
Term 2 Revision – memorandum 
Question 1: Choose the correct answer
1.1
Professionalism

1.2
Creative thinking

1.3
External

1.4
Total quality management

1.4
Factor
(5 × 2) [10]
Question 2: Presentation of business information
2.1
Overhead projector,  flip chart,  poster,  chalk board,  video tape,  audio tape,  handouts 









(max. 4)

2.2
Write neatly and directly onto the transparency using a transparency pen of the correct thickness.  Place all the sheets in order with thin white paper in between so that they do not stick together.  Cover up information you do not want show immediately.  For the clearest results prepare slides on a computer and print them straight onto the transparency.  
(max. 4)

2.3
Listen to the whole question before answering it. 

Repeat the question so that everyone can hear it. 

Respond honestly and as best as you can. 
(max. 2) [10]
Question 3: Action plans

3.1.1
A Gantt chart is a bar chart that illustrates a project schedule.  It includes the start and finish dates  and shows the dependency relationship between the various activities.  It also schedules the duties of each team member.  A Gantt chart can also show the difference between the planned and actual time that each task takes. 
 (max. 8)

3.1.2
A work breakdown structure (WBS) makes it easier to visualise each small task in the process or project.  A WBS is not a list of tasks or a schedule,  but provides a basis on which the task list and schedule can be constructed.  There are different levels and each level is divided into logical groupings of work.  The top level is similar to an overview  and the lowest level is very detailed.  
(max. 8) 
3.2
Memorandum of Incorporation 
(1)


Certified copy of identity documents for incorporators 
(1)


Name and address of auditor/s
(1)


Valid name reservation document if a name was reserved 
(1) [4]
Question 4: Resolving conflict in an ethical manner
	
	Max. mark allocation

	Introduction
	4

	Generating ideas
	12

	Managing stress
	12

	Managing a crisis
	10

	King Code and ethical decisions
	10

	Total
	40


Note to teacher:

When deciding how to allocate the marks for a long question, always allocate the marks where earned even if they come to more marks than the total (40). However, the learner will only be given the maximum of 40. The learners do not know how you have divided the total marks. If a learner answers only half the question, then you can only award that learner a maximum of between 20 and 22 marks.

Total: 80 marks

© Oxford University Press Southern Africa (Pty) Ltd 2012.

