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Introduction 
Welcome to your Learner’s Guide for the ENTREPRENEURSHIP Programme. It will help you to complete the programme and to go on to 
complete further study or go straight into employment. 

The ENTREPRENEURSHIP programme is to engage young people with a programme of development that will provide them with the knowledge, 
skills and understanding to start this career in Pakistan. The programme has been developed to address specific issues, such as the national, 
regional and local cultures, the manpower availability within the country, and meeting and exceeding the needs and expectations of their 
customers. 

The main elements of your learner’s guide are:  

• Introduction:  
o This includes a brief description of your guide and guidelines for you to use it effectively 

• Modules:  
o The modules form the sections in your learner’s guide  

• Learning Units:  
o Learning Units are the main sections within each module 

• Learning outcomes:  
o Learning outcomes of each learning units are taken from the curriculum document  

• Learning Elements:  
o This is the main content of your learner’s guide with detail of the knowledge and skills (practical activities, projects, assignments, 

practices, etc.) you will require to achieve learning outcomes stated in the curriculum 
o This section will include examples, photographs, and illustrations relating to each learning outcome 

• Summary of modules:  
o This contains the summary of the modules that make up your learner’s guide 

• Frequently asked questions:  
o These have been added to provide further explanation and clarity on some of the difficult concepts and areas. This further helps 

you in preparing for your assessment.  
• Multiple choice questions for self-test:  

o These are provided as an exercise at the end of your learner’s guide to help you in preparing for your assessment. 

 





Enterpinureship -LG-L5 Entrepreneurship  Page | 2 

Module 2: Manage Human Resources 

Objective of the module:  

Duration: 150  Theory: 31  Practical:119  
      

Learning Unit Learning Outcomes Learning Elements Materials Required 

LU1: Recruit 
employees 

The trainee will be able to: 
 

 Establish recruitment process 
and procedures 

 Develop job descriptions as per 
required competencies 

 Develop job orientation 
procedures 

 
 

 Fundamentals of recruitment and 
selection process i.e. searching, 
screening, evaluation, and control 

 Types of recruitment processes as per 
business requirement 

 Basic knowledge of designing a job 
description 

 Awareness-process designing i.e. 
company culture, co-worker 
introductions, office workplace, etc. 

 Paper 

 Pencil 

 Pen 

 Multimedia 

 Printer 

 PC 
 

LU2: Manage 
personnel 
development 

The trainee will be able to: 
 

 Assess training needs of 
employees  

 Develop a training plan for 
learning requirements  

 Allocate resources for training 
activities 

 Develop procedure for 
monitoring and evaluation of 
trainings 

 
 

 Gap analysis through feedback from 
employees 

 Designing training modules 

 Scheduling of trainings 

 Allocation of trainers 

 Locating venue for training 

 Allocation of supportive resources 

 Designing feedback forms for the 
trainers and employees 

 Paper 

 Pencil 

 Pen 

 Multimedia 

 Printer 

 PC 
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LU3: Appraise 
team performance 

The trainee will be able to: 
 

 Design mechanism to assess 
team performance  

 Develop mechanism for 
assessing employee 
satisfaction.  

 Take appropriate action as per 
SOP 

 
 

 Basic types of performance appraisal 

 Employee feedback development 
procedures 

 Employee feedback evaluation 

 Mechanism for taking actions after the 
performance appraisals 
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LU1: Recruit employees 

Sample AD 

To create a good print advertisement, you should take the following steps: 

 Write a well-targeted headline 
 Design your advert clearly 
 Write compelling advertising text – known as copy 

 

https://www.nibusinessinfo.co.uk/content/how-write-advertisement 

 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.nibusinessinfo.co.uk/content/how-write-advertisement
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Interviewing scoring sheet 

 

We all know that in order to be acquainted in a 
group or in a job, an interview is desirable to 
know if applicants are qualified to be in the 
group or not, the interview score sheets is 
needed printed document to be able to complete 
this task. The recording tool where the 
interviewer can put the grades that the 
applicants will gain based on their answers and 
skills as indicated in the standards needed for a 
job. 

 

https://www.sampletemplates.com/business-
templates/interview-score-sheet-template.html 

 

 

 

 

 

Offer letter samples 

 

A job offer letter is used to formally offer a 
position to a candidate, and provide important 
information including start date, compensation, 
work hours, and job title. It is also known as an 
employment offer letter. 

 

https://www.betterteam.com/job-offer-letter 

 
 

https://www.sampletemplates.com/business-templates/sample-interview-score-sheet.html
https://www.sampletemplates.com/business-templates/interview-score-sheet-template.html
https://www.sampletemplates.com/business-templates/interview-score-sheet-template.html
https://www.betterteam.com/job-offer-letter
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Joining Report Samples 
 
Sample joining report format for employee, new 
employees, teachers, professors, students, 
engineers, doctors etc. Joining report is 
compulsory in multinational companies and 
company with larger business network as as 
surety of employee joining to issue the salaries, 
benefits and getting the work performance 
reports. 
 
https://semioffice.com/letters/acknowledgement-
letters/joining-report-sample-format/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://semioffice.com/letters/acknowledgement-letters/joining-report-sample-format/
https://semioffice.com/letters/acknowledgement-letters/joining-report-sample-format/
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Sample employment contracts 
 
This Employment Contract (the “Contract” or “Employment 
Contract”) states the terms and conditions that govern the 
contractual agreement between [EMPLOYER COMPANY] 
having its principal place of business at [ADDRESS] (the 
“Company”), and [EMPLOYEE] (the “Employee”) who agrees 
to be bound by this Contract. 
 
https://www.pandadoc.com/free-employment-contract-
template/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

https://www.pandadoc.com/free-employment-contract-template/
https://www.pandadoc.com/free-employment-contract-template/
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Formats of TNA& Analysis 
 
 

Training Needs Analysis (TNA) is the process in which 
the company identifies training and development needs of 
its employees so that they can do their job effectively. It 
involves a complete analysis of training needs required at 
various levels of the organization. 

 
https://economictimes.indiatimes.com/definition/training-
needs-analysis 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://economictimes.indiatimes.com/definition/training-needs-analysis
https://economictimes.indiatimes.com/definition/training-needs-analysis
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Priorities of trainings 

It’s no secret that the most important resource a company has is its 
employees. A well-trained, engaged workforce will drive a company’s 
success, while an unmotivated, underperforming group will slow down 
production and potentially cause a company to fail.  
 
https://www.td.org/newsletters/the-buzz/the-four-priorities-of-training 

 
 
 
 
 
 
 
 
 
 

 
 
Samples of TNA report 
Training needs analysis can be a difficult thing at the best of times. 
When you are faced with a technology needs analysis, this becomes 
doubly difficult if you yourself have significant needs. It is easy to fall 
into the trap of identifying beginner, intermediate and advanced levels.  
 
https://rapidbi.com/training-needs-analysis-tna-sample-templates/ 
 

 
 

  

https://www.td.org/newsletters/the-buzz/the-four-priorities-of-training
https://rapidbi.com/training-needs-analysis-tna-sample-templates/
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Sample feedback forms for employee performance  

Performance reviews are often viewed as a necessary evil 
rather than as a valuable communication tool. 
Management Employee Satisfaction and Engagement, 
communication is a primary driver of employee retention and is 
one of the most pressing human capital challenges. 

 

https://www.smartsheet.com/performance-review-examples-
and-tools 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.smartsheet.com/performance-review-examples-and-tools
https://www.smartsheet.com/performance-review-examples-and-tools
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Format of report findings using MS Word/EXCEL, etc 
 
A performance report is a document that lists down the 
assessment results of the metrics that are used to quantify 
and/or qualify sample performance for a specified period of 
time. Unlike an executive report that is a summary of a longer 
proposal or document presentation, performance reports 
collate all the details of an analysis in a single document to 
provide a comprehensive showcase of results 
 
https://www.template.net/business/report-
templates/performance-report-templates/ 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

https://www.template.net/editable/performance
https://www.template.net/business/report-templates/sample-executive-report/
https://www.template.net/business/report-templates/performance-report-templates/
https://www.template.net/business/report-templates/performance-report-templates/
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Module 3: Manage Marketing Activities 

Objective of the module: This Competency Standard identifies the competencies required to manage marketing activities. This section is crafted 
to develop knowledge and skills required to market and sell product/service, promote, place and offer the product /service to the target market 
along with managing public relations effectively 

 
Duration 200 hours Theory: 50 hours Practical: 150 hours 

Learning Unit Learning Outcomes Learning Elements Materials Required 

LU1: Manage 
placement of 
product / service 
 

The trainee will be able to: 
 

 Identify required 
channels for 
product/service 
placement based on 
target customer 
demographics   

 Develop strategy to 
ensure the availability of 
product/service to the 
target customers 

 Develop plan to monitor 
placement activities and 
results 

 
 

 Introduction to demographics 
segmentation 

 Types of distribution channels 

 Understand difference between 
placement of product and services 

 

 Gathering Market data about 
customer needs 

 Customer buying trends 

 Sales turnover 

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
Consumables:  

 Multi-color markers 

 Papers  

 Dusters 

LU2: Organize 
promotional 
activities 
 

The trainee will be able to: 
 

 Develop appropriate 
promotional activities as 
per marketing budget  

 Develop appropriate 
marketing material  

 Develop plan to monitor 
the promotional activities 
and their results 

 

 
 

 Communication mix i.e. Promotional 
plan i.e Personal selling 

 public relationing 

 Sales promotion 

 Publicity etc. 

 Tools to communicate your company 
brand and messages (Basic graphic 
designing, posters, flyers, digital 
content, business cards) 

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
Consumables:  

 Multi-color markers 
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 Data collection and tracking tools for 
customer feedback 

 (questionnaire, interviews, blind 
test, foot fall) 

 Monitor the progress (sales reports) 

 Evaluation of cost and return of 
investment 

 Papers  

 Dusters 

LU3: Establish 
sales process 
 

The trainee will be able to: 
 

 Develop a sales plan  

 Develop structure of 
sales team 

 Devise mechanism of 
monitoring sales 
performance 

 Devise procedures to 
record customer 
feedback 

 

 
 

 Outline of mission and objectives of 
sales plan 

 Sales team profile 

 Sales plan budgets 

 Define Hierarchy among sales team 

 Prepare specific job description  

 Data collection of all sales staff 

 Professional development of sales 
team  

 Comparison between actual 
performance and goals 

 Visual dash board preparation 
(consider every stage of the 
pipeline) 

 Customer feedback through 
questionnaires, surveys , 
observations, e-mails, on site 
activities and business  website  

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
Consumables:  

 Multi-color markers 

 Papers  

 Dusters 
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LU4: Manage 
public relations 
 

The trainee will be able to: 
 

 Develop corporate social 
responsibility strategy for 
creating good brand 
image 

 Develop mechanism to 
address feedback of 
stakeholders 

 Develop strategy to 
counteract negative 
publicity against the 
brand 

 

 Fundamentals of corporate social 
responsibility 

 Identification of your area of 
contribution towards community 

 Mutually benefits of relationship 
between your company and 
stakeholders 

 

 Collaboration with community 
leaders and public 

 Formation of feedback collection cell 
 

 Constant evaluation of product 
quality  

 Problem solving measures 
(customer relationship management) 

 Monitor news and social media basic 
emotional intelligence i.e. positive 
emotional reactions 

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
Consumables:  

 Multi-color markers 

 Papers  

 Dusters 

  

LU5: Prepare 
proposals and 
bids 

The trainee will be able to: 
 

 Collect requirements for 
proposed work 

 Identify resources to fulfil 
requirements of 
proposed work 

 Prepare technical 
proposal for proposed 
work 

 Prepare financial 
proposal for proposed 
work 

 
 

 Types of bids (technical and 
financial) 

 Terms of reference 

 Expression of interest 

 Request for proposal/quotation 

 PPRA rules  
 

 Sources of market information 
(newspapers, suppliers, 
competitors), current resources 
evaluation tools 

 

 Elements of technical proposals 
including abstract/summary, 

 

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
Consumables:  

 Multi-color markers 

 Papers  

 Dusters 
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statement of need, project activity, 
methodology and out come 

 

 Elements of financial proposal 
(detailed pricing, pricing narrative 
and detailed cost) 
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Examples and illustrations 

Sales turnover is the total amount of revenue generated by a business 
during the calculation period. The concept is useful for tracking sales levels 
on a trend line through multiple measurement periods in order to spot 
meaningful changes in activity levels. 

Reference: 

https://www.geekwire.com/2019/amazon-web-services-growth-slows-
missing-analyst-expectations/ 
 

 

 

 

 

 

 

 

 

 

Marketing Strategies 

 

https://www.bing.com/images/search?view=d
etailV2&id=9AD6EAB082EAE635B4038A8B6F
313CAE2B93F1E0&thid=OIP.O5uPFkyQYrOO
Nkth8Vi_2gHaDa&mediaurl=http%3A%2F%2F
www.bizible.com%2Fhubfs%2FSiriusDecision
s%2520Marketing%2520Plan-on-a-
Page%2520Templatev2.jpg&exph=972&expw=
2113&q=market+strategy+plan&selectedindex
=0&ajaxhist=0&vt=0&eim=0,1,3,4,6,8,10 

 

Reference: 

Marketing plan is a tool to strategize the 
marketing activities for a certain span of time in 
future. 

 

https://www.geekwire.com/2019/amazon-web-services-growth-slows-missing-analyst-expectations/
https://www.geekwire.com/2019/amazon-web-services-growth-slows-missing-analyst-expectations/
https://www.bing.com/images/search?view=detailV2&id=9AD6EAB082EAE635B4038A8B6F313CAE2B93F1E0&thid=OIP.O5uPFkyQYrOONkth8Vi_2gHaDa&mediaurl=http%3A%2F%2Fwww.bizible.com%2Fhubfs%2FSiriusDecisions%2520Marketing%2520Plan-on-a-Page%2520Templatev2.jpg&exph=972&expw=2113&q=market+strategy+plan&selectedindex=0&ajaxhist=0&vt=0&eim=0,1,3,4,6,8,10
https://www.bing.com/images/search?view=detailV2&id=9AD6EAB082EAE635B4038A8B6F313CAE2B93F1E0&thid=OIP.O5uPFkyQYrOONkth8Vi_2gHaDa&mediaurl=http%3A%2F%2Fwww.bizible.com%2Fhubfs%2FSiriusDecisions%2520Marketing%2520Plan-on-a-Page%2520Templatev2.jpg&exph=972&expw=2113&q=market+strategy+plan&selectedindex=0&ajaxhist=0&vt=0&eim=0,1,3,4,6,8,10
https://www.bing.com/images/search?view=detailV2&id=9AD6EAB082EAE635B4038A8B6F313CAE2B93F1E0&thid=OIP.O5uPFkyQYrOONkth8Vi_2gHaDa&mediaurl=http%3A%2F%2Fwww.bizible.com%2Fhubfs%2FSiriusDecisions%2520Marketing%2520Plan-on-a-Page%2520Templatev2.jpg&exph=972&expw=2113&q=market+strategy+plan&selectedindex=0&ajaxhist=0&vt=0&eim=0,1,3,4,6,8,10
https://www.bing.com/images/search?view=detailV2&id=9AD6EAB082EAE635B4038A8B6F313CAE2B93F1E0&thid=OIP.O5uPFkyQYrOONkth8Vi_2gHaDa&mediaurl=http%3A%2F%2Fwww.bizible.com%2Fhubfs%2FSiriusDecisions%2520Marketing%2520Plan-on-a-Page%2520Templatev2.jpg&exph=972&expw=2113&q=market+strategy+plan&selectedindex=0&ajaxhist=0&vt=0&eim=0,1,3,4,6,8,10
https://www.bing.com/images/search?view=detailV2&id=9AD6EAB082EAE635B4038A8B6F313CAE2B93F1E0&thid=OIP.O5uPFkyQYrOONkth8Vi_2gHaDa&mediaurl=http%3A%2F%2Fwww.bizible.com%2Fhubfs%2FSiriusDecisions%2520Marketing%2520Plan-on-a-Page%2520Templatev2.jpg&exph=972&expw=2113&q=market+strategy+plan&selectedindex=0&ajaxhist=0&vt=0&eim=0,1,3,4,6,8,10
https://www.bing.com/images/search?view=detailV2&id=9AD6EAB082EAE635B4038A8B6F313CAE2B93F1E0&thid=OIP.O5uPFkyQYrOONkth8Vi_2gHaDa&mediaurl=http%3A%2F%2Fwww.bizible.com%2Fhubfs%2FSiriusDecisions%2520Marketing%2520Plan-on-a-Page%2520Templatev2.jpg&exph=972&expw=2113&q=market+strategy+plan&selectedindex=0&ajaxhist=0&vt=0&eim=0,1,3,4,6,8,10
https://www.bing.com/images/search?view=detailV2&id=9AD6EAB082EAE635B4038A8B6F313CAE2B93F1E0&thid=OIP.O5uPFkyQYrOONkth8Vi_2gHaDa&mediaurl=http%3A%2F%2Fwww.bizible.com%2Fhubfs%2FSiriusDecisions%2520Marketing%2520Plan-on-a-Page%2520Templatev2.jpg&exph=972&expw=2113&q=market+strategy+plan&selectedindex=0&ajaxhist=0&vt=0&eim=0,1,3,4,6,8,10
https://www.bing.com/images/search?view=detailV2&id=9AD6EAB082EAE635B4038A8B6F313CAE2B93F1E0&thid=OIP.O5uPFkyQYrOONkth8Vi_2gHaDa&mediaurl=http%3A%2F%2Fwww.bizible.com%2Fhubfs%2FSiriusDecisions%2520Marketing%2520Plan-on-a-Page%2520Templatev2.jpg&exph=972&expw=2113&q=market+strategy+plan&selectedindex=0&ajaxhist=0&vt=0&eim=0,1,3,4,6,8,10
https://www.bing.com/images/search?view=detailV2&id=9AD6EAB082EAE635B4038A8B6F313CAE2B93F1E0&thid=OIP.O5uPFkyQYrOONkth8Vi_2gHaDa&mediaurl=http%3A%2F%2Fwww.bizible.com%2Fhubfs%2FSiriusDecisions%2520Marketing%2520Plan-on-a-Page%2520Templatev2.jpg&exph=972&expw=2113&q=market+strategy+plan&selectedindex=0&ajaxhist=0&vt=0&eim=0,1,3,4,6,8,10
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Customer buying trends: 

Reference: 

http://ltcconsumer.com/wp-content/uploads/2014/02/guide-cover-buying-
trends-2015.jpg 

Habits or behaviors currently prevalent among consumers of goods or services. 
Consumer trends track more than simply what people buy and how much they spend. 
Data collected on trends may also include information such as how consumers use a 
product and how they communicate about a brand with their social network. 

 

 

 

 

 

 

 

 

 

 

Sample flyer: 

 

https://i0.wp.com/www.templatescatalog.com/wp-
content/uploads/2019/10/Professional-A4-PSD-Flyer-Templates-

2.jpg?fit=1800%2C1200&ssl=1 

. 

A flyer is a small handbill advertising an event or product related to any business.  

 

 

 

http://ltcconsumer.com/wp-content/uploads/2014/02/guide-cover-buying-trends-2015.jpg
http://ltcconsumer.com/wp-content/uploads/2014/02/guide-cover-buying-trends-2015.jpg
https://i0.wp.com/www.templatescatalog.com/wp-content/uploads/2019/10/Professional-A4-PSD-Flyer-Templates-2.jpg?fit=1800%2C1200&ssl=1
https://i0.wp.com/www.templatescatalog.com/wp-content/uploads/2019/10/Professional-A4-PSD-Flyer-Templates-2.jpg?fit=1800%2C1200&ssl=1
https://i0.wp.com/www.templatescatalog.com/wp-content/uploads/2019/10/Professional-A4-PSD-Flyer-Templates-2.jpg?fit=1800%2C1200&ssl=1
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Sample Brochure: 

 

https://about.canva.com/wp-
content/uploads/sites/3/2015/01/brochure.png 

A brochure is an informative paper document (often also used for 
advertising) that can be folded into a template, pamphlet, or leaflet. 
A brochure can also be a set of related unfolded papers put into a 
pocket folder or packet. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sample interview questions 

https://www.thebalancecareers.com/thmb/rMg4Tj0a63
vvrvKyiRvcW1tdtGc=/950x0/personal-interview-
questions-and-sample-answers-2063477-final-
5b61fe4e46e0fb0025ddaf73.png 

Most common job interview questions to help you leave a 
lasting impression and outperform. 

https://about.canva.com/wp-content/uploads/sites/3/2015/01/brochure.png
https://about.canva.com/wp-content/uploads/sites/3/2015/01/brochure.png
https://www.thebalancecareers.com/thmb/rMg4Tj0a63vvrvKyiRvcW1tdtGc=/950x0/personal-interview-questions-and-sample-answers-2063477-final-5b61fe4e46e0fb0025ddaf73.png
https://www.thebalancecareers.com/thmb/rMg4Tj0a63vvrvKyiRvcW1tdtGc=/950x0/personal-interview-questions-and-sample-answers-2063477-final-5b61fe4e46e0fb0025ddaf73.png
https://www.thebalancecareers.com/thmb/rMg4Tj0a63vvrvKyiRvcW1tdtGc=/950x0/personal-interview-questions-and-sample-answers-2063477-final-5b61fe4e46e0fb0025ddaf73.png
https://www.thebalancecareers.com/thmb/rMg4Tj0a63vvrvKyiRvcW1tdtGc=/950x0/personal-interview-questions-and-sample-answers-2063477-final-5b61fe4e46e0fb0025ddaf73.png
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Sample vision and Mission statements: 

VISION: Nestle vision statement is “to be a leading, competitive, Nutrition, 
Health and Wellness Company delivering improved shareholder value by 
being a preferred corporate citizen, preferred employer, preferred supplier 
selling preferred products.” Setting pace and steering others in the right 
direction is what Nestle is good at based on this statement.  

 

Reference: https://image.slidesharecdn.com/fortuneglobal1001-
100114023720-phpapp02/95/visions-missions-of-fortune-global-100-53-
638.jpg?cb=1559051848 

 

 

 

 

 

 

Formula for sales forecast: 

The math for a sales forecast is simple. Multiply units times prices 
to calculate sales. For example, unit sales of 36 new bicycles in 
March multiplied by $500 average revenue per bicycle means an 
estimated $18,000 of sales for new bicycles for that month. 

Reference: 

https://exceldashboardschool.com/sales-forecast-chart/ 

 

 

 

  

https://image.slidesharecdn.com/fortuneglobal1001-100114023720-phpapp02/95/visions-missions-of-fortune-global-100-53-638.jpg?cb=1559051848
https://image.slidesharecdn.com/fortuneglobal1001-100114023720-phpapp02/95/visions-missions-of-fortune-global-100-53-638.jpg?cb=1559051848
https://image.slidesharecdn.com/fortuneglobal1001-100114023720-phpapp02/95/visions-missions-of-fortune-global-100-53-638.jpg?cb=1559051848
https://exceldashboardschool.com/sales-forecast-chart/
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Samples of EOIs 

http://paktender.blogspot.com/2011/02/expression-of-
interest.html 

 

 

In business writing, an expression of interest (or EOI) is a document 
usually written by prospective job applicants. Like its name suggests, 
an expression of interest tells a prospective employer that the writer 
is interested in the job opening. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://paktender.blogspot.com/2011/02/expression-of-interest.html
http://paktender.blogspot.com/2011/02/expression-of-interest.html
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Samples of RFQs 

https://www.usaid.gov/vietnam/business-opportunities/rfq-001-
18-request-quotation-internet-leased-line-and-data-link-
usaidvietnam 

 

A request for quotation (RFQ) and a request for proposal (RFP) 
all have different definitions and serve different purposes within 
the procurement process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.usaid.gov/vietnam/business-opportunities/rfq-001-18-request-quotation-internet-leased-line-and-data-link-usaidvietnam
https://www.usaid.gov/vietnam/business-opportunities/rfq-001-18-request-quotation-internet-leased-line-and-data-link-usaidvietnam
https://www.usaid.gov/vietnam/business-opportunities/rfq-001-18-request-quotation-internet-leased-line-and-data-link-usaidvietnam
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Samples of Tenders and bids 

 

Reference: https://www.examples.com/business/tender-
notice.html 

Sample of technical proposal 

A tender is a formal request to suppliers to give their price 
demand for purchase of certain goods/ services. And bids are 
the actual price supplier demands for providing those goods/ 
services. 

 

  

https://www.examples.com/business/tender-notice.html
https://www.examples.com/business/tender-notice.html
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PPRA rules and acts 

The said rules provide a broad regulatory framework for transparent public sector procurements and are applicable to all public sector enterprises 
at federal level. Adherence to these rules promises to introduce transparency as well as accountability in procurements in public sector. 

Reference: https://www.ppra.org.pk/Rules.asp 

 

 

 

https://www.ppra.org.pk/Rules.asp
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Corporate Social Responsibility: (OGDCL, Mobilink, Mezan bank, etc.) 

OGDCL (Corporate social responsibility) policy: 

 

 

Reference: https://ogdcl.com/sites/default/files/Revised%20CSR%20Policy%20-%202019.pdf 

  

https://ogdcl.com/sites/default/files/Revised%20CSR%20Policy%20-%202019.pdf
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Meezan Bank CSR policy:  

 
 

Reference: https://www.meezanbank.com/csr/ 

 

 

 

 

 

 

https://www.meezanbank.com/csr/
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Technical proposal sample:  

A technical proposal is a document where you introduce your product, explain how it can help solve the recipient's issue, identify the company's 
plan for execution and provide technical details of the deal. 

Reference: 

https://fscluster.org/sites/default/files/documents/5.a_proposal_writing_english.pdf 

 

 

Sample of financial proposal 

 

Financial Proposal  

A financial proposal is a written report that details the future of a business's economy by addressing its monetary needs and budget. If you're 

an existing business, this could be changes to your budget or funding for a new project or venture.  

https://fscluster.org/sites/default/files/documents/5.a_proposal_writing_english.pdf
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Reference 

http://cial.aero/UserFiles/CIALwebsite/file/Financial%20Bid%20&%20Technical%20Specification(1).pdf 

  

http://cial.aero/UserFiles/CIALwebsite/file/Financial%20Bid%20&%20Technical%20Specification(1).pdf
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Module 4: Manage Finance 

Objective of the module: This Competency Standard identifies the competencies required to manage finances. This section is crafted to develop 
knowledge and skills required to undertake budgeting, financial forecasting and reporting and to allocate and manage resources to achieve the 
required outputs for the business unit. It includes contributing to financial bids and estimates, allocating funds, managing budgets and reporting 
on financial activity. 

 
Duration 250 hours Theory: 60 hours Practical: 190 hours 

Learning Unit Learning Outcomes Learning Elements Materials Required 

LU1: Plan for 
financial 
management 

The trainee will be able to: 
 

 Prepare profit and loss 
statement 

 Analyse cash flow 
statement 

 Assess assets and 
liabilities 

 Prepare budget plan for 
fiscal year 

 Follow procedures of 
allocating funds for 
business operation 

 
 

 Expenses and sales details 

 Step by step profit and loss statement 
preparation 

  preparing cash flow statement 

 Basic concepts of Time value of 
money 

 Step by step cash flow statement 
preparation  

 understanding of current and fixed 
assets  

 understanding of elements of equity 
and liabilities (long term and short 
term) 

 Step by step balance sheet 
preparation 

 Identification of available financial 
resources 

 Step by step budget plan preparation 

 Calculation of fixed assets and 
working capital according to size and 
scope of relevant departments 

 Budget review techniques 

 Templates for profit and loss 
statement  

 Templates for cash flow statement 

 Format of balance sheet 

 Format for budget plan 

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
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LU2: Manage 
business 
accounting 
functions 

The trainee will be able to: 
 

 Maintain record of 
financial transactions 

 Plan for financial 
contingency 

 Review financial 
statements 

 Devise cost control 
measures based on 
financial review 

 
 

 Filling process of layouts 

  Types of contingency situations 

 Contingency plan i.e. Allocation of 
funds for contingency 

 Identification of sources for funding in 
emergency 

 Financial statement analysis 
(horizontal and vertical) 

 Management control techniques for 
cost cutting i.e. cost tracking and 
review 

 Layouts for financial transactions 
record 

 Template for contingency planning 

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
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Examples and illustrations 

 

Trail Balance  

a statement of all debits and credits in a double-entry account book, with any disagreement indicating an error. 

Reference 

https://opentextbc.ca/principlesofaccountingv1openstax/chapter/use-the-

ledger-balances-to-prepare-an-adjusted-trial-balance/ 

 

 

 

   

 

  

https://opentextbc.ca/principlesofaccountingv1openstax/chapter/use-the-ledger-balances-to-prepare-an-adjusted-trial-balance/
https://opentextbc.ca/principlesofaccountingv1openstax/chapter/use-the-ledger-balances-to-prepare-an-adjusted-trial-balance/
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Profit and loss Account  

An account in the books of an organization to which incomes and gains are credited and expenses and losses debited, so as to show the net 

profit or loss over a given period. 

a financial statement showing a company's net profit or loss in a given period. 

Reference 

https://www.playaccounting.com/explanation/fa-exp/profit-and-loss-account/ 

 

  

https://www.playaccounting.com/explanation/fa-exp/profit-and-loss-account/
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Income Statement  

The Income Statement is one of a company's core financial statements 

that show their profit and loss. The P&L statement shows a company's 

ability to generate sales, manage expenses, and create profits over a 

period of time. 

Reference 

https://www.basedresume.com/10-multi-step-income-statement-

examples/multiple-step-income-statement-definition-explanation-and-

example-4/ 

 

  

https://www.basedresume.com/10-multi-step-income-statement-examples/multiple-step-income-statement-definition-explanation-and-example-4/
https://www.basedresume.com/10-multi-step-income-statement-examples/multiple-step-income-statement-definition-explanation-and-example-4/
https://www.basedresume.com/10-multi-step-income-statement-examples/multiple-step-income-statement-definition-explanation-and-example-4/
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Balance Sheet  

A balance sheet is a statement of the financial position of a business that 

lists the assets, liabilities, and owner's equity at a particular point in time. In 

other words, the balance sheet illustrates your business's net worth. 

Financial position is the current balances of the recorded assets, liabilities, 

and equity of an organization. This information is recorded in the balance 

sheet, which is one of the financial statements 

Reference  

https://www.myaccountingcourse.com/financial-statements/statement-of-

financial-position 

 

https://www.myaccountingcourse.com/financial-statements/statement-of-financial-position
https://www.myaccountingcourse.com/financial-statements/statement-of-financial-position
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CASH FLOW STATEMENT 

A cash flow statement is a financial statement that provides aggregate data regarding all cash inflows a company receives from its ongoing 

operations and external investment sources. It also includes all cash outflows that pay for business activities and investments during a given 

period 

Reference: 

https://www.myaccountingcourse.com/financial-statements/cash-flow-statement-

direct-method 

 

 

 

 

 

  

https://www.myaccountingcourse.com/financial-statements/cash-flow-statement-direct-method
https://www.myaccountingcourse.com/financial-statements/cash-flow-statement-direct-method
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https://www.myaccountingcourse.com/financial-statements/cash-flow-statement-indirect-method  

https://www.myaccountingcourse.com/financial-statements/cash-flow-statement-indirect-method
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FIFTH SCHEDULE OF COMPANIES ACT, 2017 

As per the Companies act 2017, the small sized Company and medium sized companies are  required to adopt the Fifth Schedule for financial 

statements. The extract of fifth schedule of companies act 2017 is as below in order to comply with section 225. 

 

Reference 

https://www.secp.gov.pk/document/companies-act-2017/?wpdmdl=28472 

 

 

 

 

 

 

 

  

https://www.secp.gov.pk/document/companies-act-2017/?wpdmdl=28472
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Organizational Annual Budget 

Annual Budget. A plan for an organization or company's expenditures for a fiscal year. Making an annual budget involves balancing an 

organization's revenue or income with its expenses 

https://blog.iteam.ru/master-budget-course-posobie-po-razrabotke-modeli-byudzhetov-kompanii/ 

 

  

https://blog.iteam.ru/master-budget-course-posobie-po-razrabotke-modeli-byudzhetov-kompanii/
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FINANCIAL CONTINGENCY PLAN 

A financial contingency plan refers to your course of action 

in times of financial crisis. In particular, it should focus on 

allocating finances and resources. For small and large 

businesses alike, a financial contingency plan acts as a 

lifeline when the health of your company is at risk 

 

Reference 

https://www.slideserve.com/ryu/financial-contingency-

plans-managing-risk-during-difficult-economic-times 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.slideserve.com/ryu/financial-contingency-plans-managing-risk-during-difficult-economic-times
https://www.slideserve.com/ryu/financial-contingency-plans-managing-risk-during-difficult-economic-times
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How to create a financial contingency plan 

https://www.businessbankoftexas.com/business-resource-center/how-to-create-a-financial-contingency-plan 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.businessbankoftexas.com/business-resource-center/how-to-create-a-financial-contingency-plan
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Audited Financial 

Statements 

Financial statements that 

bear the report of 

independent auditors 

attesting to the financial 

statements' fairness and 

compliance with generally 

accepted accounting 

principles or applicable 

financial reporting framework.  

 

 

 

 

 

 

 

 

 

 

Reference 

https://www.silkbank.com.pk/admin/upload/PDF/AR-2018%20Silkbank%20Single%20Page(Low).pdf 

 

 

https://www.silkbank.com.pk/admin/upload/PDF/AR-2018%20Silkbank%20Single%20Page(Low).pdf
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Module 5: Manage business performance 

Objective of the module: This Competency Standard identifies the competencies required to manage business performance.  This section is 
crafted to develop knowledge and skills required to perform against objectives and milestones to optimize the business performance and develop 
managerial skills in order to manage customer relationships. 

 

Duration: 260  Theory: 55  Practical: 205 
 

 

Learning Unit Learning Outcomes Learning Elements Materials Required 

LU1: Evaluate 
performance against 
objectives & 
Milestones 
 

The trainee will be able to: 
 

 Establish base line for business 
objectives and goals  

 Develop mechanism to evaluate 
key performance indicators 

 Devise criteria for adjusting 
objectives and milestones 

 
 

 MBO (management by objectives) Define 
base line for business objectives and goals 
(profit maximization, social benefit, market 
trends) 

 elaborate SMART OBJECTIVES 

 Types of business KPIs 

 Management control techniques 
(measuring performance, comparing with 
goals, taking corrective actions) 

 Paper 

 Pencil 

 Pen 

 Multimedia 

 Printer 

 PC 
 

LU2: Optimize 
business 
performance 
 

The trainee will be able to: 
 

 Develop procedure to consolidate 
performance data of business 
functions 

 Develop mechanism to evaluate 
functional performance indicators 

 Develop action plan for business 
process improvement   

 

 Developing dash boards which provide at 
a glance views of key business 
performance indicators (Gantt chart or 
other charts like, quality control, customer 
satisfaction, cost effectiveness and 
marketing) 

 Develop Obeya chart for bringing helpful 
visuals, necessary information and vital 
resources together in one place 

 PDCA (Plan,Do,Check,Act) 

 Paper 

 Pencil 

 Pen 

 Multimedia 

 Printer 

 PC 
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LU3: Manage 
customer relationship 
 

The trainee will be able to: 
 

 Document customer expectation 

 Devise action plan to meet 
customer expectation  

 Devise mechanism to monitor 
customer satisfaction  

 

 Identify and communicate rights 
and responsibilities of customers 
to the customer as appropriate 

 Assist customers to evaluate 
service and/or product options to 
satisfy their needs 

 Maintain records of customer 
interaction in accordance with 
organizational procedures 

 Maintain record of business 
contacts 

 
 

 Basic CRM (customer relationship 
management) 

 Differentiation between quantitative and 
qualitative data 

 Explain Data collection techniques 
(Survey, questionnaire, focus groups, 
brain storming sessions) 

 Responding to specific customer needs 
(marketing orientation) 

 Basic monitoring and evaluation 
techniques (select survey medium, 
analyse survey data, make adjustments 
and repeat for improvements) 

 Elaborate and Enlist the customer rights 
and responsibilities (consumer protection 
laws) 

 basic understanding of customer retention 
and satisfaction 

 Customer response recording keeping 
techniques 

 Basic record management for  

 telephonic contacts, e-mails, old purchase 
data, preferences etc 
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Samples and Illustrations: 

 

 Sample examples of smart objectives.  

 

Business goals usually involve an entire organization and can include items like 
budgets, customer lists, vendors, and  service or product management. Pulling 
it all together can be challenging, but it’s worth it if you can learn how to 
implement SMART goals (S=specific, M=measurable, A=achievable, 
R=relevant, and T=time-bound) 

 

https://fitsmallbusiness.com/smart-goals-  
 
 
 
 
 

 Examples of KPI  

 

 

A performance indicator or key performance indicator is a type of performance 
measurement. KPIs evaluate the success of an organization or of a particular  

activity in which it engages 

 

https://www.klipfolio.com/resources/kpi-examples 

 

 

 

 

 

 

 

https://fitsmallbusiness.com/smart-goals-
https://www.klipfolio.com/resources/kpi-examples
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LU2: Optimize business performance 

 

 Examples of Dash Boards  

 

https://www.geckoboard.com/dashboard-examples/ 

 

 

 

 

 

 

 

 

 

 Examples of filled obeya chart. 

 

“obeya" is a concept you may want to add to your repertoire. Analogies have been 
drawn between an obeya and the bridge of a ship, or a war room and even a brain, 
but the straightforward definition is much simpler. 

 

https://www.industryweek.com/operations/continuous-
improvement/article/21987518/obeya-the-brain-of-the-lean-enterprise 

 

 

  

https://www.geckoboard.com/dashboard-examples/
https://www.industryweek.com/operations/continuous-improvement/article/21987518/obeya-the-brain-of-the-lean-enterprise
https://www.industryweek.com/operations/continuous-improvement/article/21987518/obeya-the-brain-of-the-lean-enterprise
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LU3: Manage customer relationship 

 

Data Collection Techniques 
 
Data is one of the most valuable resources today’s 
businesses have. The more information you have about 
your customers, the better you can understand their 
interests, wants and needs. This enhanced understanding 
helps you meet and exceed your customers’ expectations 
and allows you to create messaging and products that 
appeal to them. 
 
https://www.lotame.com/what-are-the-methods-of-data-
collection/ 
 
 
 
Customer Interaction Format Sheets   
 
 

A great way to jack up the sales of your company is by making 
your communications more efficient with your current and 
potential customers. You can achieve this goal by creating a 
CRM Excel template 

http://templatelab.com/crm-templates/ 

 

 

 

 

https://www.lotame.com/what-are-the-methods-of-data-collection/
https://www.lotame.com/what-are-the-methods-of-data-collection/
http://templatelab.com/sales-plan-templates/
http://templatelab.com/crm-templates/
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Module 6: Comply to Business Regulations 

Objective of the module: This Competency Standard identifies the competencies required to comply wi th business regulat ions.  This 
section is crafted to develop knowledge and skills required to comply with laws, regulations, policies, procedures, subscribed standards and 
customer compliance requirements 

 

Duration: 150  Theory: 31  Practical: 119 

Learning Unit Learning Outcomes Learning Elements Materials Required 

LU1: Comply with 
relevant laws, 
policies and 
regulations 
 

The trainee will be able to: 
 

 Prepare inventory of statuary 
laws regarding business 
operations 

 Develop Policy and 
Procedure to ensure 
regulatory compliance   

 Develop plan to 
communicate compliance 
policy and procedures within 
the organization 

 
 

 Identify Industry specific regulatory 
bodies (Govt regulatory bodies) 

 licenses, labor laws (minimum 
wage, insurance, HSE) 

 tax law 

 truthful advertising 

 Guidelines of Securities and 
exchange commission of Pakistan  

 contents of compliance policy in 
accordance with regulations 

 Importance of conducting   
awareness sessions and effective 
meetings 

 Paper 

 Pencil 

 Pen 

 Multimedia 

 Printer 

 PC 
 

LU2:Fulfilcustomers’ 
compliance 
requirement 
 

The trainee will be able to: 
 

 Document customer 
compliance requirements 

 Develop procedures to 
ensure compliance to 
customer requirements 

 Develop plan to 
communicate customer 
requirements within the 
organization 

 
 

 Importance of customer compliance 

 Develop a document of customer 
compliance (customer identity) 

 Steps to monitor operations (engage 
your employees, collect relevant 
data, analyze all collected 
information through survey, focus 
groups, employee feedback, 
customer service training 

 Paper 

 Pencil 

 Pen 

 Multimedia 

 Printer 

 PC 
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 Develop mechanism to 
monitor operations based on 
customer requirements 

LU3: Comply with 
subscribed 
standards 
 

The trainee will be able to: 

 Prepare inventory of 
subscribed standards and 
their requirements 

 Develop procedure to ensure 
compliance to requirements 
of the standard 

 Develop mechanism to 
monitor operations based on 
standard compliance 
requirements 

 

 Identification of different industry 
relevant standards 

 Importance of establishing and 
adopting written policies, procedures 
and standards of conduct 

 Implementation a monitoring and 
auditing system 

 Paper 

 Pencil 

 Pen 

 Multimedia 

 Printer 

 PC 
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Examples and illustrations 

 

Labor Laws 

 

It is about the labor laws implemented by the Federal and Provicinail 

governments for the companies and the industries. 

https://www.pim.com.pk/wp-content/uploads/2017/08/Laborlaw.png 

 

 

 

 

HSE Laws 

 

The HSE labors are not legislated but however the HSE policies are being 
made by the Federal Government of Pakistan at Workplace. 

 

https://www.nextstepbeauty.co.uk/wp-
content/uploads/2012/12/Health_Safety_beauty_salons.gif 

 
 

 

  

 

 

 

 

https://www.pim.com.pk/wp-content/uploads/2017/08/Laborlaw.png
https://www.nextstepbeauty.co.uk/wp-content/uploads/2012/12/Health_Safety_beauty_salons.gif
https://www.nextstepbeauty.co.uk/wp-content/uploads/2012/12/Health_Safety_beauty_salons.gif
https://paycheck.pk/labour-laws/health-safety-at-work
https://paycheck.pk/labour-laws/health-safety-at-work
https://paycheck.pk/labour-laws/health-safety-at-work
https://paycheck.pk/labour-laws/health-safety-at-work
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Illustration and Examples 

Sample Customer Compliance report  

https://www.template.net/business/report-
templates/compliance-report-template/ 

A compliance report template is usually associated with a 
regular to-do list. The only slight difference is that compliance 
reports are more complex in their content. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.template.net/business/report-templates/compliance-report-template/
https://www.template.net/business/report-templates/compliance-report-template/
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Techniques of data Collection  

Data collection techniques include interviews, observations (direct 
and participant), questionnaires, and relevant documents. 

https://www.researchgate.net/publication/325846997_METHODS_OF_DATA_COLLECTION 

 

 

 

 

https://www.researchgate.net/publication/325846997_METHODS_OF_DATA_COLLECTION
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The ISO 9000 family of quality management systems is a set of standards that helps organizations ensure they meet customers and other 

stakeholder needs within statutory and regulatory requirements related to a product or service. 

 

https://asq.org/quality-resources/iso-9000 

 

 

 

 

 

 

Rules and regulations (if any) by Provincial and Federal Govt. 

on prescribed Formats 

https://www.psx.com.pk/psx/themes/psx/documents/legal-

framework/SECP/regulations/public-offering-regu-

017/PublicOfferingRegulations2017.pdf 

 

 

 

  

o Prescribed Standards (SECP, ISO standards) 

https://asq.org/quality-resources/iso-9000
https://www.psx.com.pk/psx/themes/psx/documents/legal-framework/SECP/regulations/public-offering-regu-017/PublicOfferingRegulations2017.pdf
https://www.psx.com.pk/psx/themes/psx/documents/legal-framework/SECP/regulations/public-offering-regu-017/PublicOfferingRegulations2017.pdf
https://www.psx.com.pk/psx/themes/psx/documents/legal-framework/SECP/regulations/public-offering-regu-017/PublicOfferingRegulations2017.pdf
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Module 7: Mitigate Risks to Business 

Objective of the module:  

 
Duration 170 hours Theory: 30 hours Practical: 140 hours 

Learning Unit Learning Outcomes Learning Elements Materials Required 

LU1: Assess the 
risks 

The trainee will be able to: 
 

 Identify the types of risks 

 Calculate the impacts of 
risks 

 Analyse the limits of 
present risks 

 
 

 Risk identification techniques i.e., 
Brainstorming, Checklists, 
Assumption Analysis etc. 

 Learn Risk analysis techniques 
 

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
Consumables:  

 Multi-color markers 

 Papers  

 Dusters 

LU2: Select risk 
mitigation 
actions 

The trainee will be able to: 
 

 Forecast risk 
consequences  

 Evaluate risk mitigation 
action 

 Devise procedure to 
minimize risks 

 
 

 PESTLE i.e. Right Forecasting 
Technique 

 Learn Risk mitigation techniques 

 4 techniques of minimizing risks 

 Templates of PESTLE analysis 

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
Consumables:  

 Multi-color markers 

 Papers  

 Dusters 
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LU3: Establish 
risk monitoring 
procedures 

The trainee will be able to: 
 

 Identify parameters for 
risk monitoring  

 Establish risk reporting 
mechanism 

 
 

 Various risk parameters and how to 
measure them 

 Understand KPIs for risk 
management 

 
 

 Samples for risk dashboard i.e. 
graphical presentation of the 
organizations key risk measures 

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
Consumables:  

 Multi-color markers 

 Papers  

 Dusters 
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Examples and Illustrations: 

https://businessjargons.com/wp-content/uploads/2015/12/Techniques-of-risk-

analysis.jpg 

Five of the most useful Qualitative Risk Analysis techniques applied in project 

management.  

  

https://businessjargons.com/wp-content/uploads/2015/12/Techniques-of-risk-analysis.jpg
https://businessjargons.com/wp-content/uploads/2015/12/Techniques-of-risk-analysis.jpg
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Module 8: Manage stakeholders 

Objective of the module: 

 
Duration 170 hours Theory: 50 hours Practical: 120 hours 

Learning Unit Learning Outcomes Learning Elements Materials Required 

LU1: Evaluate 
expectations and 
needs of 
stakeholder 

The trainee will be able to: 
 

 Categorize the 
stakeholders as per 
business interests 

 Identify the needs & 
expectations of 
stakeholders from 
business 

 Identify business 
processes that fulfil the 
needs and expectations of 
stakeholders 

 
 

 Categories of stakeholders. 

 Expectations of external 
stakeholders (satisfaction, benefits, 
warranty, services, debt payment 
schedules etc.) 

 Expectation of internal stakeholders 
(Business Owner, CEO, BOD, 
Employees) 

 Fundamentals and best practices of 
business operations 

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
Consumables:  

 Multi-color markers 

 Papers  

 Dusters 

LU2: Assign 
roles and 
responsibility 

The trainee will be able to: 
 

 Devise a plan for 
hierarchy of internal 
stakeholders 

 Define the roles and 
responsibilities of internal 
stakeholders in business 

 
 

 Essential departments for a 
business 

 Types of business hierarchy 

 Roles and responsibilities of 
departments 

 Template for roles and 
responsibility 

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
Consumables:  

 Multi-color markers 

 Papers  

 Dusters 
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LU3: Develop 
standard 
operating 
procedures to 
manage 
stakeholders 

The trainee will be able to: 
 

 Prepare agreements for 
stakeholders 

 Carry out periodic 
evaluation as per 
agreements 

 
 

 Contract and agreement drafting i.e. 
for suppliers, employees, customers, 
financiers 

 Importance of devising written 
agreements  

 Processes of taking internal and 
external feedback including 
interviews, meetings, vis emails, 
performas, questionnaires  

 Template for standard contract for 
supplies, employees 

 Internet 

 MS Office 

 Smartphone 

 Laptop/Computer 

 Smartphone 

 Printer 

 White board 

 Projector screen 

 Multimedia projector 
Consumables:  

 Multi-color markers 

 Papers  

 Dusters 
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Samples and Illustrations 

https://lh4.googleusercontent.com/proxy/RycwTiJhoSRiISdFERUMzrDUYTaQcuhve1m9HzoW4Z0b__q4zD4Ad64UpjO1IV9Xz9ds0NyGU3XC8

-59Kjfdx-oQ_3UgTs-B_-

XyjoVN4teIOuEyraLHqVMz8iJB5kP14_qtcO9pKBHRysGs4qVIpvBjvzgwVvrohXxH0vUrnD6xQrHCKUyv6gTuKmjTRiJgtwNfJr6thF4tNEGU_q9x

DfU 

Internal feedback represents the “pulse” of what's going on in your company at the moment you capture the feedback, while external reviews 

give a wholistic snapshot of your company from both former and current employees in a way that the general public – and especially job 

seekers.  

 

 

 

 

 

https://lh4.googleusercontent.com/proxy/RycwTiJhoSRiISdFERUMzrDUYTaQcuhve1m9HzoW4Z0b__q4zD4Ad64UpjO1IV9Xz9ds0NyGU3XC8-59Kjfdx-oQ_3UgTs-B_-XyjoVN4teIOuEyraLHqVMz8iJB5kP14_qtcO9pKBHRysGs4qVIpvBjvzgwVvrohXxH0vUrnD6xQrHCKUyv6gTuKmjTRiJgtwNfJr6thF4tNEGU_q9xDfU
https://lh4.googleusercontent.com/proxy/RycwTiJhoSRiISdFERUMzrDUYTaQcuhve1m9HzoW4Z0b__q4zD4Ad64UpjO1IV9Xz9ds0NyGU3XC8-59Kjfdx-oQ_3UgTs-B_-XyjoVN4teIOuEyraLHqVMz8iJB5kP14_qtcO9pKBHRysGs4qVIpvBjvzgwVvrohXxH0vUrnD6xQrHCKUyv6gTuKmjTRiJgtwNfJr6thF4tNEGU_q9xDfU
https://lh4.googleusercontent.com/proxy/RycwTiJhoSRiISdFERUMzrDUYTaQcuhve1m9HzoW4Z0b__q4zD4Ad64UpjO1IV9Xz9ds0NyGU3XC8-59Kjfdx-oQ_3UgTs-B_-XyjoVN4teIOuEyraLHqVMz8iJB5kP14_qtcO9pKBHRysGs4qVIpvBjvzgwVvrohXxH0vUrnD6xQrHCKUyv6gTuKmjTRiJgtwNfJr6thF4tNEGU_q9xDfU
https://lh4.googleusercontent.com/proxy/RycwTiJhoSRiISdFERUMzrDUYTaQcuhve1m9HzoW4Z0b__q4zD4Ad64UpjO1IV9Xz9ds0NyGU3XC8-59Kjfdx-oQ_3UgTs-B_-XyjoVN4teIOuEyraLHqVMz8iJB5kP14_qtcO9pKBHRysGs4qVIpvBjvzgwVvrohXxH0vUrnD6xQrHCKUyv6gTuKmjTRiJgtwNfJr6thF4tNEGU_q9xDfU
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Test Yourself (Multiple Choice Questions) 

NOTE: Highlighted answer is the correct answer 

MODULE 2:  Manage Human Resources 

Question 
1 

Performance appraisal is a vital tool for 
strategy execution because it does all of the 
  following except: 

A 
B 
C  

D 

Signals to managers and employees what is really important 

Monitors employee skill development 

It fixes accountability for behaviour and results 

It provides ways to measure what is important 

Question 
2 

The effectiveness of pay as a motivator 
depends on: 

A 

B 

C 

D 

The ability to measure and identify individual performance  

The amount of pay given in return for performance 

The employee’s perception of the value of monetary rewards 

The equity of pay and performance 

 

Question 
3 

Peer evaluation is being used increasingly by 
organisations employing: 

A 

B 

C 

D 

A diverse workforce   

Total quality management concepts 

Participative management practices 

Both (a) and (c) 

Question 
4 

The evaluation of employee performance is 
most commonly done by: 

A 

B 

 

C 

D 

Peers   

Customers 

Immediate supervisors 

Human resource managers 

 

Question 
5 

A benefit of upward appraisal is: A 

B 

C 

D 

Information may be limited   

The authority of some managers might be undermined 

Enhanced employee job satisfaction 

More accurate feedback is provided 
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NOTE: Highlighted answer is the correct answer 

MODULE 3:  Manage Marketing Activities 

Question 
1 

Another name for a company’s marketing 
communications mix is: 

A 
B 
C  

D 

 The advertising program. 

 The sales force. 

 The image mix. 

 The promotion mix. 

Question 
2 

Which tool of the promotional mix is defined as 
any paid form of non personal presentation 
and promotion of ideas, goods, or services by 
an identified sponsor? 

A 

B 

C 

D 

Advertising 

Public relations 

Direct marketing 

Sales promotion 

Question 
3 

The _______________________ is the 
specific mix of advertising, personal selling, 
sales promotion, public relations, and direct 
marketing tools that the company uses to 
pursue its advertising and marketing 
objectives. 

A 

B 

C 

D 

Value mix 

Integrated dealer mix 

Marketing communications mix 

 Marketing control mix 

Question 
4 

Which tool of the promotional mix consists of 
short-term incentives to encourage the 
purchase or sale of a product or service? 

A 

B 

 

C 

D 

Advertising 

Public relations 

Direct marketing 

Sales promotion 

 

Question 
5 

If a company wants to build a good “corporate 
image,” it will probably use which 

of the following marketing communications 
mix tools? 

A 

B 

C 

D 

Advertising 

Public relations 

Direct marketing 

Sales promotion 
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NOTE: Highlighted answer is the correct answer 

Module 4: Manage Finance 

Question 1 Trial balance is prepared to check accuracy 
of_______________? 

A 
B 
C  

D 

Balance sheet balances 

Ledger accounts balances 

Income statement balances 

Cash flow statement balances 

Question 2 Building and furniture are called ____________? A 

B 

C 

D 

Current asset 

Fictitious asset 

Tangible asset 

Fixed assets 

Question 3 Cash flow from assets involves which of the following 
component(s)? 

A 

B 

C 

D 

Operating cash flow 

Capital spending 

Change in net working capital 

All of the given options 

Question 4 ___________ is concerned with the acquisition, 
financing, and management of assets with some 
overall goal in mind. 

A 

B 

C 

D 

Financial management  

Profit maximization  

Agency theory  

Social responsibility 

Question 5 Which method does not consider the time value of 
money 

A 

B 

C 

D 

Net present value 

Internal Rate of Return 

Return on Capital employed 

Discounted Payback Period 
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NOTE: Highlighted answer is the correct answer 

MODULE 5:  Manage business performance 

Question 1 The law is either Private Law or ------------------ A 
B 
C  

D 

Public  

Local 

Family 

Corporate  

 

Question 2 How many parties are there to a promissory note A 

B 

C 

D 

One Party  

Two Parties  

Three Parties   

Four Parties  

 

Question 3 Public Law is divided into ----------------- categories A 

B 

C 

D 

Two  

Three   

Four  

None of these   

Question 4 Public Law includes ---------- Law A 

B 

 

C 

D 

Administrative 

Constitution  

Criminal 

All of these  

Question 5 Is Voidable contract? A 

B 

C 

D 

Partly Valid Agreement 

An illegal agreement  

All of the above  

None of the above 
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NOTE: Highlighted answer is the correct answer 

MODULE 6:  Comply to Business Regulations 

Question 1 The law is either Private Law or ------------------ A 
B 
C  

D 

Public  

Local 

Family 

Corporate  

 

Question 2 How many parties are there to a promissory note A 

B 

C 

D 

One Party  

Two Parties  

Three Parties   

Four Parties  

 

Question 3 Public Law is divided into ----------------- categories A 

B 

C 

D 

Two  

Three   

Four  

None of these   

Question 4 Public Law includes ---------- Law A 

B 

 

C 

D 

Administrative 

Constitution  

Criminal 

All of these  

Question 5 Is Voidable contract? A 

B 

C 

D 

Partly Valid Agreement 

An illegal agreement  

All of the above  

None of the above 
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NOTE: Highlighted answer is the correct answer 

MODULE 7:  Mitigate Risks to Business 

Question 1 What is risk? A 
B 
C  

D 

 Negative consequence that could occur 

 Negative consequence that will occur 

 Negative consequence that must occur 

 Negative consequence that shall occur 

Question 2 In the process of the risk management what should be 
consider before talking the decision of risk 

A 

B 

C 

D 

Risk Assessment 

Risk Identification 

Risk Retention 

Risk Transfer 

Question 3 If the decision maker's information is not so complete, 
then the decision making is under the conditions of 

A 

B 

C 

D 

Risk 

Failure 

Uncertainty 

Minimum Cost 

Question 4 What are the six elements of PESTLE? A 

B 

 

C 

D 

Peace, Elements, Search, Tape, Legal, and Environment 

Power, Environment, Science, Teaching, Legal, and Education 

 

Paper, Element, Savings, Trust, Labels, and Entry 

Political, Economic, Social, Technological, Legal, and 
Environmental 

Question 5 Which of the following is not a risk mitigation 
technique?  

 

A 

B 

C 

D 

Accept 

Avoid 

Transfer 

Enhance 
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NOTE: Highlighted answer is the correct answer 

MODULE 8:    Manage stakeholders 

Question 1 Which of the following includes in the definition of 
Stakeholders: 

A 
B 
C  

D 

Shareholders 

Creditors and customs 

 Employees and suppliers 

 All of Them 

Question 2 Which stakeholder is most interested in profit? A 

B 

C 

D 

Staff 

Customers 

Owners 

Supplier 

Question 3 Who is an internal stakeholder? A 

B 

C 

D 

Customer 

Supplier 

Worker 

Government 

Question 4 What objectives do different groups of stakeholders 
have? 

A 

B 

C 

D 

Different objectives 

No objectives 

Identical objectives 

Similar objectives 

Question 5 Which of the following best defines the term 
'stakeholder'? 

A 

B 

C 

D 

Anyone with shares in a company 

Anyone with an interest in an 
organisation 

Anyone who owns a business 

None of above 

 




