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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

1. What are mandatory requirements for report writing?

Mandatory requirements are the elements for a proposal that must be provided or answered for the proposal to be considered. It is sometimes used as a primary way of whittling down serious contenders when considering a number of competing proposals. 

Mandatory requirements can include documents such as:
- proof of liability insurance
- proof of company registration
- copies of health and safety policy
- police background checks
- reference letters with contact details so that they can verify your reliability
- proof of certification of personnel (such as certified electricians) or company certification (ie registered architects)

Or it can include information such as:
- provide evidence of ways previous work has benefitted buyers
- show how you would provide a solution to a particular problem facing the company

These are more specific to the individual proposal but show that you have the resources or have experience of similar work/problems.





2. What do you mean by analysing your proposal's audience?

You have to have an understanding of the audience you are writing the proposal for so that you can tailor the style of writing, use the appropriate language, be clear and concise and add the relevant documentation into the proposal that will be easily understood by everyone reading it. 

To do this you need to think about everyone that might come into contact with the document needed to make a decision on your proposal eg. Finance department, sales department, CEO, Members of the Board, banks etc. Most of these people will not have a thorough understanding of what is being proposed and even less so if the proposal is for something technical.
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