


EUCHARISTIC HEART OF JESUS MODEL COLLEGE                                    ASA DAM ILORIN.
BUSINESS STUDIES JSS2 (FIRST TERM NOTE)
GENERAL INSTRUCTIONS: 
1. On week three office document, from your textbook, draw the following (box files, desk files, vertical filing, shelf filing)
2. Print and copy into your notebook.
3. Copy at least up to third week.
Scheme of work 
Week 1: The Reception Office
Week 2: Office Correspondence
Week 3: Filing of Documents
Week 4: Office Documents
Week 5: Procedures for handling office documents
Week 6: Trade
Week 7: Market
Week 8: Financial Market
Week 9: Distribution






WEEK ONE: 		RECEPTION OFFICE
Reception: This is a place in an office where visitors are received and entertained.
Receptionist: This is a person employed in an organization to welcome and direct visitors to the appropriate person or department.
Importance of a receptionist
1. He/she creates the first impression that a client has about the organization
2. He/she is closer to visitors.
Qualities of a receptionist
i. He/she must have a cheerful look
ii. He/she should be caring
iii. He/she should have good public relation
iv. He/she must have a very neat appearance
v. He/she should possess good telephone manner
vi. He/she should be polite
vii. He/she should possess pleasant facial expression 
viii. He/she should be patient
ix. He/she must possess good memory for names and faces in order to be able to welcome visitors warmly and for relating with other workers in an organization
x. He/she must have good knowledge of office practice.
Duties of a Receptionist
1. Receiving and entertaining visitors
2. Directing visitors
3. Handling telephone call with courtesy and politeness 
4. Assists with some general office duties such as typing or filing of documents
Documents handled by a receptionist
1. Visitors’ book: This is the book that contains full particulars of visitor to the organization. Visitors are normally requested to sign this book before and after visiting. The visitors’ book assist the organization to know the number of visitors that visited them within a specific period.
Sample of visitors’ book
	Date 
	Name of visitor
	Dept. or unit visited
	comment
	sign
	

	
	
	
	
	
	



2. Register of visitors or appointment list: This contains the list of visitors that have appointment each day. It helps the organization to know the number of visitors that come in and out of the organization each day. It also provide a means through which the organization can get in touch with visitors for interrogation. 
Sometimes it is usually drawn at the end of each day before registering the visitor for the next day.
 
	Date
	Time of arrival
	Name of visitor
	Phone number
	Dept visited
	Time of departure

	
	
	
	
	
	


3. Request form or visitors slip: This is the form which the visitor that does not have prior appointment fills, it enables the receptionist to know how to handle the visitor and also enable the person visited to know whether to see the visitor or not.				

Visitor slip
Date ____________________________
Name of visitor_____________________________________________________
Address of visitor___________________________________________________
Telephone number of visitor___________________________________________
Purpose of visit_____________________________________________________
Any prior opinion? Yes____________________ No________________________
Comment from department or person to be seen__________________________
_________________________________________________________________
Signature_________________________

	
4. Business card: This is a card that contains the name, address and phone number of an association or individual. It helps the visitor to know the location of an establishment, what they do and how to get in touch with them in case the need arises.
5. Telephone direction: This is a booklet that contains the phone number of different companies, individual within and outside the country it helps the receptionist contact different companies when necessary.
Telephone directory


6. Telephone message pad: This is a book that contains telephone messages of people that called a staff that is absent or not on seat. It is filled and kept in the department or on the table of the person concerned.


WEEK TWO:		OFFICE CORRESPONDENCE
Mails: These are letters, parcels, telegrams, internal memos and other document which come into and goes out of an organization or home. These mails can be incoming or outgoing.
Types of mails
a. Personal mails
b. Urgent mails
c. Less urgent mails
Personal or confidential mail: These are letters that are marked either personal, confidential or private. This implies that the addresses wants only the addressee to know the content.

PRIVATE
				Mr. Johnson Coker
				No 42, Zic Avenue
				Enugu State
				Nigeria. 	
Urgent mails: These are mails that are marked urgent; this implies that the content needs quick attention and prompt treatment e.g telegram, cablegram, text messages.

URGENT
Miss Mary Peter
Girls High School
P.O.Box 244 Udi Enugu State.

Less urgent mails: These are mails that are not marked urgent or confidential but should be treated promptly e.g circular news, letters, notice etc.

Mr. James Deji
No 53 Lukeman street 
Sabo Gari Kano
Kano State
Delivering of mails: Mails can be delivered either by hand, post or through internet.
Delivering by post: An individual or organization may pay a rental fee for a private mail bag or box in post office. At post office, all the letters received are sorted out and put into correct private mail bags or boxes properly. If a mail in form of a big parcel which cannot fit into the bag or box, a form or slip is addressed to the owner and the owner will come and pick it when informed. Mails can also be reached at home by post man from post office.
Letter should be delivered through post office

Dr. yakubu Usman					 Pharm Odugwu S.O
P.O. Box 251						 P.M.B 145, Igbaja
Kanguz						 Benue State.
Kaduna State.					Private mail

1. Incoming mails: These are mails that come into an organization. It maybe in form of parcels telegram, letters, text messages etc. when mail comes into an organization it will follow the following procedures.
a. Sorting: This is the act of arranging letters according to their types of departments where they are going to.
b. Arrange confidential mails together, read and process to maintain its urgency
c. Take the less urgent letters and process them
d. Enter the details in incoming mail, register and indicate the attachment (cheque, money, order postal order or its equivalent)
e. Register all money inside remittance book
f. Stamp each item of mail received to show the date of receipt (date stamp)
g. Photocopy any document that has to be circulated before putting the mails into either one department or unit or letter box.
2. Outgoing mails: These are mails that are going out of the organization. It is handled by either secretary or a clerk.

Procedures for handling outgoing mails
a. Sign all letters where necessary and attach the correct enclosure (money or cheque) 
b. Envelopes should be big enough to enter the enclosure. Ensure identical address to the envelope with the one in the letter.
c. Fold the document and letters neatly where window envelopes (aperture envelopes) are to be used. Make sure that the full address is clear on the window before sealing the envelopes.
d. Large parcels and other big package must be securely enclosed with the address neatly and boldly written.
e. Internet mails should be delivered instantly through messenger with dispatch book.
f. Mail that requires special attention like register letter, express letter, air mail letters, telegram, cablegrams are put to one side for the clerk and the messenger to take to the post office using a dispatch book.
g. Stamps or franking machines, letters, parcels and packets are weighed properly before the correct postage stamp or franking machines are used.

WEEK THREE: 		FILING OF DOCUMENT
Filing is the process of sorting or arranging letters and other documents into the correct filing headings for easy access.
Types of filing
a. Centralized filing system
b. Decentralized filing system
CENTRALIZED FILING SYSTEM: This is an act of keeping records or documents of an organization in a room.
DECENTRALIZED / DEPARTMENTAL FILING SYSTEM: This is the type of filing where each department keeps their files in their department

Advantages of filing (centralized
1. It is cheap to maintain
2. It controls wastage and duplication
Disadvantages of centralized filing
1. Lack of confidentiality
2. No easy access for the staff
Characteristics of a good filing system
1. For future reference: letters and documents like telegrams, report relating to a particular subject, organization or person should be filed in an appropriate file jacket and kept for reference purposes.
2. For easy access: Filing cabinets should be arranged in a way the user will find it easy to access the files.
3. For security and safety of files and documents: All files must be taken care of and protected against theft, loss, dust, fire and other forms of damage.
4. Economy: The type of filing system to use should be considered depending on the capacity of the organization.
Types filing equipment
Box files: This is a type of filing where letters and documents that are not used often are usually filed in a box file. These files are referred to as ‘dead’ or ‘inactive’ letters.
Desk files: These are writing tables or desk in an organization with drawer where letters and other documents kept. They require frequent reference.
Vertical filing: This type of filing is in form of a drawer and it is commonly used in most organizations. The files are arranged in a front to back system with and index card separating each file.
Lateral filing: This is a type of filing where files are arranged or hung side-by-side, it is wide and displays all file labels at once.
Shelf filing: This is a filing system where documents are arranged on a shelf like books either laterally or vertically. This is the most economical way of filing.
Electronic filing: This is a means of storing files and other documents safety by use of electronic devices.

Types of folders or files
Printed card: These are cards made of cardboard for accounting documents such as signature slip or ledger card, they can also be used for personal records.
Spring grip folder: These are usually more expensive and have better quality than the ordinary folder.
Ordinary folder: These are very cheap, simple and common folder made of cardboard with file tags to keep the letters and documents in place.
Types of cross-referencing
Backward referencing
Forward referencing
Classification of filing system
· Alphabetical filing e.g primary guides, secondary guides, tray guides and labels
· Numerical filing
· Chronological filing
· Subject filing
· Geographical filing



Basic features of filing system are;
· Orderliness
· Accessibility
· Simplicity
· Flexibility
· Security
Types of correspondence books
Inward book: This is used to record all correspondence coming into the organization. It gives details such as origin, source, office to which it is addressed etc.
Outward book: it records information about correspondence from one organization to another. It contains the name of person, or organization it is addressed, date of dispatch etc.
Postage book: This is used to record the details of letters or documents to be posted. It is done for all letters except express letters, registered letters etc handled by the post office.
Dispatch book: All letters and documents going out of the organization must be recorded in a dispatch book and reference is made to it from time to time in case of any query.




WEEK FOUR: 		OFFICE DOCUMENTS
Office Documents: These are documents used in an office to facilitate the work of the organization and keep accurate information on goods that are sold or purchased.
Types of office documents 
i. Sales document
ii. Purchases document
iii. Petty cash voucher
iv. Receipt
1. Sales documents: These are documents used in keeping records of all sales transaction either cash or credit sales. E.g invoice, debit note and credit note.
a. Invoice: This is a document which is prepared by the seller or company to another company with the full details of goods sent, quantity, price, discount and terms of payment. It is usually made in duplicate and contains the following terms; 
Name and address of the buyer and the seller
Date of sale
Description of the goods with the quantity and unit price 
Terms on which goods are sold.
b. Debit note: This is a document sent by the seller to the buyer for undercharge. It is also issued for goods that were not charged for on the invoice.
c. Credit note: This is a document prepared by the seller for the returned goods. It shows details of what was returned and the reason.
2. Purchases documents: This is the type of document used in keeping records of purchases made in an organization e.g order form and receipt.
a. Order form: It is a form of letter issued by the buyer to the sell which describes the goods to be bought, the quantity, the delivery date, price of the items and the address the goods are to be delivered to.
Sample of an order form
Mr. R. Sadiq
16 Olowoyeye road, Oyo
To: L. Ganiyu & Co Ltd.				20th march, 2023
30 Murtala street 
Kano Stat
Please supply
	Qty 
	Description
	Unit price
	Total value

	10 dozen
	Baby diaper 
	60.00 @ dozen
	600





Receipt: This is a document issued to the buyer showing the sum of money paid for the purchase of goods. It is a legal proof of payment.


WEEK FIVE: PROCEDURE FOR HANDLING OFFICE DOCUMENTS
Sale: A sale is the exchange of goods or services in return for some form of payment. Documents associated with sales transaction are;
· Price list and quotation 
· Invoice
· Dispatch note
· Customer’s order
1. Price list: This is a list that gives the current prices of goods for sale, the price is listed for each item separately or in a catalogue and usually sent when a customer sends a letter of enquiry to a supplier.
2. Delivery note: This is a document that contains a description of the goods dispatched, the name and address of the customer, date of dispatch and registration number of the vehicle used for the delivery. At delivery, the customer indicates by signing the delivery note.
3. Letter of enquiry: This is an oral or written request for the availability of a particular product by a potential customer.
4. Quotation: This is the response to a letter of enquiry. A price quotation is sent to the customer if the enquiry is for specific products.


WEEK 6: 				TRADE
Trade is defined as the buying and selling of goods and services in exchange for money or credit. The type of exchange of goods for goods is known as trade by barter, it is the oldest means of trade.
Importance of trade 
1. It promotes cooperation between people and nations.
2. It helps economic development and growth.
3. It serves as a means of generating income.
4. It makes it possible for people that lack certain resources to have the product.
5. It prevents waste of resources.
Types of trade
1. Home (domestic) trade	(2) foreign (external) trade

Home (domestic) trade: This is the type of trade which takes place with a country. E.g trade between Lagos and Anambra, Kogi and Enugu. The home trade is divided into two namely; wholesale trade and retail trade.
Foreign (external) trade: This is the types of trade which takes place between two countries. In economics it is called international trade. E.g between Nigeria and Japan, America and China is referred to as foreign trade. It is also divided into two different group known as imports and exports.
Imported goods: These are the types of goods bought from other countries e.g Motor vehicle, electronics, machines etc.
Exported goods: These are the goods that are sold to other countries e.g crude oil. Nigeria sell crude oil; to Japan, china and other countries, groundnut, rubber, cocoa, palm oil, tin ore are also exported to other countries.






Diagram of trade
       TRADE


HOME trade
FOREIGN 



WHOLESALE
RETAIL
IMPORT
EXPORT



Balance of trade: This is the relationship between what a country receives for its export and what it pays for its imports.
Balance of payment and foreign trade: This is a statement which shows a country’s receipts and payments (income and expenditure) on international transactions on goods and services. It could be classified as visible or invisible items.
Visible items: It is where the balance of payments are classified as goods because they can be seen.
Invisible balance of payment: This is where the balance of payment are classified as services because they cannot be seen. Invisible items that generate receipts are called invisible exports while the invisible items that payments are made are called invisible import. Examples of invisible items in Nigeria balance of payments are; 
1. Financial services
2. Shipping services
3. Investment abroad
4. Expenditure by Nigerian tourists and government
5. Expenditure by higerian tourist and the Nigerian governments in foreign countries.


WEEK SEVEN: 			MARKET
A market is a place where buyers and sellers meet in order to exchange goods and services. Examples of markets are; Ojoba market, Ipata market, New market in Ilorin.
Categories of Market
1. Industrial Markets: These types of market consist of dealers in commodities that are intended for direct or indirect commercial use. They are also called commercial markets.
2. Consumer Markets: These are markets that deal in commodities which are purchased by individuals for their personal use.
The nature of some specific markets where exchange takes place
1) Shops: This is like a small shop in the village or in a small corner in a town that deals in one type of commodity. E.g. a meat shop sells only meat. A book shop sells only books and educational materials.
2) Stalls: These are small apartments in the market where goods are displayed for sale.
3) Open Market: These are common in many rural areas in Nigeria and usually have shops and stalls.
Methods of buying and selling
1. Buying and selling by Grade & Description: Goods are bought by grade in order to classify them according to quality to fix price, while it can be by description when the buyer does not have the opportunity to see and examine the goods before buying. E.g. dresses, shoes, and household goods.
2. Buying by Sample: This is when a small part of a larger whole is examined to assess the quality of the bulk. E.g. bags of rice, beans, millet etc.
3. Buying by Auction: This is a sale made in the public and to the person who offers the highest amount of money for the item auctioned. The offer made by the buyer is called a bid. The highest bidder is usually the one to whom the item is being sold to. The person who sells the goods by auction is called an auctioneer.
4. By Inspection: This method of buying is most common for food stuff. It is the method of buying in open markets. Both wholesalers and retailers of food stuff buy by inspection. Fish, garri, beef, vegetables and fruits have to be inspected by customers before buying. The purpose of this common method of buying food item is to ensure that what is to be bought is fit for human consumption.
5. By Trade Names: This is the act of selling or buying goods by trade names. Many goods have trade names. E.g. Peak milk, Coast milk, Milo, Coca Cola etc. The customer can also walk into a shop or market and ask for the commodity by its trade name.
 WEEK EIGHT: 		FINANCIAL MARKET
Financial market is a market or arrangement that enables people, governments and institutions to trade in financial instruments. Financial instruments like treasury bills, treasury certificates etc.
Features of Financial Markets
1. Lenders: These are individuals or companies and institutions that lend money to the  financial markets.
2. Borrowers: These are individuals who are short of cash for a short or long period of time. Individuals borrow from banks, from the money which others save. Government and companies also borrow from banks.
3. Financial market has financial intermediaries which link lenders and borrowers together. They include;
i. Commercial banks
ii. Merchant banks
iii. Insurance companies
iv. Pension funds
v. Stock brokers
Types of Financial Institutions; They include:
a) Capital Markets
b) Money Markets
1) Capital Markets
A capital market is a market where companies borrow long term loan for investment. Capital markets are classified into two groups, they are:
i. Primary Capital Market: This is a market where a company sells financial instruments for the first time i.e raise loan for the first time.
ii. Secondary Capital Market: This is a market for buying and selling of old financial instruments. This is where investors buy and sell securities from other investors.
The Stock Market: This is a market for buying and selling of company’s owners shares (equity shares). These owners of the company are called shareholders. The financial institutions in which equity shares are listed to make trading in them easy is called stock exchange. There are two kinds of traders in the Nigerian stock exchange market namely;
i. Long-term Investors: These investors buy and hold shares in order to receive dividends.
ii. Speculators: These are those who buy shares and hold them in order to sell when price rises in order to make profit.
2) Money Market: A money market is a market for borrowing short-term loan. Government borrows by selling treasury bills. Banks borrow by selling commercial papers. Treasury bills and commercial papers are examples of financial instruments which can be easily converted into cash without losing their value. Commercial banks are important money market institution.
Bureau de change: This is another specialized money market institution which is registered to trade in foreign currency. They are to be found in major cities and international airports around the country.
Instruments traded in Money Market are:
i. Treasury bills 
ii. Treasury Certificates iii. Commercial Papers iv. Bankers acceptances


Instruments traded in Stock Market
a) Equity shares
b) Preference shares (not common in Nigeria)
c) Debentures (issued by companies to obtain long-term loan from the public)
d) Bonds (issued by government to obtain long-term loans from the public)
Instruments traded in Commodity Markets
a) Primary products
b) Food
c) Metals
d) Minerals
Procedures for buying and selling
Buying and selling can be either for cash or credit.
Buying and selling for cash involves cash receipts and cash register, while buying and selling on credit involves letter of enquiry, price list, order, proforma, delivery note, and invoice.
Order proforma: This is a printed form used by the customer to place an order for the goods he wants to buy from the supplier.
Relationship between Cost and Selling Price
We want to analyze the outcome of trading by examining the relationship between cost and selling price at each link of the distribution chain between the producer and the consumer.
Manufacturing cost per unit — ₦500
Profit desired by the manufacturer — 100
Price sold to the wholesaler per unit — 600
Profit desired by the wholesaler — 60
Price wholesaler sells to the retailer — 660
Profit to the retailer per unit — 40
Price per unit to the consumer — ₦700
Margin: Margin is the profit expressed as a percentage of selling price.                                              E.g. Margin = Profit / Sales × 100%
If units manufactured = 100
Cost of manufacturing/unit = 500
Total manufacturing cost = 500 × 100 = ₦50,000
If selling price per unit = ₦600
Selling price for 100 units = 600 × 100 = ₦60,000
So our cost price of 100 units = 50,000 and our selling price for 100 units = 60,000
So 60,000 – 50,000 = 10,000
So our profit is 10,000
Margin = Profit / Sales × 100%
= 10,000 / 60,000 × 100% = 16.7%
Wholesaler’s Margin
Units purchased = 100
Cost price at ₦600 each = 600 × 100 = 60,000
Sales to the retailer at ₦660 each = ₦66,000
Cost price from manufacturers = ₦60,000
Profit = ₦6,000
Profit / Sales × 100% = 6000 / 66000 × 100 = 9.1%

Retailer’s Margin
Sales to the consumer at ₦700 each = 70,000
Cost price from wholesaler at ₦660 each = 66,000
Profit = ₦4,000
Margin = Profit / Sales × 100%
= 4000 / 70000 × 100% = 5.7%
Turnover: This is the value of net sales during a particular period. Net sales make allowance for returns inwards. In our example, there are no returns and turnover is as follows:
Manufacturer’s turnover = ₦60,000
Wholesaler’s turnover = ₦66,000
Retailer’s turnover = ₦70,000
Mark up = Gross Profit × 100 / Cost price
WEEK NINE: 		DISTRIBUTION
This can be defined as the process or channel through which goods pass from the producer or manufacturer to the final consumers. It is also the chain of activities involved in bringing produced goods to the consumers.
Chain of Distribution
Producer → Wholesaler → Retailer → Consumer
Producer → Wholesaler → Consumer
Producer → Retailer → Consumer
Producer → Consumer
The wholesaler and the retailer are the main links between the producers and consumers and are referred to as middlemen.
Manufacturer or Producer: They carry out the functions of combining all the factors of production to produce goods that will satisfy the wants and needs of the consumers.
Functions of the Producer
· He satisfies consumers wants and needs by producing goods and services.
· He engages in the production of goods and services.
The Wholesaler: This is a person or trader who buys goods in large quantities from a producer and sells it in small quantities to the retailers.
Functions of the wholesaler
· He/she buys goods in large quantities from the producers and sells in small quantities to the retailers.
· He obtains goods on credit from the producer and also allows credit to the retailer.
· He/she provides a ready market for the producer.
· He/she helps to advertise the manufacturer’s products.
· He/she helps to keep prices stable by stocking adequate quantity of goods in the warehouse.
· He/she relieves the producer the problem of keeping large stock of finished goods.
The Retailer: This is a trader or person who buys goods in small quantities from the wholesaler and sells to the consumers in bits.
Retail Outlets: Retail outlets are channels through which the retailer makes it possible for goods to reach the consumers.
They can be called small-scale or large scale outlets.
 Small-scale Retail outlet
i. Hawkers: These are traders who carry their goods from place to another in search of buyers.
ii. Kiosks: This is a small open enclosure for selling goods in small quantities.
iii. Stall holders: These are small-scale retail outlets that operate mainly in open market.
Large-scale retail outlets:
i. Retail Cooperatives: These are traders who buy goods collectively and more cheaply in bulk and sell to their members at cheaper prices.
ii. Super Market: These are self-service stores which sell wide range of goods both locally produced and imported goods clearly displayed, labelled and arranged in shelves with prices marked on them.
iii. Departmental stores: This is a large trading organisation with many departments located in the building e.g. Shoprite.
iv. Mail Order: This is a type of trading that is carried out through the post.
v. Online store: (E-shopping) is a form of electronic retail services which allows customers to buy goods or services from a seller (retailer) online using the internet.
Consumer: A consumer is an individual who buys products or services for personal use and not for resale. A consumer can also buy services like electricity, water supply, telephone service, transport service, postal or courier service etc. Consumer is the last person in the chain of distribution.












