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FOREWORD

The Ministry of Education is pleased to authorise the publication of this senior secondary syllabus which marks a watershed in the development of the public education system in Botswana and signals another milestone of progress in fulfilment of the goals set by the Revised National Policy on Education, Government Paper No. 2 of 1994.

In this era of widespread and rapid technological change and an increasingly inter-dependent global economy, it is essential that all countries foster human resources by preparing children adequately for their future. Survival in the coming millennium will depend on the ability to accommodate change and to adapt to environmental needs and emerging socio-economic trends. It is the wish of government to prepare Batswana for future growth and adaptation to ongoing change in the socio-economic context; specifically the transition from an agro-based economy to the more broadly based industrial economy which we are aiming at.

The senior secondary programme builds on the Ten Year Basic Education programme and seeks to provide quality learning experiences. It aims to prepare our students for the world of work, further education and lifelong learning. However, secondary education must also pay attention to the all round development of the individual. It should provide not only for the acquisition of those skills needed for economic, scientific and technological advancement. It should also provide for the development of cultural and national identity and the inculcation of attitudes and values which nurture respect for one’s self and for others.

Critical to the success of our secondary education programme is the recognition of individual talents, needs and learning styles. Hence, the role of the teacher in the classroom has changed. S/he must be a proficient manager and facilitator; a director of learning activities. S/he should be conscious of students’ needs to take on board a measure of accountability and responsibility for their own learning. S/he must also take into account the widening range of ability of the student body and the different levels of achievement which they aspire to. This means active participation for all and the creation of rich and diverse learning environments.

It is important then that we value the students’ own experiences, build upon what they know and reward them for positive achievement. At the same time, we must be prepared to offer them guidance and counselling at all levels; assisting them to make the best decisions in keeping with their own interests, career prospects and preferences. In that way we shall prevail in nurturing at the roots of our system, the national ideals of democracy, development, self-reliance, unity and social harmony.

This syllabus document is the outcome of a great deal of professional consultation and collaboration. On behalf of the Ministry, I wish to record my appreciation and thank sincerely those who contributed to and were involved in the production of this syllabus. 
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A. Introduction

Commerce in the Senior Secondary School Curriculum aims at preparing students for further education and employment. The Botswana Senior Secondary Commerce syllabus has been designed to build on the foundations laid by the Junior Secondary Business Studies syllabus.

The syllabus has been developed on the basis that Commerce has been allocated 4 periods per week of 40 minutes each. The subject is one of the optional subjects within the framework of the entire senior secondary programme.

B. Rationale

Commerce is a subject which explains commercial principles, processes and behaviour. The subject places emphasis on both academic and practical skills that prepare students for the world of work, employment and further studies. The study of the subject helps students to explain commercial activities and the behaviour of institutions in the commercial world. It equips students with fundamental skills such as problem solving, communication, team work, self assessment, critical evaluation and logical thinking. Through the study of Commerce learners will appreciate the importance of good working habits, develop positive attitudes towards work and interest in self employment, as well as the development of entrepreneurial skills.

Commerce relates with other business subjects such as Accounting, Business Studies, Office Procedures and Business Economics. It develops the experiences in other practical subjects such as Art, Design and Technology, Agriculture and Home Economics into viable business ideas which may provide students with a career in future.

C. Aims of the Senior Secondary Programme

On completion of the two year Senior Secondary Programme learners should have:-

· acquired knowledge, developed confidence and ability to assess their personal strengths and weaknesses and be realistic in choosing appropriate career/employment opportunities and or further education and training.

· developed skills to assist them in solving technical and technological problems as they relate to day- to-day life situations.

· developed desirable attitudes and behavioural patterns in interacting with the environment in a manner that is protective, preserving and nurturing.

· acquired attitudes and values, developed basic skills and understanding to allow for execution of rights and responsibilities as good citizens of Botswana and the world

· developed information technology skills as well as an understanding and appreciation of their influence in the day-to-day activities.

· acquired knowledge, attitudes and practices that will ensure good family and health practices including awareness and management of epidemics (such as HIV/AIDS) that prepare them for productive life.

· developed pre-vocational knowledge and manipulative skills that will enable them to apply content learnt and attitudes and values developed to practical life situations in the world of work.

· developed an understanding of and acquired basic skills in business, everyday commercial transactions and entrepreneurship.

· developed foundation skills such as problem solving, critical thinking, communication, inquiring, team work/interpersonal to help them to be productive and adaptive to survive in a changing environment.

· developed study skills required for further study and training.

D. Aims of the Senior Secondary School Commerce Syllabus

On completion of the two year Commerce Course students should have developed:

1. Knowledge and understanding of the commercial environment and how changes in that environment affect commercial behaviour;

2. Knowledge and understanding of the language, concepts and procedures, of everyday commercial transactions; 

3. Knowledge, skills, attitudes and ethics in practical decision making, problem solving and team work;

4. Awareness of the importance and application of Information Technology in commercial activities;

5. Understanding of the characteristics, functions and purposes of commercial activities and institutions in both the public and the private sectors;

6. The ability to apply skills of numeracy, literacy, enquiry, interpretation and presentation of commercial information in solving day to day commercial problems and making decisions;

7. Knowledge and understanding of the organisation, financing and operations of commercial institutions;

8. An awareness of the nature and significance of innovation and change within the context of commercial activities;

9. Knowledge of the importance of commercial processes, entrepreneurial skills, positive work habits, values and attitudes necessary for the world of work;

10. The ability to assess personal achievement and skills in the pursuit of commercial career opportunities and or further education.

11. Problem solving, critical thinking, communication and team work/interpersonal skills to help them to be productive and adaptive in a changing environment;

12. An appreciation of the need to protect and utilise the resources of the physical environment in a sustainable manner.

E. Recommended teaching methods

The syllabus encourages a learner-centred approach to learning and teaching as emphasised in the Curriculum Blueprint. In such an approach, the learner is at the centre of most activities and the teacher plays a facilitating role for learning to take place. This means the teacher should use a variety of action oriented methods, such as project work, visits to commercial institutions, simulations, group discussions and class presentations to get the learners to participate actively in the learning and teaching processes. The teacher is required to keep up to date with improved business practice in  commercial houses in order to bring the latest developments in industry into the classroom.

In order to facilitate the learner centred approach, there should be pre-planning by both teacher and learners. The teaching method should lead to hands-on commercial activities in the class. Wherever possible a resource person from commercial houses should be invited to give demonstrations in order to facilitate practical learning.

F. Assessment Objectives

Commerce should aim at providing learners with experiences which cover the following domains: Knowledge, understanding, application, analysis, evaluation and investigation. These domains should provide guidance in the assessment of learners.

Learners should be able to:

Knowledge and Understanding

1. Demonstrate knowledge and understanding of facts, terms, and concepts contained in the syllabus;

2. Demonstrate knowledge and understanding of basic principles, techniques and ideas through numeracy, literacy, presentation and interpretation;

Application

1. Recognise, select and organise information in verbal, numerical and diagrammatic form;

2. Apply their knowledge and understanding to situations and problems related to commerce;

Evaluation

1. Distinguish between facts and opinion and evaluate data in order to make informed judgement;

2. Identify significant issues in the commercial field in order to present reasoned explanation, develop arguments, understand implications, make reasoned judgement and communicate them in an accurate and logical manner; 

Investigation

1. Set objectives, plan and carry out an investigation of particular commercial situation;

2. Select, analyse, interpret and evaluate data from a variety of sources appropriate to the objectives of the investigation;

3. Present the results of an investigation appropriately.

G. Assessment

The Botswana Senior Secondary Commerce syllabus will be assessed using a variety of continuous assessment instruments in order to ensure that learners attain the set aims. School based assessment in the form of projects, tests, assignments, etc. will be used. The outcome of the assessment methods will be used to improve instruction and for promotion. 

A terminal examination will be administered at the end of the course. Continuous assessment in the form of coursework will contribute to the certification. Where it will not be possible to offer coursework, alternative papers to test the same knowledge, skills and attitudes will be used. Examination syllabus will be developed by the examining body to provide guidance to teachers on the objectives to be tested.

H. Organisation of the syllabus content

The syllabus is organised around broad content areas called modules and each module has one or more units. The units are subdivided into topics. Each topic consists of general objectives which give rise to specific objectives. The specific objectives describe what learners are expected to do.

MODULE 1: INTRODUCTION TO COMMERCE

UNIT 1.1: WANTS AND NEEDS AND THEIR SATISFACTION

	Topic
	General Objective
	Specific Objective

	
	Students should be able to:
	Students should be able to:

	Production and the satisfaction of wants and needs.
	Understand the meaning of wants and needs
	-
explain wants and needs with examples 

-
differentiate between wants and needs 

	
	Understand the importance of production in the satisfaction of needs and wants
	-
explain the meaning of production

-
differentiate between direct and indirect production

-
explain how production helps to satisfy needs and wants

-
describe the chain of production with the help of a diagram

-
explain the stages of production

	
	Appreciate the importance of specialisation 
	-
explain the meaning of specialisation and division of labour.

-
describe the relationship between specialisation and trade

-
identify the levels of specialisation with examples

-
discuss the advantages and disadvantages of specialisation

	Commerce
	Understand the importance of the branches of Commerce
	-
explain the meaning of Commerce

-
discuss the importance of the branches of Commerce

-
relate Commerce to production


MODULE 2: TRADE

UNIT 2.1: HOME TRADE

	Topic
	General Objective
	Specific Objective

	
	Students should be able to:
	Students should be able to:

	Types of retailers
	Understand the features of small and large scale retailers
	-
discuss the functions of retailers

-
identify the types of small and large scale retailers(hawkers, mobile shops, street traders, itinerant traders, market stall holders, independent retailers, supermarket, multiple shop, variety chain, department store, mail order business, co-operative retail society)

-
discuss the factors leading to the decline of small retailers

-
account for the survival of the small retailers

-
state the features of each type of large-scale retailers (supermarket, hypermarket, multiple shops, variety chain store, department store, mail order business, co-operatives)

-
explain the advantages and disadvantages of each type of large-scale retailer

-
differentiate between the different types of retailers

	Trends in Retailing
	Demonstrate an understanding of current developments in retailing
	-
identify the main changes that have taken place in the retail trade (branding, packaging, self-service, after-sales service, mail order, bar coding, e-commerce, commerce on the internet, shopping malls vending machines, lay-bye, loss leaders, Do It Yourself, etc.)

-
explain the characteristics of each of the new developments in retailing

-
explain the causes of the changes in the retail trade

-
explain the advantages and disadvantages of each of the new developments

	Credit Trading
	acquire knowledge and understanding of the operations of the various types of credit trading
	-
name the main types of credit trading (hire purchase, deferred payments, simple credit, monthly account, budget account)

-
describe how each type of credit trading works

-
compare hire purchase and deferred payment

-
state the advantages and disadvantages of each type of credit trading

-
explain the importance of banks and finance houses in hire purchase transactions


	Consumer Protection and Customer Relations
	demonstrate understanding of how the consumer is protected in Botswana
	-
explain the need for consumer protection

-
state the rights of the consumer in relation to the market

-
explain the various ways by which the consumer can be protected(including help from Botswana Bureau of Standard & Ombudsman)

-
examine the purposes of forming consumer associations

	
	Be aware of the importance of customer services offered by retailers
	-
identify customer needs which make them buy from a particular seller(information, assistance, care, refund or replacement)

-
discuss the features of good customer services that can be offered by the retailer(staff, premises, products, after-sales care, etc.)

-
explain the importance of good customer services

-
explain how retailers should handle customer’s complaints

	Types of Wholesalers
	Demonstrate understanding of the importance of the wholesalers
	-
identify the main types of wholesalers(general wholesaler, specialised wholesaler, cash and carry wholesaler) 

-
discuss the functions performed by the wholesaler

-
describe the characteristics of each type of wholesaler

-
explain the factors leading to the elimination of the wholesalers

-
discuss the implications of the elimination of the wholesaler

-
explain the ways by which the wholesaler is surviving in the chain of distribution

	Marketing Boards in Botswana
	Understand the role of marketing boards in the distribution of agricultural products
	-
explain the reasons for establishing marketing boards

-
state the functions of marketing boards

-
explain the operations of Botswana Agricultural Marketing Board and Botswana Meet Commission

-
appraise the activities of marketing boards with reference to the BAMB and BMC

	Computers in Trading
	Understand the importance of computers in trading
	-
identify the different ways computers and accessories are used in trading

· describe the importance of computers in trading

· discuss the importance of computers in electronic commerce


UNIT 2.2: PURCHASING AND SELLING PROCEDURES

	Topic
	General Objective
	Specific Objective

	
	Students should be able to:
	Students should be able to:

	Simple Contract of Sale
	Understand the importance of the simple sales contract
	-
explain the meaning of a contract of sale

-
define the terms offer and acceptance in sales contract

-
explain the importance of conditions and warranties in a sales contract

-
differentiate between an actual sale and an agreement to sell

-
determine the points on which agreement must be reached (price, quality, delivery, condition of payment, quantity)

	
	Demonstrate understanding of the purchasing activities of a trader
	-
identify the sources of supply for a particular product

-
state the processes of choosing a supplier for a particular product (define the need, research the market, adapt the sources to the need, enquiries, evaluate responses, place an order, etc)

-
show the follow-up procedures after the receipt of the order


prepare the documents used in buying and selling(order, enquiry, invoice, statement of account, etc.)


state the rules for storing different types of stock


complete stock record card


UNIT 2.3: INTERNATIONAL TRADE

	Topic
	General Objective
	Specific Objective

	
	Students should be able to:
	Students should be able to:

	The Pattern of Foreign Trade 
	Demonstrate understanding of the pattern of foreign Botswana’s trade 
	-
differentiate between home trade and foreign trade

-
explain why Botswana takes part in international trade

-
state the advantages and disadvantages of foreign trade to Botswana

-
state the characteristics of Botswana’s foreign trade

-
define the terms “balance of trade” and “balance of payments”

-
classify the current account items into visible and invisible exports and imports

-
differentiate between current and capital accounts in the balance of payments

-
show how the balance of payments is calculated

-
explain the implications of a favourable or unfavourable balance of payments to Botswana

-
discuss how a country can deal with unfavourable balance of payment

-
explain the importance of the International Monetary Fund and the World Bank

-
discuss the problems faced by Batswana exporters and importers 

	Procedures and Documents in Foreign Trade
	Be familiar with the procedures in exporting and importing
	-
list the middlemen engaged in foreign trade(merchants, brokers, factors, forwarding agents)

-
state the functions of each of the middlemen in foreign trade

-
identify the documents used in foreign trade

-
explain the functions of each document in relation to the export or import of merchandise

-
state the importance of each document

	
	Be familiar with the various ways the importer can pay for the imports
	-
state the methods of payment by the importer

-
explain each method of foreign payment

-
state the advantages and disadvantages of each method

-
show how commercial banks help to facilitate foreign trade


	Government and Foreign Trade
	Be familiar with the various ways the Government may help importers and exporters
	-
explain how the government can assist exporters and importers

-
explain the functions and importance of Botswana Export Credit Insurance, Exporters Association of Botswana and Botswana Export Development and Investment Authority(BEDIA)

	Customs and Excise Department in Botswana
	Be aware of the role of the Department of Customs and Excise 
	-
differentiate between customs and excise, ad valorem and specific duties

-
state the advantages and disadvantages of customs duties

-
identify dutiable and non-dutiable goods in Botswana

-
describe the functions of the department of customs and excise 

	International Trade Agreements
	Be aware of the importance of international trade agreements
	-
identify the major international organisations designed to reduce trade restrictions (General Agreement on Trade and Tariffs-World Trade Organisation, United Nations Conference on Trade and Development)

-
describe the functions and organisation of Southern Africa Development Community and Southern Africa Currency Union as trading blocs


MODULE 3: BUSINESS ORGANISATION

UNIT3.1: BUSINESS UNITS

	Topic
	General Objective
	Specific Objective

	
	Students should be able to:
	Students should be able to:

	The Public Sector
	Acquire knowledge on the commercial activities of the government
	-
identify the main business organisations in the public sector

-
explain why the government takes part in economic activities

-
explain the terms ‘nationalisation’, ‘privatization’ and ,commercialization’

-
discuss the advantages and disadvantages of nationalization, privatization and commercialisation

-
explain the main features of a public corporation

	The Private Sector Businesses in Botswana
	Be aware of the importance of unincorporated business units in the economy of Botswana
	-
Differentiate between unincorporated and incorporated business units with examples

-
compare the sole proprietorship and partnership on the basis of capital, control, ownership, liability, setting up

-
state the advantages and disadvantages of the sole proprietorship and partnership

-
show the contribution of the sole proprietorship and partnership to Botswana’s economy

-
differentiate between limited partnership and general partnership

	
	Be familiar with the features of organisation of the limited liability company
	-
explain the term “limited liability”

-
discuss the importance of limited liability to third parties and the company

-
state the features of public and private limited companies

-
differentiate between public and private companies

-
explain the terms “public” and “private”

-
show the importance of shareholders and board of directors in the control and management of a company

-
state the advantages and disadvantages of limited companies

-
compare public corporation and public company


	
	Acquire knowledge and understanding of the formation of a limited company
	-
state the functions of the memorandum, articles of associations and prospectus

-
describe the part played by the promoters and the registrar of companies in company formation 

-
explain the importance of the certificates of incorporation and trading licence

	
	Be familiar with the capital structure of a company
	-
 identify the types of shares

-
explain each type of share

-
 differentiate between ordinary shares and preference shares

-
explain the types of debenture

-
compare shares and debentures

-
explain the issue of shares to finance the establishment and operations of a company

	
	Understand the importance of multinational/transnational corporations
	-
define a multinational/transnational corporation with examples

-
explain why many developing countries try to attract multinationals/transnational

-
state the advantages and disadvantages of a company becoming a multinational/transnational

-
explain the consequences to the host country of multinationals/transnational

	The Stock Exchange
	Acquire knowledge on the operation of the stock exchange
	-
define the stock exchange 

-
explain the functions of the stock exchange

-
describe the activities of the stock exchange members

-
describe the structure of the Botswana Stock Exchange

· discuss the role of the stock exchange

· explain the causes and consequences of stock market turbulence


MODULE 4: AIDS TO TRADE

UNIT 4.1: FINANCE AND BANKING

	Topic
	General Objective
	Specific Objective

	
	Students should be able to:
	Students should be able to:

	Methods of payments in Botswana
	Be familiar with the various methods of payment in Botswana
	-
Identify the methods of payments in Botswana.

-
Evaluate the use of cash in making payments in Botswana

	Banking
	Acquire knowledge and understanding of the importance of the Central Bank
	-
define the Central bank 

-
explain the functions of the Bank of Botswana 

	
	Acquire knowledge and understanding of the functions of Commercial Banks
	-
explain the functions of commercial banks (safe keeping of money, making and receiving payments, lending, etc.)

-
describe the various types of accounts offered by the   Commercial banks (deposit, current, etc.)

-
explain the importance of savings to the individual and the country

-
describe the various methods of making payments on behalf of customers (cheques, bank giro, standing orders, direct debit, remittances, etc.) 

· evaluate the various methods of making payments

· describe the uses of electronic banking

-
differentiate between a bank loan and overdraft

-
complete a loan application form

-
state the factors considered by the bank before granting a loan

-
discuss the use of computers in banking

	
	Appreciate the importance of other financial institutions
	-
identify other financial institutions in Botswana (savings bank, building society, finance houses, merchant banks, development banks, etc.)

-
state the functions of each of these financial institutions


	The Cheque System
	Acquire knowledge of the operation of the cheque system
	-
differentiate between open and crossed; bearer and order cheques

-
explain the implications of the various ways of crossing a cheque

-
explain the endorsement of a cheque

-
explain why a cheque may be dishonoured

	
	Acquired knowledge of the process of clearing cheques in Botswana
	-
identify the three processes of clearing cheques (local clearing, head office clearing, inter-bank clearing)

· describe the clearing of cheques at the local bank, between branches of the same bank and between different banks

· discuss the importance of computers in cheque clearing

-
explain the importance of the bankers’ clearing house in the inter-bank cheque clearing system


UNIT 4.2: INSURANCE

	Topic
	General Objective
	Specific Objective

	
	Students should be able to:
	Students should be able to:

	The risks in Business
	Be aware of the business risks that can be insured 
	-
define insurance 

-
explain the nature and importance of insurance

-
differentiate between insurable and non-insurable risks

-
explain the importance of statistics and other information in calculating risks and premiums

	Principles of Insurance
	Acquire knowledge and understanding of the principles of insurance
	-
explain insurable interest, utmost good faith, indemnity(contribution, subrogation & average clause) and proximate cause

-
identify various situations a customer cannot insure a property for lack of insurable interest

-
explain the importance of utmost good faith in completing the insurance proposal form

-
explain the consequences of over insurance and under insurance in relation to the principle of indemnity 

-
calculate the indemnity payable given a loss resulting from an insured risk

	Types of Insurance
	Acquire knowledge and understanding of different types of general insurance
	-
list the main types of general insurance (fire, marine, aviation, accident)

-
describe the types of fire insurance (private and business properties)

-
describe the main types of accident or special casualty insurance (insurance of liability: employer’s liability, public liability, professional indemnity etc, insurance of property, cash in transit, personal accident, travel insurance, insurance of interest, motor vehicle insurance)

	
	Acquire knowledge and understanding of different types of life assurance
	-
differentiate between insurance and assurance

-
describe the main types of life assurance (whole life, term, endowment, family income, mortgage security, educational, group life)


	Procedures for buying insurance and of making claims
	Acquire knowledge and understanding of the procedures for buying insurance and making claims
	-
explain the functions of insurance agents, brokers and underwriters

-
compare the work of agents and brokers 

-
describe the functions of the main documents used in obtaining insurance (proposal form, cover note, policy) and in making claims(claim form, police report etc.)

-
explain the process of buying insurance

-
explain the process of making a claim


UNIT 4.3: ADVERTISING

	Topic
	General Objective
	Specific Objective

	
	Students should be able to:
	Students should be able to:

	The importance of various types of advertising
	Demonstrate knowledge and understanding of the importance of various types of advertising
	-
state the purpose of advertising 

-
describe the main types of advertising and of the methods of appeal

-
explain the advantages and disadvantages of advertising

	
	Acquire knowledge of the various media of advertising
	-
state the main media of advertising 

-
state the advantages and disadvantages of each of the advertising media

-
explain the factors which affect the choice of advertising medium

-
relate advertising to branding and pre-packaging

· explain the factors to consider in designing an advertisement

· design an advertisement

	Advertising Agencies
	Demonstrate understanding of the functions and organisation of advertising agencies
	-
explain why a producer may rely on an advertising agency for advertising 

-
describe the functions of the advertising agency

-
describe the Code of Advertising Practice


MODULE 3: BUSINESS ORGANISATION

UNIT 3.2: HOW TO ESTABLISH A COMMERCIAL ACTIVITY

	Topic
	General Objective
	Specific Objective

	
	Students should be able to:
	Students should be able to:

	A feasible commercial idea
	Develop an appreciation for the processes involved in coming up with a commercial activity
	
explain ways of finding commercial ideas (solving a problem, noting a gap in the market, raising customers’ standard of living)

-
describe techniques of finding commercial ideas (observation, creativity, modifying ideas, experience, consultation)

-
list the most feasible commercial ideas

-
explain why some businesses fail

	
	Acquire knowledge and understanding of obtaining an existing business
	-
explain the processes required in buying an existing business (valuation of the net assets and goodwill, assessment of the final accounts of the business for a certain period, etc.)

-
state the advantages and disadvantages of buying an existing business 

-
explain the meaning of franchise

-
explain the advantages and disadvantages of a franchise

	Market research
	Acquire knowledge and understanding of the importance of market research for a new commercial activity
	-
explain the term market and market research

-
describe the main methods of market research

-
state the information a market research is likely to yield

-
identify the market for the commercial idea or service

	
	Acquire knowledge of conducting a market research
	-
prepare questionnaires for a field research

-
conduct a market research using any method of field research

-
analyse the results of the market research

-
write a report on the market research

	Business plan 
	Appreciate the importance of planning to a new business
	-
explain why businesses prepare plans

-
describe the content of a business plan

-
prepare a business plan(including cash flow, strengths, weaknesses, opportunities, threats analysis and profit forecasts)

-
interpret a business plan


	Business Finance
	Appreciate the importance of capital to the business organisation
	-
explain the start-up capital

-
indicate the importance of the start-up capital to the business

-
explain the importance of the working capital to the business

-
explain the implications of a lack of working capital

-
discuss how to improve the working capital

	
	Acquire knowledge and understanding of the sources of long-term and short-term capital
	-
explain short-term and long-term capital

-
discuss the sources of long and short-term capital finance in Botswana

-
explain the factors that will assist in the choice of a source of finance

	Keeping the Books
	Appreciate the importance of keeping simple records of business transactions
	-
discuss the importance of record-keeping to a business

-
identify income and expenditure items of a business

-
record income and expenditure separately

-
compare the total monthly income with the total monthly expenditure


	
	Understand the importance of preparing simple financial statements
	-
discuss the importance of preparing financial statements of a business

-
explain trading, profit and loss accounts and the balance sheet

-
identify the items which appear in the trading and profit and loss accounts

-
explain the cost of goods sold 

-
show how the cost of goods sold is calculated

-
show the relationship between the items which appear in the trading and profit and loss account

-
identify the items which appear in the balance sheet

-
describe the structure of the balance sheet

-
differentiate between fixed assets and current assets

-
identify the main items of current assets and how their changes may effect the working capital

-
show the relationship between the items which appear in the balance sheet

-
interpret financial statements using simple ratio analysis(profitability, profit margin, return on net assets, rate of stock turn, current ratio)

	Social responsibility of the business organisation
	Appreciate the responsibilities of the firm towards the community it serves
	-
discuss various ways of protecting the environment

-
describe the legislation available to protect the environment against business practices in Botswana

-
describe the role of pressure groups(e.g. Kalahari Conservation, Wildlife Clubs, Green Peace, etc.) in protecting the environment

-
discuss the sustainable ways of utilising the resources in the environment


MODULE 4: AIDS TO TRADE

UNIT 4.4: WAREHOUSING

	Topic
	General Objective
	Specific Objective

	
	Students should be able to:
	Students should be able to:

	Importance and types of Warehousing
	Appreciate the importance of warehousing
	-
explain the meaning of warehousing

-
state the importance of warehousing

	
	Acquire knowledge of different types of warehousing
	-
discuss the functions of a warehouse

-
list the types of warehouses

-
explain the uses of each type of warehouse-including bonded warehouse and cold storage


UNIT 4.5: COMMUNICATION

	Topic
	General Objective
	Specific Objective

	
	Students should be able to:
	Students should be able to:

	Communication in business
	Acquire knowledge of different types of communication
	-
explain the meaning of communication

-
determine the benefit of fast and accurate transmission of information to business

-
discuss the postal and payment facilities provided by the post office

-
discuss the facilities provided by the Telecommunication and other related institutions

-
describe the uses of telecommunication and computers in the transmission of information(e-mail and Internet)

-
discuss the importance of electronic communication in business

-
outline the factors that affect the choice of communication methods


UNIT 4.5: TRANSPORT

	Topic
	General Objective
	Specific Objective

	
	Students should be able to:
	Students should be able to:

	Transport systems
	Appreciate the importance of transport and the factors that influence the choice of a transport system
	-
explain the importance of transport to an economy

-
identify the mode of transport systems (used in home and foreign trade)

-
explain the factors affecting the choice of transport

	Road Transport in Botswana
	Understand the nature of road transport system
	-
state the advantages and disadvantages of road transport

· identify new developments in road transport

· discuss the importance of the new developments in road transport

-
explain the effects of the changes in road transport on the economy of Botswana

	Rail Transport in Botswana
	Understand the nature, importance and new trends in rail transport 
	-
list the advantages and disadvantages of rail transport

· identify the new trends in rail transport

· discuss the importance of the new trends in rail transport

-
discuss the effects of new developments in rail transport on the economy of Botswana

	Air Transport
	Acquire knowledge and understanding of the nature, importance and new developments in air transport
	-
state the advantages and disadvantages of air transport

· identify the new trends in air transport

· discuss the importance of the new trends in air transport

-
show the effects of new developments in air transport on commercial activities 

	Water Transport
	Acquire knowledge and understanding of the nature of water transport and its benefit
	-
identify the types of water transport

-
state the disadvantages and disadvantages of each type of water transport

	Pipelines
	Acquire knowledge and understanding of transport by pipelines
	-
describe the nature of pipelines

-
state the advantages of and disadvantages pipelines

	Containerisation
	Acquire knowledge and understanding of containerisation
	-
explain containerisation in the transport of cargo

-
list the advantages and disadvantages of containerisation

-
discuss the uses of mechanised cargo handling

	Ports
	Acquire knowledge and appreciate the importance of ports
	-
identify the types of ports

-
outline the main functions of ports(sea, air, dry ports)

-
discuss the importance of the Department of Civil Aviation
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