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Marking Criteria:
[bookmark: _GoBack] 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. 
	1.
A business plan is a written document that describes how a business can achieve the goals. A business plan includes marketing, financial and operational viewpoint. 
It is an important tool that any startup business needs to have prior to beginning its operations. 
The most common business plan has three sections: business concept, marketplace and financial including market strategies, competition analysis, design and development, operations and management, and financial information. 
Example, as following:

· Executive summary
· Table of contents
· Company description
· List of products or/and services
· Market analysis
· Organizational structure
· Operations plan
· Marketing & sales strategy
· Financial projections

In order to write a good business plan, we need to consider the audience.
Important step is to determinate who your audience is.
The first step to determinate your audience is understand which kind of business structure is the company and think about your role in the Company.
You need to identify your business structure, if it is a sole proprietorship, a partnership, a limited company, a corporation or a join venture.

Then understand if you are a business owner (someone who owns a small or medium sized business), an entrepreneur (someone who takes more risk than the business owner and invests money), a freelancer or something else.

To write a good business plan you need to follow a few rules. Those rules are: Concise (quick and clear), correct (no spelling or grammar mistakes), complete, compelling.

2.
The first step you need to do to define gathering analyzing information is identify what you need to read and how to process the information effectively and efficiently.
There are many models available for effective reading. All are similar.
The recommended model can be called with the acronym GO-PARSE.
· Get Organize: to gather all the tools you need to read. To get the information effectively you need to capture and save important information
· Preview: preview the information you wish to read and pay attention to all the details. Identify the sections that you will read, but it is not recommended over-reading. There is a risk to get distracted
· Ask: it is useful to make a list of questions. It is recommended to use the five “W” for help
Who, What, When, Where, Why, How.
· Read: it is important to read and mark the texts and this can be broken into sections to better understanding.
The following are tips for effective reading
I. Read difficult passages several times
II. Don’t speed read
III. Read loud, if necessary
IV. If  you get stuck on a section, mark it and read it later

It can be helpful also add numbers, draw shaper and arrows, use acronyms and write notes.
· Summarize: take notes of the information you need. It is important to remind that The Bibliographic information includes: title, authors, publisher, Editor, copyright, volume number, edition number, ISBN number, and eventually URL and date.
It is always recommended to avoid copying text, or at least keep a note indicating the page where the text comes from.
· Evaluate: the final step is to read carefully the notes and add new ones, write out questions and find the answer that you have found in your research. 

3.
ACE building celebrates five years of success.
It was founded in 1992 by five friends gathered that decide to provide the best of home renovation services.
The founders were David Boss (electrical), Michael Steel (plumbing), Bill Robins (construction), Milo Friesen (banking, insurance), and Jacques Michel (HVAC). 
Ace Building has started as cable television channels, airing reality shows regarding home and commercial building projects. The company involved with not-for- profit projects to share the strength of collective expertise available in one place. 

These projects included two Habitat for Humanity homes, an extension to a local senior’s residence and a kitchen renovation to a local fire hall.
The company started to work within their fields and contracted externally other services including painting, roofing, windows, and real estate.
The Ace building’s first offices were located in a garage bay.
In the first year there was not much of a profit, but the company was solvent. 
In the second year, the company contracted with a professional fundraiser so that they were not donating as much of their operating costs to not-for-profit projects. 
The Fundraiser was raised $500,000 for projects in each of the second through fifth years of operations. Those funds supported charity projects without impacting operating revenues.
Ace Foundation is managed by a volunteer board of directors. They raise money and complete projects intended to modify living spaces for senior citizens who want to live in their homes but could not afford the cost of the refurbishment. Projects are rated on a sliding scale depending on senior’s incomes. The recipient contributes from a minimum of 1% to 50% of the total of the renovation costs. 
Private Company Ace Building remains a privately held company but the company has shared its annual accounting reports to prove its concrete position in the business community. 
Ace building has increased the profits and part of the money has gone into Ace Foundation and to fund the beginnings of a pension plan for full- time. This pension plan permits employees to match the employer contributions.
The founders have created an environment where their lean start-up has quickly grown into a profitable, smart company that continues to achieve its goals.
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