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SECTION A

pelow.
i s stated
(a) Explain the importance of the types of discoun

(iy Trade discount to the buyer

........

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

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

........... @ |
(i) Cash discount to the seller \ (
.......................... . 2) 1
............................................................... [
(b) Mr Morupisi plants different vegetables which he sells to the ioca! retallers. il
He normally offers credit facilities to his regular customers. \
(i) Identify the two stages of production which Mr Morupisi is involved in ,‘
l
|
|
............................................................................................ (2)
(i) State any two advantages to Mr Morupisi of selling on credit. ‘

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

..........................................................................
....................
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() Mr Morupisi s intending to sell his produce to other countries

Explam any two possible negative effects this might have on the economy of
Botswana

(4) |

|

2. (a) Define the term inflation |
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i
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(b) Expian any two effects s inflabon on tha citizens of Botswana ?
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(4) |
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n calling a business &,
(c) List the procedure which a Company should follow whe
meeting.

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

3.

Sunshine (Pty) Ltd has opened an account with Alpha Commercial Bank. The Bank
performs certain functions on behalf of Sunshine (Pty) Ltd.

(a)

Describe any two functions Alpha Commercial Bank could be cffsring 12
Sunshine (Pty) Ltd.

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

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

.........................................................................................
............
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b

Tebogo Diano intends paying Sunshine (Pty) Ltd an amount of P1 500 by cheque on

16 November 2020.

(b) Complete the cheque below which will be issued to Sunshine (Pty) Ltd as if you

were Tebogo Diano.

®ELiw 5100005k 230

AC PAYEE ONLY

L 23wl SR e

18-14165

DD MM YYYY

T.Diano

For
Examnsrs
Use
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SECTION B

. . -4 e‘
4. (a) State any two services provided in an offic

(b) Name and explain any two facilities that a building plan de

when drawing an office plan to ensure a sa

fe and healthy ©

signer must include

ffice environment.

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

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

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

i
........................................... ,
........................................................ |

|
................................................................................................... i
................................................................................................ (4) |
(c) Complete the table below by stating the use of the mail room equipment given.
Mail room equipment Use R
Paper folding machine

B |

|

Scale
(2)
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___— 5. Belowis a presentation of a filing method.
Patient number: 501
502
503
504
505

(@ ()  Name the filing method,

............................................................................................. (1)
(i) Give a reason for your answer in (a)(i).
B S O OO ——————
B e i dhuesemms s s———————" i T IS (1)
(b) State any four characteristics of a good filing method.
.................................................................................................... f
|
|
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y i On the Usg
6. Youareemployedasa receptionist at Boikago Investment (Pty) Ltd §

14 October 2019, the following visitors came to the premises:
i i d
« Mr Dirang of Mani Enterprise came at 0900 hours to S€€ Miss Moima an left
at 1015 hours.
« Miss Molwane of Sunlight Tuckshop came at 1100 hours t0 S€€ the Personnel
Manager, Mr Mogwase. She left at 1130 hours. |

o Mr Oaja from Oaja & Associates, reported at 1130 hours to see the General
Manager, Ms Dire and left at 1200 hours.

« Miss Kiko from Kgapi Leather Works, arrived at 1400 hours to see the
Purchasing Manager, Mr Moumakwa. She left the office at 1445 hours. 1
i

Draw and complete a Visitors' Register for Boikago Investment (Pty) Ltd in the
space below. |

«

(6}




