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WHOLESALE AND RETAIL:WHRT4   

 
 NOTES AND ACTIVITIES   

 
 US 10008: How to write simple business plans   

 
 LESSON 15 

 
TOPIC: Designing and presenting a business plan   

 
 NB : By the end of this unit, you should be able to: 

 
  Gather and analyse information relating to the individual selected business 

 
  Assess the development of the business plan 

 
  Assess the written business plan 

 
  Explain various presentation skills 

 
  Assess the oral presentation of the business 
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 HOW TO DESIGN A BUSINESS PLAN 
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 PRESENTING A BUSINESS PLAN 

 
 Guidelines when presenting business plan to potential investors 

 

 Know who your potential investor is 

 Know all aspects about your products 

 Know all aspects about your market 

 Know what is going on the financial environment 

 Be confident 

 Speak clearly speak in the language with which you are comfortable 

 Use terminology with which you are familiar 

 Always start with an introduction and finish with a conclusion 

 Make cue cards to help you remember important points 

 Keep your presentation short and to the point 

 

 PRESENTING SKILLS 

 

1. Communication-the imparting or exchanging of information 

2. Body language-posture by which attitudes and feelings are communicated 

3. Tone and tempo-the feeling and pace of your presentation 

4. Ability to convey ideas-ability to present your ideas appropriately 

5. Ability to answer questions-being able to ask and answer questions 

6. Use of media-is used to enhance a presentation, for example, slides and sound 

7. Oral presentation-ability to present an idea to the audience 

8. Preparation/appearance-the how ready are you for the presentation  

9. Appearance-the way someone looks. 
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 Activity 1 
 
 Read the following paragraph and answer the questions that follow. 

 

 Fumi submitted his business plan to one of the prominent investors in the area. His 
communication skills were so impressive, he was audible and confident. Ideas were 
appropriately presented, and his oral presentation –ability made him to be able to answer 
questions. 

 

 
 
 
1.1 

  
 
List FOUR presentation skills mentioned in the paragraph   

 (4) 

 
1.2 Name and explain the presentation skills used in the picture       (4) 

 
1.3 Give FOUR guidelines on how to present a business plan      (4) 

 
 
 
 
 
 
 
 
 


