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Student Name: Class:

Student ID: Date:

Assessment Details

Duration: 120 minutes Total Marks: 200

* Business Proposal
* Report Writing

+ Data Analysis

* Persuasive Writing

Topics Covered:

Instructions to Students:

1. Read all questions carefully before attempting.

2. Show all working out - marks are awarded for method.

3. Calculator use is permitted except where stated otherwise.

4. Write your answers in the spaces provided.

5. If you need more space, use the additional pages at the end.

6. Time management is crucial - allocate approximately 1 minute per mark.
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Section A: Multiple Choice [20 marks]

Question 1 [2 marks]

What is the primary purpose of a business proposal?

A) To secure funding B) To market a product
C) To conduct market research D) To develop a business plan
Question 2 [2 marks]

Which of the following is a key component of a business proposal?

A) Executive summary B) Market analysis

C) Financial projections D) All of the above
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Section B: Short Answer Questions [40 marks]

Question 3 [8 marks]

What are the key components of a business proposal? Explain each component and its importance.

Question 4 [8 marks]

Describe the purpose of a report's introduction and how it should be structured.
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Section C: Essay Question [30 marks]

Question 5 [30 marks]

What are the key components of a business proposal, and how do they contribute to the overall success
of the proposal? Use examples to support your answer.
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Section D: Case Study [20 marks]

Question 6 [20 marks]

A company is considering launching a new product. The product has been tested and has shown
promising results. However, the company is unsure if the product will be successful in the market.

a) What type of data analysis would you use to determine the potential success of the product? [5
marks]

b) What are the key components of a business proposal that would be relevant to this scenario? [5
marks]

c) How would you structure a business report to present the findings of the product testing? [10 marks]
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Section E: Project-Based Question [30 marks]

Question 7 [30 marks]

Develop a business proposal for a new product or service. The proposal should include an executive
summary, market analysis, financial projections, and a conclusion.
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Business Proposal Structure

A business proposal typically consists of several key components, including an executive summary, company description, market
analysis, product or service description, marketing and sales strategy, financial projections, and a conclusion. Each of these
components plays a crucial role in convincing the reader that the proposed business venture is viable and worthy of investment.

Example of a Business Proposal Structure

For instance, a business proposal for a new restaurant might include an executive summary that highlights the unique selling points
of the restaurant, a company description that outlines the management team and their experience, a market analysis that
demonstrates the demand for the restaurant, and financial projections that show the potential for growth and profitability.

Case Study: Successful Business Proposal

A successful business proposal is one that effectively communicates the value proposition of the proposed business venture and
demonstrates a clear understanding of the market and the competition. For example, a company that proposes to launch a new
product might conduct market research to identify the target audience and their needs, and then use that information to develop a
marketing and sales strategy that resonates with the target audience.

Report Writing Techniques

Report writing is a critical skill for business professionals, as it enables them to communicate complex information in a clear and
concise manner. Effective report writing techniques include using a clear and concise writing style, organizing the report in a logical
and easy-to-follow manner, and using visual aids such as charts and graphs to illustrate key points.

Example of a Well-Structured Report

A well-structured report might include an introduction that provides an overview of the report and its purpose, a body that presents
the findings and analysis, and a conclusion that summarizes the key points and recommendations. The report might also include
appendices that provide additional information and supporting data.

Case Study: Effective Report Writing

Effective report writing is critical in business, as it enables professionals to communicate complex information in a clear and concise
manner. For example, a company that conducts market research might use report writing to communicate the findings and

recommendations to stakeholders, and to inform business decisions.

Data Analysis and Interpretation
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Data analysis and interpretation are critical skills for business professionals, as they enable them to make informed decisions and
drive business growth. Effective data analysis involves collecting and analyzing data, identifying trends and patterns, and drawing
conclusions based on the data.

Example of Data Analysis and Interpretation

For instance, a company that collects data on customer purchasing behavior might use data analysis to identify trends and patterns
in the data, and then use that information to inform marketing and sales strategies. The company might also use data visualization
techniques to present the data in a clear and concise manner.

Case Study: Data-Driven Decision Making



Data-driven decision making is critical in business, as it enables professionals to make informed decisions and drive business
growth. For example, a company that uses data analysis to inform product development might collect data on customer feedback
and use that information to identify areas for improvement and optimize the product.

Persuasive Writing Techniques

Persuasive writing is a critical skill for business professionals, as it enables them to communicate effectively and influence others.
Effective persuasive writing techniques include using a clear and concise writing style, appealing to the reader's emotions and
interests, and using logical arguments and evidence to support the argument.

Example of Persuasive Writing

For instance, a business proposal might use persuasive writing to convince the reader that the proposed business venture is viable
and worthy of investment. The proposal might use emotional appeals to create a sense of urgency and excitement, and logical
arguments to demonstrate the potential for growth and profitability.

Case Study: Effective Persuasion

Effective persuasion is critical in business, as it enables professionals to communicate effectively and influence others. For example,
a company that uses persuasive writing to communicate with stakeholders might use storytelling techniques to create an emotional
connection with the reader, and then use logical arguments to demonstrate the value proposition of the proposed business venture.

Business Communication Strategies

Business communication strategies are critical for effective communication in business, as they enable professionals to
communicate clearly and concisely with stakeholders. Effective business communication strategies include using a clear and
concise writing style, organizing the communication in a logical and easy-to-follow manner, and using visual aids such as charts and
graphs to illustrate key points.

Example of Effective Business Communication

For instance, a company that communicates with stakeholders might use a clear and concise writing style to convey complex
information, and then use visual aids to illustrate key points and support the argument. The company might also use storytelling
techniques to create an emotional connection with the reader, and then use logical arguments to demonstrate the value proposition
of the proposed business venture.

Case Study: Effective Business Communication

Effective business communication is critical in business, as it enables professionals to communicate clearly and concisely with
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Conclusion and Recommendations

In conclusion, business proposal and report writing are critical skills for business professionals, as they enable them to communicate
effectively and influence others. Effective business proposal and report writing involve using a clear and concise writing style,
organizing the communication in a logical and easy-to-follow manner, and using visual aids such as charts and graphs to illustrate
key points.

Example of a Conclusion and Recommendations



For instance, a business proposal might conclude by summarizing the key points and recommendations, and then providing a call to
action for the reader. The proposal might also include appendices that provide additional information and supporting data.

Case Study: Effective Conclusion and Recommendations

Effective conclusion and recommendations are critical in business, as they enable professionals to communicate clearly and
concisely with stakeholders. For example, a company that uses conclusion and recommendations to communicate with stakeholders

might use data analysis to inform the communication, and then use persuasive writing techniques to convince the reader of the value
proposition of the proposed business venture.
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Section A: Multiple Choice [20 marks]

Question 1 [2 marks]

What is the primary purpose of a business proposal?

A) To secure funding B) To market a product
C) To conduct market research D) To develop a business plan
Question 2 [2 marks]

Which of the following is a key component of a business proposal?

A) Executive summary B) Market analysis

C) Financial projections D) All of the above
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Section B: Short Answer Questions [40 marks]

Question 3 [8 marks]

What are the key components of a business proposal? Explain each component and its importance.

Question 4 [8 marks]

Describe the purpose of a report's introduction and how it should be structured.
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Section C: Essay Question [30 marks]

Question 5 [30 marks]

What are the key components of a business proposal, and how do they contribute to the overall success
of the proposal? Use examples to support your answer.
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Section D: Case Study [20 marks]

Question 6 [20 marks]

A company is considering launching a new product. The product has been tested and has shown
promising results. However, the company is unsure if the product will be successful in the market.

a) What type of data analysis would you use to determine the potential success of the product? [5
marks]

b) What are the key components of a business proposal that would be relevant to this scenario? [5
marks]

c) How would you structure a business report to present the findings of the product testing? [10 marks]
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Section E: Project-Based Question [30 marks]

Question 7 [30 marks]

Develop a business proposal for a new product or service. The proposal should include an executive
summary, market analysis, financial projections, and a conclusion.
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