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1: Which of the following is a component of Business Studies?
A) Biology   B) Bookkeeping   C) Geography   D) History
2: An office can be defined as a place where ___________.
A) Goods are manufactured directly   B) Clerical and administrative work is carried out   C) Crops are planted and harvested   D) Football matches are played
3: Which type of office layout has all workers sitting together in a single large room without walls?
A) Closed Office Layout   B) Partitioned Office Layout   C) Open Office Layout   D) Cellular Office Layout
4: An advantage of a closed or cellular office layout is that it ___________.
A) Makes supervision very easy   B) Saves a lot of floor space   C) Reduces the cost of buying furniture   D) Provides privacy for confidential work
5: A person who creates, organizes, and manages a business while taking financial risks is called an ___________.
A) Employee   B) Entrepreneur   C) Office Assistant   D) Auditor
6: Which of the following is an example of an office document used to record financial transactions?
A) Novel   B) Receipt   C) Attendance Register   D) Invitation Card
7: The process of keeping records of financial transactions in a systematic way is called ___________.
A) Bookkeeping   B) Typing   C) Filing   D) Marketing
 8: Which of the following is an example of a small scale business in Nigeria?
A) Dangote Cement Plc   B) A neighborhood hair salon   C) Nigerian National Petroleum Company (NNPC)   D) MTN Nigeria
9: The department in an organization responsible for hiring, training, and managing workers is the ___________ department.
A) Production   B) Accounts/Finance   C) Personnel/Human Resources   D) Purchasing
10: What document is prepared by a seller to tell a buyer how much they owe for goods delivered?
A) Credit Note   B) Receipt   C) Invoice   D) Purchase Order
11: Which office equipment is used to make exact paper copies of an original printed document?
A) Shredding Machine   B) Photocopying Machine   C) Typewriter   D) Calculator
12: A business transaction where goods are paid for immediately with cash is known as a ___________.
A) Credit transaction   B) Cash transaction   C) Barter transaction   D) Loan transaction
13: The book of prime entry used to record all daily cash receipts and cash payments is the ___________.
A) Cash Book   B) Sales Journal   C) Purchases Journal   D) General Ledger
14: Which of the following is a benefit of entrepreneurship to the Nigerian economy?
A) It increases the rate of unemployment   B) It creates jobs and reduces poverty   C) It discourages local production   D) It relies entirely on foreign imports
15: The act of arranging documents in a safe place so they can be easily found when needed is called ___________.
A) Printing   B) Photocopying   C) Filing   D) Mailing
16: An official written communication sent between employees within the same organization is called a ___________.
A) Business Letter   B) Memo (Memorandum)   C) Telegram   D) Newspaper Notice
17: Which of the following is NOT an attribute of a good entrepreneur?
A) Laziness   B) Risk-taking   C) Creativity   D) Perseverance
18: The right side of a standard T-account or ledger page is traditionally called the ___________ side.
A) Debit   B) Asset   C) Credit   D) Balance
19: In an office, a receptionist sits at the ___________ to welcome visitors.
A) Back yard   B) Front desk / Reception area   C) Boardroom   D) Store room
20: Which book of prime entry is used exclusively to record goods bought on credit?
A) Sales Journal   B) Purchases Journal   C) Cash Book   D) Petty Cash Book
THEORY: 
 1: Define 'Business Studies' and list four (4) subjects that are combined to form it 
2: Compare an Open Office Layout and a Closed Office Layout. Give two (2) advantages and two (2) disadvantages of an Open Office Layout.
3: State the Principle of Double Entry Bookkeeping. Briefly explain what a Ledger is.
5: Explain the terms 'Journals' and 'Source Documents'. Give two (2) examples of common source documents used in business operations.

