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IntroductionIntroduction
Preparing for a certification exam can feel overwhelming, but with the
right tools, it becomes an opportunity to build confidence, sharpen your
skills, and move one step closer to your goals. At Examzify, we believe
that effective exam preparation isn’t just about memorization, it’s about
understanding the material, identifying knowledge gaps, and building
the test-taking strategies that lead to success.

This guide was designed to help you do exactly that.

Whether you’re preparing for a licensing exam, professional
certification, or entry-level qualification, this book offers structured
practice to reinforce key concepts. You’ll find a wide range of
multiple-choice questions, each followed by clear explanations to help
you understand not just the right answer, but why it’s correct.

The content in this guide is based on real-world exam objectives and
aligned with the types of questions and topics commonly found on
official tests. It’s ideal for learners who want to:

• Practice answering questions under realistic conditions,
• Improve accuracy and speed,
• Review explanations to strengthen weak areas, and
• Approach the exam with greater confidence.

We recommend using this book not as a stand-alone study tool, but
alongside other resources like flashcards, textbooks, or hands-on
training. For best results, we recommend working through each
question, reflecting on the explanation provided, and revisiting the
topics that challenge you most.

Remember: successful test preparation isn’t about getting every question
right the first time, it’s about learning from your mistakes and improving
over time. Stay focused, trust the process, and know that every page you
turn brings you closer to success.

Let’s begin.

Sample study guide, visit https://cityandguildslvl3businessad.examzify.com
for the full version with hundreds of practice questions 3

SA
M

PLE



How to Use This GuideHow to Use This Guide
This guide is designed to help you study more effectively and approach
your exam with confidence. Whether you're reviewing for the first time
or doing a final refresh, here’s how to get the most out of your Examzify
study guide:
1. Start with a Diagnostic Review

Skim through the questions to get a sense of what you know and what
you need to focus on. Don’t worry about getting everything right, your
goal is to identify knowledge gaps early.
2. Study in Short, Focused Sessions

Break your study time into manageable blocks (e.g. 30 – 45 minutes).
Review a handful of questions, reflect on the explanations, and take
breaks to retain information better.
3. Learn from the Explanations

After answering a question, always read the explanation, even if you got
it right. It reinforces key points, corrects misunderstandings, and
teaches subtle distinctions between similar answers.
4. Track Your Progress

Use bookmarks or notes (if reading digitally) to mark difficult questions.
Revisit these regularly and track improvements over time.
5. Simulate the Real Exam

Once you're comfortable, try taking a full set of questions without
pausing. Set a timer and simulate test-day conditions to build confidence
and time management skills.
6. Repeat and Review

Don’t just study once, repetition builds retention. Re-attempt questions
after a few days and revisit explanations to reinforce learning.
7. Use Other Tools

Pair this guide with other Examzify tools like flashcards, and digital
practice tests to strengthen your preparation across formats.
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There’s no single right way to study, but consistent, thoughtful effort
always wins. Use this guide flexibly — adapt the tips above to fit your
pace and learning style. You've got this!
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Questions
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1. How do purchase orders benefit organisations?
A. They solely track employee performance.
B. They help with managing costs and prevent order

duplication.
C. They are only used for legal disputes.
D. They replace all forms of contracts.

2. What type of events can affect organizations in the
international and global market?
A. Only trade deals
B. Natural disasters and political changes
C. Local festivals
D. Product launches

3. In what way can maintaining the same quantity of labor
affect an organization?
A. Labor costs may decrease
B. Income profits may fall
C. Productivity will increase
D. Employee turnover will decrease

4. What is one objective of adhering to new legislation for
organizations?
A. To reduce customer base
B. To ensure compliance with laws
C. To delay production
D. To increase operational costs

5. What is a potential negative impact of change on
individuals?
A. Enhanced job security
B. Increased engagement
C. Feeling of uncertainty
D. Strong team collaboration
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6. What action should an administrator take when an
employee incurs expenses on behalf of the organization?
A. Ignore the expenses until a later date
B. Request receipts to verify and reimburse the employee
C. Reimburse without documentation
D. Request approval from the management team

7. What is the first step in a project lifecycle?
A. Planning
B. Closing
C. Implementation
D. Initiation

8. If preventing exposure to hazardous substances is not
practicable, which method should be considered next?
A. Elimination of all chemicals
B. Environmental monitoring only
C. Controlling exposure through ventilation or enclosure
D. Using personal protective equipment exclusively

9. What does a contract need to include in order to establish
a legal relationship?
A. A verbal agreement
B. An intention to create a legal relationship
C. Standardized terms
D. Negotiated terms

10. What key information does a Gantt chart display?
A. Budget estimates
B. Activities and their schedules
C. Risk factors
D. Team member assignments
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Answers
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1. B
2. B
3. B
4. B
5. C
6. B
7. D
8. C
9. B
10. B
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Explanations
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1. How do purchase orders benefit organisations?
A. They solely track employee performance.
B. They help with managing costs and prevent order

duplication.
C. They are only used for legal disputes.
D. They replace all forms of contracts.

Purchase orders play a crucial role in organizational operations, particularly in managing
procurement processes. They serve as formal documents issued by a buyer to a seller,
specifying the details of products or services requested, including quantities and agreed
prices. By utilizing purchase orders, organizations can achieve several benefits that
enhance their operational efficiency and financial management.  One of the primary
advantages is that purchase orders help in managing costs effectively. They allow
organizations to outline the estimated costs of a transaction upfront, enabling
comparison with actual expenditure later. This process aids in budget adherence and
financial planning because it provides a clear record of what is expected to be spent. 
Additionally, purchase orders help prevent order duplication by ensuring that all
requests are documented and tracked in a centralized system. This minimizes the risk of
inadvertently placing multiple orders for the same items, which can lead to excess
inventory and increased costs. By keeping a systematic record, organizations can
maintain better control over their ordering processes, streamlining operations and
enhancing overall efficiency.  In contrast to the other statements, purchase orders are
not exclusively designed to track employee performance, nor are they solely utilized for
legal disputes. While they are often part of the documentation in such disputes, their
primary function is not centered around legal matters. Similarly, while purchase orders
might serve as a form

2. What type of events can affect organizations in the
international and global market?
A. Only trade deals
B. Natural disasters and political changes
C. Local festivals
D. Product launches

The selection of natural disasters and political changes as factors that can affect
organizations in the international and global market is highly relevant and accurate.
These events can have profound and widespread impacts on businesses operating across
borders.   Natural disasters, such as earthquakes, floods, and hurricanes, can disrupt
supply chains, damage infrastructure, and impact the ability of organizations to conduct
business. For instance, if a manufacturing facility is damaged by a natural disaster, it can
lead to delays in production and delivery, affecting not only the organization but also its
partners and customers globally.  Political changes, including shifts in government
policies, changes in leadership, or geopolitical tensions, can also significantly impact
international trade. Such changes can alter tariffs, trade agreements, and regulations,
which in turn affect how organizations operate in different markets. For example, if a
country enacts strict import restrictions, companies that rely on sourcing materials from
that nation may experience increased costs or disruptions in their supply chain.  In
contrast, trade deals, while important, are just one aspect of the broader landscape of
international commerce. They do not encapsulate the full range of factors that can
impact organizations. Local festivals and product launches are typically more limited in
scope and do not usually have the same level of widespread or long-term effects on global
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3. In what way can maintaining the same quantity of labor
affect an organization?
A. Labor costs may decrease
B. Income profits may fall
C. Productivity will increase
D. Employee turnover will decrease

Maintaining the same quantity of labor can lead to a situation where income profits may
fall due to several factors. If an organization keeps its labor force constant while facing
increasing fixed costs, declining sales, or market saturation, the efficiency and
productivity of those workers may diminish. This plateau in labor input, especially in a
competitive environment, can result in reduced output or inability to capitalize on new
opportunities, ultimately impacting overall profits negatively.   Organizations may also
discover that without scaling their workforce or reallocating labor effectively, they may
not meet evolving consumer demands or keep pace with competitors. This stagnation can
lead to lower sales revenues, which, when coupled with unchanged costs, can erode profit
margins.  While the other options address potential outcomes of labor management, they
do not specifically address the dynamics of keeping labor quantity static in the face of
varying external conditions, which is crucial in understanding the implications for
income profits. For instance, labor costs may remain stable, productivity might not
necessarily increase, and employee turnover could vary for reasons unrelated to the
consistency of labor quantity.

4. What is one objective of adhering to new legislation for
organizations?
A. To reduce customer base
B. To ensure compliance with laws
C. To delay production
D. To increase operational costs

Adhering to new legislation is fundamentally about ensuring compliance with laws.
Organizations have a legal obligation to follow regulations that govern their industry or
region. This compliance not only helps avoid legal penalties and fines but also fosters
trust with stakeholders, including customers, employees, and investors. Furthermore,
operating within the bounds of the law can enhance an organization's reputation and
enable it to compete more effectively in the marketplace.  When organizations prioritize
compliance, they create a stable operational environment, which can lead to improved
business practices and enhanced corporate governance. Additionally, compliance often
comes with the benefit of providing a framework that helps guide decision-making and
can influence strategic planning in a positive manner.
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5. What is a potential negative impact of change on
individuals?
A. Enhanced job security
B. Increased engagement
C. Feeling of uncertainty
D. Strong team collaboration

Change in an organization can often lead to feelings of uncertainty among individuals.
This is a natural response when employees are faced with new processes, structures, or
expectations that might affect their roles or how they perform their tasks. The unknown
aspects of change can create anxiety and stress as employees may worry about how the
changes will impact their job security, work relationships, and overall job satisfaction. 
Uncertainty can manifest in various ways, such as decreased morale, resistance to
change, and a lack of productivity. When individuals feel uncertain, they may struggle to
adapt to new situations, which can hinder their performance and lead to a negative
workplace atmosphere. This emotional response is significant because it can affect not
only the individual but also the overall performance and dynamics of the team and
organization.   In contrast, options such as enhanced job security, increased engagement,
and strong team collaboration typically represent positive outcomes of well-managed
change processes. When change is implemented effectively, it can lead to improved job
satisfaction and a more cohesive work environment. However, without proper
communication and support during transitions, the feeling of uncertainty can
overshadow these benefits.

6. What action should an administrator take when an
employee incurs expenses on behalf of the organization?
A. Ignore the expenses until a later date
B. Request receipts to verify and reimburse the employee
C. Reimburse without documentation
D. Request approval from the management team

When an employee incurs expenses on behalf of the organization, the appropriate action
for an administrator to take is to request receipts to verify and reimburse the employee.
This action is crucial for several reasons.  First, requesting receipts ensures that there is
proper documentation for every expense. This is important for financial record-keeping
and ensures that all transactions are transparent and can be accounted for during audits
or financial reviews. It helps maintain financial integrity within the organization. 
Second, by verifying expenses through receipts, the organization can confirm that the
expenses were incurred for legitimate business purposes. This protects the company from
fraudulent claims and ensures that funds are used appropriately.   Lastly, reimbursement
can only be processed accurately once expenses are verified with supporting
documentation. Without receipts, there is a risk that an expense may not align with
company policy or might not even be valid, leading to potential financial discrepancies. 
In contrast, ignoring the expenses or reimbursing without documentation compromises
accountability and financial integrity. Requesting approval from the management team is
also important, but it generally follows the verification of expenses rather than being the
first step in the reimbursement process. Therefore, requesting receipts for verification is
the correct and responsible action to take in this situation.
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7. What is the first step in a project lifecycle?
A. Planning
B. Closing
C. Implementation
D. Initiation

The first step in a project lifecycle is initiation. This phase is crucial as it sets the
foundation for the entire project. During initiation, project objectives are defined,
stakeholders are identified, and the feasibility of the project is assessed. This step
ensures that everyone involved has a clear understanding of the project's goals, scope,
and potential impact.  Initiation also involves the creation of a project charter, which
formally authorizes the project and outlines key information such as project background,
objectives, and preliminary resource requirements. Establishing a strong initiation phase
is essential for guiding the project through its subsequent stages, including planning,
implementation, and closing. By focusing on this initial step, project managers can
better manage expectations and align the team’s efforts toward successful project
completion.

8. If preventing exposure to hazardous substances is not
practicable, which method should be considered next?
A. Elimination of all chemicals
B. Environmental monitoring only
C. Controlling exposure through ventilation or enclosure
D. Using personal protective equipment exclusively

When preventing exposure to hazardous substances is not feasible, controlling exposure
through ventilation or enclosure is the next logical step because it aims to reduce or
minimize the risk of harm to individuals. This method involves implementing measures
that either extract hazardous substances from the environment or isolate them
effectively, thereby lowering the concentration of these substances in the air and limiting
the potential for inhalation or contact.  Ventilation systems can help to dilute hazardous
fumes, dust, or vapors, while enclosure can physically separate the hazardous materials
from workers. This approach prioritizes the safety of employees and helps to maintain a
healthier workplace environment by mitigating risk without entirely relying on
individuals to protect themselves.  Other approaches, such as using personal protective
equipment exclusively, may not adequately address all potential exposure scenarios and
can also leave workers vulnerable if the equipment fails or is not used correctly.
Environmental monitoring is more about observing the situation rather than actively
controlling exposure. Lastly, the complete elimination of all chemicals is often
impractical in many work environments, as certain substances may be essential for
operational purposes, and thus controlling exposure is the most effective and realistic
alternative.
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9. What does a contract need to include in order to establish
a legal relationship?
A. A verbal agreement
B. An intention to create a legal relationship
C. Standardized terms
D. Negotiated terms

In order to establish a legal relationship, a contract must include an intention to create a
legal relationship. This means that both parties entering into the contract must
demonstrate their willingness to be bound by its terms and conditions, indicating that
they understand the contract has legal consequences. Without this intention, even if all
other components of a contract are present, it may not hold up in a court of law because
there was no mutual agreement to treat the arrangement as legally binding.  Other
elements such as standardized terms or negotiated terms are important for clarity and
understanding between the parties involved, but they do not inherently establish the
legal relationship. A verbal agreement can be legally binding, provided the intention to
create that legal relationship is evident, but it is not a requirement on its own to ensure
that the contract is enforceable. Therefore, having the explicit intention to create a legal
relationship forms the foundational basis for any contract to be considered legitimate
and enforceable in the legal sense.

10. What key information does a Gantt chart display?
A. Budget estimates
B. Activities and their schedules
C. Risk factors
D. Team member assignments

A Gantt chart is a visual project management tool that effectively displays activities and
their corresponding schedules over a specific period. This chart typically includes
horizontal bars that represent the duration of tasks, allowing project managers and
teams to see the start and end dates of each task, how tasks overlap, and the overall
timeline of the project.   By highlighting the sequence and duration of various tasks, it
enhances planning, coordination, and monitoring of project progress, making it easier to
identify critical paths and manage resources effectively. While elements such as budget
estimates, risk factors, and team member assignments are important in project
management, they are not the primary focus of a Gantt chart, which is specifically
designed to visualize task timelines.
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Next StepsNext Steps
Congratulations on reaching the final section of this guide. You've taken
a meaningful step toward passing your certification exam and advancing
your career.

As you continue preparing, remember that consistent practice, review,
and self-reflection are key to success. Make time to revisit difficult
topics, simulate exam conditions, and track your progress along the way.

If you need help, have suggestions, or want to share feedback, we’d love
to hear from you. Reach out to our team at hello@examzify.com.

Or visit your dedicated course page for more study tools and resources:

https://cityandguildslvl3businessad.examzify.com

We wish you the very best on your exam journey. You've got this!
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