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Chapter 1: Business Environments
1	The business world is made up of the Public and Private sectors. Differentiate between these two sectors.
2	Collective goods are also known as …
3	Give five examples of infrastructure.
4	How is the Public sector funded?
5	Name two elements that a business operating in the Private sector can use to create a competitive advantage.  
6	What is the difference between the formal and informal sector?
7	List three different TYPES of activities that can take place in the informal sector and give an example of each.
8	What is the GDP?
9	Why are activities in the informal sector not included in the GDP?
10	If the Rand value of activities taking place in the informal sector is not included in the GDP, how does the informal sector contribute to the economy of the country?
11	Complete the following table to explain what happens in the different economic sectors.
	Primary Sector
	




	Secondary Sector
	




	Tertiary Sector
	




	Quaternary Sector
	




	Quinary Sector
	





12	What is meant by the term “business”?
13	A successful business is about much more than short term profits. Discuss four characteristics over and above profit that make a business successful.
14	Explain seven objectives that a business will aim to achieve in the long term.
15	When we refer to the business environment, we broadly classify it as the Internal and External environments. Use the following diagram to show what each environment consists of. 



16	Which six elements make up the micro environment?
17	How many business functions are there in a business?
18	What does it mean when we say these functions are interrelated?
19	List four phrases that summarises the Strategic plan of the business.
20	What is the vision? Give a definition to explain the concept.
21	If you have to explain the concept of the business’ mission to someone in simple language, what would you say?
22	Why it is important that a business formulates long term goals and short term objectives?
23	What is a business strategy?
24	Write two sentences to explain each of the following management tasks in your own words:
	24.1	Planning
	24.2	Organising
	24.3	Leading/activating
	24.4	Control
	24.5	Communicating
	24.6	Coordinating
	24.7	Decision making
	24.8	Delegating
	24.9	Discipline
	24.10	Motivating

25	Does the Purchasing department only buy inventory (stock), or all the goods needed in the business?
26	Complete the following diagram to show what the purchasing department has to achieve:


27	Name the four factors of production.
28	Use the words “input” and “output” to describe the task of the Production department.
29	Name four requirements that any product/service has to meet to be successful in the long run.
30	The Marketing function has to determine the target market that the business wants to sell to. To do this, the Marketing department may use LSM groupings. What is LSM groupings? 
31	Apart from LSB groupings, which other criteria could be used to define the target market? Name five.
32	List five tools that the Marketing department can use to communicate with the target market. Hint: Radio, TV, newspaper, etc. are not the correct answers.
33	We generally refer to the four Ps of Marketing. Google to find out what these are. They are discussed in the paragraph in your textbook, but not listed/called the four Ps.
34	What is capital? Hint: It is more than just money…
35	Differentiate between fixed capital and working capital.
36	How does the Financial function use a budget to plan and control finances?
37	What is “Start-up capital”?
38	What is the task of the Administrative function?
39	Which department has to determine how many workers and what levels of skills are required in the business?
40	The new name for the Human Resources function is …
41	Name four laws that the HC function has to keep in mind and abide by in their daily activities.
42	Why is the Public Relations function important?
43	Name two additional business functions that have emerged in the last few years and write two sentences on each to explain why it is important to consider these functions.
44	Name the four factors of production and the remuneration of each.
45	What is the purpose of formulating policies and procedures?
46	Why is it important to review policies from time to time?
47	What is the Business culture and why is it important to consider this to improve the performance of the business? 
48	Give a definition of an organisation structure.
49	What are the advantages of a clear organisation structure?
50	Google to find another name for organisation structure. Hint: it also starts with an “O”.
51	Is the market environment part of the Internal or External environment?
52	List the seven stakeholders in the market environment.
53	Why does the business have to consider the impact that suppliers may have on the business?
54	Why are consumers powerful role-players in the market environment?
55	List seven factors that a business should consider being better at than the competitors in order to create a competitive advantage for itself. 
56	Apart from the two strategic alliances mentioned in your textbook, find three other examples of business that have entered into a strategic alliances (where businesses create a win-win situation by joining forces).
57	Why are the distributors of products (intermediaries) important stakeholders in the market environment?
58	How can Industry regulators and NGO’s impact the success of the business? 
59	PESTLE is a handy tool to analyse the macro environment. What do PESTLE’s letters represent?
60	What is a SWOT-analysis and what does each of the letters refer to?
61	In the table below, you have to indicate two issues that fall in each of the PESTLE categories that may have an impact on the business. We have done one example for you:

	Political factors
	· New ruling party
· 
· 

	Economic factors
	· Inflation rate
· 
· 

	Social factors
	· Poverty
· 
· 

	Technological factors
	· Social media
· 
· 

	Legal factors
	· BBBEE compliance
· 
· 

	Environmental factors
	· Reduce carbon footprint
· 
· 



62	Now take the issues that you have identified in question 61, and explain what the impact of each of these issues could potentially be on a business such as Pick n Pay and make suggestions how Pick n Pay can deal with the issues to minimise negative consequences. 

Give one word/phrase for each of the following:
63	The end product towards which all efforts are directed.
64	Internal factors (in the business) that helps to contribute to success.  
65	Internal factors (in the business) that bring about negative consequences if they are not managed well. 
66	Factors in the external environment that may cause the business to fail. 
67	Factors in the external environment that may be beneficial to the business.
68	A continuous and considerable increase in the general price level and as a result the purchasing power of money decreases.
69	When someone does not have sufficient money to survive, he/she lives n a state of …
70	The total value of finished goods and services produced within the border of the country within a year.
71	Long term accomplishments that the business would like to achieve.
72	Producer  wholesaler  retailer  consumer.
73	Short term tasks that has to be achieved in order to reach long term goals.
74	The “road map” that describes the process of getting the business to the desired future.
75	The activities involving the process to get the product from the manufacturer to the final consumer.
76	The business function that is concerned with building the image of the business.
77	The business function that is responsible for collecting data and then processing it to become useful information.
78	An agreement between businesses so that both businesses benefit by the agreement.
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Chapter 2: Entrepreneurship
1	What does the work Entrepreneur mean?
2	List four “Push factors” that will lead to someone becoming an entrepreneur. Explain what is meant by each.
3	List four “Pull factors” that will lead to someone becoming an entrepreneur. Explain what is meant by each. 
4	How would you describe an entrepreneur? Discuss at least five characteristics.
5	Entrepreneurial ventures are about: Innovation, growth and well formulated objectives. Discuss this statement. 
6	Discuss the following types of entrepreneurs:
	6.1	Techno-entrepreneur
	6.2	Tourism entrepreneur
	6.3	Social-entrepreneur
	6.4	Enviro-entrepreneur
7	If one would like to become an entrepreneur, there are various options, such as getting involved in a family business, buying an existing business, starting a new business or buying a franchise. Elaborate on each of these options.
8	Complete the following diagram to illustrate the basic entrepreneurial process: 



9	What is a feasibility study?
10	What is a viability study?
11	Apart from feasibility and viability, name and explain two issues that an entrepreneur has to 
consider when he/she evaluates a new business opportunity. 	
12	Why is it important that an entrepreneur does market research before deciding if the business is a good idea?
13	How can a SWOT-analysis help the entrepreneur to evaluate a business opportunity?
14	Name four types of resources that an entrepreneur will need to start a new business.
15	Complete the table below to show your understanding of what a business plan should contain:
	Title Page:
	




	Table of Content:
	




	Executive Summary:
	




	Market Analysis:
	




	Marketing Plan:
	




	Financial Plan:
	




	Production Plan:
	




	Organisational Plan:
	




	Appendix:
	






16	Regardless whether the entrepreneur decides to manage the business him/herself or to appoint 	someone to do so, what are the four basic tasks that will have to be performed?
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Chapter 3: Forms of Ownership
1	Explain each of the following concepts that are closely associated with the choice of a particular Form of Ownership:
	1.1	Legal Persona
1.2	Liability (for the debts of the business) 
1.3	Tax Implications
1.4	 Continuity of existence
1.5	 Management and Control
1.6        Capital-size of the business
1.7	Formation Procedures

2	Discuss the characteristics of a Sole Trader / Sole Proprietorship.
3	Explain whether the following are regarded as an advantage or disadvantage or maybe both.
	Characteristic:
	Advantage? Why?
	Disadvantage? Why?

	Formation procedure
	
	

	Number of owners
	
	

	Management and control
	
	

	Tax
	
	

	Continuity of existence
	
	

	Liability for the debt of the business
	
	



4	Discuss the characteristics of a Partnership.
5	What is a partnership Agreement?
6	Which details should be included in a Partnership Agreement?	
7	Explain whether the following are regarded as an advantage or disadvantage or maybe both.
	Characteristic:
	Advantage? Why?
	Disadvantage? Why?

	Formation procedure
	
	

	Number of owners
	
	

	Management and control
	
	

	Tax
	
	

	Continuity of existence
	
	

	Liability for the debt of the business
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Chapter 4: Business Related Information
1	Name five reasons why a business will constantly need information about the internal and external environment.
2	What is the difference between data and information?
3	Differentiate between primary and Secondary research.
4	Why does the business have to ask permission from the people participating in the research?
5	What is Plagiarism and why is it problematic?
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Chapter 5: Creative Thinking
1	What is creative thinking? Formulate your own definition.
2	Name the 3P’s of the 3P model of Creativity.
3	Which three factors characterise a creative person? Name and explain each.
4	The second P of the 3P model of Creativity is the Process. Complete the following diagram to illustrate the creative thinking process to generate a creative idea.. 

5	List any three Creative thinking techniques that you are already familiar with.
6	The 5W and H Technique consists of five questions that start with a W and one question that starts with a H. List these questions.
7	How can the Association technique lead to creative thinking
8	The 3rd P of the 3P creativity model is the Product. Name and explain five ways how one can come up with a new product as an entrepreneurial idea. 
9	Once the entrepreneur has an idea to make money, it is prudent to think of a way to protect the idea from other people / businesses using it as their own. Explain the following routes the entrepreneur can follow to have his/her ideas protected:
	9.1	Patents
	9.2	Licencing “Know-how”
	9.3	Trademark
	9.4	Copyright
10	Make six suggestions to consider to overcome a creative block.
11	What is the advantage and disadvantage when it comes to Indigenous Thinking to develop 
new ideas for an entrepreneurial venture?

Give one word/phrase for each of the following:
12	The ability to use imagination to develop new and original ideas.
13	Looking for answers to problems by looking at the problem from an unlikely angle.
14	A technique that puts forward a possible solution which is criticized and broken apart to find a real solution.
15	Each idea is added in a separate circle or block and then connected to form a whole.

16	Lets play some creativity games:
16.1	Nominate someone in the class to write a random word on the board. The word may not have more than five letters. Each learner gets one minute to come up with what the word is an acronym for. It has to be Business related. E.g. DUST is the acronym for Dynamic Underperforming Strategic Team. Five learners are asked to give and explain their acronyms and the class votes for the best one.
16.2	An old game, but it can be fun none the less. Word association… All students stand in a circle. The teacher starts with a business related word and the next student has to give a Business word that can be associated with that concept; If the student takes too long, he/she has to sit down. The person that remains standing is the winner.
16.3	Quickly count the number of times the letter F appears in this sentence:
	“Finished files are the result of years of scientific study combined with the experience of years.” 
16.4	Name two objects for every let­ter in your com­plete name. Work up to five objects, trying to use different items each time.
16.5	Wherever you are, look around and within two minutes, try to find 5 red things that will fit in your pocket, and 5 blue objects that are too big to fit.	
16.6	Which of the two inner circles is the bigger?
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16.7	What do you see?
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16.8	Which number should be in the last triangle?
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16.3 – 16.8 (downloaded from    http://sharpbrains.com 14 December 2015)
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Chapter 6: Professionalism and Ethics
1	What does it mean to be a responsible Citizen?
2	How can organisational culture be used to encourage ethical behaviour?
3	Is there a difference between ethical and legal? Motivate your answer.
4	Give five examples of what is considered unethical (and illegal) behaviour when marking 
	products in South Africa.
5	Are the examples you gave in number 4 considered to be unethical and illegal in all 
	counties?
6	Give a definition of a contract.
7	What are the five requirements for a contract to be legally binding?
8	Discuss five conditions that can be considered a breach in contract. 
9	What is an employment contract and what is the purpose of this type of contract?
10	List seven different details that should (at the very least) be included in an employment 
	contract.
11	Explain the two parties to an insurance contract.
12	What is a lease agreement?
13	Explain an Instalment sale agreement.
14	Explain a rental agreement in the context of fixed property being  rented.
15	What is a franchising agreement?
16	Why is it important for a manager to know his/her strengths and/or weaknesses?
17	Explain how the following Self-management skills will contribute to the success of the 
	Manager. You have to write between 7 and 10 sentences on each (no more!)
17.1	Personal development
17.2	A balanced work-life
17.3	Ethics
17.4	Professional image
17.5	Personal goals
17.6	Self-Knowledge, Self-Confidence and Adaptability 
18	List five skills that a manager may want to develop to be a better manager. Motivate why you have chosen each one of these five skills by explaining how it will make someone a better manager.  
19	The moral obligation that businesses have to contribute to the community it operates in, is known as CSR. What do the letters CSR refer to?
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Chapter 7: Teamwork
1	Give a definition of teamwork.
2	Explain six characteristics that successful teams share.
3	What are the four commonly accepted stages of team development?
4	Discuss what happens during each of these four stages.
5	Complete the following diagram:









5	Describe the workings of an informal team.
6	How does a formal team differ from an informal team?
7	When we think about formal teams, we differentiate between three types of formal teams. Complete the following table to elaborate on each different type of formal team:
	Functional working team
	






	Problem-solving Team
	







	Multi-disciplinary team
	









8	Discuss five advantages that comes from successful teams.
9	Explain three potential problems that can be associated with teamwork.
7	There are a variety of theories on different roles that team members could play in a team. Explain the following roles that people could play in a team:
	7.1	Contributor
	7.2	Collaborator
	7.3	Communicator 
7.4	Challenger
8	Differentiate five characteristics that distinguishes a successful team from an unsuccessful team. 
9	Explain Herman Mashaba’s theory on how to build a winning team by referring to the skills and tasks below:
	Elements to Building the Winning Team

	Balance of Skills
	




	Identify and Promote Talent
	




	Play to Strengths
	




	Develop People
	




	Lead by example
	




	Prepared to Move People
	




	Collective Responsibility
	







[bookmark: OLE_LINK1]10	A disagreement between people often results in ... 
A	collaboration
B	conflict
C	re-engineering
D	results

11	If one team member have a preconceived idea about another member, it is known as  ... 
A	prejudice
B	outrage 
C	diversity
D	confrontation

Give one word/phrase for each of the following:
12	If team members collectively work better than the individual members. 
13	During this stage of the team dynamic process, a strong team cohesion is formed. 
14	An aggressive type of disagreement where parties refuse to work together and that ends in a negative result.
15	The stage when team members are testing the agendas of fellow team members. 
16	When new ideas are formed because of a disagreement, it is known as ...  
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Chapter 8: Purchasing or Procurement Management
1	What is the task of the Purchasing function?
2	Distinguish between three different types of purchases that a business could make.
3	Complete:  The Purchasing department has to find: 
· The right ____________________ to deliver 
· The right ____________________ and 
· The right ____________________ at 
· The right ____________________and at 
· The right ____________________ at 
· The best ____________________
4	Complete the following diagram to illustrate the Purchasing or Procurement cycle:



5	How does the Purchasing department go about finding out what the needs in the business are?
6	Which criteria could be used to consider alternative suppliers? Name six.
7	Name and explain four different types of discount that the Purchasing department can try to negotiate.
8	What would be the implication if the supplier does not have the capacity to deliver the inventory or raw materials needed by the business?
9	What type of support service may the Purchasing department expect from suppliers?
10	How does EPOSSE make it easier for the Purchasing department to order the correct quantity of stock?
11	What is the procedure that needs to be followed when goods are received to ensure the correct stock and correct quantity is received?
12	Why is an efficient stockpiling system important?
13	Discuss eight different types of inventory/stock that the Purchasing department could order.
14	What is the most economic ordering quantity?
15	What are possible reasons why the business may decide to stock pile?
16	What are possible reasons why the business may decide to NOT stockpile additional stock?
17	Explain the concept of JIT.
18	Why would a business aim to achieve economies of scale when they order stock?
19	Why may some business prefer to buy on credit, while others may prefer to only pay cash for purchases?
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Chapter 9: Production / Operations Management
1	Why do you think was this function always called Production, but the new terminology refers to the function as Operations management?
2	What would be the main aim of the Production/Operation management function be?
3	What is meant by the Internal supply chain of the business? Complete the diagram to help you answer the question.




4	Discuss the four traditional factors of production and the remuneration of each.
5	What is the 5th factor of production that is added in the recent times?
6	There are three criteria that a resource has to meet to be considered valuable. What are these?
7	Use the words Input, Output, Acceptance and Transformation (not the correct order) to describe what it is that takes place in the Production or Operations management department.
8	The production manager has to focus his/her attention on long-term, medium-term and short-term tasks.  What do these different term decisions and activities entail? 
9	When choosing the factory premises (location), a number of factors have to be considered. Make a list of at least nine of these factors.
10	When will a manufacturing business chose to be close t the source of the raw material and when would it be more beneficial to the business to be closer to the consumer?
11	Why may it be an advantage for the business to locate close to “business partners”, e.g. business producing one of the components or ingredients used in the final end product?
12	Is it important for a business to be located close to the area where the skills needed are available or will the “skills come to the business”?
13	The availability of infrastructure is important if the business wants to succeed. Discuss this statement. 
14	Is it important for a business to plan upfront for possible expansion? Or should they simply look for bigger premises when the time comes?
15	What should the goals/aims be that the business wants to achieve via sound factory layout?
16	List eight criteria to consider when the business plans the internal layout of the factory.
17	Complete the following table to explain the different criteria to consider when planning the factory layout:
	Flexibility
	




	Coordination
	




	Distance
	




	Handling
	




	Best use of space
	




	Visibility
	




	Limit discomfort
	




	Safety
	







18	Why is proper factory layout so important? i.e. what are the advantage of proper factory layout:
	18.1	From the employee’s point of view?
	18.2	From the employer’s point of view?
19	Which production systems should be considered before the best production system for the particular business is chosen?
20	Explain mass production and when it will be a suitable system. Explain possible advantages and disadvantages of this system. 
21	Explain batch production and when it will be a suitable system. Explain possible advantages and disadvantages of this system.
22	Explain jobbing and when it will be a suitable system. Explain possible advantages and disadvantages of this system.
23	Explain a combination production system and when it will be a suitable system. Explain possible advantages and disadvantages of this system.
24	What is product specification and why is it important?
25	We differentiate between specialized machines and standardized/general-purpose machines. Explain the difference and when it would be advantageous to use each. Also refer to situations where a combination of the two types of machines is used. 
26	What is automation and is it good or bad to implement a system of automation?
27	How and why is a production budget drafted?
28	Which factors will determine the production quantities/volumes produced?
29	Why is stock control of the utmost importance?
30	What is EPOSSE and how does it assist with stock control?
31	In order to improve safety in the workplace, the business has to train workers AND implement programs to promote and awareness of safety factors.
	31.1	List and explain five types of training that can be implemented to improve safety. 
31.2	Discuss seven types of safety promotions that the factory should run on a continuous basis. 
32	Explain how the OHS-Act promotes safety in the workplace.
33	Discuss three types of machine maintenance programs that should be implemented in any factory. 
34	Why is quality control important in a production environment?
35	Discuss the following quality control measures:
	35.1	Samples
	35.2	Inspections
	35.3	Displaying the SABS mark of approval on the product.
36	When natural resources, labour, capital and entrepreneurial skills are combined to create a product/service that satisfies the needs of consumers, it is known as ...
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Chapter 10: Financial function
1	The Financial function is concerned with the bottom line of the business, i.e. profit and profitability. Which other two elements are emphasised by Triple bottom line reporting?
2	What is the new name for the Income Statement?
3	What is the new name for the Balance Sheet? 
4	What is the purpose of the Income Statement?
5	What is the purpose of the Balance sheet?
6	Complete: Total assets = ... + …
7	How do different Forms of Ownerships raise own capital?
8	Another name for borrowed capital is …
9	Where does the business borrow money on the long term?
10	Where does the business borrow money on the short term?
11	Name and explain four factors to consider when a decision needs to be taken between own and borrowed capital.
12	What is meant by Fixed capital?
13	What is meant by working capital?
14	Name and explain six sources of short term borrowed capital.
15	There are a number of factor to consider when a decision is made between using Long term vs. Short term capital. Name and explain six such factors.
16	Give a definition for a budget.
17	Why is it important to budget?
18	Differentiate between a capital and a cash budget.
19	Many an entrepreneur thinks his/her business is doing well when it generates a good profit. But a lack of cash flow can still lead to the downfall of a business despite good profits. Explain how this is possible.
20	Critically evaluate (look at advantages and disadvantages) of a business selling on credit.
21	What is a debtor?
22	What does the word creditworthiness mean?	
23	How can a business determine the creditworthiness of a potential debtor?
24	What is the credit period?
25	Why is it important to allow each debtor a different credit limit?
26	Why is good credit control critical to the success or failure of a business selling on credit?	
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Chapter 11: Information Management (Administrative Function)
1	Why has the name of the Administrative function recently change to the Information management function?
2	In the past we often found that administrative activities were centralised in one department in 
the business. However Information management is more often than not to a large extent de-centralised (i.e. managed within each separate business function). What do you think is the reason for this?
3	Look at the following diagram and then answer the question that follow:

	3.1	What is data?
	3.2	What is information?
3.3	Is data of information used during the decision making process?
4	Management at different levels of the business needs different types of information, because they make different types of decisions. 	
	4.1	What type of decisions are made by top management?
	4.2	What type of decisions are made by middle management?
	4.3	What type of decisions are made by lower management?
5	There are generally six requirements for a good Information management System. Name and describe each.
	








Business Environments


Internal


External






























Resources


Right


Right


Right


Right


Right


Right

















































Types of Teams

















Identify ...


Assess ... against ...


Send resources to ...


...


...


Assess and select ... 
















Data


Information Management and decision- making


Actions


Processing data into information












25

image2.png




image3.png




image4.png




image1.png




