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1. Highlight four disadvantages of office machine.       (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

2. Explain the differences between the following goods.       
i. Free goods and economic goods        (2mks) 

…………………………………………………………………………………………………
…………………………………………………………………………………………………
……………………………………………………………………………………………….. 

ii. Intermediate goods and finished goods     (2mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

3. Sate the difference between private limited company and public limited company.  (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

4. Identify the level of production and give examples       (4mks)  
Level Nature  

Primary Extraction  

Secondary Processing   

Construction  

Tertiary Direct personal service  

5. Explain four sources of capital for cooperatives.                (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

6. Highlight four mailing similes that facilitate communication     (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 



7. State four ways in which warehousing benefits business.     (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

8. Highlight four importance of trade to the society members.                (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

9. State the function of each of the following office equipment.               (4mks) 
Composite machine 
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 
Franking machine 
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 
Guilotine machine 
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 
Shredding machine 
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

10. State four merits of marine transport.        (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

11. Highlight four essentials of an effective communication.             (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

12. Outline four advantages of open layout?        (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………



………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

13. Sate the meaning of the following terms as used in insurance     (4mks) 
Policy 
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 
Premium 
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 
Actuaries 
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 
Insured 
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

14. Highlight four characteristics of sole proprietorship.               (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

15. State the rewards for the following factors of production.      (4mks) 
Quarry 
……………………………………………………………………………………………………… 
Business Loan 
……………………………………………………………………………………………………… 
Business Managers 
……………………………………………………………………………………………………… 
Business Owners 
……………………………………………………………………………………………………… 

16. Highlight four advantages of division of labor.       (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

17. Highlight four ways in which clothing satisfies human wants.     (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………



………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

18. Differentiate between goods and services.        (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

19. Outline four external business environment.        (4mks) 
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
……………………………………………………………………………………………………… 

20. Outline four features of parastals (4mks) 
21. Give four merits of storing goods in a public warehouse. (4mks) 
22. Highlight four features of a good entrepreneur to the economy of a county. (4mks) 
23. Mwangi built a house for sh 800,000 and insured it against fire for sh. 600,000, was damaged by 

fire to the fine of sh. 200,000. Calculate the value of compensation.  
24. In the spaces provided in the table below, name the type of a partner described by each 

statement. (4mks) 
25. Outline four features of a bonded warehouse. (4mks) 


