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SECTION A (30 Marky
(a) Below is an incomplete structure of the scope of commerce with some
missing components labelled only as P, @, R, Sand T.

Complete the structure by filling in the missing components P, Q, R, S
and T,

Commerce
I
Trade P
l |
| ]
Home trade S .
I
‘ |
T Imports and Insurance
Exports
|
Banking
I
R
|
Communication

Advertising
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(b) (i) Leslyis engaged in home trade. He operates a tuck-shop.
Below are some of the items he sells.

pencils sugar shoe polish milk

Classify the items listed into needs and wants.

Needs Wants

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

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

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

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

(ii) Lesly keeps his daily cash sales in a savings account.
He is concerned that his savings will be affected by inflation.

Describe any two possible effects of inflation on Lesly’s savings.

-----------------------------------------------------------------------------------------

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

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

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

...............................................
...............................
............
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gloazlebogo Dingalo is employed at a rate of P17 per hour. For the month of June
, sh

€ worked for 180 hours. Her monthly deductions are as follows:

P

* Income tax 150

*  Pension 60

* Medical aid 140

*  Union contribution 40

* Carinsurance 70

(a) Delscribe the pay rate system which is used to calculate Malebogo's
salary.

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

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

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

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

(b) Complete the pay slip for Malebogo Dingalo shown below.

Pay slip

Name: Malebogo Dingalo
Bank Name: Bank of GGH
Account Number: 78009265
Date: 27 June 2022

un
Earnings An;g;mt Deductions \ Amo

Basit salary

Gross salary Total deductions \

Net salary \

(c) Identify any voluntary deduction from Malebogo's pay slip.
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3. On 30 August 2022, Noway Enterprise of Private Bag 003, Westwqod, bought
the goods listed below from a supplier, Mohumi Wholesalers, of Private Bag 5296,
Westwood.

10 cases of 1 litre milk @ P62.00 each

1 bale of 1 kg sugar @ P800.00 each
10 boxes of simba chips @ P52.50 each
14% VAT was charged.

(a) Prepare an invoice that was issued to Noway Enterprise.

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

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

(b) Calculate the VAT that was charged on dutiable items.
Show your working.
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(a) Describe the correct keyboarding po

(b)

The

B 20 Marke . @
Section

sture in relation to the body parts

listed below.
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........
......
.......
..........
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..................................................

cee
.........
.............
............
..............................................................

Outline the steps which should be followed when handling outgoing mail.

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

Step 1:

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

D 2.

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

§iep s

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

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

Step 4:

------------------------------------------------------------------------------------
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(b)

| am Tebogo. My duties include
recording minutes using a computer.

| am Neo. | connect incomipg_
phone calls to employees within
the organisation.

Identify the job titles for Tebogo and Neo.

List six steps in the correct order, which Tebogo should follow in order
to save typed minutes in a computer.
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....................................................................................
....................................................................................
....................................................................................
....................................................................................
......................................................................................

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

.......................................................
...............................
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Explain any two key points a good speaker has to take into account when making e
any oral presentation.
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..............................................................
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