
 

1 
 

 
BUSINESS STUDIES 

BUSINESS  
VENTURES 

 

 
 

GRADE 11 CORE NOTES (2020) 
 

 
  



 

2 
 

TOPIC 1: BENEFITS OF A COMPANY ABOVE ANOTHER OWNER FORMS 

TERM DEFINITION 

Form of ownership The legal position of the company and the way it owned. 

Annual General 
Meeting (AGM) 

A meeting to be held once a year in which the shareholders will receive 
a report in which they say how well the company risk. 

Securities Stocks and bonds issued by a company. 

Memorandum of 
Incorporation (MOI) 

The document outlining the rights, responsibilities and duties of 
shareholders and directors are set out (serves as a co-creation of a 
company). 

Partnership agreement 
A document contains extensive provisions relating to the matters relating 
to the partnership and the partners. 

Prospectus 
Prospectus is a document that invites the public to buy securities / 
shares. 

Legal Personality A business has its own legal status, trademark and owned assets. 

Dividends 
An amount of money regularly (usually annually) paid by a company to 
its shareholders from the profits (or reserves). Dividends are paid out per 
share. 

 
ABBREVIATIONS & ACRONYMS: 

CC Closed Corporation 

BK Beslote Korporasie 

(PTY) Ltd. Property Limited 

(Edms) Bpk. Eiendoms Beperk 

INC. Incorporated 

Geink. Geïnkorporeer 

JSE Johannesburg Stock Exchange 

JEB Johannesburgse Effekte Beurs 

Ltd. Limited 

Bpk. Beperk 

SOC State Owned Company 

NPC Non-Profit Company 

NWM Nie-winsgewende Maatskappy 

SAID Suid-Afrikaanse Inkomstediens 

MOI Memorandum Van Inlywing/Inkorporasie   

CIPC Companies and Intellectual Property Commission 

KMIE Kommissie vir Maatskappye en Intellektuele Eiendom 
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IMPORTANT CONCEPTS 

1. CAPITAL 

 Money or assets offered by the owners to start the business. 

2. LEGAL PERSONALITY 

 Companies and CCs have a legal personality. This means that they legally be seen as 

separate from their owners. Partnerships and Sole Proprietor businesses has no legal 

personality and is therefore seen as one with their owners. Businesses with legal 

personality may enter into contracts in its own name, may sue and can be sued - and 

their respective owners. 

3. CONTINUITY 

 The ability of the business to continue after the death or retirement of the owner or more 

than one of the owners. 

4. LIABILITY 

 Liability refers to the responsibility of the owner for the debts of the business. 

 Limited liability means the owner(s) (can be shareholders or members) can only lose their 

investment in the business in the event of a business being declared insolvent (or 

bankrupt). The owners will not lose their personal assets. 

 Unlimited liability means that the owner(s)s may lose their personal assets if the business 

is declared insolvent, because they have to accept full responsibility to pay off the 

company's debt. 

5. TAX 

 Rates depend on the legal personality of the business. 

 Sole Proprietors and Partnerships pay taxes on a sliding scale to a maximum of 45%, 

depending on the amount of income of their owners. 

 Close Corporations and Companies are legal entities and pay 28% tax on their profits, 

and a further secondary tax of 20% on profits paid out to members or shareholders. The 

tax amounts can vary each year, and should be adjusted according to the amount to 

be determined by the Finance Minister in the National Budget. 

6. ESTABLISHMENT PROCEDURE 

 The legal procedures / route a business must follow before it can start trading. 

7. SEPARATE AND SIMULTANEOUS 

 This refers to businesses with more than one owner and means that all owners are 

responsible for each other's actions and for the debts of the business. 
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Discuss/Explain/Describe CHARATERISTICS, ADVANTAGES & DISADVANTAGES of forms of ownership. 

1. SOLE PROPRIETOR 
 
1.1. CHARACTERISTICS: 

CHARACTERISTIC DESCRIPTION 

NAME No legal requirements regarding the name of the business. 

NUMBER OF OWNERS Only one owner 

MANAGEMENT Can make quick decisions without consulting others. 

CAPACITY Easy to control because it is a small business. 

LEGAL REQUIREMENTS 
There are no legal and administrative formalities in the form of a sole 
proprietorship. 

LIABILITY 
The unlimited liability and the private property of the owner can be used 
to pay the business’s debts. 

LEGAL PERSONALITY 
A sole proprietor is not a legal entity and agreements entered into by the 
owner in his / her personal capacity. 

CONTINUITY No continuity as business is dependant of the owner. 

CAPITAL 
Personal debt and business debt is one and therefore capital should be 
carefully spent and managed. 

PROFIT SHARING 
The profit of the company belonging to the owner, as there is no 
distinction between the owner and the enterprise. 

TAXATION 
Depending on how much income is earned by the owner, his / her tax 
rate will be lower than the corporate tax rate. 

 
1.2. ADVANTAGES AND DISADVANTAGES: 

ADVANTAGES DISADVANTAGES 
 Easy & cheap to establish. 

 Quick decision-making. 

 Owners receive all the profit. 

 General experience in all aspects. 

 In contact with customers, suppliers and 

employees. 

 Unlimited liability. 

 Has no legal personality & continuity. 

 Owner accepts all risks. 

 Owners focus on some aspects and neglect 

others. 

 Owners are overworked. 

 Capital is limited. 

 No job security. 
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Discuss/Explain/Describe CHARATERISTICS, ADVANTAGES & DISADVANTAGES of forms of ownership. 

2. PARTNERSHIP 
 
2.1. CHARACTERISTICS: 

CHARACTERISTIC DESCRIPTION 

NAME No legal requirements regarding the name of the business. 

NUMBER OF OWNERS 2 or more 

MANAGEMENT Partners share responsibilities and they are all involved in decision making. 

CAPACITY Expansion is possible because more partners join partnership. 

LEGAL REQUIREMENTS 
No legal formalities to start, only a written partnership agreement is 
required. 

LIABILITY 
Partners have unlimited liability and are jointly and seperately liable for the 
debts of the company. 

LEGAL PERSONALITY Partnership has no legal personality. 

CONTINUITY 
There is no continuity because if there are two partners and one dies, the 
business can not continue as a partnership. 

CAPITAL 
Partners combine capital and may also borrow capital from financial 
institutions. 

PROFIT SHARING Profits are shared according to the partnership agreement. 

TAXATION Partnerships do not pay taxes, partners pay personal income tax. 

 
2.2. ADVANTAGES AND DISADVANTAGES: 

ADVANTAGES DISADVANTAGES 
 Relatively easy & cheap to establish. 

 More capital than a sole proprietor 

business. 

 Easier to get credit. 

 Expenses, responsibilities and tasks are 

shared. 

 All benefit from profit. 

 Unlimited liability. 

 Has no legal personality & continuity. 

 Partners may disagree. 

 Decision making takes time. 

 Capital is limited to the number of partners 

allowed. 

 A partner's dishonesty affects the rest. 
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Discuss/Explain/Describe CHARATERISTICS, ADVANTAGES & DISADVANTAGES of forms of ownership. 

3. CLOSE CORPORATION 
 
3.1. CHARACTERISTICS: 

CHARACTERISTIC DESCRIPTION 

NAME The name must end with the suffix CC. 

NUMBER OF OWNERS 1-10 members 

MANAGEMENT 
The word "close" means that all members are involved in the 
management. 

CAPACITY 
The transfer of the interest of a member must be approved by all other 
members. 

LEGAL REQUIREMENTS 
There are few legal requirements, e.g. audit of financial statements / 
regular annual general meetings. 

LIABILITY 
Members have limited liability, unless the CC has 6 months or longer than 
ten members. 

LEGAL PERSONALITY The business has a legal personality ... 

CONTINUITY ... as well as unlimited continuity. 

CAPITAL Each member contributes certain assets / services to the corporation. 

PROFIT SHARING Profits are shared in proportion to the interest of the member of the CC. 

TAXATION 
Pay tax on the profits of the business and declared dividends of members. 
/ Subject to double taxation. 

 
3.2. ADVANTAGES AND DISADVANTAGES: 

ADVANTAGES DISADVANTAGES 
 Limited liability. 

 Legal personality & continuity. 

 Easy & cheap to establish. 

 None AGM necessary. 

 Financial statements need not be audited. 

 Capital limited to 10 members. 

 If a member acts without expertise and care, 

the member shall be liable for losses. 

 Banks require a financial audit for loans. 

 Decisions take time. 

 Could lead to conflict. 
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Discuss/Explain/Describe CHARATERISTICS, ADVANTAGES & DISADVANTAGES of forms of ownership. 

4. PRIVATE COMPANY 
 
4.1. CHARACTERISTICS: 

CHARACTERISTIC DESCRIPTION 

NAME The company's name ends with letters (PTY) Ltd. or (Pty) Ltd 

NUMBER OF OWNERS 
Minimum  of one shareholder required and no limit to the number of 
shareholders. 

MANAGEMENT Managed at least by one competent highly skilled director. 

CAPACITY There is no limit to the number of shareholders, it can lead to expansion. 

LEGAL REQUIREMENTS 
Register with the Registrar of Companies by setting Memorandum of 
Incorporation (MOI) 

LIABILITY 
Shareholders have limited liability and only lose their initial capital invested 
if the business goes bankrupt. 

LEGAL PERSONALITY The business has a legal personality ... 

CONTINUITY ... as well as unlimited continuity. 

CAPITAL 
Capital raised by issuing shares to its shareholders. Investors then earn 
profits (dividends) from shares. 

PROFIT SHARING 
Profits are shared in the form of dividends in proportion to the number of 
shares held. 

TAXATION 
Pay tax on the profits of the business and declared dividends of 
shareholders. / Subject to double taxation. 

 
4.2. ADVANTAGES AND DISADVANTAGES: 

ADVANTAGES DISADVANTAGES 
 Limited liability. 

 Legal personality & continuity. 

 Number of shareholders allows for more 

capital. 

 No AGM necessary. 

 Complex establishment process. 

 Can only rely on capital contributed by 

members. (Cannot get money from the 

general public for capital.). 

 Subject to double taxation. 

 Annual financial statements must be 

reviewed by a qualified person, which is an 

extra expense for the company. 
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Discuss/Explain/Describe CHARATERISTICS, ADVANTAGES & DISADVANTAGES of forms of ownership. 

5. PERSONAL LIABILITY COMPANY 
 
 It is very similar to a private company, and the DIRECTORS of a personal liability company are 

jointly and seperately liable for all debts and obligations of the company. This means that the 
directors have unlimited liability. 

 
5.1. CHARACTERISTICS: 

CHARACTERISTIC DESCRIPTION 

NAME The company's name must end with letters INC. 

NUMBER OF OWNERS 
Minimum  of one shareholder required and no limit to the number of 
shareholders. 

MANAGEMENT They must have at least one director to their board. 

CAPACITY There is no limit to the number of shareholders, it can lead to expansion. 

LEGAL REQUIREMENTS In the MOI must be stated that it is a company with personal liability. 

LIABILITY 
Directors have unlimited liability and are jointly liable for the debt, even if 
they are long out of the office. 

LEGAL PERSONALITY The business has a legal personality ... 

CONTINUITY ... as well as unlimited continuity. 

CAPITAL 
Capital raised by issuing shares to its shareholders. Shareholders then earn 
profits (dividends) from shares. 

PROFIT SHARING 
Profits are shared in the form of dividends in proportion to the number of 
shares held. 

TAXATION 
Pay tax on the profits of the business and declared dividends of 
shareholders. / Subject to double taxation. 

 
5.2. ADVANTAGES AND DISADVANTAGES: 

ADVANTAGES DISADVANTAGES 
 Limited liability. 

 Legal personality & continuity. 

 Number of shareholders allows for more 

capital. 

 No AGM necessary. 

 Complex establishment process. 

 Can only rely on capital contributed by 

members. (Cannot get money from the 

general public for capital.). 

 Subject to double taxation. 

 Annual financial statements must be 

reviewed by a qualified person, which is an 

extra expense for the company. 

NOTE: The advantages & disadvantages of a personal liability company is the same as the private 
company. 
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Discuss/Explain/Describe CHARATERISTICS, ADVANTAGES & DISADVANTAGES of forms of ownership. 

6. PUBLIC / PUBLIC COMPANY 
 
 A public company is registered to offer its shares to the general public. Designed for large-

scale businesses that require large capital investments. Shares are traded through the 
Johannesburg Securities / Stock Exchange (JSE). 

 
6.1. CHARACTERISTICS: 

CHARACTERISTIC DESCRIPTION 

NAME The company's name ends with letters Ltd. or Ltd. 

NUMBER OF OWNERS 
Minimum required a shareholder and no limit to the number of 
shareholders. 

MANAGEMENT 
The law forces personal liability on directors who were consciously 
reckless / fraudulent. 

CAPACITY Many people can join the company by issuing shares to the public. 

LEGAL REQUIREMENTS 
Register with the Registrar of Companies by setting up the Memorandum. 
A prospectus will be issued to the public to raise capital. 

LIABILITY Shareholders have limited liability. 

LEGAL PERSONALITY The business has a legal personality ... 

CONTINUITY ... as well as unlimited continuity. 

CAPITAL 
Capital raised by issuing shares to the public and borrow capital by 
issuing debentures. 

PROFIT SHARING Profits are shared in the form of dividends in proportion to the share held. 

TAXATION 
Pay tax on the profits of the business and declared dividends of 
shareholders. / Subject to double taxation. 

 
6.2. ADVANTAGES AND DISADVANTAGES: 

ADVANTAGES DISADVANTAGES 
 Limited liability. 

 Legal personality & continuity. 

 Can obtain large amounts of capital. 

 Can attract skilled personnel because 

they can pay them well. 

 Provides job security. 

 Strict regulatory requirements to protect 

shareholders. 

 Complex establishment process. 

 Certain information must be published under 

the law e.g. financial statements. 

 AGM must be held. 

 Failure could lead to large scale 

unemployment. 

 Shareholders may have little or no input in 

the affairs of the company. 
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Discuss/Explain/Describe CHARATERISTICS, ADVANTAGES & DISADVANTAGES of forms of ownership. 

7. STATE OWNED COMPANIES 
 
 In a state owned company, the government is the largest shareholder and falls under the 

Department of Public Enterprises. 
 These businesses take on behalf of the government the role of commercial enterprises. 
 
7.1. CHARACTERISTICS: 

CHARACTERISTIC DESCRIPTION 

NAME The name ends with the letters SOC. 

NUMBER OF OWNERS 
Requires 3 or more directors and 1 or more shareholders. It is owned by 
the government and operates to generate a profit. 

MANAGEMENT 
Shareholders vote for the most competent directors and they are 
appointed to manage the company. 

CAPACITY Many people join the company by issuing shares to the public. 

LEGAL REQUIREMENTS 
Register with the Registrar of Companies by setting up the 
Memorandum of Incorporation.  

LIABILITY Shareholders have limited liability. 

LEGAL PERSONALITY The business has a legal personality ... 

CONTINUITY ... as well as unlimited continuity. 

CAPITAL 
The company has access to long-term capital and therefore good long-
term opportunities for growth. 

PROFIT SHARING 
Profits are shared in the form of dividends. Generate revenue to finance 
social programs. 

TAXATION 
Pay tax on the profits of the business and declared dividends of 
shareholders. / Subject to double taxation. 

 
7.2. ADVANTAGES AND DISADVANTAGES: 

ADVANTAGES DISADVANTAGES 
 Limited liability. 

 Legal personality & continuity. 

 Supporting of government. 

 Greater power in negotiating contracts. 

 Profits can be used to finance other 

government departments. 

 Unnecessary duplication of services is 

eliminated. 

 Not a true form of ownership because the 

government controls all decisions. 

 Difficult to raise capital because stock is 

limited. 

 May lead to poor management because the 

government is not as effective as the private 

sector. 

 Rely on subsidies from the government. 

 Losses must be paid by the taxpayer. 



 

11 
 

Discuss/Explain/Describe CHARATERISTICS, ADVANTAGES & DISADVANTAGES of forms of ownership. 

8. NON-PROFIT COMPANIES 
 

 A non-profit company / enterprise (NPC / NPO) is established with the aim not to make profit, 
but it is established to benefit society. 

 
8.1. CHARACTERISTICS: 

CHARACTERISTIC DESCRIPTION 

NAME The name of the company must end with NPC / NPO. 

NUMBER OF OWNERS With or without members. 

MANAGEMENT 
The board shall consist of at least 3 directors and can be well managed 
as it requires a minimum of 3 (or more) directors. 

CAPACITY 
More shareholders may join the company, as they contribute positively to 
society. 

LEGAL REQUIREMENTS It must draw up a Memorandum of Incorporation. 

LIABILITY 
Members have limited liability. Directors are liable for any loss / damage 
/ costs experienced by the company. 

LEGAL PERSONALITY The business has a legal personality ... 

CONTINUITY ... as well as unlimited continuity. 

CAPITAL 
Funded by donations. Easy to raise funds / capital as donors enjoy tax 
relief benefits. 

PROFIT SHARING 
The main purpose is to serve and not to make profit. All profits must be 
used for the primary purpose of the company. 

TAXATION Qualifying NPC/NPO is granted tax-exempt status (tax deductions). 

 
8.2. ADVANTAGES AND DISADVANTAGES: 

ADVANTAGES DISADVANTAGES 
 Members have limited liability, but 

directors can be held liable for loss / 

damage. 

 Legal personality & continuity. 

 Donors receive tax deductions. 

 Can get funding from national lottery trust 

and other agencies. 

 Exempt from paying tax to SARS. 

 They are not allowed to pay bonuses to 

members. 

 Assets to be transferred to a similar type of 

company if company be dissolved. 

 Must keep financial and accounting records. 

 May make a profit, but may not distribute 

property or profits to its members. 

 Must hold an AGM. 

 
  



 

12 
 

Discuss/Explain/Describe CHARATERISTICS, ADVANTAGES & DISADVANTAGES of forms of ownership. 

9. CO-OPERATIVES 
 
 A co-operative is a traditional way in which a group of interested parties gathered and 

resources / infrastructure and cost sharing to achieve a better result. 
 
9.1. CHARACTERISTICS: 

CHARACTERISTIC DESCRIPTION 

NAME The word 'Cooperative Limited’ will appear at the end of the name. 

NUMBER OF OWNERS At least 5 members are required to start a cooperative. 

MANAGEMENT 
Members own and manage the business together. Decisions are made 
democratically. They are managed by at least 3 directors. 

CAPACITY 
The purpose of a cooperative is to create mutual benefit for the members 
and allow the members to work together as a team. 

LEGAL REQUIREMENTS Must register with the Registrar of Co-operative societies. 

LIABILITY Members have limited liability. 

LEGAL PERSONALITY 
The business has a legal personality and are allowed to own land and 
open bank accounts. 

CONTINUITY The business has unlimited continuity. 

CAPITAL 
The amount of capital that can be obtain by a co-operative is limited to 
the number of members. Additional capital obtained by asking members 
to buy shares. 

PROFIT SHARING Profits are shared equally amongst its members. 

TAXATION 
Pay taxes on income retained for investment and reserves and surplus 
revenues are returned, according to patronage, to individual members 
who pay taxes on that income. 

9.2. ADVANTAGES AND DISADVANTAGES: 

ADVANTAGES DISADVANTAGES 
 Limited liability. 

 Legal personality & continuity. 

 Facilities of members are combined to 

achieve common goals. 

 Better production due to loyal and 

dedicated members because they work 

for themselves. 

 Decision-making by a group which is 

democratic and fair. 

 Unable to pay high salaries. 

 Success depends on loyalty, commitment 

and support of its members. 

 Can be difficult to obtain loans, because the 

main objective is not always to make profit. 

 To reach a decision is often difficult and time 

consuming. 

 Auditing of financial statements compulsory. 
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10.1. Tabulate the differences between a PRIVATE and a PUBLIC company 

 PRIVATE COMPANY PUBLIC COMPANY 

NAME 
Name must end with Property Limited 
/ (Pty) Ltd. 

Name must end with Limited / Ltd. 

MANAGEMENT At least ONE director. At least THREE directors. 

CAPITAL 
NO shares are offered to the general 
public. 

Trade its shares publicly on the 
Johannesburg Stock Exchange. 

SHARES Shares are NOT freely transferable  Shares are freely transferable. 

FINANCIAL 
STATEMENTS 

Annual financial statements do not 
have to be audited and published. 

Annual financial statements must be 
audited and published. 

PROSPECTUS 
NO need to publish a prospectus as 
its shares may not traded publicly. 

Should register and publish a 
prospectus with the Companies and 
Intellectual Property Commission 
(CIPC). 

MINIMUM 
ENTRY 

The company does NOT issue the 
minimum subscription / minimum 
stock. 

Must collect a minimum subscription 
before the start of the business. 

 

10.2. Differences between PRIVATE company and a PERSONAL liability-company 

 PRIVATE COMPANY PERSONAL liability - COMPANY 

NAME The name ends with (PTY) Ltd  The name ends with INC.  

LIABILITY 
The directors are NOT personally liable 
for the debts of the company. 

The directors are personally liable for 
the debts of the company. 
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11. Discuss / Explain the BENEFITS with establishing a company to other forms of ownership: 
 

11.1. LEGAL STATUS AND LIABILITY: 
 A company has its own legal status, brand and owns its assets. 
 Shareholders' private assets are protected because they have a limited liability. 
 The shareholders have no direct legal responsibility. 
 Companies have their own names and protected. 
 
11.2. PROFIT SHARING: 
 Shareholders share in the profits of the company through dividends. 
 
11.3. OWNERSHIP AND MANAGEMENT: 
 Shareholders in a public company can freely buy and sell shares. 
 The company is managed by qualified and competent board. 
 It is less likely to use a business consultant, as they have a larger pool of skills and expertise. 
 Directors are more likely to take risks and make possible growth opportunities for the 

company. 
 
11.4. CAPITAL AND CASH FLOW: 
 A company may have more investors to finance the establishment of the enterprise. 
 Companies have a better cash flow that sole traders. 
 A company is not limited to the individual contribution of the members' capital. 
 The long-term growth opportunities for companies are very good, because there is always a 

possibility to get more investors. 
 Directors do not have to obtain personal loans for the company to grow. 
 
11.5. LIFE AND CONTINUITY: 
 A company has continuity of existence. 
 Company shares may be transferred / purchased / sold. 
 
11.6. TAX: 
 Companies have tax benefits that other businesses do not. 
 They can get rebates if they are involved in social responsibility projects. 
 
12. Discuss / Explain CHALLENGES of establishing a company in comparison to other forms. 
 
12.1. MANAGEMENT & CONTROL CHALLENGES: 
 Directors may not have a personal stake in the company, and it can prevent the company 

maximize growth and attract possible investors. 
 Conflicts can arise between owners of the company and management that are in control. 
 If directors change, there may be a difference in continuity of management.  
 Politics can get in the way and directors are appointed for the wrong reasons. 
 The owners of the company have more liability. 
 A company may cease to exist if it is deregistered by the Registrar of Companies. 
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12.2. FINANCIAL CHALLENGES: 
 The more shares there are, the less profit per share. 
 Each financial year a company must submit a detailed report to all stakeholders. 
 They are expected to disclose all financial information which can provide an unfair 

advantage to their competitors. 
 A large amount of money is spent on financial audits and accounting fees because of 

government regulations. 
 Companies have more tax requirements and other taxes are high. 
 Companies in state control often provide non-profit services that result in the government 

losing the company money. 
 
13. Explain / describe / discuss the PROCEDURE FOR THE ESTABLISHMENT OF COMPANIES. 

STEP 1 Determine who will establish the company  

STEP 2 Reserve a company name with the Registrar of Companies 

STEP 3 Draw up a Memorandum Of Incorporation (MOI) 

STEP 4 Submit a Notice of Incorporation 

STEP 5 Obtain a unique registration number 

STEP 6 Register the company with the Registrar of Companies. 

STEP 7 Open a bank account and register for tax. 

STEP 8 Draw up a Prospectus for potential investors. 

 
14. Discuss / Explain the LEGAL REQUIREMENTS OF THE NAME of the company, e.g. 

 Must be ORIGINAL and may NOT be misleading. 

 Must appear on all COMPANY DOCUMENTS, e.g. on letterheads. 

 This is the FIRST STEP to register a company, but it is not mandatory. 

 Can be RESERVED for a period of 6 MONTHS by the CIPC. 

 May NOT be the SAME as any other company, unless it is part of the group. 

 May NOT be a PERSON that implies / propose / mislead people into believing that the 

company is part of another person / company / the state. 

 May NOT promote OFFENSIVENESS / VIOLENCE / HATE or cause damage. 

 Do NOT be ABBREVIATED or be TRANSLATED. 

 Must indicate the TYPE company: the name of a company must END with ... 
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Define the following concepts: 

15. MEMORANDUM OF INCORPORATION (MOI) 

15.1. Meaning of Memorandum of Incorporation (MOI): 

 MOI serves as the constitution of a company. 
 Companies are managed according to the rules set out in the MOI. 
 Each company must submit a copy of his MOI provided to the Commission for Companies 

and Intellectual Property (CIPC). 
 MOI describe the relationship between the company and its stakeholders. 
 MOI outlining the rights, responsibilities and duties of the shareholders and directors. 
 Provide details about incorporation, the number of directors and share capital. 
 Contains information about the name / registry and records of the company. 
 
15.2. Aspects to be included in the Memorandum of Incorporation / Incorporation: 

 Incorporators 
 Type of company 
 Securities of the company 
 Shareholders and meetings 
 Directors and officers 
 Name of the company 
 The main objectives of the company 
 Number of shares that would buy each incorporator 
 Amount share capital registered 
 Rules and regulations of the company 
 Name of the auditor 
 
15.3. Notice of Incorporation / Incorporation: 

 The notice must be submitted with the standard form of Memorandum of Incorporation / 
Incorporation, and it contains the following information: 
o Type of business 
o Financial year-end 
o Number of directors 
o Date of incorporation 
o Registered address 
o Company Name 

 
16. PROSPECTUS 

16.1. Meaning of a Prospectus 

 A prospectus is a written invitation to the public to buy the securities offered by a public 
company. 

 This is a formal legal document detailing investment offers to the public. 
 A prospectus may only be issued by a company, and it should be within three months after 

the date of registration. 
 It gives information about the company. 
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16.2. Aspects to be included in the prospectus: 

 Overview of the company, including the vision, mission and goals of an enterprise 
 Product or service portfolio 
 Market Analysis and Strategy 
 management Team 
 The risk and potential of the company 
 Available financial and stock information 
 Assets and liabilities of the company 
 financial position 
 Gains and losses 
 cash flow 
 Prospects for growth 
 Pre-inkorporasiekontrakte which was signed 
 Date of registration of the prospectus 
 The minimum subscription 
 
16.2.1. Meaning of the Initial Public / Public Offer / IPO: 

 This is when the company issues for the FIRST TIME shares to the public. 
 The company must submit a prospectus setting before the initial offer is made. 
 Most companies take a "IPO" with the help of an investment banking firm that acts as an 

underwriter. 
 
16.2.2. Meaning of the Secondary Offering: 

 A secondary offer is an offer of securities by a shareholder of the company as opposed to 
the company itself, which is a primary offering. 

 A secondary offering is the sale of new or retained shares by a company that has made an 
initial public offering (IPO). 
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TOPIC 2: ROUTES FOR THE ACQUISITION OF BUSINESS 

TERM DEFINITION 

Trademark 
A symbol, word or words that are registered or established lawfully used 
as a company or product. 

Goodwill 
The established reputation of a company that is considered a 
measurable asset and is calculated as part of its value when it is sold 

Geographic Area 
When a business market based on geography divide. Can a market by 
region divided geographically, such as cities, counties, regions, countries 
and international regions. 

Overhead Costs 

Refer to the expenses associated with running a business that can not 
be linked to the manufacture of a product or service. This is the 
expenses incurred by the company to stay in business, regardless of the 
level of success. 

Experts Someone who is very knowledgeable in or on a specific area. 

Incentives A payment or concession to stimulate greater production. 
 
1. Explain / discuss / motivate the REASON FOR ENTREPRENEURS CAN DECISION AN EXISTING 

BUSINESS FOR SALE. 
 Easier to obtain finance as the business has a good history. 
 Immediate cash flow because there is already established customers are. 
 Distribution, providing links and staff have been established. 
 The market will be further subdivided by an additional business. 
 Existing assets form part of the business and does not need to be purchased. 
 
2. Franchises:  
 A franchise is the right a business to use the name, trademark, ideas, processes and goodwill 

of an existing business in a specific geographic area in order to sell goods or services. 
 There are THREE MAIN TYPES franchises: 

 

PRODUCT-franchise, where the franchise holder acts as a 
retailer to sell specific products. 

 

SYSTEM-franchise, where the franchise giver allow the 
franchise holder to do business in a unique way. 

 

PRODUCTION AGREEMENT-franchise, where the franchise giver 
provide an essential component of expertise. 
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Define / State / discuss / explain the ADVANTAGES, DISADVANTAGES AND CONTRACTUAL 
OBLIGATIONS of obtaining a FRANCHISE: 
 
2.1. ADVANTAGES DISADVANTAGES van ‘n Franchise:  

ADVANTAGES DISADVANTAGES 
 Successful other franchises can be studied 

before a commitment is made. 
 A recognized brand name and 

trademark.  
 Will benefit from any advertising or 

promotional campaign by the franchise 
giver.  

 The franchise holder acquired exclusive 
rights in a certain geographic area. 

 Banks are more likely to lend money for 
the purchase of a franchise with a good 
reputation. 

 Relationships with suppliers are already 
established. 

 The cost may be higher than expected. The 
business must constantly pay royalty and the 
business may have to agree to buy products 
of the franchise giver. 

 There may be restrictions in the franchise 
agreement on how the business can 
operate. 

 The franchise giver might cease to operate. 
 Other franchisees can give the brand a bad 

reputation. 
 A percentage of sales are usually shared 

with the franchise giver. 

 
2.2. CONTRACTUAL OBLIGATIONS of a Franchise 
 The franchise giver and franchise holder will enter into a formal agreement, which sets out the 

roles, rights and responsibilities of both parties. 
 A franchise agreement is drawn up when a franchise is sold and it is a legally binding 

document. 
 The two parties to the contract involved:  

1. The FRANCHISE-GIVER is the person who created the goods or services and the right to 
produce it to another person SALE. 

2. The FRANCHISE-HOLDER is the person or organization that the franchise SHOP. 
 A franchise agreement should include the following: 

1. TERMS & CONDITIONS: A summary of what to do every party. 
2. THE FRANCHISE OWNER'S PAYMENTS: The initiation fee, patent holders compensation, 

renewal, etc. 
3. WHAT THE FRANCHISE HOLDER OFFER: The provision of training, equipment, shop plans, 

inventory, equipment, working capital, advertising and anything else agreed. 
 The agreement includes the following PAYMENTS specify:  

o the initiation fee;  
o monthly management fees; 
o patent holders compensation by turnover; 
o fees for machinery and equipment; and 
o fees for advertising. 

 Through a business with a famous name and set of procedures and sales activities, the 
franchise giver able to control the quality of the goods or services provided. 

 The Franchise Association of South Africa (FASA) was established to support franchise owners 
and advise. 
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3. OUTSOURCING: 
 Outsourcing is the award of a contract for any job function, job or process by employees in a 

business can be carried out, to a third party. 
 Done by smaller businesses to reduce costs. 
 Usually not run on the same premises as the business not to outsource the function. 
 Reasons for outsourcing: 

o Better use of staff 
o Access to skilled people 
o Focus on the company's vision and goals 

 Lack of resources and equipment. 
 Functions that can be outsourced include payroll, recruitment of human resources, cleaning 

services, e-commerce, marketing, security and accounting services. The hiring of a temporary 
employee while the secretary is on maternity leave is not outsourcing not 

 
Define / State / discuss / explain the ADVANTAGES, DISADVANTAGES AND CONTRACTUAL 
OBLIGATIONS of acquisition OUTSOURCING: 
 
3.1. ADVANTAGES DISADVANTAGES of Outsourcing:  

ADVANTAGES DISADVANTAGES 
 Enable the business to focus on its core 

functions. 
 Save costs and improve efficiency. 
 Can reduce overheads.  
 Get control over a feature back. 
 Provides staff flexibility during peak hours. 
 Provide continuity and mitigate risks. 
 Develop internal staff by internal staff 

together to work with the outsourced 
experts on a project to learn new skills 

 Loss of management control. 
 Hidden costs. 
 Threat of security and confidentiality. 
 Quality Problems. 
 Connect to the financial well-being of 

another company. 
 Poor internal and external publicity 

 
3.2. CONTRACTUAL OBLIGATIONS of Outsourcing: 
 Contractual agreement between two parties and both parties have signed the contract. 
 The business which the function is outsourced, is known as the vendor. 
 The following should be considered by both parties: 

o Does the agreement with the vision and goals of both companies. 
o Can the work produced is measured in terms of performance. 
o Incentives and penalties should be included in the agreement. 
o Accountability and transparency must be assured. 

 A SUBCONTRACT is a case where a subordinate contract for the supply of materials and labor 
will be awarded to someone else as the main contractor. For example, a building contractor 
many of the tasks that have to do with building a house, outsourced to a subcontractor, such 
as electrical wiring or plumbing. 
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4. LEASE OF BUSINESS ASSETS: 
 A lease is an agreement whereby land or movable assets for a specified time is leased by the 

owner to a tenant. This may include assets such as equipment, buildings, houses, apartments, 
machinery, vehicles, etc. 

 Initial capital is needed, or a business, from nothing started, or an existing business is 
purchased, or even when buying a franchise. The entrepreneur may not have enough capital 
to immediately all the equipment or other assets to buy the business need. 

 
Define / State / discuss / explain the ADVANTAGES, DISADVANTAGES AND CONTRACTUAL 
OBLIGATIONS of acquisition LEASES: 
 
4.1. ADVANTAGES DISADVANTAGES of leases:  

ADVANTAGES DISADVANTAGES 
 The business acquired the use of the asset 

without upfront charges.  
 The business can get the latest 

technology without having large amounts 
of capital to be invested.  

 The business course not become obsolete 
the risk of expensive equipment. The 
rentals are at the end of the lease 
returned to the lessor. 

 For the tenant, the lease payments are 
tax deductible. 

 Rent increase the cash flow of the 
business. 

 Rent is considered an expense for the 
lessee and are therefore not considered 
debt. 

 The total lease payments might be more 
than the original purchase price of the 
leased items.  

 The tenant is bound by the lease even if not 
the business may no longer need items.  

 When the owner the business wants to sell 
the lease by the purchaser of the business 
will be taken over. 

 
4.2. CONTRACTUAL OBLIGATIONS of leases: 
 All lease agreements entered into with strict legal proceedings and formal contracts between 

the LESSOR and the TENANT. 
 The LESSOR is the person or organization who agrees to lease the assets to another person or 

organization. 
 The TENANT is the person or organization that hire these assets. 
 When a lease is set, the following must be established: 

o PERIOD: The period for which you intend to use the property or items and if there is a 
renewal option. 

o COST of the lease: This includes the basic rent, operating costs, and maintenance costs 
and security services. 

o ANNUAL ESCALATION: This means that the rent every year by a certain percentage will 
rise. 
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TOPIC 3: TRANSFORMATION OF A BUSINESS PLAN INTO AN ACTION PLAN 

Discuss/Explain the PURPOSE OF A BUSINESS PLAN (Recap) 

 to get financing from investors or lenders 
 to allow the entrepreneur to evaluate the viability of a business idea 
 to improve operations and business processes and practice 
 to evaluate the success of a business 
 to identify improvements that need to be made. 
 
Explain the MEANING OF AN ACTION PLAN. 

 An action plan is a record of activities that shows how these activities will be organised to 
achieve the objectives set out in the business plan.  

 It is a planning / monitoring tool that mentions which tasks should be performed in a certain 
period.  

 Help businesses focus on viable business ideas and devise strategies to achieve a specific 
goal.  

 
Discuss/Explain/Describe the IMPORTANCE OF AN ACTION PLAN. 

 Identify problems that may occur.  
 Act as a monitoring tool that makes it possible to monitor progress.  
 Enables businesses to turn a business plan into an action plan.  
 Businesses can think logically and identify gaps in the plan.  
 Serves as a monitoring tool to measure standards against performance.  
 Businesses can reflect on what happened before and what actions did not help.  
 Action planning can bring individuals / experts who are knowledgeable in that area.  
 Explain business objective and provide the opportunity to explain exactly what change is 

required.  
 Create ownership and accountability by creating a sense of individual and collective 

ownership of the action plan. 
 Time scales that need to be done can be made clearer to achieve a specific goal.  
 Measures for success can be made clear by providing a means of progress towards that goal.  
 
Outline/Mention the STAGES OF ACTION PLAN/Steps to follow when drawing up an action plan. 

 Summary of your vision, mission, long term goals and short-term goals.  
 Work subdivision structure - identify what is being done, organise the plan into manageable 

phases that individually or as part of a group of tasks can be performed.  
 It gives an overview of what needs to be done who and when to complete it, as well as the 

expected outcome.  
 Timelines indicating targets and deadlines - indicate dates, use a series of dates on a linear 

scale to determine the due date or date of completion for each of the short-term objectives 
and indicate tasks.  

 Gantt map - Use information about Action Step Map and Timeline 
 Developing Gantt chart clearly shows the activities against dates.  
 
 
 
 



 

23 
 

Outline/Explain the PROJECT PLANNING STEPS. 

STEP 1:  
Identify & meet 

with Stakeholders 
 

Identify all stakeholders and keep their interests in mind when 
creating the project plan. 

STEP 2:  
Set & prioritise 

goals 
 

Once you have a list of stakeholder needs, prioritise them 
and set specific project goals. 

STEP 3:  
Define  

deliverables 
 

Identify the deliverables and project planning steps required 
to meet the project's goals. Determine the specific outputs 
and determine due dates for each deliverable in your 
project plan. 

STEP 4:  
Create the project 

schedule 
 

Define the series of tasks that must be completed to 
accomplish each deliverable. For each task, determine the 
amount of time it will take, the resources necessary, and who 
will be responsible for execution. 

STEP 5:  
Identify issues and 

complete a risk 
assessment  

Conduct a risk assessment and develop a risk management 
strategy to make sure you're prepared. 

STEP 6:  
Present the project 

plan to 
stakeholders 

 

Explain how your plan addresses stakeholders' expectations, 
and present your solutions to any conflicts. 

 
Define the following PLANNING TOOLS: 

1. GANTT CHARTS or WORK BREAKDOWN STRUCTURE (WBS) 
 Bar charts or graphs showing the duration of each task versus the progress of time.  
 Used to identify what needs to be done by breaking down a project into smaller parts.  
 Use to schedule the timelines for a project to decide which tasks should be done when and in 

what order.  
 Illustrate the start and completion dates of the elements of a project.  
 
2. TIMELINES 
 A visual representation of chronological information.  
 A way to display a list of events in date order.  
 A simple tool that lists all the activities to be done and the date sequence in which each will 

be completed.  
 
  

A stakeholder is anyone who is affected 
by the results of your project plan. That 
includes your customers and end users. 
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3. PROJECT PLANNING 
 A detailed description of all the activities that must be completed to successfully execute a 

project.  
 Consists of the actual plan, scheduling of the task and risk management to protect the 

business from financial disaster.  
 

Discuss/Explain the IMPORTANCE of TIMELINES and GANTT CHARTS / WBS 

 It helps project managers and project teams to assess (1) how long a project should take,                 
(2) determine the resources needed, (3) understand the dependencies between tasks and 
(4) plan the order in which each task should be completed to complete the whole project on 
time. 

 
Draw up a Gantt charts using the information given in scenarios/case studies. 

ACTIVITY DEPENDANT ON... TIME REQUIRED 

A Find venue.  4 weeks 

B Do construction A 6 weeks 

C Take measurements & buy paint.  B 1 week 

D Paint thee venue. C 1 week 

E Plan layout of furniture & machinery.  A 1 week 

F Purchace furniture & machinery. E 4 weeks 

G Arrange furniture & install equipment.  B & F 1 week 

H Recruit staff. A 6 weeks 

I Training staff. H 3 weeks 

J Move in. G 1 week 
 

GANTT-CHART: 
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TOPIC 4: SETTING UP/ STARTING A BUSINESS PLAN 

Outline/Mention/Explain/Discuss FACTORS THAT MUST BE CONSIDERED BEFORE START-UP 

CULTURE OF THE 
ORGANISATION 

 

 It is essential to establish an organisational culture from the beginning. 
 Staff must become familiar with what is acceptable and what is not. 
 Give staff appropriate training to deliver the best quality 

ENVIRONMENTAL 
CHANGES 

 

1. EXTERNAL factors:  
 Think about political, global, technological, social and environmental 

issues such as climate change and water restrictions. 
2. INTERNAL factors:  
 Determine the strengths and weaknesses of your business 

CUSTOMER SERVICES 

 

 For a business to be successful, customers must be given what they 
want. 

 This may mean changing the market plan. 
 The service business requires a personal touch. 
 Business has to form a relationship with its clients. 

BUSINESS GROWTH

 

 Determine the trends in your industry by visiting your local library, 
searching the internet or reading trade magazines and newspapers on 
a regular basis. 

 Determine if the industry is predicted to grow or decline  
 Determine the impact on business growth. 

COST SAVING 

 

Here are a few ways to reduce costs when starting a business: 
 Buy used equipment at auctions 
 Start your business from your home and use technology to connect to 

your employees, target audience and customers. 
 Use free or much less expensive software 
 Identify suppliers you can work with and establish partnerships  
 Negotiate discounts with suppliers 
 Outsourcing is a method of paying a person or other company to 

complete tasks for you which can be cheaper than hiring an employee 
 

 

Learners must analyse the above-mentioned factors from scenarios/case 
studies and make recommendations for improvement. 
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Outline/Mention/Explain/Discuss ASPECTS THAT MUST BE CONSIDERED WHEN INITIATING A BUSINESS. 

STRATEGY

 

The strategy looks at how you will achieve your goals. 
 This includes an Action Step Chart to outline the vision, goals and an 

action plan. 
 These must be used to develop the system and processes for the 

business to achieve its outcomes. 
 A monitoring and evaluating system must be established. 
 This system provides constant feedback on any weaknesses and 

successes. 
OPERATIONS

 

The operations indicate what needs to be done to achieve your goals.  
 Die besigheids- en aksieplanne identifiseer die operasionele plan. 
 Bewerkings moet geïmplementeer word, personeel moet indiens 

geneem en opgelei word. 
 Hulpbronne moet verkry en bestuur word. 
 Daar is konstante monitering en evaluering om te verseker dat 

hulpbronne doeltreffend gebruik word. 
PRODUCTIVITY

 

Productivity needs to be planned and monitored. 
 The Action Plan includes budgets and financial planning. 
 To ensure productivity in a business, costs are decreased and output 

increased. 
 Continuous monitoring and evaluation are done to ensure maximum 

productivity. 
 Improvements are implemented constantly to improve profits. 

SIZE OF A  
BUSINESS 

 

What is the size of the business? 
 The bigger the business the more difficult it is to manage. 
 The success of a business often depends on the management and 

staff. 
 It is more difficult to manage and control a larger group of employees. 
 If there are too many employees, it is difficult to keep control of the 

quality of work for each employee, the actual work and productivity 
levels. 

 
 
 
Learners must analyse the above-mentioned factors from scenarios/case studies 
and make recommendations for improvement. 

 
 

Explain/Discuss REASONS WHY BUSINESSES NEED FUNDING. 

 To start a business.  
 To finance expansions to production capacity.  
 To develop and market new products.  
 To enter new markets.  
 Take-over or acquisition.  
 Moving to new premises.  
 To pay for the day to day running of business. 
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Outline/Mention/Explain SOURCES OF FUNDING. 

BANK LOANS

 

 This is money borrowed from a bank. 
 A bank loan is paid back with interest.  
 Often the repayment is structured to be paid back in instalments over 

a period of time.  
 Bank loans are generally used for long-term financing. 

OVERDRAFTS

 

 This is when the bank allows the client to withdraw more money than 
the balance in the account of the client.  

 It is repaid after a set period of time with interest.  
 The overdraft is the most popular type of short-term financing. 

ANGEL FUNDING

 

 Angel funding is offered by wealthy entrepreneurs in exchange for a 
share in the business.  

 It is very popular in the Information Technology industry.  
 However, it carries a high risk for the investor. 

VENTURE CAPITAL

 

 Venture capital is financing is given in exchange for a share in the 
business at its start-up.  

 Some venture capitalists also request a position in management or on 
the board. 

 
Explain/Discuss/Describe FACTORS THAT INFLUENCE THE CHOICE OF FUNDING  

NATURE OF  
FINANCE 

 

 Long term finance will be repaid over a longer period and include 
bank loans, hire purchase, debentures and retained profits for 
example. 

 The day-to-day operations of our business, then we would finance this 
using a short term source of finance. 

AMOUNT OF 
CAPITAL NEEDED

 

 For large amounts of capital, the best sources of funding would be 
debentures, share capital and long-term loans 

 For small amounts of capital, the best sources of funding would be 
short term loans and bank overdrafts. 

RISK 

 

 Businesses should evaluate each of the sources of finance in terms of 
the risk involved.  

 Owners’ fund securities (equity, retained earnings) involve no risk 
whereas borrowed fund securities are risky securities. 

COST OF  
FINANCE 

 

 The cost of finance includes dividends, interest, etc. 
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TOPIC 5: PRESENTATION OF BUSINESS INFORMATION 

Explain the IMPORTANCE OF PRESENTING BUSINESS INFORMATION. 

 Presentations are important because they are used to validate business information. 
 It is essential for business-related information to be presented and validated effectively. 
 The information can be presented verbally or non-verbally.  
 Effective validation can be done through the proper use of graphs, tables, diagrams, 

illustrations and other appropriate visual aids. 
 
Distinguish between VERBAL AND NON-VERBAL PRESENTATION and give PRACTICAL EXAMPLES 

VERBAL PRESENTATION NON-VERBAL PRESENTATION 

A Verbal presentation relates to speaking or an 
oral presentation 

A non-verbal presentation refers to the written 
word. 

Support materials for a verbal presentation are 
 Flip Charts 
 Data Projector 
 Interactive white board 
 Video Conferencing 

Examples of written presentations are: 
 Business reports 
 Questionnaires 

 
Outline/Mention/Explain/Discuss TYPES OF VISUAL AIDS: 

1. TABLES 
 

THE SALES FIGURES OF GROCERY STORE 

Products JAN FEB MAR APR 

Tin food R34 000 R25 090 R36 580 R22 456 

Dry food R47 890 R36 900 R32 860 R28 500 

Frozen  R22 800 R23 500 R23 890 R24 790 

Toiletries R18 900 R17 800 R16 950 R15 810 

 
 

 Tables are usually used to compare and contrast 
information.  

 The table shows the sales of a grocery store over four 
months, therefore the months can be compared 
with each other..  

2. BAR GRAPH 

 

 Bar graphs capture quantitative information and 
display data in comparative parallel bars. 

 Used to compare data over periods and indicate 
increases and decreases in data.  Especially the 
highest and lowest levels are used to be analised in 
reports. 

3. LINE GRAPHS 

 

 Line graphs consist of plotted points over a period of 
time, joined to make a line.  

 Generally used to show how trends has changed 
over time (hourly/ daily/ monthly or yearly). 
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Identify the above 
mentioned visual aids from 

given scenarios/case 
studies/statements. 
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4. PIE CHARTS 

 

 Pie charts are round with wedges and groups data 
in relation to a whole.  

 Pie charts are generally used to show percentage. 

5. FLOW CHARTS / DIAGRAMS 

 

 Flow charts are simple diagrams that map out a 
process, so that one can easily communicate it to 
other people.  

 Used to show processes or relationships. 
 Example: the flow of a report system. 

 

Explain/Discuss how the PRESENTER must PREPARE the following VISUAL AIDS: 

TRANSPARENCIES / 
SLIDES 

 

 Transparencies or slides are very effective for presentations when you 
do the following: 
o Use key words on the slides, not full sentences. 
o Only use slides to enhance what you are saying. 
o Slides must never be the focus – the focus should be on what you 

are saying. 
o Slides must help you to get the message across. 
o Slides must have a lot of white space and not too much writing. 

POSTERS 
 

 

 Posters are generally used to advertise, to emphasise or to remind the 
audience.  

 Requirements for an effective poster: 
1. It must be bold, creative and eye catching. 
2. It must be quick and easy to read. 
3. Use only a few words and a big font. 
4. Have all the essential details clearly summarised. 
5. Get the intended message across strongly. 

HAND-OUTS 
 

 

 A hand-out is a summary of the most important parts of the 
presentation. 

 Presentation notes as hand-outs contain too much detail. 
 Copies of slides as hand-outs contain too little detail. 
 Hand-outs must be used to include details that could not be given 

during the presentation, for example, more detailed graphs or 
financial statements. 
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Discuss/Explain/Recommend 
aspects that the presenter 
must consider when 
PREPARING a presentation. 

Discuss/Explain/Recommend 
aspects that the presenter 
must consider DURING a 
presentation. 

Explain how to RESPOND TO 
QUESTIONS about work and 
presentations/handle 
feedback after a presentation 
in a non-aggressive and 
professional manner. 

1. Consider clear objectives 
and main points of the 
presentation. 

1. Maintain eye contact with 
the audience. 

 

1. Stand throughout the 
feedback session. 

2. Main aims captured in the 
opening statement of the 
presentation. 

2. Establish credibility by 
introducing yourself as the 
presenter at the start. 

 

2. Re-phrase the question if 
uncertain. 

3. Information presented 
should be relevant and 
accurate. 

3. Be audible to all 
listeners/audience. 

 

3. First listen and then 
respond. 

4. Fully conversant with the 
content of the 
presentation. 

4. Vary the tone of 
voice/tempo within certain 
sections to prevent 
monotony. 

 

4. Be honest when 
responding to questions. 

5. Rehearse to ensure a 
confident presentation 
and effective use of time 
management. 

5. Make the presentation 
interesting with visual aids / 
anecdotes / examples / 
Use visual aids effectively. 

 

5. Keep answers short and 
to the point. 

 
Justify the REASONS WHY BUSINESS PRESENTATIONS MUST BE IN A WRITTEN FORMAT. 

 A well-crafted presentation demonstrates professionalism and helps to reinforce an 
organisation’s corporate image. 

 Presentations make it easier to engage the audience.  
 Content of a presentation can be changed quickly and easily to incorporate new information 

or to modify a presentation for different audiences 
 Presentations are a versatile communication tool. 
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Outline/Mention/Explain TYPES OF WRITTEN INFORMATION. 

BUSINESS REPORTS

 

 A business report is a document containing information organised in a 
NARRATIVE, GRAPHIC or TABULAR FORM. 

BUSINESS PLAN

 

 A written document describing the NATURE of the business, the SALES 
and MARKETING STRATEGY, and the FINANCIAL background.   

INFORMATION

 

 An informational report provides a SUMMARY OF INFORMATION and 
data found on a PARTICULAR TOPIC.  

 One such report is the expense report: this report is a set of information 
that is used to request allocation of funds. The format is strictly pre-
determined and it is often completed at the end of a business trip. 

ANALYSIS 

 

 Information is RESEARCHED and COLLECTED, then the report provides an 
ANALYSIS that LEADS to one or more RECOMMENDATIONS. For example, 
consider a report that helps a company determine where to open a 
new store 

 
Outline/Mention/Explain/Recommend STEPS IN REPORT WRITING. 

STEP 1: Determine the purpose and scope of your business report 

 A business report should not be too vague. 
 Only include specific points and information that may be helpful to the business' current 

situation and its future strategies 
 

STEP 2: Create a clear framework 

 A business report typically includes four major parts: introduction, discussion, conclusions, and 
recommendations. 

 

STEP 3: Consider your readers 

 Know why readers need a report.  
 Know their position in the company and their education level as these will help you know what 

and which information you need to include in your report. 
 

STEP 4: Gather and organize data and information 

 You can either collect information from primary sources or secondary sources. 
 

STEP 5: Analyse the data gathered 

 Based on the data you have gathered, you may include recommendations that can help 
achieve business goals. 
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Outline/Mention/Explain factors that must be considered when COMPOSING A FLYER. 

 Flyers come in different formats depending on the purpose and the budget.  

 Certain points to remember when preparing a flyer: 

1. Decide on a central message for the flyer.  

2. Make the central message bold, clear and eye catching. 

3. Do not use too many words. 

4. Use large font for the important details. 

5. Be creative and use interesting images. 

6. The layout of the flyer must be attractive and appealing. 

7. Include details such as: 

a. What you are advertising 

b. Who you are 

c. Where to find you 

d. How to contact you 

e. The date of an event, if applicable 

8. Proofread your design before it goes to print. 


