic, flammable,

corrosive, or explosive.
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Safe Handling, Distribution, and Disposal of Chemicals

Safe Handling:

Always read labels and follow instructions.

Use protective clothing such as gloves, masks, and goggles.

Store chemicals in properly labeled containers.

Avoid inhaling, tasting, or touching chemicals unnecessarily.

Safe Distribution:

Transport chemicals in well-sealed containers.

Ensure they are carried in vehicles designed for chemical safety.

Distributors should be licensed and trained to handle chemicals.

Keep chemicals away from children, food items, and water sources.
Safe Disposal:

e Never dispose of chemicals in open drains, rivers, or on bare ground.
o Dispose chemicals according to environmental safety guidelines.

o Expired or leftover chemicals should be collected and treated in designated waste

disposal centers.
e Burning, burial, or recycling should only be done under supervision of safety authorities.
Importance of Safe Handling and Disposal:
e It prevents accidents such as poisoning, burns, or explosions.
o It protects the environment from pollution.
o It ensures the safety of workers, consumers, and the general public.

o It sustains trust and reputation of the business.
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Evaluation:

1. Define fairplay in business and give two examples.

2. Explain the meaning of business ethics.

3. List three ethical rules guiding the sourcing of chemicals.

4. State three facts about chemicals that make them dangerous when misused.

5. Describe two safe methods of handling chemicals and two safe methods of disposing

chemicals.

Assignment:

1. Write a short essay on the importance of fairplay in maintaining customer trust in

business.

2. Visit a local shop or market and find out how they handle chemicals (e.g., detergents,
insecticides, or cosmetics). Write a report on whether their handling and distribution is

safe and ethical.
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WEEK 6: ENTREPRENEURSHIP

Entrepreneurship is a very important aspect of Business Studies because it introduces

students to the idea of creating, managing, and growing a business. Every successful business

we see today began as an idea in the mind of someone who had the courage and skills to turn

it into reality.

J5S 1 Business Studies - Week 6
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Meaning of Entrepreneurship

Entrepreneurship is the process of identifying a business opportunity, gathering resources,

and organizing them to establish and manage a business with the aim of making profit. It

involves creativity, innovation, risk-taking, and determination.
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An entrepreneur is the person who takes the initiative to start and run the business.

Entrepreneurship is therefore the act of being an entrepreneur.
e A student who makes snacks to sell in school is practicing entrepreneurship.

e A farmer who produces crops and sells them in the market is also an entrepreneur.

Meaning of Enterprise

An enterprise is a business venture or project started by an entrepreneur. It is the actual
organisation or business activity through which goods and services are produced or

exchanged for profit.
o For example, Dangote Group is an enterprise founded by Aliko Dangote.

e A tailoring shop, a cybercafé, or a poultry farm are also enterprises.

In other words, entrepreneurship is the act, while enterprise is the result (the business itself).

Meaning of Self-Employment

Self-employment means working for oneself rather than being employed by another person

or organisation. A self-employed person creates his or her own job through entrepreneurship.

e A self-employed fashion designer sews clothes for customers.
e A self-employed barber owns and manages his own barbing salon.

Self-employment gives independence but also requires hard work and responsibility.

Successful Entrepreneurs (Local, National, International)

To better understand entrepreneurship, we can study examples of successful entrepreneurs:
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e Local Entrepreneurs (Community level): These include small business owners such as
farmers, caterers, local furniture makers, shop owners, and artisans who contribute to

local economic growth.

e National Entrepreneurs (Nigeria): Examples include Aliko Dangote (Dangote Group —
cement, sugar, flour), Folorunsho Alakija (fashion, oil, and real estate), Tony Elumelu
(banking and investments), Innocent Ifediaso Chukwuma (Innoson Vehicle

Manufacturing), and Ibukun Awosika (The Chair Centre — furniture).

o International Entrepreneurs: Examples include Bill Gates (Microsoft), Steve Jobs
(Apple), Mark Zuckerberg (Facebook/Meta), Elon Musk (Tesla, SpaceX), and Oprah

Winfrey (media and entertainment).

These entrepreneurs started small but grew their enterprises through hard work, creativity,

innovation, and persistence.
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Importance of Entrepreneurship

Entrepreneurship plays a vital role in the development of individuals and the nation. Its

importance includes:

1. Job creation: Entrepreneurs provide employment for themselves and others.
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Economic growth: Entrepreneurship contributes to national income and economic

development.

Innovation: Entrepreneurs introduce new products, services, and better ways of doing

things.

Self-reliance: It reduces dependence on government jobs by encouraging self-

employment.

Wealth creation: Entrepreneurs make profits which improve their standard of living and

increase the nation’s wealth.

Utilisation of local resources: Entrepreneurs make use of raw materials, land, and labour

available in their environment.

Improved standard of living: Through their products and services, entrepreneurs make

life easier and more comfortable.

National development: Strong entrepreneurship reduces poverty, creates industries, and

boosts the country’s reputation.

Summary

Entrepreneurship is the process of starting and managing a business by an entrepreneur. An

enterprise is the actual business created, while self-employment is working for oneself

instead of for an employer. Successful entrepreneurs exist at the local, national, and

international levels. Entrepreneurship is important for job creation, innovation, economic

growth, self-reliance, and overall national development.

Evaluation

Define entrepreneurship.

2. Who is an entrepreneur? Give two examples of successful Nigerian entrepreneurs.

3. Differentiate between entrepreneurship and enterprise.
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4. Explain what is meant by self-employment and give two examples.

5. State four importance of entrepreneurship.

Assignment
1. Write a short note on any one successful entrepreneur in Nigeria stating:
o His/Her name
o The type of business
o Challenges faced
o Achievements

2. Interview a small business owner in your community (e.g., tailor, carpenter, barber, shop
owner). Ask about how they started their business and the challenges they face. Write a

one-page report.
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WEEK 8: FORMS OF BUSINESS ORGANISATION I
Every business needs an organised structure through which it is established, owned, managed,
and operated. This is what we call a form of business organisation. The form of business
organisation chosen by an entrepreneur depends on the size of the business, the amount of
capital available, the nature of the goods or services being offered, and the owner’s goals. In
this lesson, we shall examine two major forms of business organisation: sole proprietorship

and partnership.

Sole Proprietorship

A sole proprietorship is the simplest and most common form of business organisation. It is a
type of business owned, financed, and controlled by one person. The owner is known as a
sole proprietor or sole trader. This type of business is very common in Nigeria and can be
found in towns, villages, and markets. Examples are roadside shops, barbers, hairdressers,

vulcanizers, provision stores, and small-scale farmers.
Characteristics of Sole Proprietorship
1. Ownership and control rest in the hands of one person.

2. The proprietor provides the initial capital and may also borrow from friends, family, or

banks.
3. The business is easy to set up because it requires little legal formalities.
4. The sole proprietor enjoys all the profits but also bears all the losses.

5. The business has unlimited liability, which means that if the business runs into debt, the

owner’s personal property may be used to pay the debt.

6. The business usually remains small in size because it depends on the resources of one

person.
Advantages of Sole Proprietorship
e It is simple and cheap to establish.

o The owner enjoys privacy in business matters and takes decisions quickly without

consulting others.
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All profits belong to the owner.

It allows close relationship between the owner and customers, which builds trust and

loyalty.

The owner enjoys personal independence and can adjust easily to changing conditions.

Disadvantages of Sole Proprietorship

The owner bears unlimited liability for business debts.
Capital is usually limited, making expansion difficult.
The death or illness of the owner can end the business.
It may not attract skilled employees because of its small size.

The business has limited capacity to compete with large companies.

Partnership

A partnership is a type of business organisation where two or more persons (between 2 and

20 in Nigeria, except for professional partnerships like lawyers and accountants which can be

more) agree to come together to own, manage, and run a business with the aim of making

profit. Each partner contributes resources such as money, skills, or property to the business,

and profits or losses are shared according to their agreement.

Characteristics of Partnership

1.

2.

It is formed by an agreement between partners, either written (partnership deed) or oral.
Ownership and control are shared by two or more people.

Capital is contributed by partners in agreed proportions.

Partners share profits and bear losses together.

Like sole proprietorship, partners also have unlimited liability, unless it is a limited

partnership.

Partnership is not a separate legal entity from its owners.
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Advantages of Partnership

e More capital is available compared to sole proprietorship since more than one person

contributes.
e Decision-making can benefit from a wider range of knowledge, skills, and experience.
e Risks and responsibilities are shared among partners.
o Partnership is easier to form than a company and has fewer legal requirements.

o It allows for specialization, as each partner can handle the area where he or she is most

skilled.
Disadvantages of Partnership
o Disagreements and conflicts may arise among partners, which can affect the business.

e Each partner has unlimited liability and can be held responsible for the mistakes of other

partners.
o Decision-making may be slower since partners need to consult one another.
e Death, withdrawal, or bankruptcy of a partner can bring the partnership to an end.

o Profits are shared among partners, so individual reward may be less than expected.

In summary, both sole proprietorship and partnership are simple forms of business
organisation. Sole proprietorship is owned by one person and is very common among small-
scale traders and artisans, while partnership is owned by two or more people who share
responsibilities, profits, and risks. The choice between them depends on the resources

available, the nature of the business, and the level of risk the owners are willing to bear.

Evaluation
1. Define sole proprietorship and partnership.

2. Mention three characteristics of a sole proprietorship.
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3. State three advantages and three disadvantages of a partnership.
4. Differentiate between sole proprietorship and partnership.

5. Explain the meaning of unlimited liability and how it affects both sole proprietors and

partners.

Assignment

Write an essay of not less than one and a half pages on the topic:
“The challenges faced by sole proprietors in Nigeria and how forming partnerships can

’

solve some of these challenges.’
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WEEK 9: FORMS OF BUSINESS ORGANISATION II

In our previous lesson, we introduced the different forms of business organisation such as

sole proprietorship and partnership. In this lesson, we shall study other important forms of

business ownership, namely limited liability companies and co-operative societies. We

shall also examine their advantages and disadvantages.

Company Types

1. Limited
Company

« Separate Legal Entity
+ Limited Liability
= Large Capital

1. Limited Liability Companies

2. Co-operative
Society

» Voluntory Membership
= Equal Voting Rights
» Mutual Help

A limited liability company is a business organisation that has a separate legal existence from

its owners. This means that the law recognizes the company as a “person” that can own

property, sue, and be sued. The people who own shares in the company are called

shareholders. The liability of shareholders is limited to the value of the shares they hold.

Limited liability companies are divided into two:

o Private Limited Liability Company (Ltd):

This type of company is usually small to medium in size. Its shares are not sold to the
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general public. Instead, ownership is restricted to a few people, often family members or
close associates. The law usually restricts membership to between 2 and 50 shareholders.
For example, a family-owned furniture manufacturing company may register as a private

limited company.

Public Limited Liability Company (Plc):

This is a larger company in which the shares are available to the general public. People
can buy and sell shares on the stock exchange. Membership can run into thousands of
shareholders. Examples in Nigeria include banks, telecommunications companies, and oil

companies.

Advantages of Limited Liability Companies:

Shareholders have limited liability, meaning their personal property is protected if the

company goes bankrupt.

The company enjoys continuity, as the death or withdrawal of shareholders does not

affect its existence.
It can raise large amounts of capital by issuing shares.

It enjoys a separate legal entity, giving it more credibility.

Disadvantages of Limited Liability Companies:

2

It is expensive and complicated to set up due to strict legal requirements.

Decision-making may be slow because of bureaucracy and the large number of

shareholders.
Profits are shared among many shareholders.

In the case of public companies, there is a risk of hostile takeover.

. Co-operative Societies

A co-operative society is a voluntary association of people who come together to pursue a
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common economic goal. Members pool their resources together to meet their needs, and

profits made are shared among members according to their level of participation or patronage.
Types of co-operative societies include:

o Consumer co-operative societies (formed to buy goods in bulk and sell to members at

reduced prices).

e Producer co-operative societies (formed by producers to process and market their

products).

e Credit and thrift societies (formed to encourage savings and provide loans to members

at low interest rates).

e Multi-purpose co-operative societies (which perform more than one function for

members).
Advantages of Co-operative Societies:
o They promote mutual help and self-reliance among members.
e Goods and services are provided at fair prices.
e Members have equal rights regardless of the number of shares they own.
e They encourage savings and provide credit facilities.
Disadvantages of Co-operative Societies:

o Poor management may occur because leaders are often elected from among members

who may lack business expertise.
o Limited capital may hinder expansion.
o Conflicts may arise among members due to differences in opinion.

e They may face government interference and restrictions.

Summary:
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e A limited liability company is a legally recognized business separate from its owners. It

may be private (Ltd) or public (Plc).
e A co-operative society is a voluntary group formed to meet common needs of members.

o Both forms of business organisations have their advantages and disadvantages.

Evaluation:

1. Define a limited liability company.

2. Differentiate between a private limited company and a public limited company.
3. Mention three advantages and three disadvantages of limited liability companies.
4. Explain what a co-operative society is and give two examples.

5. State two advantages and two disadvantages of co-operative societies.

Assignment:

Write short notes on the following:
a. Explain why the law limits the liability of shareholders in a company.

b. Discuss the importance of co-operative societies in the economic development of Nigeria.
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WEEK 10: CONSUMER, MARKET AND SOCIETY

e Meaning of Consumer, Market, and Society

e Consumer Education: Meaning, Need, Importance, and Consequences of Lack of

Consumer Education

Consumer Education:
Be a Wise Consumer

WHY NEEDED

o &

Making Informed Choices

= Financial Savings & Value

&

Meaning of Consumer

CONSEQUENCES OF LACK

Financial Loss/Fraud

=» Exploiuation &
& Scams

\

AN

\

—@® %
7>

Poor Product Choices

=+ Dissatstcation & Waste

A consumer is any person or organization that buys goods or uses services to satisfy their

personal needs and wants. Consumers can be individuals buying goods for themselves and

their families or organizations purchasing goods and services for their operations. For

example, a student buying exercise books is a consumer; a hospital purchasing drugs for

patients is also a consumer.

Consumers play a vital role in the economy because they create demand for goods and

services, which encourages production and trade. Without consumers, businesses would have

no one to sell to, and production would become meaningless.
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Meaning of Market

A market is any arrangement or place where buyers and sellers come together to exchange
goods and services at agreed prices. It does not necessarily mean a physical location; it can
also be virtual or online. For example, a local market where food items are sold is a physical
market, while online platforms like Jumia and Konga represent virtual markets.

The essential elements of a market include:

e Buyers (people who want goods and services)

e Sellers (people who provide goods and services)
e Products (goods and services to be exchanged)

e Medium of exchange (usually money)

Markets are important because they provide a platform for trade, ensure goods are distributed,

and determine prices through the interaction of demand and supply.

Meaning of Society

Society refers to a group of people living together in an organized way, sharing common
laws, values, and institutions. It is the community in which consumers and markets operate.
Society includes families, schools, businesses, and governments, all interacting to meet

human needs. Society creates the environment for production, trade, and consumption.

Consumer Education

Meaning of Consumer Education

Consumer education is the process of teaching consumers about their rights, responsibilities,
and the correct ways to make informed decisions when buying goods and services. It helps
consumers understand product quality, prices, safety, and how to seek redress if cheated.

Consumer education empowers people to avoid waste, fraud, and exploitation.

Need for Consumer Education
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Consumer education is needed because:

There are many fake, substandard, and adulterated products in the market. Consumers

need knowledge to identify genuine goods.

Some sellers exploit consumers through overpricing or false advertising. Educated

consumers can resist such exploitation.

Complex modern markets and advertising can confuse consumers. Education helps them

make wise choices.

Consumers must know their rights, such as the right to safety, the right to be informed,

and the right to choose.

Importance of Consumer Education

Consumer education is important for several reasons:

1.

2.

Prevents Exploitation: It protects consumers from being cheated or sold inferior goods.

Promotes Wise Spending: Educated consumers can manage their money well and avoid

unnecessary purchases.

Improves Health and Safety: By learning about product safety and quality, consumers

avoid harmful or expired goods.

Increases Awareness of Rights: It ensures consumers know how to seek compensation

when wronged.

Encourages Economic Development: When consumers buy wisely, resources are used

efficiently, and businesses grow fairly.

Consequences of Lack of Consumer Education

When consumers are not educated, several problems occur:
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1. Exploitation: Sellers can cheat consumers by charging high prices or providing low-

quality goods.

2. Health Risks: Consumers may buy unsafe, expired, or harmful products without

knowing the dangers.

3. Financial Loss: Ignorant consumers often waste money on products they do not need or

that do not last long.

4. Encouragement of Fraudulent Practices: Dishonest sellers thrive when consumers lack

knowledge.

5. Low Standard of Living: Poor choices lead to waste, debt, and lack of essential goods

and services.

Evaluation

1. Who is a consumer? Give two examples.

2. Define a market and explain its essential elements.

3. What is consumer education?

4. State three reasons why consumer education is necessary.

5. Mention four consequences of lack of consumer education.

Assignment

Write a detailed essay on the topic:
“The Importance of Consumer Education to the Nigerian Society.”

Your essay should include:
e Meaning of consumer education
e At least five reasons why it is important

o Examples of situations where consumer education can prevent problems
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JSS 1 BUSINESS STUDIES LESSON NOTES

THIRD TERM
Week Topic Content
1 Book-keeping as a Tool Introduction to book-keeping; Meaning;

in Business I

Importance; Qualities of a good book-keeper;

Common practices

2 Source Documents and Meaning/Uses of source documents; Types of
Special Journals I source documents

3 Source Documents and Journals: meaning, types; Format of a sales
Special Journals 11 journal

4 Double Entry Book- Meaning; Treatment of assets, liabilities,
keeping expenses; Meaning and format of ledger;

Classification of accounts

5 Midterm Examination —

6 Keyboarding as a Introduction to keyboarding; Meaning;
Communication Tool I Importance; Correct sitting posture

7 Midterm Break —

8 Keyboarding as a The typewriter — meaning, types, parts; Computer
Communication Tool keyboard — meaning, uses, similarities with
11 typewriter

9 Keyboarding as a Care of the computer; Items used; Getting ready
Communication Tool to keyboard (paper sizes, techniques, rows,
I divisions)

10 Keyboarding as a Alphanumeric keys; Service keys; Function keys;

Communication Tool

IV

Control keys; Special keys and their functions;

Spacing and punctuation marks; Short forms
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11-13

Revision / Examination

/ Closing
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WEEK 1: BOOK-KEEPING AS A TOOL IN BUSINESS 1
Introduction to Book-keeping
Book-keeping is the systematic recording of financial transactions in a business. It is an
essential part of business management because it helps track the movement of money, goods,
and services. Proper book-keeping ensures that a business can evaluate its performance,

make informed decisions, and comply with legal and tax requirements.

Book-keeping is not only for large businesses; even small enterprises benefit greatly from
keeping accurate records of income, expenses, sales, and purchases. Without proper records,

a business risks financial loss, mismanagement, and legal problems.

— I ~
1. Source u;" 5@
Documents 2. Journal/Book of 4. Trial Balance Importance:
- Original Entry | ==
‘;".Ej fE & Decision Making
== Lo0EN @ Legal Compliance
& Financial Control
. J

Meaning of Book-keeping

Book-keeping is the practice of recording, classifying, and summarizing financial
transactions in a systematic way. It provides a permanent and organized record of all
business activities in monetary terms. It forms the foundation for accounting, which further

analyzes and interprets financial data.
Importance of Book-keeping

1. Decision Making: Accurate records help business owners make informed decisions

regarding purchases, sales, and investments.

2. Financial Control: It helps monitor income and expenditure, preventing waste, fraud,

and theft.

3. Legal Compliance: Proper records ensure that businesses comply with tax regulations

and other statutory requirements.
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Performance Evaluation: Book-keeping allows the business owner to compare profits,

losses, and growth over time.

Facilitates Accounting: Well-kept records simplify accounting procedures such as

preparing balance sheets and income statements.

Planning and Forecasting: Past financial records provide data for future planning,

budgeting, and business expansion.

Qualities of a Good Book-keeper

A good book-keeper possesses several important qualities:

1.

Honesty and Integrity: Must handle financial records responsibly without

misrepresentation or fraud.
Accuracy: Ensures that every transaction is recorded correctly and precisely.

Organizational SKkills: Able to maintain records in a clear, systematic, and retrievable

manner.
Attention to Detail: Carefully checks figures and information to prevent errors.
Reliability: Can be trusted to maintain records over time consistently.

Knowledgeable: Understands basic principles of money handling, business operations,

and record-keeping methods.

Common Book-keeping Practices

1.

Daily Recording: Transactions should be entered as they occur to avoid omissions or

CITO1S.

Use of Journals and Ledgers: Transactions are first recorded in journals and later

posted to ledgers for classification.

Maintaining Receipts and Vouchers: Supporting documents should be kept for all

transactions to provide evidence and verification.

Balancing Accounts: Periodically balancing accounts ensures that debits and credits are

equal and financial records are accurate.
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5. Regular Review: Records should be reviewed and checked to detect mistakes or

fraudulent activities early.

6. Separation of Duties: In larger businesses, recording, receiving, and payment functions

are separated to prevent errors and fraud.

In summary, book-keeping is a vital tool for business management. It provides a clear record
of all transactions, promotes accountability, supports decision-making, and forms the basis

for proper financial management.

Evaluation:

1. Define book-keeping and explain its importance to a business.

2. List four qualities of a good book-keeper and explain why each is important.
3. Mention three common practices in book-keeping.

4. Explain two ways book-keeping helps in planning and decision-making.

5. State two reasons why small businesses need to maintain proper records.
Assignment:

Prepare a report on “The role of book-keeping in the success of a business.” Include
examples of at least three types of transactions that should be recorded and explain how each

helps the business.

76




WEEK 2: SOURCE DOCUMENTS AND SPECIAL JOURNALS I
In every business, accurate recording of financial transactions is essential to ensure proper
management, accountability, and decision-making. To record these transactions correctly,
businesses rely on source documents—the original records that provide evidence that a
transaction has occurred. Source documents serve as proof of financial activities, help in the

preparation of accounts, and support auditing processes.

Common Source Documents

1. Sales Invoice

LG :'“__ RECEFT
RI===I8Y S
e - ! Il,_
Seller io Buyer for Credit Sale Proof of Cash Fayment

4. Bank Statement

Autharization for Faymenl Record of Bank Transaclions

Meaning of Source Documents

A source document is a written or printed record that contains details of a business
transaction. It provides the necessary information for entering the transaction into the
accounting system. Source documents are important because they ensure that transactions are

recorded accurately, prevent fraud, and provide a basis for verifying financial records.
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Uses of Source Documents:

Evidence of Transactions: They serve as proof that a transaction has taken place. For

example, a sales invoice proves that goods were sold.

Recording Transactions: They provide the details needed to make entries in journals

and ledgers.

Facilitating Audits: Source documents are used by auditors to verify the correctness and

authenticity of financial statements.

Decision-Making: They provide information that helps management in making informed

financial and operational decisions.

Legal Protection: Source documents can serve as legal evidence in case of disputes or

claims.

Types of Source Documents

Source documents vary depending on the nature of the transaction. Common types include:

1.

Invoices (Sales and Purchase):

Sales Invoice: A document issued by a seller to a buyer, indicating the goods sold,

quantity, price, and terms of payment. It serves as proof of a sale.

Purchase Invoice: A document received by a buyer from a supplier, showing the goods

bought, their price, and terms of payment.

Receipts:
Receipts are documents issued as proof of payment. They may be for cash received from

customers, payment of bills, or other monetary transactions.

Payment Vouchers:
These are documents prepared to authorize the payment of money by the business. They

provide details of who is being paid, the amount, and the reason for payment.

Bank Statements:
A bank statement is issued by a bank, showing the transactions in a business’s bank

account for a specific period. It is used to reconcile the cash book and verify transactions.
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Credit Notes and Debit Notes:

Credit Note: Issued by a seller to a buyer, reducing the amount owed due to returned

goods or overcharges.

Debit Note: Issued by a buyer to a seller, requesting an adjustment for returned goods or

under-billed amounts.

Delivery Notes:
These accompany goods delivered to a customer, listing the items supplied. They serve as

proof that goods have been delivered.

Memoranda (Memos):
Internal memos provide written instructions or information about business transactions

within the organization.

In summary, source documents are the foundation of accurate accounting and financial

management. They provide proof, ensure proper recording, support audits, assist in decision-

making, and protect the organization legally. Understanding the types and uses of source

documents is fundamental for anyone studying business studies or planning to manage

financial records.

Evaluation:

Define source documents.

State three uses of source documents in business.

Differentiate between a sales invoice and a purchase invoice.

Mention two examples each of documents used to show payment and delivery of goods.

Explain why source documents are important for legal and audit purposes.

Assignment:

Collect three different source documents (such as receipts, invoices, or bank statements)
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from home or local shops. Identify the type of each document and explain its use in recording

business transactions.

WEEK 3: SOURCE DOCUMENTS AND SPECIAL JOURNALS II

In business, accurate record keeping is very important for monitoring transactions and ensuring
accountability. Transactions such as sales, purchases, payments, and receipts take place daily in a
business, and these need to be recorded properly. To achieve this, businesspeople make use of
source documents and special journals. This lesson will focus on journals, their meaning, types,

and particularly the sales journal and its format.

Special Journals

=2 8

Sales Journal Purchases Journal
Records: All Credit Records: All Credit
Sales Purchases

Transactions

T & '

Cash Book General Journal
Records: All Cash & Records: Correcling
Bank Transactions Errors & Unusual ltems

[Recaipts & Payments)

Meaning of Journals
A journal is a book of original entry where all business transactions are first recorded before they
are transferred to the ledger. It is sometimes called the “day book™ because it contains the daily

record of transactions.
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When a business engages in several types of transactions, it is better to keep separate books for

each type. This is why we have special journals. They help to make record-keeping simple,

organized, and accurate.

Types of Journals

The major types of journals used in business are:

1.

Sales Journal: This is used to record all credit sales of goods. Only goods sold on credit

are recorded here. Cash sales are not included because they are recorded in the cash book.

Purchases Journal: This is used to record all credit purchases of goods meant for resale.

Cash purchases are not recorded here.

Sales Returns Journal (or Returns Inwards Journal): This is used to record goods that
customers return to the business after purchase, usually because they are damaged, wrong,

or unsatisfactory.

Purchases Returns Journal (or Returns Outwards Journal): This is used to record

goods that the business itself returns to suppliers.

Cash Book: Although sometimes treated separately, it is also regarded as a book of

original entry, used to record cash and bank transactions.

General Journal (or Journal Proper): This is used to record unusual transactions that
cannot be entered into any of the special journals. Examples include correction of errors,

opening entries, and closing entries.

The Sales Journal

The sales journal is one of the most important special journals in business. It is used to record

all goods sold on credit to customers. It is prepared based on information from sales invoices

1ssued to customers.

If a customer buys goods on credit, the invoice is raised showing the details of the

transaction.
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e These details are then entered into the sales journal.

e At the end of the month, the total from the sales journal is posted to the sales account in

the ledger, while individual customer accounts are credited in the debtors’ ledger.

Format of a Sales Journal

A standard sales journal has several columns for recording details of credit sales. The format is

usually as follows:
| Date | Invoice Number | Customer’s Name/Details | Folio | Amount (¥) |
o Date: The actual date when the sale was made.
o Invoice Number: A reference number on the sales invoice for identification.
o Customer’s Name/Details: The name of the customer who bought the goods on credit.

o Folio: A page number or reference to the ledger where the customer’s account can be

found.
e Amount: The value of the goods sold on credit.

Example of a Sales Journal

Date Invoice No. | Customer’s Name | Folio | Amount (N)
5/05/2025 | 101 John Ade & Sons | 001 | 35,000
8/05/2025 | 102 Musa Traders 002 | 20,000
15/05/2025 | 103 Grace Stores 003 | 50,000
28/05/2025 | 104 Okon Enterprises | 004 | 25,000

Total Credit Sales for May = %130,000

At the end of May, the total amount of ¥130,000 is posted to the Sales Account in the ledger,

while each customer’s account is credited individually with the amount owed.

Summary
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Journals are books of original entry used to record daily business transactions.

Special journals include the sales journal, purchases journal, sales returns journal,

purchases returns journal, and general journal.
The sales journal records all credit sales of goods and is prepared from sales invoices.

The format of a sales journal includes columns for date, invoice number, customer’s

name, folio, and amount.

Evaluation

. Define a journal and explain its importance in business.

State four types of journals and their uses.

. What is a sales journal and what type of transactions are recorded in it?

. List the columns in a sales journal.

. From the following transactions, prepare a sales journal for May 2025:

o On May 3, goods worth 15,000 sold on credit to Bola Stores (Invoice No. 201).
o On May 10, credit sale of ¥22,000 to Eze Enterprises (Invoice No. 202).

o On May 21, Musa & Co. bought goods worth 318,000 on credit (Invoice No.
203).

Assignment

. Explain the difference between a sales journal and a purchases journal.

2. Interview a local trader or shop owner and ask how they keep record of credit sales.

Write a short note on whether they use a sales journal or other record-keeping methods.
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WEEK 4: DOUBLE ENTRY BOOK-KEEPING
Book-keeping is the art of systematically recording business transactions in the books of
accounts. Every business, whether small or large, must keep proper records of all financial
activities to know whether it is making profit or running at a loss. The most widely accepted

system of recording business transactions is called the Double Entry Book-keeping System.

Meaning of Double Entry Book-keeping

Double entry book-keeping is a system of recording transactions in which every transaction

affects two accounts — one account is debited and another account is credited.

Debit (Dr) Credit (Cr)
tf  Increases in E_ﬁ : Increases in
Assets Liabilities =
1t Increases in [s= t.9  Increasesin 7
3! Expenses (== Income qnal
Decreases are Decreases are
the opposite! § the opposite! §

This principle is based on the idea that in every transaction, something is given out and

something is received. For example:
o If atrader buys goods with cash, goods (purchases) are received while cash is given out.

e If goods are sold on credit, sales are made (benefit to the trader) while the customer owes

(debtor created).

The double entry system therefore ensures accuracy and prevents fraud because the total of

all debits must always equal the total of all credits.
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The basic rule is:
o Debit what comes into the business.

e Credit what goes out of the business.

Treatment of Assets, Liabilities, and Expenses

In double entry book-keeping, accounts are treated in particular ways according to whether

they are assets, liabilities, capital, income, or expenses.

(a) Assets:
Assets are things of value owned by a business, such as cash, buildings, land, furniture,

vehicles, and stock.
o« When an asset increases, it is debited.
¢ When an asset decreases, it is credited.

(b) Liabilities:
Liabilities are the debts or obligations of the business to outsiders, such as loans, creditors,

and outstanding expenses.
o When a liability increases, it is credited.
e When a liability decreases, it is debited.

(c) Capital:

Capital is the money invested by the owner into the business.
e Increase in capital is credited.
e Decrease in capital is debited.

(d) Income/Revenue:

This is money earned by the business from sales or services.
e Increase in income is credited.

e Decrease in income is debited.
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(e) Expenses:
Expenses are costs incurred in the running of the business, e.g., rent, wages, electricity,

transport.
o Increase in expense is debited.
e Decrease in expense is credited.

This treatment is summarized in the rules of debit and credit in double entry book-keeping.

Meaning and Format of Ledger

The ledger is the principal book of account in which all transactions are finally recorded in

their respective accounts. Each account is given its own page or section in the ledger.
The ledger is often divided into two sides:

e The Debit side (Dr) — left-hand side.

e The Credit side (Cr) — right-hand side.

Each transaction is entered in two places: one account will show a debit entry and another

account will show a credit entry.

Format of a Ledger Account:

| Date | Particulars | Folio | Debit (¥) | Credit (3¥) |
In practice:

e The date column records when the transaction occurred.

The particulars column shows details of the transaction (e.g., “Cash”, “Sales”).

The folio is a reference to the journal or page number.

The debit column records all amounts to be debited.

The credit column records all amounts to be credited.

For example, if 810,000 cash is used to buy furniture:
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o Debit Furniture Account ¥10,000.

e Credit Cash Account ¥10,000.

Classification of Accounts
In double entry, accounts are generally grouped into three major classifications:

(a) Personal Accounts:
These are accounts relating to individuals, firms, or organizations that the business deals with.
For example, debtors’ accounts (customers who owe money) and creditors’ accounts

(suppliers to whom money is owed).
o Rule: Debit the receiver, Credit the giver.

(b) Real Accounts:
These are accounts relating to tangible and intangible assets. Examples are Cash, Buildings,

Machinery, Furniture, Land, and Goodwill.
e Rule: Debit what comes in, Credit what goes out.

(¢) Nominal Accounts:
These are accounts relating to expenses, losses, incomes, and gains. Examples are Rent,

Salaries, Commission, Discount, Sales, and Purchases.
o Rule: Debit all expenses and losses, Credit all incomes and gains.

By following these rules, all transactions can be correctly entered in the double entry system.

Evaluation:

1. Define double entry book-keeping.

2. State the rules for treating assets, liabilities, and expenses in double entry.
3. Explain the meaning of a ledger and draw its format.

4. Give two examples each of personal, real, and nominal accounts.
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5. If a trader buys goods worth 35,000 on credit from Musa, show how the transaction will

be recorded in the double entry system.

Assignment:
1. Write short notes on the three main classifications of accounts with suitable examples.

2. A business received 20,000 from Ade, a debtor, in cash. Show the double entry in the

ledger accounts of the business.
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WEEK 6: KEYBOARDING AS A COMMUNICATION TOOL 1

Introduction to Keyboarding

Keyboarding is the act of using a typewriter, computer, or any other electronic device with a
keyboard to input information for communication. It involves pressing keys in order to type

letters, numbers, symbols, and commands into a machine.

In the past, keyboarding was done mainly on typewriters, but today, it is widely done on
computers, phones, and other digital devices. Because the modern world depends greatly on
written communication, keyboarding has become an essential skill for students, office

workers, and business people.

Meaning of Keyboarding

Keyboarding can be defined as the skill of entering data accurately and quickly into a

typewriter, word processor, or computer by pressing the keys on a keyboard.

It is not just about typing but about typing with speed and accuracy. A good keyboarder types
without looking at the keyboard constantly. This makes communication through documents,

letters, reports, and messages much faster.

Importance of Keyboarding

1. Effective Communication: Keyboarding helps in producing letters, memos, reports, and

emails which are essential for official communication.
2. Speed and Accuracy: It allows people to type quickly and correctly, saving time.

3. Employment Opportunities: Many jobs today require computer literacy, and
keyboarding is a core part of it. Office workers, secretaries, journalists, teachers, and

even business owners rely on keyboarding.

4. Educational Development: Students use keyboarding to prepare assignments, projects,

and research work on computers.
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5. Business Transactions: Businesses use keyboarding to prepare invoices, receipts, and

records.

6. Record Keeping: Keyboarding allows information to be typed and stored electronically

for future use.

7. Modern Relevance: In our digital age, keyboarding is necessary for social media, text

messages, and online communication.

Correct Sitting Posture in Keyboarding

For effective keyboarding, the way a person sits is very important. Correct posture prevents
health problems like backache, eye strain, and fatigue. It also improves typing speed and

accuracy.

Correct Sitting Posture
for Computer Use

5. Eyes Level Copy with
Top screen/document)

1. Back Straight
& Supported

Elbows at 90° j}

3. Wrists Straight/ [
Slightly Raixed.

4. Feet Flat on Floor
for Support.
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7.

Chair and Table Position: The chair and table should be of the right height. The feet
should rest flat on the floor.

Back Position: Sit upright with the back straight, not bent or slouched. The back should
rest lightly against the chair.

Arms and Hands: The elbows should be bent at right angles, close to the body. Wrists
should be kept straight and slightly above the keyboard.

Eyes: The eyes should be kept on the copy (the material to be typed) and not on the
keyboard. The screen or typewriter should be slightly below eye level.

Distance: Maintain a comfortable distance from the keyboard or screen — not too close,

not too far.
Feet: Both feet should be flat on the floor to maintain balance.

Breathing: Relax and breathe normally to avoid tension while typing.

Correct posture improves efficiency and prevents tiredness during long typing sessions.

Summary

Keyboarding is the act of typing information into a machine for communication. It is

important because it aids effective communication, speed, accuracy, education, business, and

record keeping. Correct sitting posture while keyboarding involves straight back, relaxed

arms, level eyes, and flat feet, which help prevent health problems and improve efficiency.

Evaluation

1. Define keyboarding.

2. State three importance of keyboarding.

3. Explain why correct sitting posture is necessary in keyboarding.
4. Mention five rules of correct posture in keyboarding.
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5. Differentiate between typing and keyboarding.

Assignment

1.

Draw and label a diagram showing the correct sitting posture of a person typing on a

computer or typewriter.

Write a one-page essay on “Why keyboarding is important in modern

communication.”

Observe a secretary or computer operator in your school or community and note how

they sit when typing. Compare it with the correct posture you have learned.
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WEEK 8: KEYBOARDING AS A COMMUNICATION TOOL II
The Typewriter — Meaning
The typewriter is a mechanical or electromechanical machine used for writing characters
similar to those produced by a printer’s movable type. It was one of the earliest devices used
for producing written documents quickly and neatly. Before the widespread use of computers,
typewriters were the most common office machines for preparing letters, reports, invoices,

and other business documents. A person who operates a typewriter is called a typist.
Types of Typewriters

1. Manual Typewriter: This is the earliest and most common type. It does not require
electricity. The operator presses keys with the fingers, and the pressure moves metal arms
(typebars) that strike an inked ribbon to print letters on paper. Manual typewriters are
cheap, portable, and durable but require much physical effort.

2. Electric Typewriter: This type of typewriter works with electricity. The operator presses
the keys lightly, and an electric motor provides the force needed to strike the keys. It is

faster and easier to use than manual typewriters but more expensive and requires a power
supply.

3. Electronic Typewriter: This is a more advanced type of typewriter. It has electronic
circuits, memory features, and a small display screen that allows the typist to see what is

being typed before printing on paper. Some can even store words and allow for

corrections. It is almost like a basic computer in function.
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Typeriter vs. Computer Keyboard

Tyritypter Computer Keyboard

Function Keys

(F1-12)

Physiczl Camiage, Ink Ribban &
Paper No easy editing

el eee

Ll 1 1111t
-
el A ——

Control Ke_:‘r? Digital Screen Output
[Ctri, Alt, Win} el
Easy Editing

QWRTY Layout |

Parts of a Typewriter

Although there are different types of typewriters, most of them share similar parts. The main

parts include:

o Keyboard: Contains all the keys for typing letters, numbers, and symbols.

o Carriage: The top part of the typewriter that moves from side to side while typing.

o Carriage Return Lever: Used to move the carriage back to the beginning of a new line.

e Platen: The round rubber roller on which paper is placed and rolled for typing.

o Paper Guide: Holds the paper in place and ensures straight typing.

o Ribbon and Ribbon Spools: The inked fabric that transfers letters onto the paper when

struck.
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e Typebars or Typing Element: Metal arms or balls that strike the ribbon to print letters.
e Space Bar: Used to create spaces between words.
o Shift Key: Used to type capital letters and special characters.

o Backspace Key: Moves the carriage backward to correct mistakes.

The Computer Keyboard — Meaning and Uses

The computer keyboard is an input device that allows users to type data, letters, numbers,
commands, and special symbols into the computer. It is an improvement on the typewriter
keyboard because it performs more functions beyond typing. The computer keyboard is the
main tool for entering information into word processors, spreadsheets, databases, and even

for navigating the internet and playing games.

Uses of the Computer Keyboard

1. For typing text into documents such as letters, memos, and essays.

2. For entering data into spreadsheets and databases.

3. For issuing commands to the computer through shortcut keys.

4. For communication purposes, such as chatting, emailing, and writing reports.
5. For playing computer games and controlling applications.

6. For quick navigation of computer systems through function keys and arrow keys.

Similarities between the Typewriter and the Computer Keyboard

1. Both have a QWERTY keyboard arrangement, meaning the letters are arranged in the

same pattern for easy typing.
2. Both are used to produce written characters such as letters, numbers, and symbols.

3. Both require a typist or operator to press keys to create text.
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4,

5.

Both make use of space bars, shift keys, and backspace keys.

Both are communication tools used for preparing documents and sharing information.

Differences Between the Typewriter and the Computer Keyboard

1.

The typewriter produces characters directly on paper, while the computer keyboard sends

data to the computer for processing and can be saved, edited, or printed later.

Errors on the typewriter are difficult to correct, while the computer allows easy editing

and deletion before printing.

The typewriter has limited functions, but the computer keyboard can be used for many

tasks beyond typing.

The typewriter works manually or electrically, while the computer keyboard only

functions when connected to a computer.

The computer keyboard often includes extra keys like function keys (F1-F12), control

(Ctrl), alt, and arrow keys which are absent in typewriters.

In conclusion, the typewriter and the computer keyboard are both important communication

tools in the history of office work. The typewriter was the foundation, but the computer

keyboard has improved on its design and functions, making communication faster, more

efficient, and more flexible.

Evaluation

1. Define a typewriter and state its three types.

2. List and explain five parts of a typewriter.

3. What is a computer keyboard, and give four of its uses?

4. Mention three similarities between the typewriter and the computer keyboard.
5. State two major differences between the typewriter and the computer keyboard.
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Assignment

Write an essay of not less than one and a half pages on the topic:
“The importance of the typewriter in the history of business communication and how the

’

computer keyboard has improved on its functions.’

97




WEEK 9: KEYBOARDING AS A COMMUNICATION TOOL III
In our previous lessons on keyboarding, we discussed the meaning, importance, and basic
uses of keyboarding in communication. Today, we are going to study how to care for the
computer used in keyboarding, the items used, and how to get ready to keyboard
properly. Keyboarding is a skill-based activity that requires not only knowledge of the keys

but also the right environment, posture, and techniques for efficiency.

Office Readiness Checklist

1. Computer Care 2. Correct Technique 3. Paper Sizes

[T Dust Gover Fingers on Home Row :| (210 x 997 mm)

E A3 (297 x 420 mm)

a5 (148 x 210 mm)

f@{} Proper Shotdown

() () Cdac ] |
[‘[‘]ﬁ GG TG JG G JG G 1 =)
QDDDDDS:] JIDID

Care of the Computer
The computer, being the major tool for keyboarding, must be properly cared for in order to
last long and work effectively. Proper care ensures that it does not break down easily and that

the work of typing can be done smoothly. Care of the computer involves:
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Keeping the computer clean: Dust can damage the keyboard and internal parts, so the
computer should be kept in a dust-free room and covered with a dust cover when not in

use.

Avoiding food and drinks near the system: Spillage can damage the keyboard and
other parts.

Shutting down properly: The computer must be shut down using the proper procedure

to avoid corrupting the system.

Maintaining stable power supply: The use of Uninterruptible Power Supply (UPS)

protects the computer from sudden power failure.

Regular servicing: The system should be serviced and updated regularly to maintain its

performance.

Items Used in Keyboarding

Before keyboarding can take place, certain items and tools are needed. These include:

Computer system (monitor, CPU, keyboard, mouse).
Printer (for producing hard copies of typed documents).
Paper (for printing typed work).

Desk and chair (to ensure proper sitting posture).

Keyboarding guide or textbook (for practice and reference).

All these items support effective learning and practice of keyboarding skills.

Getting Ready to Keyboard

For a student to become a good typist, proper preparation is very important. This involves the

following:
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a. Paper Sizes
In keyboarding and typing, papers come in different sizes. The most common paper sizes are

A3, A4, and AS.
e A3 paper: Large-sized paper used for posters and big documents.
e A4 paper: The most commonly used size for letters, reports, and general documents.

e AS paper: Smaller paper, usually used for booklets, handouts, and notes.

Knowing paper sizes helps in proper formatting and printing of documents.

b. Techniques of Keyboarding
Keyboarding is not just about pressing keys; it involves techniques that make typing fast,

accurate, and neat. Techniques include:
o Correct sitting posture: Sitting upright with both feet flat on the ground.

o Proper finger placement: The fingers should rest on the “Home Row Keys” (A—S—D-F
for the left hand and J-K—L—; for the right hand).

o Looking at the screen, not the keyboard: This improves typing speed and accuracy.
e Regular practice: Only through practice can one master speed and accuracy in typing.

c. Rows of the Keyboard

The keyboard is divided into different rows which guide finger placement:
e Top Row (Q-W-E-R-T-Y row).

e Home Row (A—S-D-F and J-K-L—-;) — where the fingers always return after pressing
other keys.

e Bottom Row (Z-X-C-V-B-N-M row).

Understanding the rows helps in mastering touch typing.

d. Divisions of the Keyboard

The keyboard is divided into sections for easier use:

e Alphanumeric section: Contains letters, numbers, and symbols.
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o Function keys section: F1 to F12 keys at the top.

o Control keys section: Includes keys like Ctrl, Alt, and Shift used with other keys to

perform commands.
e Numeric keypad: Found at the right side of the keyboard for entering numbers quickly.

o Arrow keys: Used to move the cursor around the screen.

Summary
e The computer must be properly cared for to ensure durability and effective keyboarding.
o Items such as computer system, printer, and paper are necessary for keyboarding.

e Proper preparation involves knowing paper sizes, mastering typing techniques, rows, and

divisions of the keyboard.

Evaluation:

1. Mention four ways of caring for the computer used in keyboarding.
2. List five items used in keyboarding.

3. State three common paper sizes used in typing and their uses.

4. Explain the meaning of “home row” in keyboarding.

5. Mention four divisions of the keyboard and their functions.

Assignment:

Write short notes on:
a. The importance of correct posture in keyboarding.

b. The difference between the alphanumeric section and the numeric keypad of the keyboard.
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WEEK 10: KEYBOARDING AS A COMMUNICATION TOOL IV

Keyboarding is an essential skill in modern communication, especially in business, as most
documents, letters, reports, and data are now prepared on computers. Understanding the
different parts of the keyboard and their functions is vital for accuracy, speed, and efficiency

when typing.

A keyboard is an input device used to enter data into a computer. It contains different types
of keys that perform specific tasks. In this lesson, we will examine the main groups of keys

and their uses.

Computer Keyboard Zones

Keyboard Shotrout:
2. Function Keys (F1-12) ] Ctrl + S = Save
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1. Alphanurmic Keys
iLetters, Mumbers & Symbols) - 3. Service Keys

(Enter, Shift, Backpace, etc).

4. Special Keys
(Ctrl, Alt, Arrow Keys, atc).
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Alphanumeric Keys

Alphanumeric keys are the most commonly used keys on the keyboard. They include all the
letters of the alphabet (A-Z), numerals (0-9), and basic symbols like comma (,), period (.),
and question mark (?). These keys are arranged like the keys on a typewriter and are used to

type words, numbers, and basic punctuation marks.
Example:
o Letters: A,B,C, ... Z

e Numbers:0,1,2,...9

Service Keys

Service keys are keys that perform specific operations to help the user control what happens

on the screen. Common service keys include:

1. Enter/Return Key: Moves the cursor to a new line or executes a command.

2. Backspace Key: Deletes characters to the left of the cursor.

3. Delete Key: Removes characters to the right of the cursor.

4. Shift Key: Used to type capital letters or the upper characters on dual-symbol keys.

5. Caps Lock Key: When activated, it allows continuous typing of capital letters without

holding down the Shift key.
6. Tab Key: Moves the cursor to a fixed position, often used for paragraph indentation.

7. Escape (Esc) Key: Cancels or stops a current operation or command.

Function Keys

Function keys are labeled F1 to F12 at the top of the keyboard. Each key performs a specific

task depending on the program being used. Examples include:
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F1: Opens help in most programs.
F2: Renames a selected file or folder in Windows.
F5: Refreshes a page in web browsers.

F7: Checks spelling and grammar in Microsoft Word.

Function keys save time and increase productivity by providing shortcuts to various

commands.

Control Keys

Control keys are used in combination with other keys to perform special functions. Examples

include:

Ctrl (Control) Key: Used with another key to execute commands like Ctrl + C (Copy),
Ctrl + V (Paste), and Ctrl + S (Save).

Alt (Alternate) Key: Used to access menu options or special characters when combined

with other keys.

Windows Key: Opens the Start menu in Windows operating systems.

Special Keys and Their Functions

Special keys are keys that perform unique operations apart from typing. They include:

Spacebar: Inserts space between words.

Arrow Keys: Move the cursor up, down, left, or right.

Insert Key: Switches between insert and overwrite typing modes.

Home Key: Moves the cursor to the beginning of a line.

End Key: Moves the cursor to the end of a line.

Page Up/Page Down: Scrolls a document up or down by one screen at a time.
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e Print Screen (PrtSc): Captures a screenshot of the entire screen.

Spacing and Punctuation Marks
Proper spacing and punctuation are crucial in keyboarding.
e Always leave one space after commas, semicolons, and full stops.

o Leave two spaces after colons and at the end of a sentence when typing formal

documents.

o Use punctuation marks such as commas (,), full stops (.), question marks (?), exclamation

marks (!), colons (:), and semicolons (;) correctly to ensure clarity in writing.

Short Forms

Short forms are abbreviations or key combinations used to perform tasks quickly. Examples

include:

e Ctrl + P: Print a document

e Ctrl + Z: Undo last action

e Ctrl + A: Select all text in a document
e Ctrl + X: Cut selected text

e Ctrl + F: Find a word in a document

Short forms improve efficiency, especially in business communications where speed is

important.

Evaluation
1. What are alphanumeric keys? Give examples.
2. State five service keys and their functions.
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3. Explain what function keys are and give two examples of their uses.
4. Differentiate between control keys and special keys with examples.

5. Why is proper spacing and punctuation important in keyboarding?

Assignment

Prepare a neatly typed document on a computer using the following guidelines:

1. Type a paragraph of five lines explaining the importance of keyboarding in business.
2. Use Ctrl + S to save the document as Keyboarding Task.

3. Use Ctrl + P to print the document (if possible).
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