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SCHOOL OF BUSINESS
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CERTIFICATE IN SECRETARIAL DUTIES
SINGLE AND GROUP SECRETARIAL DUTIES

MODULE I

END OF SEMESTER EXAMINATIONS
JANUARY-APRIL 2013
 (
COMMERCE
1901/103; 1903/103; 1906/103; 1908/103; 1923/103; 1909/103; 1082
)

TIME: 2 HOURS 

INSTRUCTIONS TO CANDIDATES
1. This paper has TWO sections.
2. Answer ALL the questions in section A and any FIVE in section B in this paper.
3. Any examination IRREGULARITY will lead to DISQUALIFICATION.
4. Indicate your FULL ADMISSION NUMBER in each Answer Sheet used.                                                
5. Cell phones are NOT allowed in the examination room.


SECTION A (50marks)
Answerall the questions in this section
1. State four features of land as a factor of production                                            (4mks)
2. (a) Outline three levels of production                                                                   (3mks)
(b) List five characteristics of direct production                                                  (5mks)
3. State 4 types of warehouses                                                                                  (4mks)
4. List four essentials of an effective warehouse                                                     (4mks)
5. (i) state three advantages of running a single shop                                              (3mks)
(ii) Outline two advantages of using hard-carts to transport goods.                      (2mks)
6. Highlight 5 functions of money                                                                            (5mks)
7. Highlight four limitations of E-commerce                                                             (4mks)
8. Outline four functions of central bank.                                                                (4mks)
9. state four advantages of specialization and division of labor                               (4mks)
10. highlight four  circumstances under which a seller may find it necessary to sell his goods on cash with order (C.W.O) terms                                                                         (4mks)
11. Outline four reasons why production of subsistence sector is usually low.          (4mks)


  SECTION B (50MARKS)
Answer any five questions from this section
12. Highlight 5 roles played by the insurance industry in the economic growth of a country 
                                                                                                                           (10mks)
13. Explain 5 benefits that consumers may derive from warehousing facilities offered by the sellers                                                                                                                  (10mks)
14. Explain five ways in which money in a bank account may be transferred to a third party 
                                                                                                                            (10mks)
15. Highlight five characteristics of money as a medium of exchange                     (10mks)
16. Explain 5 ways in which commercial banks may contribute to the growth of businesses in a country                                                                                                                (10mks)

17. (a)State and explain four ways in which utility of a product may be increased        (8mks)  
 (b)  List 2 divisions of commerce                                                                            (2mks)     

18. Outline five benefits that an individual may get from trading activities                  (10mks)
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