GRADE 10 BUSINESS STUDIES SCHEME OF WORK TERM 3
SCHOOL NAME: ……………………………………………………………………
TEACHER’S NAME: ……………………………
REFERENCE MATERIAL: Curriculum Design: Senior School Business Studies Grade 10 (KICD, 2025)
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	1
	1
	Financial Records in Business
	Business Transactions
	By the end of the lesson, the learner should be able to:

• Define the term business transaction in bookkeeping

• Differentiate between business and personal transactions

• Appreciate the role of accurate transaction records in financial management
	• Discuss and present on the meaning of business transactions


• Read case scenarios distinguishing personal from business transactions


• Brainstorm on why businesses keep record of transactions
	Which are the methods used in making payment for goods and services?
	• Grade 10 Business Studies Curriculum Design


• Business Studies Learner's Book pg. 165


• Case study extracts
	• Oral questions


• Written exercises


• Group discussion
	

	
	2
	Financial Records in Business
	Business Transactions
	By the end of the lesson, the learner should be able to:


• Classify business transactions into cash and credit transactions


• Analyse features of cash and credit transactions


• Show honesty when identifying types of business transactions
	• Search for information on cash and credit transactions using digital devices


• Discuss in groups and present on cash vs credit transactions


• Complete classification exercises on transactions
	Which are the methods used in making payment for goods and services?
	• Business Studies Learner's Book pg. 167


• Digital resources


• Flashcards
	• Classification exercise


• Oral presentation


• Written assignment
	

	
	3
	Financial Records in Business
	Business Transactions
	By the end of the lesson, the learner should be able to:


• Describe cash and cheque payment methods in business


• Explain procedures involved in cash and cheque transactions


• Exercise caution when handling physical cash and cheque payments
	• Discuss cash and cheque payment procedures in business


• Examine sample cheque leaves and receipts


• Role play cash and cheque payment scenarios
	Which are the methods used in making payment for goods and services?
	• Business Studies Learner's Book pg. 169


• Sample cheques & receipt books


• Role play props
	• Document analysis


• Role play observation


• Oral questions
	

	
	4
	Financial Records in Business
	Business Transactions
	By the end of the lesson, the learner should be able to:


• Explain electronic payment methods (EFT, credit/debit cards, mobile money)


• Compare speed and convenience of electronic vs traditional payment methods


• Value technology in simplifying business payments
	• Search for information on digital payment platforms (M-Pesa, EFT, cards)


• Discuss advantages of mobile and electronic payments


• Share personal experiences on digital payment methods
	Which are the methods used in making payment for goods and services?
	• Business Studies Learner's Book pg. 171


• Digital devices & internet access


• Payment system charts
	• Oral presentation


• Written assignment


• Peer assessment
	

	
	5
	Financial Records in Business
	Business Transactions
	By the end of the lesson, the learner should be able to:


• Evaluate benefits and drawbacks of various payment methods


• Select appropriate payment methods for given business scenarios


• Demonstrate responsibility when choosing payment methods
	• Analyse case scenarios to select optimal payment methods


• Debate security and convenience of cash vs electronic payments


• Present group evaluations on payment options
	Which are the methods used in making payment for goods and services?
	• Business Studies Learner's Book pg. 173


• Scenario worksheets


• Debate guidelines
	• Scenario analysis


• Debate participation


• Written exercises
	

	2
	1
	Financial Records in Business
	Business Transactions
	By the end of the lesson, the learner should be able to:


• Prepare a survey questionnaire on payment methods used in school


• Outline procedures for conducting a payment survey in school


• Demonstrate teamwork during survey tool design
	• Work in groups to draft questionnaire items on school payment methods


• Role play interviewing school finance personnel


• Review and refine questionnaire with peers
	Which are the methods used in making payment for goods and services?
	• Business Studies Learner's Book pg. 175


• Survey templates


• Sample questionnaires
	• Questionnaire evaluation


• Peer assessment


• Group discussion
	

	
	2
	Financial Records in Business
	Business Transactions
	By the end of the lesson, the learner should be able to:


• Administer questionnaire at the school accounts office


• Collect data on payment methods used for school transactions


• Practice professional etiquette during data collection
	• Visit school accounts office and fill questionnaire on payment methods used


• Interact with finance staff on methods of receiving and making payments
	Which are the methods used in making payment for goods and services?
	• Questionnaire forms


• School accounts office


• Interview guides
	• Field visit observation


• Questionnaire completion


• Practical assessment
	

	
	3
	Financial Records in Business
	Business Transactions
	By the end of the lesson, the learner should be able to:


• Analyse data collected on school payment methods


• Present findings on payment methods used in the school


• Appreciate efficient payment systems in school operations
	• Compile survey data into summary charts


• Present findings to class on payment methods used in school


• Discuss recommendations for payment efficiency
	Which are the methods used in making payment for goods and services?
	• Business Studies Learner's Book pg. 177


• Manila papers & markers


• Survey summary templates
	• Report presentation


• Oral questions


• Written summary
	

	
	4
	Financial Records in Business
	Business Transactions
	By the end of the lesson, the learner should be able to:


• Role play different methods used in making payments for goods and services


• Assess effectiveness of payment methods during transaction simulations


• Embrace ethical conduct in handling business payments
	• Organize role play depicting cash, cheque, mobile money, and card transactions


• Simulate customer-merchant payment interactions


• Discuss observations after role play
	Which are the methods used in making payment for goods and services?
	• Role play props


• Mock currency & payment cards


• Business Studies Learner's Book pg. 179
	• Role play observation


• Peer evaluation


• Reflective assignment
	

	
	5
	Financial Records in Business
	Effects of Business Transactions
	By the end of the lesson, the learner should be able to:


• Define statement of financial position (balance sheet)


• Identify core components (assets, liabilities, capital)


• Recognize significance of financial position in assessing business health
	• Brainstorm meaning of statement of financial position


• Examine sample balance sheet layout


• Discuss differences between assets, liabilities, and capital
	How do business transactions affect the statement of financial position of a business?
	• Business Studies Learner's Book pg. 182


• Sample balance sheets


• Visual charts
	• Oral questions


• Identification exercise


• Written assignment
	

	3
	1
	Financial Records in Business
	Effects of Business Transactions
	By the end of the lesson, the learner should be able to:


• State the accounting equation ()


• Explain relationships between components of the accounting equation


• Demonstrate accuracy in simple accounting calculations
	• Compute missing figures in accounting equation exercises


• Discuss how changes in assets affect capital and liabilities


• Present computed accounting equations to class
	How do business transactions affect the statement of financial position of a business?
	• Business Studies Learner's Book pg. 184


• Calculation worksheets


• Calculators
	• Written exercises


• Computation check


• Oral questions
	

	
	2
	Financial Records in Business
	Effects of Business Transactions
	By the end of the lesson, the learner should be able to:


• Analyse transactions affecting assets only


• Demonstrate dual effect of transactions on asset accounts


• Value systematic record-keeping in business
	• Discuss scenarios where one asset increases as another decreases (e.g., cash purchase of equipment)


• Practice recording adjustments on asset totals
	How do business transactions affect the statement of financial position of a business?
	• Business Studies Learner's Book pg. 186


• Transaction scenario cards


• Calculators
	• Written exercises


• Oral questions


• Group discussion
	

	
	3
	Financial Records in Business
	Effects of Business Transactions
	By the end of the lesson, the learner should be able to:


• Analyse transactions affecting liabilities and capital


• Explain how transactions alter total liabilities and capital


• Maintain meticulousness in financial analysis
	• Search for information on capital and liability transactions


• Compute changes in capital and liabilities for given scenarios (e.g., bank loan, capital injection)
	How do business transactions affect the statement of financial position of a business?
	• Business Studies Learner's Book pg. 188


• Practice worksheets


• Digital resources
	• Scenario analysis


• Written assignment


• Peer assessment
	

	
	4
	Financial Records in Business
	Effects of Business Transactions
	By the end of the lesson, the learner should be able to:


• Compute net effects of business transactions on assets, liabilities, and capital


• Verify that accounting equation remains balanced after transactions


• Demonstrate critical thinking in financial calculations
	• Work through multi-transaction scenarios


• Track changes in total assets, liabilities, and capital row by row


• Verify equation balance after each transaction
	How do business transactions affect the statement of financial position of a business?
	• Business Studies Learner's Book pg. 190


• Multi-transaction worksheets


• Calculators
	• Written computation test


• Problem-solving evaluation


• Oral feedback
	

	
	5
	Financial Records in Business
	Effects of Business Transactions
	By the end of the lesson, the learner should be able to:


• Analyse complex transactions (paying liability by cash, credit sales at profit)


• Compute revised asset, liability, and capital balances


• Show perseverance when solving complex accounting problems
	• Solve advanced practice problems in small groups


• Present step-by-step transaction analysis to class


• Evaluate effect of profits and losses on capital
	How do business transactions affect the statement of financial position of a business?
	• Business Studies Learner's Book pg. 192


• Practice sets


• Manila papers
	• Group presentation


• Written exercise


• Peer check
	

	4
	1
	Financial Records in Business
	Effects of Business Transactions
	By the end of the lesson, the learner should be able to:


• Define net worth of a business


• Calculate net worth using Assets minus Liabilities ()


• Value net worth assessment in determining business value
	• Brainstorm meaning of net worth


• Calculate net worth for given business profiles


• Compare net worth across different business scenarios
	How do business transactions affect the statement of financial position of a business?
	• Business Studies Learner's Book pg. 194


• Case study extracts


• Calculators
	• Calculation exercises


• Oral questions


• Case study analysis
	

	
	2
	Financial Records in Business
	Effects of Business Transactions
	By the end of the lesson, the learner should be able to:


• Explain effects of additional capital investment and drawings on net worth


• Compute revised capital following capital injections or drawings


• Show integrity in financial reporting
	• Discuss impact of drawings and additional capital on owner's equity


• Solve calculation problems involving capital adjustments
	How do business transactions affect the statement of financial position of a business?
	• Business Studies Learner's Book pg. 196


• Adjustment worksheets


• Calculators
	• Computation check


• Written questions


• Oral feedback
	

	
	3
	Financial Records in Business
	Effects of Business Transactions
	By the end of the lesson, the learner should be able to:


• Describe layout rules for statement of financial position (order of liquidity/permanency)


• Format assets and liabilities correctly in vertical format


• Appreciate orderly presentation of financial information
	• Study sample statement of financial position layouts


• Arrange assets and liabilities in order of liquidity and permanency
	How do business transactions affect the statement of financial position of a business?
	• Business Studies Learner's Book pg. 198


• Sample financial statements


• Layout charts
	• Formatting exercise


• Written assignment


• Peer review
	

	
	4
	Financial Records in Business
	Effects of Business Transactions
	By the end of the lesson, the learner should be able to:


• Prepare statement of financial position after simple transaction adjustments


• Determine exact net worth of a business


• Demonstrate accuracy in statement balancing
	• Given initial balances and transactions, calculate adjusted balances


• Draw balanced statement of financial position
	How do business transactions affect the statement of financial position of a business?
	• Business Studies Learner's Book pg. 200


• Practice worksheets


• Calculators
	• Financial statement preparation


• Error analysis


• Written check
	

	
	5
	Financial Records in Business
	Effects of Business Transactions
	By the end of the lesson, the learner should be able to:


• Prepare statement of financial position involving multiple adjustments


• Verify net worth against equity balances


• Exhibit diligence in financial record preparation
	• Solve comprehensive case study requiring computation of adjusted balances


• Draw complete statement of financial position to determine net worth
	How do business transactions affect the statement of financial position of a business?
	• Business Studies Learner's Book pg. 202


• Case study worksheets


• Calculators
	• Written assignment


• Portfolio assessment


• Peer grading
	

	5
	1
	Financial Records in Business
	Effects of Business Transactions
	By the end of the lesson, the learner should be able to:


• Review statements of financial position prepared by peers


• Identify common errors in net worth calculation and classification


• Foster constructive feedback in peer evaluation
	• Present prepared statements of financial position in groups


• Peer assess classmates' calculations and layouts


• Correct identified balancing errors
	How do business transactions affect the statement of financial position of a business?
	• Student portfolios


• Evaluation rubrics


• Business Studies Learner's Book pg. 204
	• Peer assessment


• Portfolio review


• Oral questions
	

	
	2
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Define source documents and books of original entry (daybooks/journals)


• Explain importance of source documents and daybooks in bookkeeping


• Value honesty and evidence in accounting transactions
	• Brainstorm meaning and role of source documents


• Discuss why books of original entry are used before ledger posting


• Present findings on importance of source documents
	1. What are the source documents used in book keeping?


2. Why are the books of original entry important in book keeping?
	• Business Studies Learner's Book pg. 207


• Sample source documents


• Digital resources
	• Oral questions


• Written exercises


• Group discussion
	

	
	3
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Identify features and uses of receipts and payment vouchers


• Match cash transactions to receipts and payment vouchers


• Exercise responsibility when filling receipt templates
	• Examine physical and digital samples of receipts and payment vouchers


• Practice completing sample receipt and voucher templates
	What are the source documents used in book keeping?
	• Business Studies Learner's Book pg. 209


• Sample receipts & payment vouchers


• Practice templates
	• Practical document filling


• Document identification


• Written questions
	

	
	4
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Distinguish between sales invoice (outgoing) and purchase invoice (incoming)


• Explain key details contained in a business invoice


• Demonstrate precision when reading invoice details
	• Search for and analyse sample invoices


• Identify terms of trade, quantities, unit prices, and total amounts on sample invoices
	What are the source documents used in book keeping?
	• Business Studies Learner's Book pg. 211


• Sample sales & purchase invoices


• Digital devices
	• Invoice analysis exercise


• Oral questions


• Written assignment
	

	
	5
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Explain functions of credit notes and debit notes


• Determine scenarios requiring issuance of credit or debit notes


• Show fairness when handling transaction adjustments
	• Read case scenarios involving returned goods and price adjustments


• Match scenarios with credit note or debit note issuance
	What are the source documents used in book keeping?
	• Business Studies Learner's Book pg. 213


• Sample credit & debit notes


• Scenario cards
	• Matching exercise


• Scenario analysis


• Written questions
	

	6
	1
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Match various business transactions with their corresponding source documents


• Verify accuracy of details on source documents


• Display integrity in transaction documentation
	• Complete matching worksheets connecting transactions to source documents


• Share and discuss answers in pairs
	What are the source documents used in book keeping?
	• Business Studies Learner's Book pg. 215


• Matching worksheets


• Flashcards
	• Matching exercise


• Peer assessment


• Written assignment
	

	
	2
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• List main books of original entry (Sales, Purchases, Returns, Cash Book, Journal)


• Explain purpose of each book of original entry


• Appreciate systematic bookkeeping procedures
	• Brainstorm and chart the main books of original entry


• Discuss why transactions are recorded in daybooks before ledgers
	Why are the books of original entry important in book keeping?
	• Business Studies Learner's Book pg. 217


• Mind maps & visual charts


• Reference materials
	• Oral presentation


• Mind map assessment


• Written questions
	

	
	3
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Describe structure and columns of Sales Journal (Sales Daybook)


• Identify duplicate sales invoice as source document for Sales Journal


• Demonstrate accuracy in drawing journal layouts
	• Study Sales Journal layout (Date, Details, Invoice No., Folio, Amount)


• Discuss role of outgoing invoice copy in recording credit sales
	Why are the books of original entry important in book keeping?
	• Business Studies Learner's Book pg. 219


• Sample Sales Journal templates


• Duplicate sales invoices
	• Document analysis


• Layout drawing check


• Oral questions
	

	
	4
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Record credit sales transactions in the Sales Journal from given invoices


• Calculate total credit sales for a given period


• Exercise neatness and diligence in journal entries
	• Practice recording credit sales from sample invoices into Sales Journal


• Total the Sales Journal at end of practice period
	Why are the books of original entry important in book keeping?
	• Business Studies Learner's Book pg. 221


• Practice transaction sets


• Sales Journal sheets
	• Journal entry exercise


• Accuracy check


• Written assignment
	

	
	5
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Describe structure of Purchases Journal (Purchases Daybook)


• Identify original purchase invoice as source document for Purchases Journal


• Show care in recording incoming bills
	• Study Purchases Journal layout


• Compare Sales Journal and Purchases Journal formats and source documents
	Why are the books of original entry important in book keeping?
	• Business Studies Learner's Book pg. 223


• Sample Purchases Journal templates


• Original purchase invoices
	• Comparative exercise


• Oral questions


• Layout check
	

	7
	1
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Record credit purchase transactions in the Purchases Journal


• Compute total credit purchases for a given period


• Demonstrate precision in numerical entries
	• Practice entering credit purchases from invoices into Purchases Journal


• Total the Purchases Journal for a given period
	Why are the books of original entry important in book keeping?
	• Business Studies Learner's Book pg. 225


• Practice transaction lists


• Purchases Journal sheets
	• Journal entry assessment


• Computational check


• Written exercises
	

	
	2
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Explain functions of Sales Returns and Purchases Returns Journals


• Identify credit notes inward/outward as source documents


• Value accountability when handling returned goods
	• Examine layouts for Sales Returns and Purchases Returns Journals


• Discuss credit notes issued/received for returned goods
	Why are the books of original entry important in book keeping?
	• Business Studies Learner's Book pg. 227


• Sample Returns Journals templates


• Credit notes
	• Oral questions


• Identification exercise


• Written assignment
	

	
	3
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	MID-TERM BREAK
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	8
	1
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Record entries in Sales Returns and Purchases Returns Journals


• Total returns journals accurately


• Demonstrate meticulousness in bookkeeping
	• Practice recording returned goods transactions in corresponding Returns Inwards and Returns Outwards journals using credit note details
	Why are the books of original entry important in book keeping?
	• Business Studies Learner's Book pg. 230


• Practice transaction sets


• Returns Journal worksheets
	• Journal recording test


• Peer assessment


• Written exercises
	

	
	2
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Describe layout and purpose of Single Column Cash Book


• Explain dual role of Cash Book as a book of original entry and ledger account


• Exercise honesty when recording cash movements
	• Study Single Column Cash Book layout (Receipts and Payments sides)


• Practice recording basic cash receipts and payments
	What are the source documents used in book keeping?
	• Business Studies Learner's Book pg. 232


• Sample Cash Book templates


• Receipts & payment vouchers
	• Layout drawing


• Transaction entry check


• Oral questions
	

	
	3
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Explain structure of Two-Column Cash Book (Cash and Bank)


• Record cash and cheque transactions in Two-Column Cash Book


• Demonstrate accuracy in column differentiation
	• Practice entering cash and bank transactions into Two-Column Cash Book


• Balance Cash and Bank columns at end of period
	Why are the books of original entry important in book keeping?
	• Business Studies Learner's Book pg. 235


• Two-Column Cash Book sheets


• Receipts & bank pay-in slips
	• Cash Book exercise


• Balancing check


• Written assignment
	

	
	4
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Explain purpose and uses of General Journal (Journal Proper)


• Record narrative entries in General Journal


• Value comprehensive explanations in financial records
	• Discuss why transactions not fitting daybooks are entered in General Journal


• Draft narrative entries for credit purchase of equipment
	Why are the books of original entry important in book keeping?
	• Business Studies Learner's Book pg. 238


• General Journal templates


• Transaction scenarios
	• General Journal entry check


• Oral questions


• Written exercises
	

	
	5
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Select appropriate book of original entry for various transactions


• Record transactions in correct daybooks from source documents


• Show critical thinking in document classification
	• Work through multi-transaction exercise requiring classification into Sales, Purchases, Returns, Cash Book, and General Journal
	1. What are the source documents used in book keeping?


2. Why are the books of original entry important in book keeping?
	• Business Studies Learner's Book pg. 240


• Mixed transaction practice sets


• Daybook templates
	• Multi-journal recording exercise


• Accuracy evaluation
	

	9
	1
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Complete multi-journal recording exercise


• Total all books of original entry


• Demonstrate confidence and self-efficacy in bookkeeping skills
	• Finalize recording mixed transactions into respective daybooks


• Cross-check totals with peers; Discuss common posting errors
	Why are the books of original entry important in book keeping?
	• Completed daybook sheets


• Answer keys


• Business Studies Learner's Book pg. 242
	• Peer assessment


• Portfolio review


• Written assignment
	

	
	2
	Financial Records in Business
	Source Documents and Books of Original Entry
	By the end of the lesson, the learner should be able to:


• Synthesize relationship between source documents, daybooks, and financial accuracy


• Evaluate role of digital bookkeeping devices in modern business


• Embrace technology in financial recording
	• Discuss digital accounting software and e-invoicing (e.g., eTIMS)


• Write short reflective summary on importance of original entry books
	What are the source documents used in book keeping?
	• Business Studies Learner's Book pg. 245


• Digital devices


• Presentation slides
	• Reflection writing assessment


• Oral questions


• Portfolio check
	

	
	3
	Financial Records in Business
	Business Transactions / Effects / Source Documents
	By the end of the lesson, the learner should be able to:


• Revise key concepts across Strand 4.0


• Address areas of difficulty in financial records


• Build confidence for end-of-term assessment
	• Participate in group revision quiz


• Solve selected practice questions from past assessment papers
	Which are the methods used in making payment for goods and services? How do business transactions affect statement of financial position?
	• Revision worksheets


• Past question papers


• Business Studies Learner's Book
	• Oral questions


• Group quiz score


• Self-assessment
	

	
	4
	Financial Records in Business
	End of Term Assessment
	By the end of the lesson, the learner should be able to:


• Demonstrate comprehensive mastery of Strand 4.0


• Complete written assessment accurately within time limit


• Uphold integrity during assessment
	• Undertake formal written Term 3 Business Studies assessment paper covering sub-strands 4.1 to 4.3
	All Key Inquiry Questions for Strand 4.0
	• Examination question papers


• Answer booklets
	• Summative written examination paper
	

	
	5
	Financial Records in Business
	End of Term Assessment
	By the end of the lesson, the learner should be able to:


• Review performance on Term 3 assessment paper


• Identify strengths and targets for Grade 11 transition


• Appreciate progress made in Business Studies
	• Go through assessment marking scheme


• Discuss corrections and personal progress reflections
	All Key Inquiry Questions for Strand 4.0
	• Marked answer scripts


• Marking scheme


• Reflection journals
	• Self-reflection


• Feedback review
	



