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STUDIES

The nature and scope of business organizations have been changing at an ever-accelerating
pace. As aresult of these changes taking place in business activities, the need and importance
of teaching the subject of Business Studies- I at the secondary school levels have increased
tremendously. The importance of this subject is bound to increase further in the years to
come. After going through the available books on the subject, we felt that there is a need of
a textbook incorporating the most recent concepts in organization and office management.
This book has been written to meet that need and, specifically, it has been designed to
serve as an introductory textbook for the secondary school level students. It meets the
curriculum requirements prescribed for this level by the Curriculum Development Centre.

Keeping in view the objectives and curriculum requirements stated above, the entire
subject-matter of the book has been divided into five sections containing 14 chapters.
Chapters 1 is devoted to the study of business system and its environment. These chapters
provides the necessary background material to students to enable them to understand
the concept, nature and environment of the present-day business. Chapter 2 is concerned
about the business idea which describes the requirement for creative and innovative
business. Chapter 3 provides the basic knowledge about the mobilisation of business
resources. A basic knowledge about the nature and characteristics of a wide variety of
organizational forms and some necessary legal requirements is a must in order to bring
a business into existence and get it going. Hence, the forms of business organization
are explained in Chapters 4 to 10. Chapter 11 deals about the business ethics and social
responsibility of the business. Chapter 12 concentrates on the importance of insurance for
minimizing the business risk. It also deals with the important types of insurance. Chapter
13 highlights about the taxation, its types and PAN obtaining procedure for an individual
and a business. Chapter 14 deals about office management including important methods
of filing and indexing used in modern offices

We have tried to make the book very simple and interesting. Its style is friendly and warm.
It is well illustrated, well-spaced, and with adequate summaries. A careful use of study
aids (such as, learning objectives, figures, tables, pictures and review questions) has been
made for the purpose. The layout has been designed to make it more accessible and easy
for students.

* There are boxes with crucial information and detailed step-by-step checklists
throughout the chapters.

* In order to inspire students’ imagination, many real-life photographs with content-
driven captions are presented throughout the chapters. These photographs reinforce
and expand the materials covered.

* All chapters contain one or more box features called “Things to Remember” (TTR).
Each box-feature summarizes the important definition and concept that justifies extra
attention of students.



* Alist of references has been provided at the end of the book with a view to give the
students necessary information about the several materials used and available on the
subject.

* Atthe end of each chapter are review questions that can be used to assist the learning
process.

This book is the product of a team work. The path towards this venture commenced in
June 2006 in Kathmandu. We agreed to join hands to undertake this venture. We were
fortunate enough to get the encouragement and feedback from a number of teachers and
experts. Hence we are encouraged to publish the Fourteenth edition of the book. We are
grateful to them for their inspiration.

We would like to thank the team at Buddha Publications Pvt. Ltd., particularly Mr.
Nabaraj Bajgain, Managing Director who conceived the concept of publishing this book
in this format and helped throughout the process of its publication. Their professionalism
and dedication have made this work possible. We acknowledge with deep appreciation
their cooperation and support for bringing out this book in a nice form within minimum
time. Mr. Dipendra Shrestha and Ms. Rajani Shrestha, another dear person on Buddha
publication unit, has assumed the major responsibility for word processing and designing
chapter materials. He worked closely with us in the preparation of information profiles
and manuscripts. He deserves special thanks for his excellent and meticulous work.

Comments and suggestions from teachers and students using this text are welcomed at
any time by the authors.

Authors



SYLLABUS

Business Studies (Grade 11)

Content Area Elaboration of Contents V\I/::)r:::-:g
1 Introduction to 1.1 Business: an important human activity 10
Business 1.2 Dimensions of business: service and commerce

1.3 Objectives of business
1.4 Functions of business

1.5 Business environment: meaning and components

2 Business Idea 2.1 Introduction to creativity and innovation 8
2.2 Basics of creative behaviour

2.3 Sources of business ideas: existing product, government
policies, research and development, business actors
network (buyers, suppliers, channel members and
consultants)

3 Resource 3.1 Major resources: financial, physical, human and 15
Mobilization informational

3.2 Financial resources: equity and debt capital, fixed and
working capital, venture capital, mutual fund

3.3 Physical resources (land and building, machinery and
parts, furniture and fixtures)

3.4 Human resources (recruitment, selection and retention)
3.5 Informational resources (intranet, extranet and internet)

4 Forms of Business | 4.1 Introduction to common forms of business organizations 48
Ownership 4.2 Forms of business ownership

a) Sole Trading Concern

- Introduction to sole trading concern

—  Features of sole trading concern

—  Reasons for starting sole trading concern

—  Procedure of registration and renewals of sole trading
concern in Nepal

b) Partnership Firm
—  Introduction to partnership firm
—  Features of partnership firm

—  Difference between sole trading concern and partnership
firm

—  Reasons for starting partnership business
—  Challenges of partnership business

—  Partnership deed and its contents

- Right and duties of partners



Working
hours

Content Area Elaboration of Contents

—  Procedure of registration and renewal of partnership form
in Nepal

—  Modes of dissolution of partnership form in Nepal

(g)

) Company

— Introduction to public and private company of company
business

—  Features of company business

—  Reasons for starting company business

—  Challenges to company business

—  Registration process of a company in Nepal

- Main documents of company in Nepal: memorandum of
association, articles of association, prospectus, certificate
of incorporation, certificate of commencement

—  Company meetings

—  Procedure of winding-up of a company

d) Co-operatives

—  Introduction to co-operative organizations in Nepal
—  Features of co-operative organizations

—  Common forms of co-operative organizations

—  Procedure of registration and renewal of cooperatives in
Nepal

—  Role of co-operatives in economic development of Nepal
e) Other Forms of Ownership

—  Public enterprises: concept, features and roles

- Multinational company: concept, features and roles

4.3 Factors influncing the choice of the form

5 Business Ethics 5.1 Introduction to business ethics
and Social

al 5.2 Ethical principles for business
Responsibility

5.3 Introduction to social responsibility of business
5.4 Areas of social responsibility

6 Risk and 6.7 Introduction to business risk
Insurance 6.2 Role of insurance in business
6.3 General principles of insurance
6.4 Different types of insurance

6.5 Essentials of insurance contract

7 Taxation 7.1 Introduction to tax in business
7.2 Types of tax: direct tax & indirect tax

7.3 PAN: concept, registration process in Nepal




Working

Content Area Elaboration of Contents hours
8 Office 8.1 Office: meaning, functions and importance
Management 8.2 Information management: meaning and importance

8.3 Principles of information management

8.4 Role of computer applications in record management

8.5 Filing: meaning, purpose, types, management of electronic
file

8.6 Indexing: meaning, purpose, types, management of
electronic index

Total 120

A. Internal Evaluation

Student’s knowledge, skills and competencies will be measured through internal evaluation in both the Grades 11 and
12. The internal evaluation carries 25 percent of weightage for final evaluation of student achievement. The following
table shows the criteria for the internal evaluation:

S.N. Criteria Marks

1 Classroom participation (Daily attendance, home assignment and classwork, participation in 3
learning, participation in other activities)

2 Trimester exam (3 marks from each trimester exam) 6

3 Project work, project report and presentation 16

Total 25
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