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LETTER
	MULINDA AND SONS LTD
P.O BOX 34
TEL: 0700675500

REF NO: L2/M/06/17                                                                                                     DATE: 21/06/2017
THE MARKETING MANAGER
PENTAGON FARM SUPPLIES
P.O BOX 70
MUKONO
Dear sir/madam,
RE: POULTRY FEEDS SUPPLIED
We would wish to notify you that the poultry feeds you supplied to us on 12th/06/2017 were expired and of poor quality as a result, most of the chicken died.
This is therefore to request you to observe high quality standards and supply fresh poultry feeds to avoid causing loss to us. Otherwise will be tempted to cancel our business relationship.
                                                                                                                                        Yours faithfully
                                                                                                                                         ……………….
                                                                                                                                      OKELLO HENRY 
                                                                                                                         PURCHASING MANAGER




NOTICE 
	AJAX CARPENTRY WORKSHOP
P.O BOX 67
KASESE
TEL: 0700675500

NOTICE
                                                                                                                                    Date: 21/06/2017
TO: ALL STAFF MEMBERS
WEEKLY BRIEFING
All staff members are hereby informed that the above mentioned briefing shall not be held due to unavoidable circumstances. The brief has therefore been rescheduled for tomorrow Tuesday 22nd/06/2017 at 2:00pm in the company Boardroom. 

                                                                                                                                         Yours faithfully
                                                                                                                                         ……………….
                                                                                                                                      OKELLO HENRY 
                                                                                                                              GENERAL MANAGER





LETTER OF INQUIRY
	PRIME BEVERAGES PROCESSING PLANT
P.O BOX 56, MASAKA
TEL: 0700675500

LETTER OF INQUIRY
Inquiry No:007                                                                                                Date: 4th February,2014
To: Mulinda Traders
P.O Box 90, Banda

Dear sir,
We are interested in purchasing packaging materials to our beverage processing plant. We kindly request you to provide us with relevant information about the available packaging materials for liquids in stock, their prices, and terms of sale; delivery terms and mode of packaging.

We shall be grateful if you feed us the above information.

We hope to place substantial orders and we would like delivery early May, 2014. Your quick response will be greatly appreciated.

                                                                                                                                        Yours faithfully
                                                                                                                                         ……………….
                                                                                                                                      OKELLO HENRY 
                                                                                                                      PROCUREMENT OFFICER






QUOTATION 
	UNIQUE COSMETICS LTD
P.O BOX 11, MUKONO
TEL: 0700675500

QUOTATION
Quotation No: 08                                                                                        Date: 25th July 2017
To: Mulinda Traders
P.O Box 90, Banda
Tel: 0779834782

Thank you for your letter dated 20th July 2017. I have pleasure of sending you the pricelist for our products as seen below;
	Quantity
	Description 
	Unit Price 
	Total AMOUNT (SHS)

	100 pieces 
4 boxes
25 pieces
1 box
	Geisha soap
Lotions
Bangles
Samona jelly
	800
150,000
2,000
70,000
	80,000
600,000
50,000
70,000

	
	TOTAL
	
	800,000



Terms: 20% discount if payment is done  within 1 week
Thanks for giving us priority to be your suppliers.

Prepared by: ………………….
KATO SAMUEL
SALES MANAGER





Note: information filled in the table depends on the question and the nature of the business.\

APPOINTMENT LETTER
	MULINDA MEDICAL CENTRE
P.O BOX 34
TEL: 0700675500
REF NO: 05/NMC/21/06/17                                                                                      DATE: 21/06/2017
MR. KIZITO EDWIN
P.O BOX 22
MPIGI
Dear sir,
RE: APPOINTMENT FOR THE POST OF CHIEF ACCOUNT
Following the interview you had with us on 15th August 2017, we are happy to inform you were successful and hereby appoint you the chief Accountant of  Mulinda Medical Centre effective 1st September 2016. The details of the job description are herewith attached and you are supposed to report directly to the hospital administrator.

Your net pay after all the deductions will be Shs800,000 (Eight hundred only). You will also be given housing, medical, transport allowance and training opportunities.

Please if you are satisfied with the job offer and willing to work, sign the attached copy of this appointment and return to the human resource manager before 6th September 2017.
                                                                                                                                        Yours faithfully
                                                                                                                                         ……………….
                                                                                                                                   OKELLO HENRY 
                                                                                                                    PURCHASING MANAGER
Cc: Board Of Directors
Cc: Chief Accountant
Cc: Human Resource Manger







	MULINDA MEDICAL CENTRE
P.O BOX 34
TEL: 0700675500
REF : 05/GA/21/06/17                                                                          DATE: 21/06/2017
MR. BALUKA EDWARDSON
P.O BOX 22
JINJA
Dear sir,
RE: TERMINATION LETTER
I would like to commend your good services you have been rendering to of  Mulinda Medical Centre as a cashier for the last six years. However, due to negligence of your duty for the last three weeks, management has resolved that effective 3rd September 2017, your services as a Cashier will no longer be required.

Your terminal benefit of Shs1,500,000 has been organized, pick it from the accounts office.
We wish you well in your endeavors.
                                                                                                                                          Yours faithfully
                                                                                                                                        …………………..                                          
                                                                                                                                      OKELLO HENRY 
                                                                                                                       PURCHASING MANAGER
Cc: Personal File
Cc: Head Of Department
Cc: Chairperson Board




TERMINATION LETTER
INTERNAL MEMO
	UNIVERSITY HIGH SCHOOL
P.O BOX 22
KABALE
TEL: 0700675500

	INTERNAL MEMO
TO: DIRECTOR OF STUDIES
FROM: Head Teacher
Date: 21/06/2017
Subject: END OF TERM III EXAMS.
This is to inform you that you need to prepare end of term III examination time table to enable students and teachers prepare themselves accordingly.
Thank you,
AKELLO TRACY
HEAD TEACHER





CIRCULAR	
	UNIVERSITY HIGH SCHOOL
P.O BOX 22
KABALE
TEL: 0700675500

CIRCULAR
Circular No: 009
To: Head of Department.
From: Deputy Head Teacher
Date: 21/06/2017
SUBJECT: URGENT MEETING
This is to inform you that the above meeting will be held on 27th/06/2017 at 2:00pm from the S.6 Arts class. Issues to be discussed are important.
Attend without fail
                                          Thank you.




AGENDA
	BAGUMA AND SONS LTD
P.O BOX 100
KISORO
TEL: 0700675500

AGENDA
                                                                                                                                         Date: 21/06/2017

End of month staff meeting is scheduled on Monday 22nd/06/2017 at 9:00am in the conference hall. The agenda is below
1. Opening prayer
2. Adoption of the agenda
3. Communication from the chairperson
4. Reading of the previous minutes
5. Review of the departmental performance in business
6. Matters arising
7. Way forward
8. Closing prayer

OTIM PADDY
Company secretary  
Enc: minutes of previous meeting held on 3rd/05/2017.




	BAGUMA AND SONS LTD
P.O BOX 100
KISORO
TEL: 0700675500

MINUTES
TITLE: minutes of end of the month staff meeting held on Monday 29th/06/2017 in the conference hall.
Attendance list.
1.
2.
3.
4.
5.
Agenda 
1.
2.
3.
4.
	Minutes 01
	Details 
	Action office

	
	
	


Recorded by                                                                       Approved by
Sign …………………………                                           Sign………………….
Name………………………..                                            Name………………………..
Title…………………………                                            Title…………………………

Date…………………                                                          Date ……………………..
 



MINUTES






POLICY DOCUMENT WRITING 
 This easy part of paper 2 is handled using the language “SHALL”. And words like I, WE, YOU, HE, SHE, WILL, SHOULD, MAY, CAN, MIGHT, TO BE, WOULD, MUST etc. MUST NOT BE USED. I.e. no personalizing.
Note: Most of the policy guidelines are extracted from paper one. (Theory paper)
WELFARE GUIDELINES
	JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782
GUIDELINES FOR MAINTAINING WORKERS WELFARE
· Workers shall be provided with adequate supply of cool and safe drinking water in all the work place.
· Workers shall be provided with aid and aid and well qualified first aider.
· Workers shall be provided with separate, comfortable and hygienic place for meals.
· Workers shall be provided with storage for personal clothing, bicycle or other belongings and a private changing room.
· Workers shall be provided resting places and leaves.
· Workers shall be provided with recreational facilities.
· Workers shall be provided with good medical facilities
· Workers shall be paid good remuneration and promptly.



SECURITY GUIDELINES
	
JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782
NEW SECURITY GUIDELINES TO BE OBSERVED
· All vehicles and personal entering the washing bay shall searched at the entrance and exit.
· Security lights shall be installed and switched at night.
· Security gadgets like cameras and other alarms shall installed
· The fence shall be maintained and monitored at all times.
· Entrance to the business premises shall be restricted to business clients and authorized person only.
· The wall fence shall be electrified
· Warning labels/ notice shall be displayed at different points.
· Tress passers shall be penalized accordingly.
· Security personnel shall be employed and given clear instructions and training.





GUIDELINES FOR SELLING GOODS ON CREDIT
	JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782
GUIDELINES TO BE FOLLOWED WHEN SELLING GOODS ON CREDIT
· Credit sales shall be granted to well-known and credit worthy customers.
· The maximum credit period to be allowed shall be one month.
· A cash discount of 5% shall be allowed to customers who pay promptly.
· The maximum value of credit to be allowed shall be Shs100,000.
· The customer shall make a down payment of 40% of the total cost of products taken on credit and the balance in two equal installments.
· Credit sales shall be authorized by the sales manager.
· A penalty of 10% shall be charged in case of delayed payments.
· All credit sales shall be properly documented.
· An agreement shall be signed between the business and the customer before giving him products on credit. 



CREDIT POLICY/ TERMS AND CONDITIONS FOR BORROWING 
	
JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782
TERMS AND CONDITIONS FOR LENDING
· The loan size shall not exceed five million.
· The credit period to be allowed shall not exceed 2 years.
· The interest rate shall be 10% per annum payable on reducing balance method.
· Loan process fee and application fees shall be 4% of the loan size and this shall have deducted from the loan AMOUNT (SHS).
· Borrowers for loans exceeding Shs500,000 shall first present a collateral security whose value if liquidated is equal or greater than the loan size.
· Both micro secured and unsecured loans shall be offered.
· Loans shall be given out after a formal agreement between the borrower and the loans officer which must be endorsed by the general managers.
· The loan applicants shall open accounts with the microfinance intuition.
· The interest rate shall be disclosed to the borrower before a loan is granted. 
· Employees shall not act loan generators or endorsers of loans to borrowers.





SAFETY GUIDELINES
	
JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782
SAFETY GUIDELINES FOR WORKERS
· Worker shall be overalls and other protective gadgets while in the business premises.
· Chemicals and other dangerous substance shall be kept covered and in restricted places.
· Workers shall wear normal sponges to avoid inhaling meals.
· Drunkards shall be avoided while at the work place.
· Respect for each other shall be observed while at work place.
· All machines shall be serviced regularly
· Workers shall read and understand all instructions regarding usage of all substances before use. 




GUIDELINES TO MINIMIZE COSTS OF PRODUCTION
	                                                             JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782
GUIDELINES TO MINIMIZE COSTS OF PRODUCTION
· Efficiency and effective methods of production shall be employed to speed production.
· Supportive facilities like fixtures and other tools shall be used to easy work.
· Time standards shall be fixed for all jobs to reduce laziness.
· The production process shall be planned to avoid work duplication and reduce unnecessary movements so as to promote efficiency.
· Duties and responsibilities of employees shall be planned to avoid conflicts.
· Operations shall be combined to reduce on labour costs.
· Workers shall be trained to improve on their efficiency and avoid poor quality products
· High quality products shall be produced to minimize advertising costs.
· The right quantity of raw materials shall be used to reduce on the costs of raw materials.
· Constant supervision and monitoring shall be introduced to ensure that work is done as planned.





GUIDELINES TO ENSURE CLEANLINESS AT THE WORK PLACE
	JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782
GUIDELINES TO BE OBSERVED IN JUMA AND SONS BUSINESS
· Employees shall dress in a neat and decent manner employees shall regularly wash their hands with soap before handling products.
· All products shall be covered to avoid contamination.
· All employees who litter dust in the premises shall be penalized.
· Dust bins shall be installed in all corners of the business premises to avoid litering.
· Mopping shall be done on a daily basis.
·  Smoking shall not be done in the business premises.



QUALITY GUIDELINES
	JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782
GUIDELINES TO BE FOLLOWED TO IMPROVE THE QUALITY OF PRODUCTION
· High quality raw materials and inputs shall be used
· Thorough research shall be carried.
· Proper storage facilities shall be used.
· There shall be maximum supervision and monitoring of workers
· Specialized skilled personnel shall be employed in the production department 
· Appropriate technology shall be used.
· Proper technical specifications shall be followed
· Proper hygiene shall be maintained at all times at the work place
· Machines shall be serviced regularly.
· Clear instructions shall be given to workers regarding the production process.
· Products shall be properly packaged to maintain their quality.



GUIDELINES FOR SELECTING MACHINERY AND EQUIPMENT
	JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782
GUIDELINES FOR SELECTING MACHINERY AND EQUIPMENT
· Machines that are cheaper shall be selected to minimize production costs.
· Machines with a high capacity shall be bought so as to produce large output. 
· Machines that are easy to maintain and repair shall be selected to enable continuity of the production
· Machines that are capable of changing the mode of production depending on the changing customer’s tastes and preferences shall be selected to ensure flexibility.
· Durable machines shall be selected so as to use them for a long period of time without breakage.
· Machines shall be bought from suppliers of longer period of guarantee to enable quick replacement in case of mechanical breakdown.
· Machines shall be selected from nearby sources to reduce transport costs.
· Machines whose spare parts are available still be selected to enable easy replacement.
· Machines that are friendly shall be selected to ensure simplicity and ease in machine usage.



GUIDELINES FOR HANDLING MACHINERY
	JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782
GUIDELINES FOR HANDLING MACHINERY
· Trained and experienced workers shall be employed to avoid machines accidents.
· Machines shall be covered when not in use.
· Workers shall be given clear instruction/ operation manuals on how to use machines
· Machines shall be switched off whenever they are in use 
· Machines shall be cleaned frequently and regularly to minimize wear.
· Warning labels shall be put in place to act as safety devices in machines usage maintenance.
· Workers shall be trained on usage and maintenance of machines.
· Machines shall be properly installed to avoid power short circuits and electric shocks.
· Workers shall not operate machines while drunk or hungry to minimize accidents.





GUIDELINES FOR DEVELOPING CREATIVE ABILITY
	JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782
GUIDELINES FOR DEVELOPING CREATIVE ABILITY AMONG STAFF
· There shall be thinking beyond the invisible frame works that surround problems/ situations.
· Assumptions shall be recognized when being made so as challenge them.
· Narrow minded thinking shall be spotted so as to widen the field of vision.
· Ideas shall be adapted/ developed from many sources.
· Technology shall be transferred from one field to another.
· Unpredictable events shall be used to their advantage.
· Ideas that drop in the mind shall be written down before  they forgotten.



ENVIRONMENTAL IMPACT ASSESSMENT POLICY
	JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782


ENVIRONMENTAL IMPACT ASSESSMENT POLICY
· Employees shall treat wastes products before disposal
· There shall be gazetted places for disposal of waste products
· Proper packaging  materials that do not liter the sol structure shall be selected
· Non-Bio- degradable packaging materials shall be used
· Already used materials shall be recycle to avoid dumping them
· Less hazardous substances shall be used in the production process
· Workers shall constantly be supervised to ensure that they comply with the set standards and regulations
· Warning labels and sign posts shall be put in place to warn people about the dangerous zones of the business.




GUIDELINES TO ENSURE PROPER MANAGEMENT OF INVENTORY
	JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782
GUIDELINES TO ENSURE PROPER MANAGEMENT OF INVENTORY

· All inventory received and issued out shall be properly documented.
· Timely replacement of raw materials shall be done to enable continuity of the production process.
· Stock records shall be regularly documented.
· Materials shall be obtained from suppliers with a shorter lead time
· The re-order level shall not be too high to reduce tying up much investment in inventory and to reduce store costs\
· Overstocking and under stocking shall not be done
· An experienced storekeeper shall be employed to ensure proper custody of inventory



CODE OF CONDUCT TO ENSURE DISCIPLINE
	
JUMA AND SONS LTD
P.O BOX 12,
TELL: 0779834782

CODE OF CONDUCT FOR THE STAFF MEMBERS TO PROMOTE DISCIPLINE
· The dressing code shall be descent for both males and females employees
· There shall be no trade unions activities in the business
· Registration from services shall be communicated three months in advance
· There shall be no missing of work without permission from authority.
· Repeated offence shall lead dismissal
· The arrival time shall be 7:30am and departure time shall be 6:00 pm.
· Drankardness while at work place shall not be tolerated. 


VEHICLE MAINTAINCE POLICY
	JUMA AND SONS TRANSPORTERS LTD
P.O BOX 12,
TELL: 0779834782
PROGRAMME FOR MAINTAINING THE BUSES OF JUMA AND SONS TRANSPORTERS
· Buses shall be used for only official journeys
· Buses shall be serviced regularly
· Smoking shall not be done near the buses or packing yard
· Only qualified personnel shall drive the buses
· Drivers shall be cleaned every after a journey.
· Drivers shall first check on the status of the buses before starting the journey.



HUMAN RESOURCE MANGEMENT
JOB ADVERTISMENT 
	JUMA AND SONS BAKERY
P.O BOX 12,
TELL: 0779834782

JUMA AND SONS bakery is located is a medium manufacturing business dealing in manufacture of bread, cakes, daddies, doughnuts. It has been I operation for 10 years. It is in the process of expanding its human resource structure and thus need to recruit a dynamic able-bodied person boast its sales.
Job title: sales manager
Job duties and responsibilities:
· Identify suitable promotion strategies
·  Recruit sales persons
· Ensure proper distribution of products
· Select appropriate ways of increasing sales.
Qualification: University Degree in marketing from a recognized institution
Age: 20-30 years.
Experience: At least four years of field experience working as marketing personnel
Remuneration: Negotiable and attractive but depends on the sales results
Other competences
· Preferable males
· Should be single
· Should have knowledge about different languages
Submission of applications: Qualified and interested Ugandans should submit in their hand-written applications in duplicate with certified copies of academic documents, curriculum vitae, address of any two referees to.

Human Resource Manager
JUMA AND SONS bakery
Tel: 0700675500
               To reach the above address not later than 5:oop.m on 8/6/2018





JOB DESCRIPTION/ JOB ANALYSIS
	JUMA AND SONS BAKERY
P.O BOX 12,
TELL: 0779834782
JOB DESCRIPTION FOR CASHIER
Job title: cashier 
job duties and responsibilities
· Prepare books of accounts.
· Controlling cash flows in the business
· Prepare workers payroll
Nature of supervision: Reports to the General Manager
Equipment’s to be used: computers, office phone, stapling machine etc.
Working conditions: Workers are able to be given breakfast, lunch, evening tea,                           transport and medical allowances.
Relationship with other jobs: To ensure that all departments are well facilitated in terms of funding.

Prepared by:……………………
                      ……………………




JOB SPECIFICATION
	JUMA AND SONS BAKERY
P.O BOX 12,
TELL: 0779834782
JOB SPECIFICATION FOR CASHIER
Physical requirements: Good health
Qualifications: Should posse a degree in accounting and finance from a recognized institution
Working experience: 4 years working experience in book keeping
Remuneration: Negotiable and attractive 
Other competences
· Preferable females
· Should be single
· Residing near Banda
· Should have knowledge about different languages

Prepared by:………………
                      ……………………



MARKETING 
Aspects covered under marketing majorly include adverts. All advisements look alike but change appearance depending on the material used to make the advert.
Features of an advert 
· Name, address of the business and location of the business
· Lines of business i.e. what the business deals in
· Frame 	and Logo illustrations
· Attractive/ Appealing words
NEWS PAPER ADVERT FOR PRODUCTS AND SERVICES
	JUMA AND SONS BAKERY
P.O BOX 12,
TELL: 0779834782
Dealers in manufacturing bread, cakes, daddies and doughnuts
we manufacture bread of 2kgs, 1 kgs, ½ kg and small bans of Shs500 each, cakes of Shs500@, 300@ and Shs200@, doughnuts of Shs500@ and 200@ and daddies of Shs1000@packet. 

Located Along Kilembe Road, ½ Km From Kasese Town, In Kigoro, Behind Triple P Restaurant.

‘’Try us for quality products you will never regret”
 



A SIGN POST 
	JUMA AND SONS FURNITURE WORK SHOP
P.O BOX 12,
TELL: 0779834782
For household and office furniture
We manufacture Beds, door, windows, wardrobes, sideboards, coffins, sofa sets, coffee sets, counters and sorts of furniture.

Located Along Fort Portal Road, ½ Km From Kasese Town, In Nyakasanga, Behind Triple P Restaurant.

‘’Try us for quality and durable furniture, you will never regret”
                                                                                                          
                                                                                    200 Metres                                                                              




BUSINESS CARD
	JUMA AND SONS FURNITURE WORK SHOP
P.O BOX 12,
TELL: 0779834782
For household and office furniture
Dealers in manufacturing Beds, door, windows, wardrobes, sideboards, coffins, sofa sets, coffee sets, counters and sorts of furniture.
OKELLO FRANK
GENERAL MANGER
Located on plot 1 &4, Fort portal road 

‘’Try us for quality and durable furniture, you will never regret”




MENU CARD FOR RESTAURANTS 
	JUMA AND SONS RESTAURANTS
P.O BOX 12,
TELL: 0779834782
MENU CARD

ITEMS                                                                                                  SHS
1. Drinks 
Passion juice                                                                                 1000
Soda                                                                                              1000
Mineral water                                                                               1000
Milk tea                                                                                        1000
Black tea                                                                                        500
2. Snacks 
Chips and beef                                                                              6000
Chapati                                                                                         1000
Samosas                                                                                        500
3. Dishes 
Luwombo special                                                                          8000
Gravy                                                                                            4500
Goat meat                                                                                      6000
Beef                                                                                               6000
Fish                                                                                                8000
Beans & peas                                                                                 4000
Served With  
Matooke, Rice, Posho, Kalo, Cassava, Pumpkins, Tomatoes, Yams, Irish, Macrons
“order with cash”
Enjoy your Delius meal


PROSPECTUS 
This is used to advertise shares of the business. It is aimed at inviting shareholders to buy from the company.
	JUMA AND SONS BISCUITS LIMITED
P.O BOX 12,
TELL: 0779834782

PROSPECTUS
Date: 21/08/2017
JUMA AND SONS Biscuits Limited invites the public to subscribe to shares totaling to 20,000 each at a value of 2000 shillings.
History of the company: The company has been in operation for 5 years and it has 20,000 shares of which 8000 will be ordinary and the balance preference shares.
Future plan of the company: it intends to have 9000 ordinary shares and hopes to provide them other products like bonds and debentures.
Products the company deals in: it deals in ordinary and preference shares and bonds.
Risks faced in its operations: limited capital for expansion
Purpose of additional capital: to meet the minimum requested capital of Shs20,000,000
Dividends shared in the past: no dividends shared in the oast since it has just been incorporated into a company.

Signed by………………….
               OTIM PETER
                COMPANY MANAGER






CERTIFICATE OF RECOGNISTION
	JUMA AND SONS BISCUITS LIMITED
P.O BOX 12,
TELL: 0779834782

CERTIFICATE OF RECOGNISTION
This is to certify that.……………………………….......................................................
Has been awarded this certificate in appreciation of his / her distinguished rendered to the success of the above business as……………………………………………………….
From………………………………………………………………………….
Blessed are those who work hard they will get what to eat.
…………………..                                                                 ………………...
OTIM GERALD                                                                  BUGULU DENIS
MANAGING DIRECTOR                                                  FINANCIAL CONTROLLER


 
SHARE CERTIFICATE 
	JUMA AND SONS BISCUITS LIMITED
P.O BOX 12,
TELL: 0779834782

SHARE CERTIFICATE
Certificate No:………………………………
This is to certify that:………………………………………..
Name:…………………………………………………………….
Address:……………………………………………………………..

Is a registered holder of:……………….Ordinary share of Ug. Shs five hundred each fully paid in the above-named company subject to memorandum and articles of association there of 
	Date 
	Transfer No.
	No. of Shares

	
	
	


Note: No transfer can be registered unless accomplished by this certificate

For and on behalf of JUMA AND SONS Biscuits Limited
……………………………                                                                    …………………………….
CHAIRMAN                                                                                             COMPANY SECRETARY






FORMS
Forms are pre-printed documents in which necessary information is filled.
MEDICAL FORM 
	NESTA HEALTH CENTRE
P.O BOX 12,
TEL: 0700675500

MEDICAL FORM
Date…………………………………………………………
Name…………………………………………………………
Sex……………………………………………………………. Age…………………………Residence…………………………….
 
	Date 
	Diagnosis

	
	


Bring This Medical Form At Every Visit
Signed By…………………..
                 DOCTOR 






	JUMA AND SONS BISCUITS LIMITED
P.O BOX 12,
TELL: 0779834782

WORK ORDER FORM
Work order form No……………………..                             Date………………………………….
	Name And Address Of The Customer
	Work Order No.
	Work Description (Nature Of Service)
	Vehicle 
Description (Reg. No. Model
	Employee Responsibilities
	Starting Date And Time  
	Ending Date  And Time
	TOTAL
Job Cost 
	Remarks 

	
	
	
	
	
	
	
	
	


Submitted by:                                                                                                             Approved By/Received By;
Signature……………………….                                                                              Signature………………
Name of customer ………………………………..                                                  Name………………………..
                                                                                                                                   Title………………………… 


WORK ORDER FORM

STOCK REQUSITION FORM
	JUMA AND SONS HIGH SCHOOL
P.O BOX 12,
TELL: 0779834782

STOCK REQUSITION FORM
No………………                                                                             Department…………………… 
Date.....................
	Description of material
	Quantity 
	Rate 
	Value 

	
	
	
	


Authorized by…………………………….                       Supplied by…………………………..
Materials received………………………..                       Entered in Bin card by………………. 

Signed ………………………….
STORE KEEPER




FUNDS REQUSITION FORM
	JUMA AND SONS HIGH SCHOOL
P.O BOX 12,
TELL: 0779834782

FUNDS REQUSITION FORM
Section…………………………………………………………………….
FUNDS ARE REQUIRED TO COVER THE FOLLOWING EXPENDITURE 
	Items 
	Details of expenditure
	AMOUNT (SHS) required
	AMOUNT (SHS) approved 

	
	
	
	


AMOUNT (SHS) in words:……………………………………………………………………………………
Person requisitioning funds: …………………………………..Signature………………………….
Approved total…………………………………………………………………………………….

Payments Authorized by……………………………………………………………………………
Status…………………………………………………………………………………………………. 



CASH RECORD BOOK
This records receipts and cash payments 
	MBALE COSMETICS CENTRE
P.O BOX 12,
TELL: 0779834782

CASH RECORD BOOK
For the month of ………………………..20…….
   DR                                                                                                                                                       CR                                                                                                              
	Date
	Details
	Foilo
	AMOUNT (SHS)
	Date 
	Details
	Foilo
	AMOUNT (SHS)

	
	
	
	
	
	
	
	








MARKETING SURVEY GUIDE
	JUMA AND SONS PRINTING PRESS
P.O BOX 12,
TELL: 0779834782

MAKETING SURVEY GUIDE
The purpose of this survey is to find out the needs of the customers, activities of comptitors and the market gap to filled.
Name of customer…………………………………………Sex…………………………………..
Age…………………………………..Marital status……………………………………………...
Location……………………………………………………………………………………………

Income segment: Poor                                 Middle                                    Rich

1. What products are most preferred and why?
2. What unique features should the product have?
3. Who are my competitors?
4. What are the strengths and weaknesses of the competitors?
5. What prices are charged in the market?
6. What prices are affordable by customers?
7. What prices will I charge?
8. What other opportunities are offered by the market.
9. What promotional strategies will be effective?
10. What new changes are expected to be made on the product in the near future?
11. How will any change in attitude or fashion by the customers affect the  sales of your product?
12. How did the customers get know about the products?
13. How do customers compare our products with competitors products? 
14.     General comments/ remarks about the business.





QUESTIONNAIRE/ CUSTOMERS’ OPINION FORM
	BABY NESTA SKIN JELLY
P.O BOX 12,
TELL: 0779834782

QUESTIONNAIRE/ CUSTOMERS’ OPINION FORM
Greetings from Baby Nesta skin jelly producers an enterprise dealing in manufacturing and distribution of skin jelly. You are requested to fill for us this questionnaire to help us in our market research pogramme.

1. Name………………………. Sex: Male           Female 
2. Location and Address……………………..Age……………………
3. How regular do you buy skin jelly? ………………………………
4. Is the quality good?  Yes              No
5. Do you know about skin jelly? Yes           No
6. How did you come to know about it?             Adverts                   Friends 
7. Is its packing good/ favorable?   Yes            No
8. Does it control skin rashes? Yes         No
9. How do you compare skin jelly with other body jellies?………………………………………
10. Comment on the prices of 100g, 200g, 500g, 500g, and 1kg tins of jelly…………………………
11. Suggest means of and ways which may be applied to increase sales of skin jelly…………………
Please, thank you for taking your time to answer these questions













SWOT ANALYSIS GUIDE
	MBALE COSMETICS CENTRE
P.O BOX 12,
TELL: 0779834782

SWOT ANALYSIS GUIDE
Mbale Cosmetics Centre has the following.
Strength 
· High quality products
· Lower but profitable prices
· Ability of the product to meet customers’ tastes.
· Good location of the business
· Good marketing and trained marketing staff
Weaknesses
· Marketing skills are ineffective
· Narrow product line
· Inability to finance market changes
· Poor at calculation thus losses tend to arise
Opportunities
· Changing in tastes and fashions of customers are in favour of the products if Mbale Cosmetics Centre
· Faster market growth
· High female population
· Taxes are low
Threats 
· Growing bargaining power of customers
· New businesses are being started 
· Competitors reducing their prices
· Changes in buyers tastes
· Shifts in trade policies
· Raising sales of substitutes
Mbale Cosmetics Centre has more strength and opportunities compared to competitors
Thus it is more advantage to operate a cosmetic shop and therefore has competitive advantage over competitors.






PAYROLL
This is a sheet including the employees names and their respective salaries.  
	MAGEZI HONEY PODUCRES
P.O BOX 12,
TEL: 0700675500

WORKER’S PAYROLL
                                                                                                                            Date:…………………..
	Employee Name
	Employee No.
	Basic Pay
	Allowance
	Gross Pay
	Deductions  
	Net Pay

	
	
	
	Housing 
	Transport 
	
	Taxes 
	Advance 
	

	Appollo
	09
	400,000
	40,000
	30,000
	470,000
	60,000
	-
	410,000

	Okello 
	08
	500,000
	60,000
	40,000
	600,000
	80,000
	40,000
	480,000

	TOTAL
	
	900,000
	100,000
	70,000
	1,070,000
	140,000
	40,000
	890,000


 
Prepared by…………………….                                                                         Approved by……………..
Musoke Paul                                                                                                                Kasule Philip
Cashier                                                                                                                         General Manager



PAY SLIP
	JUMA AND SONS BAKERY
P.O BOX 12,
TELL: 0779834782
PAY SLIP
Name………………………………………………………………… Period…………………………………….
Department…………………………………………………   Title……………………………………….. 
Bank code and Name………………………………………………………………………..
Basic pay………………………………………………………………………………………..
  PAYE                              NSSF                                  Total Deductions                                              Net pay
…………..              ………………..                             ……………………..                                 ………………..
                                                                                                                                Date 
Prepared by…………………….                                                                         Approved by……………..





PAYMENT VOUCHER
	MAGURU METAL WELDING FABRICATIONS LIMITED
P.O BOX 12,
TEL: 0700675500

PAYMENT VOUCHER
Payment voucher No.:……………………                                                                      Date…………………….
Dr to…………………………………………………………………..        A/C……………………………… 
	PARTICULARS 
	AMOUNT (SHS) (SHS)

	
	

	TOTAL
	


AMOUNT (SHS) in words……………………………………………………………………………………………
Prepared by………………………………….                                                  Checked by…………………...
Authorized by………………………………..                                                  Received  by…………………..




CHEQUE PAYMENT VOUCHER
	MAGURU METAL WELDING FABRICATIONS LIMITED
P.O BOX 12,
TEL: 0700675500

CHEQUE PAYMENT VOUCHER
Cheque Payment voucher No.:……………………                                    Date……………………………….                                                                  
Payee’s Name………………………………………………………         Cheque No.………………………..
	PARTICULARS 
	AMOUNT (SHS) (SHS)

	
	

	TOTAL
	


AMOUNT (SHS) in words……………………………………………………………………………………………
Prepared by………………………………….                             Date………………………….
Checked by…………………...                                                    Date………………………….
Authorized by………………………………..                             Date………………………….                                          
 Received  by…………………..                                                   Date………………………….





EVALUATION WORKSHEET
	JUMA AND SONS PRINTING PRESS
P.O BOX 12,
TEL: 0779834782

EVALUATION WORKSHEET
Date…………….
	Objective to be accomplished
	Information needed
	Sources
	Technique 
	Instruments

	
	
	
	
	


Signed…………………
Project planner



DAILY TIME SHEET
This is used to monitor workers performance on a given job to establish the hours worked and remunerations
	HILLTON CONSTRUCTORS LIMITED
P.O BOX 12,
TEL: 0700675500

DAILY TIME SHEET
Workers No…………..                                                                  Date…………………..
Workers Name……………………                                               Department………………………….
	Work order No.
	Details of Work done
	Time
	Total hours
	Rate (UGX)
	AMOUNT (SHS) 

	
	
	
	
	
	

	
	
	From 
	To 
	Ordinary 
	Overtime 
	Ordinary 

	
	
	
	
	
	
	

	
	Workman 
…………….
	
	
	Foreman 
…………..
	Supervisor
………….
	








ASSET REGISTER
This keeps records of all fixed assets owned by the business.
	HILLTON CONSTRUCTORS LIMITED
P.O BOX 12,
TEL: 0700675500

ASSET REGISTER   
Date………………………….. 
	Item 
	Acquisition date
	Quantity 
	Units value
	Acquisition value
	Depreciation value 
	Book value

	
	
	
	
	Shs 
	Shs 
	Shs 

	Motor van 
Machinery 
Buildings
Land 
	1st jan 2017
	3
	20,000,000
	60,000,000
	4,000,000
	56,000,000

	TOTAL
	
	
	
	
	
	


Prepared by…………………..
KATO JIMMY
COMPANY ECONOMIST                                                             



IDENTITY CARD
	                                RIMMY BRIDALS LIMITED
                                   P.O BOX 12
                                    TEL: 0700675500


ID NO……….
Pass port photo:  Name………………………..
Designation ……………………………………….
Expiry date………………………………………..
Holders signature……………………………………
Issuing Authority……………………………………..
If found return to the above address









STOCK CARD
	HILLTON CONSTRUCTORS LIMITED
P.O BOX 12,
TEL: 0700675500

STOCK CARD

Name of item…………………………… Item No……………………
Maximum stock level…………………….                                 Minimum stock level…………………………..
	Date 
	Receipts
	Issues 
	Balance 
	Issued to

	
	Qty 
	Rate 
	AMOUNT (SHS) 
	Qty 
	Rate 
	AMOUNT (SHS) 
	Qty 
	AMOUNT (SHS) 
	

	
	
	
	
	
	
	
	
	
	

	
	Total 
	
	
	
	
	
	
	


Comments/Remarks…………………………………………………………………
Methods used in issuing……………………………………………………………..



RECEIPTION REGISTER
This is a book where visitors register on arrival to the business premises. Its is kept at the reception. 
	JUMA AND SONS BAKERY
P.O BOX 12,
TELL: 0779834782

RECEIPTION REGISTER

	DATE
	VISITOR’S NAME
	ADDRESS
	REASON
	SIGNATURE
	REMARKS

	
	
	
	
	
	


Signed………………………
RECEPTIONIST





MARKETING SURVEY GUIDE 
	PEES FOOD SUPPLIMENTS
P.O BOX 12
TEL: 0700675500

MARKETING SURVEY GUIDE
i) PEES food supplements is a firm dealing in production of and supply of food supplements. It is located in kasese town- kilembe road. We wish to carryout a market survey to get customers’ opinions about our products. Your information given to us shall be kept confidential.
ii) Question about the respondent.
· Name…………………………………………………………………..
· Age…………………………………………………………..
· Sex…………………………………………………………………..
· Marital status……………………………………….
· Income bracket………………………………………………
· Residence…………………………………..
iii) Question about the products.
Quantity: High                  Low
Quantity Enough            Excess            Little
iv) Questions about the price. 
High          Fair               Low
v) Questions about promotion. 
· How did you get to know about our product?
Through: Media             Agents               Friends
vi) Questions about place. 
· Where do you often buy our products from?
Retailers                    Wholesalers
vii) General comments…………………………………………………………………………
viii) Thank you dear customers for accepting to answer our questions and for your time. Meet you next time.


ACTION PLAN
	JUMA AND SONS BAKERY
P.O BOX 12,
TELL: 0779834782
ACTION PLAN FOR IMPLEMENTING PLANNED BUSINESS ACTIVITIES
	TIME FRAME (2017)
	ACTIVITY
	PERSON RESPONSIBLE
	RESOURCE NEEDED
	INDICATORS OF SUCCESS

	18th -22nd June 
	Carrying out market survey 
	Kizito Andrew
	Money, stationary
	Availability of money 

	



	Preparing a business plan for the new business branch.

	



	



	




	To be filled in

	Mobilizing the required resources.

	To be filled in

	To be filled in

	To be filled in


	
	Selecting a suitable location

	
	
	

	
	Constructing business buildings/ premises

	
	
	

	
	Purchasing and installing equipment/ machinery

	
	
	

	
	Recruiting workers

	
	
	

	
	Purchasing raw materials
	
	
	

	
	

Carrying out product trial
	
	
	

	
	
Undertaking commercial production

	
	
	

	
	Launching the business
	
	
	







PRICE LIST
	JUMA AND SONS HARD WARE
P.O BOX 12,
TELL: 0779834782

PRICE LIST
	ITEM
	AMOUNT (SHS) (SHS)

	Nails (Each kg)
Iron sheets      28 gauge
                        32 gauge 
Iron bars @
Wheelbarrow
Paint (each tin)
Cement 
Lime
Spades
Half bricks
Hammers 
Slashers 
Glasses 
	4,500
25,000
20,000
20,000
100,000
10,000
28,000
30,000
10,000
4,500
15,000
5,000
60,000



Prepared by………………………………
             BALUKU    KARIM 
              SALES MANAGER






TENDERS/ INVITATION FOR BIDS
	DESIRE HOTEL
P.O BOX 12,
TEL: 0700675500

                                                                                                                  Date: 12th December 2017
To the General Public 
RE: TENDER FOR SUPPLY OF FRUITS
Desire Hotel is a medium sized business dealing in hotel services including meals, dinks and lodge facilities located in Kasese behind Kasinde market.

The procurement officer and the managing director of Desire Hotel invite sealed bids from eligible bidders for the supply of fruits to the hotel. Bidders are required to submit documents in triplicate to the procurement unit room No. 42 Ben kiwanku street not later than 1st January 2018.

Bid will be open on Monday 6th January 2018 in the Hotel Conference Hall at 12: 00 noon. The pre-qualification document is obtained from the office of the procurement officer on payment of non-refundable fee of Shs200,000(Two hundred thousand shillings)
 Prepared by…………………………..
                   KIBATE ERIC
                   PROCUREMENT OFFICER



PURCHASE ORDER
	QPR MAIZE MILLING FACTORY
P.O BOX 12,
TELL: 0779834782

PURCHASE ORDER
Purchase order No. 9                                                                                          Date: 21st August. 2018
TO KIRABO ENTERPRISES
P.O BOX 123, KAMPALA (U)
Please supply and deliver to us the following machines
	QUANTITY
	DESCRIPTION
	UNIT PRICE (SHS)
	TOTAL PRICE (SHS)

	1
2
5
	Weighing scale 
Maize milling machine 
Grading trays
	200,000
3,000,000
100,000
	200,000
6,000,000
500,000

	
	TOTAL
	3,300,000
	6,700,000


Delivery date: 28th August 2018
Packaging : separate
Delivery place: factory premises
Enclosed: cheque No. 00156 for Shs 5,000,000 Being pat payment for the machines
Prepared by……………………….. 


DISPATCH NOTE
	BIFUNA BISCUITS LIMITED
P.O BOX 12,
TEL: 0700675500

DISPATCH NOTE
Dispatch Note No.10                                                                                                        Date; 25th May 2018
TO NJOKE TRADERS
P.O BOX 67 MUKONO
The following goods as per your order No. 20 have been sorted ready for dispatch. Organize the ware house where to keep them.
	QUANTITY
	DESCRIPTION
	UNIT PRICE (SHS)
	TOTAL PRICE (SHS)

	50 boxes 
	Biscuits 
	
30,000

	1,500,000

	
	TOTAL
	
	          1,500,000


Prepared by………………………….
                     KIBATE EDRICK
                     SALES MANAGER



PACKAGING SHEET 
	MBALE COSMETICS LIMITED
P.O BOX 12,
TELL: 0779834782

PACKAGING SHEET
Package sheet No. 90                                                                                                      Date: 6th June 2018 

TO NJOKE TRADERS
P.O BOX 67 MUKONO
This package contains the following:
	No. 
	Description 
	Quantity 

	1
2
3
	Lotions
Jellies
Bangles

	10 dozens
20 dozens 
30 dozens 

	
	
	Ledger Folio 2/7


Prepare by……………………                                                               Checked by………………………………
                GILBERT                                                                                       AISHA





DELIVERY NOTE 
	UHURU HOTEL
P.O BOX 12,
TELL: 0779834782

DELIVERY NOTE 
Delivery note No.26                                                                                    Date: 21st August. 2018
Purchase order No. 33                                                                                          
TO KIRABO ENTERPRISES
P.O BOX 123, KAMPALA (U)
Please receive the following:
	QUANTITY
	DESCRIPTION
	UNIT PRICE (SHS)
	TOTAL PRICE (SHS)

	30
50
40  
30 trays 
	Broilers (80 weeks)
Broilers (4 months)
Off layers 
Eggs 
	8,000
15,000
10,000
7,000
	240,000
750,000
400,000
210,000

	
	TOTAL
	
	1,600,000


The following goods are received order and conditions…………………………………………………………….
Delivery by…………………………….                                            Received by………………………………..
                    BINYYO PEACE                                                           KULE PIUS
                    SALES MANAGER                                                        PURCHASES MANAGER





INVOICE 
	UHURU HOTEL
P.O BOX 12,
TELL: 0779834782

INVOICE 
Invoice No.26                                                                                    Date: 21st August. 2018
Your order No. 15                                                                            
M/S KIRABO ENTERPRISES
P.O BOX 123, MASAKA (U)

	QUANTITY
	DESCRIPTION
	UNIT PRICE (SHS)
	TOTAL PRICE (SHS)

	30
50
40  
30 trays 
	Broilers (80 weeks)
Broilers (4 months)
Off layers 
Eggs 
	8,000
15,000
10,000
7,000
	240,000
750,000
400,000
210,000

	
	TOTAL
	
	1,600,000


Terms of delivery : Free
Terms of payment: net 20 days with 5% discount if fully paid before 5 days
Issued by: TUUSO ANNDY
Signed ………………
           SALES MANAGER
I / We undertake to comply with the invoice terms and conditions and ae fully liable fo the AMOUNT (SHS) as stipulated I this invoice .
Singed by……………………..
          PURCHASES MANAGER





GOODS RECEIVED NOTE
	NESTA STATIOARY
P.O BOX 21,
TEL: 0700675500

GOODS RECEIVED NOTE
                                                                                                    Date………………
Purchase order No………………..
Date of ordering……………………………..
Received from M/S……………………………………….
	Serial No.
	Description code No.
	Stock Order No.
	Quantity 
	Rate (Shs)
	AMOUNT (SHS) (Shs)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Counted by……………………                                                               Approved by………………………..
Inspected by……………………………………………………
Delivered by………………………………………….                             Received by……………………….



	NESTA STATIOARY
P.O BOX 21,
TEL: 0700675500

GOODS RETURNED NOTE
Good return note No.87                                                                               Date………………
TO NJOKE BOOKSHOP
P.O BOX 67 MUKONO
Please accept the following goods as returned:
	DETAILS
	REASON
	QUANTITY 

	Someni school chalk
Manillas
File folders
	Damaged 
Note required
Wrong colour
	4 boxes
100 pieces
20 copies

	
	TOTAL
	



Please issue us with a credit note
Prepared by…………….
                   KIKU WOOD
                    PURCHASE MANAGER


GOODS RETURNED NOTE


CREDIT NOTE
	JIK BOUTIQUE
P.O BOX 12,
TEL: 0700675500

CREDIT NOTE
Credit note No.21                                                                                                          Date: 1st march 2018 
TO NJOKE BOOKSHOP
P.O BOX 67 MUKONO
We have credited your account as follows. Reasons: To correct an overcharge on the invoice.
	PARTICULARS
	AMOUNT (SHS)

	Cost of the following item returned as not required
50 skirts (wrong colour)
10 Trouser (Torns)
Less: 10% discount
	

500,000
150,000
65,000

	
	585,000


Signed by…………………..



DEBIT NOTE
	BUYINZA CONFECTIONARY
P.O BOX 12,
TEL: 0700675500

DEBIT NOTE
Debit note No.28                                                                                                         Date: 1st march 2018 
We have debited your account as follows.
	PARTICULARS
	AMOUNT (SHS)

	To correct an arithmetic error in invoice No.101
Erroneous total               400,000
Correct total                    540,000
(Shillings, One hundred forty thousand only)

	



140,000

	TOTAL
	140,000


Signed by…………………..






CASH RECEIPT
	SANDWICH JUNIOR SCHOOL
P.O BOX 12,
TEL: 0700675500
CASH RECEIPT
 Receipt No…………                                                                                       Date……………………
Received with thanks from……………………………………………………………….
Class ……………………………………………………………………….. Stream……………………
The sum of shillings……………………………………………………………………………
Being payment of……………………………………………………………………………….
Cash/ Cheque…………………………………………………. Balance……………………………….
 
Shs                                                                         Signed…………………………….




CASH SALES SLIP
	KEESI SUPERMARKET
P.O BOX 12,
TEL: 0700675500
CASH SALES SLIP 
Cash sales slips No…………                                                                                              Date…………
M/S ……………………………….
	QUANTITY
	PARTICULARS
	RATE
	AMOUNT (SHS)

	
	
	
	

	E&EO
	
	
	



Signed…………………………………………………………
Goods once sold are not returnable






CHEQUE
	CENTENARY BANK
KASESE BRANCH
P.O BOX 35,                                                                   Cheque No. Account No.101591
                                                                                          9020098121
                                                                                                                                     Date:………………………..
    
Pay ……………………………………………… or Order   1,000,0000

The sum of Ugandan shillings one million only.                                                              UGX                             

                                                                                                                          ………………………………………
                                                                                                                      KULIKA AND SONS LIMITED  
Cheque   Number                           Bank Code                       Account Number
101591                                         18500                                     9020098121                                                                                                                                                                   



LOAN REPAYMENT SCHEDULE 
	KUKU POLUTRY FARM
P.O BOX 12
TEL: 0700675500

LOAN REPAYMENT SCHEDULE
Loan size/ AMOUNT (SHS): Shs 12000,000
Repayment period: 4 months
Interest rate: 10% p.a on reducing balance method
	Payment period
	Principal repayment (Shs)
	Interest repayment (Shs)
	Total repayment
(Shs)
	Principal outstanding balance (Shs)
	Total outstanding balance (Shs)

	1st month 
2nd month
3rd month
4th month
	3,000,000
3,000,000
3,000,000
3,000,000
	100,000
75,000
50,000
25,000
	3,100,000
3,075,000
3,050,000
3,025,000
	9,000,000
6,000,000
3,000,000
00
	9,150,000
6,075,000
3,025,000
00









FINANCIAL PLAN
	KUKU POLUTRY FARM
P.O BOX 12
TEL: 0700675500

FINANCIAL PLAN
	REQUIREMENTS
	AMOUNT (SHS) (SHS)
	TOTAL AMOUNT (SHS)

	Fixed capital
· Acquisition of land
· Construction of more building 
· Purchase of drinkers
· Purchase of feeding troughs
· Purchase of water reservoirs
Total fixed capital


	
2,000,000
3,000,000
300,000
200,000
500,000
	






                                   6,000,000

	Startup expenses
· Extension of water
· Installation of electricity
· Installation of egg laying centres
Total startup expenses

	
500,000
800,000
200,000
	




1,500,000

	Working capital requirements
· Chicks 
· Poultry feeds
· Labour
· Water
· Interest on loan
· Marketing expenses 
· Transport expenses
Total funds required
	

1,000,000
1,500,000
500,000
200,000
300,000
500,000
300,000
	







4,000,000

	
	
	120,000,000


Funding of the business 
	Sources of funds
	AMOUNT (SHS) (Shs)
	Cost implication (Shs)

	Loan from DFCU Bank
	12,000,000
	250,000 (interest)

	Total 
	12,000,000
	250,000


Expected/ estimated sales:…..Poultry farm expects sales revenue of Shs18,000,000 in one year’s time
Profitability of the business:…Poultry farm expects a rate of return on investment of Shs950,000 at the end of the first year.
Estimated cash inflows/ cash outflows poultry farm estimates total cash inflows of Shs18,000,000 at the end of the first year and total cash out flows of Shs8,500,000.
Break even sales of the business…..poultry farm expects a break even sales of 2000 trays of eggs at Shs75,000@


ROOT CAUSE ANALYSIS
	MOTO MEDICAL CENTRE
P.O BOX 12,
TEL: 0700675500
ROOT CAUSE ANALYSIS FOR TO ESTABLISH THE ROOT CAUSE OF MALARIA
ROOT CAUSE
Ignorance
NECESSARY ACTION: Sensitization of the community about the main cause of malaria and how it can be reduced
STATEMENT OF NEED/PROBLEM: Malaria
WHY :                    Mosquitoes
WHY:                      Stagnant water
WHY:                    Poor/ improper drainage
WHY:                      Poor Planning



BUDGET 
	UNIQUE BOOK SHOP
P.O BOX 21,
0700675500

BUDGET OF SHS50,000,000
	DETAILS
	AMOUNT (SHS) (SHS)

	Market research
Recruitment 
Installation costs for utilities
Registration fees
Trading license
Advertising costs
	XXXX
XXXX
XXXX
XXXX
XXXX
XXXX

	TOTAL
	


Prepared by:………………………………….



ORGANIZATIONAL CHART
	WATOTO CARPENTRY WORKSHOP
P.O BOX 31,
TEL: 0700675500

ORGANIZATIONAL CHART
ASSISTANT PROCUREMENT MANAGER


ASSISTANTMARKETING MANAGER

ASSISTANT PRODUCTION MANAGER


[bookmark: _Hlk520922119][bookmark: _Hlk520922120][bookmark: _Hlk520922121][bookmark: _Hlk520922122]ASSISTANT FINANCE MANAGER

PROCUREMENT MANAGER
[bookmark: _Hlk520922206][bookmark: _Hlk520922207]PRODUCTION MANAGER
S                   T                      A                F                F
MARKETING MANAGER
FINANCE MANAGER
GENERAL MANAGER
MANAGING DIRECTOR(S)
BOARD OF DIRECTORS





DAILY TRAVEL SCHEDULE FOR THE COMPANY VEHICLE
	JUMA AND SONS BUS TRANSPORTERSVBS

P.O BOX 200, KAMPALA
TEL: 0708463721
DAILY TRAVEL SCHEDULE
	DETAILS OF THE VEHICLE/VEHICLE NO.
	FROM 
	TO 
	AMOUNT (SHS) /FARE
(SHS)
	PERSON IN CHARGE
	TIME OF DEPARTURE
	EXPECTED TIME OF ARRIVAL
	REMARKS

	UAB
	Kampala
	Kasese
	30,000
	Boss Ali
	  11:00am
	6:00pm
	

	UAS
	Kampala
	Homia
	25,000
	Mwina.K
	6:00am
	4:00pm
	

	
	
	
	
	
	
	
	




Prepared by: kato Moses                                                                                              Approved by: Sign: ………..
                        KATO MOSES                                                                                            Name: ………………………….. 
                        TRANSPORT MANAGER                                                                            Title: …………………………..



A BUS TICKET 
	JUMA AND SONS BUS TRANSPORTERS
P.O BOX 200, KAMPALAVBS

TEL: 0708463721

PASSENGER/ BUS TICKET
                                                                                          Date: …………
Passengers Name: (Optional): ………………………….
Seat no: ……………………….
Journey from: ………………………………………………… To: …………………………………
Fare/ AMOUNT (SHS): (Shs)……………………………………..
Bus no: ………………………………………………
Time of departure: …………………………………………………………………………………….
Name of the driver / person in charge: ……………………………………………………………….
Caution: e.g – Luggage is carried at owner’s risk
                       -The ticket is not transferable to any other person.
                       - Drinking of alcohol 





	BDKP INTERNATIONAL BUSINESS LTDBDKP

P.O BOX 200, KAMPALA
TEL: 0700675500


	GEPIC STRUCTUREFOR ADVOCACY FOR SOLVING UNEMPLOYMENT IN THE COMMUNITY



  GREET: I greet you in the name of the father you lord who has enabled to gather us here as brothers and sisters of this lovely community of ours and it’s an established fact that many of our youth are unemployed hence affecting their livelihood
   ENGAGE: Yesterday we were in a meeting and many people commented about the large numbers of the youth who are unemployed or lack of what to do to sustain their livelihood
Many are still engaged in “Ludo” playing, arguing about Arsenal and Manchester, and talking about the rich people and their expensive cars which is not beneficial. The youth look to be idle and this is as a result of unemployment.
  PROBLEM: Ladies and gentlemen in our community many youths have failed to get what to do And yet they are qualified. However, are qualified in areas without practical skills to enable them job creators.
    INFORM: As we meet here today ladies and gentlemen there is an increasing need to give quality education to the youth and equip them with practical skills so that they become job creators instead of job seekers. I call upon you members of this community to join me in this struggle by brining your children in BDKP INTERNATIONAL BUSINESS LTD so as to train them to be job creators and solve the problem of unemployment in this community. 




 GEPIC STRUCTUREFOR ADVOCACY 


A PROGRAMME FOR RECRUITING MORE WORKERS IN JUMA AND SONS BUSINESS
	JUMA AND SONS BUS TRANSPORTERSVBS

P.O BOX 200, KAMPALA
TEL: 0708463721
RECRUITMENT PRROGAMME FOR NEW EMPLOYEES
	DATE
	ACTIVITY
	PERSON IN CHARGE
	REMARKS

	08/09/2017
	Identifying posts requiring more workers
	HRM
	

	09/09/2017
	Advertising the jobs
	HRM
	

	10/09/2017
	Receiving applications
	HRM
	

	11/09/2017
	Cross checking applications against job specifications
	HRM
	

	12/09/2017
	Short listing applicants
	HRM
	

	13/09/2017
	Inviting applicants for interviews
	HRM
	

	15/09/2017
	Conducting interviews
	HRM
HOD
GM
	

	16/09/2017
	Analyzing interview results and contacting referees
	HRM
GM
	

	17/09/2017
	Selecting suitable candidates and placing them in their work places
	GM
	

	18/09/2017
	Giving induction training to newly recruited employees 
	HRM
GM
	



Prepared by: ……………….                                                                                      Approved by: Sign: ……
                       ………………                                                                                           Name……………………..
                          ………………                                                                                        Title: …………………………..



HOD= HEAD OF DEPARTMENT
HRM = HUMAN RESOURCE MANAGER
MD=MANAGING DIRECTOR



A PROGRAMME FOR CONDUCTING INTERVIEWS FOR JOB APPLICATIONS IN JUMA AND SONS HOTEL
	JUMA AND SONS BUS TRANSPORTERSVBS

P.O BOX 200, KAMPALA
TEL: 0708463721
PRROGAMME FOR CONDUCTING INTERVIEWS
	DATE
	TIME
	ACTIVITY
	PERSON IN CHARGE
	REMARKS

	28/09/2017
	2:00 pm
	Identifying and forming interview panels
	HRM
	

	
	4:00pm
	Organizing interview rooms
	Receptionist 
	

	30/09/2017
	8:00am
	Arriving of the shortest listed candidates
	Public relations officer
	

	
	9:00am
	Registering applicants
	Receptionist
	

	
	10:00am
	Starting the interviews
	HOD
GM
HRM
	

	1/10/2017
	8:00am
	Analyzing interview results
	
	

	
	1:00pm
	Contacting referees
	HRM
GM
	

	2/10/2017
	8:00am
	Communication to successful candidates in pick their appointment letters
	HRM
	



Prepared by: ……………….                                                                                      Approved by: Sign: ……
                       ………………                                                                                           Name……………………..
                          ………………                                                                                        Title: …………………………..



HOD= HEAD OF DEPARTMENT
HRM = HUMAN RESOURCE MANAGER
MD=MANAGING DIRECTOR
GM=GENERAL MANAGER

INDUCTION PROGRAMME / ORENTATION PROGRAMME FOR CONDUCTING INTERVIEWS
	JUMA AND SONS BUS TRANSPORTERSVBS

P.O BOX 200, KAMPALA
TEL: 0708463721
INDUCTION PRROGAMME FOR CONDUCTING INTERVIEWS
	DATE
	ACTIVITY
	PERSON IN CHARGE
	REMARKS

	08/09/2017
	Receiving and welcoming new workers and receiving their personal data
	HRM
	

	09/09/2017
	Introducing the new employees, giving a brief history and general information about the business with tour of the business premises
	HOD
HRM
	

	10/09/2017
	Explaining to the new employees the business mission, vision, goals and objects, philosophies, care development opportunities
	MD
HOD
	

	11/09/2017
	Issuing written terms and conditions of employment and the new workers are guided through them and they sing to comply them.
	MD
HOD
	

	12/09/2017
	Giving new workers information on worker-employee relations i.e. trade unions membership, communication procedure.
	MD
	

	13/09/2017
	Explain, dress code, smoking, handling disputes, health hazards, safety measures, welfare and allowances
	HOD
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TRAINING PROGAMME FOR ONE DAY
	JUMA AND SONS BUS TRANSPORTERSVBS

P.O BOX 200, KAMPALA
TEL: 0708463721
Email:
A TRAINING AND SENSETIZATION PROGRAMME
	DATE
	TIME
	ACTIVITY
	PERSON IN CHARGE
	REMARKS

	08/06/2017

	8:00AM
	Preparing the venue
	Receptionist 
	

	
	9:00AM
	Registering and assembling of participants
	HRM
	

	
	9:30PM
	Singing of the anthems and saying prayers
	Mobiliser
	

	
	10:00AM
	Giving opening and welcoming remarks
	Quality controller
	

	
	10:30AM
	Introduction of participants
	All participants
	

	
	
	Presentation and demonstration by facilitators and discussions and then reactions
	Facilitators
	

	
	11:30AM
	Tea break
	All participants
	

	
	12:05PM
	Field trip and practical Application of the skills by the trainees/participants
	All trainees
	

	
	2:00PM
	Awarding of certificates
	MOD
	

	
	2:00PM
	Closing remarks, closing prayer and anthems 
	Participants and Facilitators
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HOD= HEAD OF DEPARTMENT
HRM = HUMAN RESOURCE MANAGER
MD=MANAGING DIRECTOR

LAUNCH PROGRAMME FOR PURE MINERAL WATER

	JUMA AND SONS BUS TRANSPORTERSVBS

P.O BOX 200, KAMPALA
TEL: 0708463721
Email:
LAUNCH PROGRAMME FOR PURE MINERAL WATER
DATE: 8th July 2017
TIME: 1:00-7:00pm
DAY: Saturday 
VENUE: Factory premises
	TIME
	ACTIVITY
	PERSON IN CHARGE
	REMARKS

	1:00PM-2:00PM
	Installing musical instruments and organizing the venue
	Chief organizer 
	

	2:00PM-2:30PM
	Welcoming people to the launch and giving open remarks
	Mater of ceremony 
	

	2:30PM -3:00PM
	Leading in the prayer, anthems and introducing the different visitors.
	Master of ceremony
	

	3:00AM-3:30PM
	Introducing the products dealt into the people and displaying them
	Master of ceremony
	

	3:30PM-3:45PM
	Music interlude
	Sales Manager
	

	3:45PM-4:10PM
	Allowing people to ask questions 
	Music DJ
	

	4:10PM-4:40PM
	Organizing prizes for winning raffles and giving free gifts to people 
	Sales Manager
	

	4:40PM-5:00PM
	Selling sample products to the people on a discount
	Sales Manager
	

	5:00PM-5:20PM
	Music interlude
	Music DJ
	

	5:30PM-5:50PM
	Speeches by board members and distinguished quest
	Master of ceremony
	

	5:55PM-6:20PM
	Serving snacks and drinks to people
	Welfare staff
	

	6:20-6:40PM
	Music and closure
	Master of ceremony
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	JUMA AND SONS BUS TRANSPORTERSVBS

P.O BOX 200, KAMPALA
TEL: 0708463721
CREDIT RECOVERY PROGRAMME
	DATE
	ACTIVITY
	PERSON IN CHARGE
	REMARKS

	21st – 24th July 2017
	Identifying all the credit customers and collecting all records of debtors
	Financial controller
	

	25th – 26th July 2017
	Arranging the debtors’ records according to credit period and assessment and allocation of responsible person to credit customers.
	Financial controller
	

	27th – 28th July 2017
	Preparing and dispatching debt reminders to debtors or calling the debtors on phone
	Financial controller
	

	29th – 30th July 2017
	Collecting payments and updating debtors records
	General manager
	

	1th – 4nd July 2017
	Issuing statements of Accounts
	Financial controller
	

	5th – 7th July 2017
	Compiling and publishing defaulters and giving them final date to clear
	Financial controller
	

	8th – 10th July 2017
	Taking legal action on defaulters e.g auctioning collateral security and factory debtors
	Company secretary/ lawyer
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CREDIT RECOVERY PROGRAMME FOR JUMA AND SONS BUSINESS
HOD= HEAD OF DEPARTMENT
HRM = HUMAN RESOURCE MANAGER
MD=MANAGING DIRECTOR


PROGRAMME FOR OBTAINING A LOAN TO INVEST IN JUMA AND SONS BUSINESS
	JUMA AND SONS BUS TRANSPORTERSVBS

P.O BOX 200, KAMPALA
TEL: 0708463721
PROGRAMME FOR OBTAINING A LOAN
	DATE
	ACTIVITY
	PERSON IN CHARGE
	REMARKS

	08/09/2017
	Identifying the reason for obtaining the loan
	Financial controller
	

	09/09/2017
	Developing a plan to show how the business will be financed and the possible funding sources 
	Financial controller and 
GM
	

	10/09/2017
	Identifying and approaching the preferred financiers
	Financial controller
	

	11/09/2017
	Obtaining terms and conditions for the loan
	Financial controller
	

	12/09/2017
	Comparing the loan terms and conditions with those of other financiers
	Financial controller
	

	13/09/2017
	Checking the business plan to establish the implication of the loan to the business
	Financial controller
	

	14– 15/09/2017
	Starting discussion with the chosen financiers.
	Financial controller
	

	16 /09/2017
	Obtaining the loan and using if for the intended purposes and accordingly
	Financial controller
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GM= GENERAL MANAGER
HRM = HUMAN RESOURCE MANAGER
MD=MANAGING DIRECTOR
A DAY’S PROGRAMME TO PROMOTE JUMA AND SONS BUSINESS 
	JUMA AND SONS BUS TRANSPORTERSVBS

P.O BOX 200, KAMPALA
TEL: 0708463721
Email:
POMOTIONAL PROGRAMME
DATE:25/11/2017                                                                                               TIME: 12:00PM-6:00PM

DAY : MONDAY                                                                                                   VENUE: MAIN HALL

	DATE
	TIME
	ACTIVITY
	PERSON IN CHARGE
	REMARKS

	25/11/2017

	12:00PM
	Arrival of the business promotion team, invited guests and registration of the participants
	MARK. L
	

	
	12:00 – 1:00PM
	Prayer, singing of the national anthem and any other relevant anthem
	ALI. M
	

	
	1:00PM
	Welcoming the invited guests, general public and introduction of the honey promotion team and the management 
	PEACE. A
	

	
	2:00PM

	Show casing, promotional music, drama and films organizing prize winning raffles, giving out product samples of honey
	MARK. L
	

	
	
	The marketing manager makes a speech about the business and honey being promoted.
	PETER.K
	

	
	6:00pm
	Closure and music
	MARK. L
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HOD= HEAD OF DEPARTMENT
HRM = HUMAN RESOURCE MANAGER
BELOW IS A PRE-OPERATIONAL BUDGET FOR A FRUIT PROCESSING FIRM
	JUMA AND SONS FRUIT PROCESSING FIRM
P.O BOX 200,
0700675500
Email: kabstphen@gmail.com
PRE-OPERATING BUDGET FOR SHS.
	NO.
	ITEMS
	UNIT COST (SHS)
	TOATL COST (SHS)

	1
2

3
4
5
6

7
	Installation of machinery
Installation of utilities i.e water
Acquisition of more land
Operational license cost
Market Research costs
Labour recruitment and training costs
Advertising expenses
	
	XXXXX
XXXXX
XXXXX
XXXXX
XXXXX
XXXXX

XXXXX

	
	TOTAL
	
	XXXXX










POSSIBLE QUESTIONS ON DOCUMENTS 
1. You operate a stationary shop that also offers a variety of secretarial services.
a) Write a letter inviting a technician to service the office machines. 
b) Design a programme for servicing the office machines. 
c) Prepare a credit note for a customer who was overcharged by Shs200,000.
d) Develop guidelines for proper handling of business machines. 

2. You plan to establish a decoration business worth Shs7,850,000 using your personal savings.
a) Prepare a pre-operating budget for your business. 
b)  develop an organizational plan for the business 
c) Draft guidelines for maintaining a competitive advantage for your business.
d) Design a customer satisfaction survey tool for use in your business.

3. You are operating a project that deals in processing and packaging of fruit juice.
a) Draft a questionnaire for  use in carrying out market research for your project
b)   Prepare a production plan for your project.
c) Design a brand label to be placed on your packaging materials
d) Write a quotation to a customer who has picked interest in your product.

4. You have taken over a bakery whose sales have started declining due to poor marketing strategies.
a) Write an appointment letter for the newly recruited manager 
b) Prepare a marketing flow chart for the business
c) Develop policy guidelines for the enhancing creative ability in your business.
d) Draft a daily distribution schedule for your products.

5. You operate a transport company whose vehicles move to different parts of the country.
a) Draw a daily travel schedule for the company vehicles.
b) Design a bus ticket for the company
c) Develop guidelines for your employees to observe for proper handling of company y vehicles.
d) Prepare a purchase order for new vehicle.

6. You plan to operate a poultry project during your senior six vacation 
a) Prepare a general description of the project
b) Write quality  control measures to be put in place by the project
c) Prepare a marketing plan for the project.
d) Prepare a purchase order for the project inputs to be issued to the supplier.

7. You are employed as a human resource manager of the business that deals in the manufacturing of snacks.
a) Write a recruitment programme for new employees.
b) Prepare a job description for purchases manager
c) Write a memo to the production manager informing him about customer’s complaints on decreasing in quality of products.
d) State any six principles of communication applied in your business.

8. You intend to start a poultry project in your locality.
a) Write a letter to the bank manager of stanbic bank requesting for a loan of Shs2,000,000
b) Using the reducing balance method, prepare a loan repayment schedule for Shs20,000,000 payable in your years with 5% interests rate in four equal installments.
c) Write a termination letter to the office messenger for disrespecting authority.
d) Draft policy guidelines for handling difficult customers in your business.

9. You work with a Bakery project that has successful kicked off.
a) Write a notice to all heads of departments inviting them for a meeting.
b) Prepare a monthly payroll for the employees
c) Explain any seven ways of motivating employees in the project
d) Write a job specification for secretary.

10. You plan to start a business based on the environment in your locality
a) What factors will you consider when formulating your business idea.
b) Describe the personal entrepreneurship skills you will use to make your business successful.
c) State the social concerns you will meet
d) Explain the aspects you will address in your business implementation planning.

11. You plan to establish a restaurant of your choice.
a) Prepare a production plan for your business.
b) As the project planner, prepare an implementation plan to be authorized by the project director.
c) Write the agenda to be followed during a meeting to be conducted on a given date.
d) State any three objectives of the business.

12. You are employed as the senior accountant/marketing manager of a business.
a) Prepare a loan repayment schedule for Shs30,000,000 acquired from centenary bank be paid in 6 years in equal installments with 10% interest rate p.a using declining balance method.
b) Prepare a monthly payroll for the employees of the business
c) Write a marketing plan for the business
d) Draft a programme to be followed during the launch of your business.  

13. You have started a money lending SACCO in your local community.
a) Develop terms and conditions to govern loans
b) Prepare a CASH DEPOSIT SLIP  to be used by the SACCO
c) Design a cheque leaf to be used by customers to effect payments.
d) Write a letter to your area member of parliament inviting him as guest of honour for the SACCO launch.

14. You are attached to a wholesale business dealing in number commodities.
a) Prepare a letter of inquiry to be used to your suppliers.
b) Write an invoice for goods supplied to customer
c) Your purchase manager has been dismissed over issues of being dishonest. Prepare a notice to be put in News Papers to inform the public about his dismissal. 
d) Prepare a purchase order for goods. 

15. You are operating a fruit processing business which is experiencing decline in sates. You would like to recruit an experienced sales manager and carry out a market survey aimed at increasing sales.
a) Formulate a market survey guide.(06 marks)
b) Present a production plan for your business.(07 marks)
c) Propose guidelines for ensuring production of high quality goods.(07 marks)
d) Give a job description for the post of a sales manager.(05 marks)

16. Your grain milling plant has got a contract to supply maize flour to a secondary school.
a) Develop the term and conditions to be included in the contract. (07 marks)
b) Prepare a credit note for the customers who were over invoiced. (05 marks)
c) Design a work schedule for your employees. (06 marks)
d) Write a termination letter to an incompetent employ. (07 marks)



17. You and other four friends have each contributed Shs. 5,000,000 to start a soda processing factory.
a) Present a financial plan for your project. (08 marks)
b) Develop guide lines for selecting machinery for the factory. (06 marks)
c) Design an invoice to be issued to credit customers. (05 marks)
d) Formulate a policy to be followed to minimize the cost of production. (06marks)

18. You are a shareholder in a company selling fruits.
a) Design a certificate to be issued to the shareholders.
b) Write a letter inviting the shareholders to an annual general meeting. 
c) Draw an organizational chart for the company. 
d) Write the company profile. 

19. You acquired a loan worth Shs 60,000,000 for establishing a new metal workshop project. The loan is payable in six equal installments at a monthly interest of 2% on reducing balance method.
a) Design a loan repayment schedule. 
b) Develop a week ‘s schedule for your employees.
c) Formulate guidelines for proper loan management
d) Prepare an induction programme for the new employees.

20. You own a large bookshop in the Centre of your town.
a) Design a time sheet to be used in your business. 
b) Draw a programme for preparing for negotiation. 
c) Prepare policy guide lines for improving the innovation levels of the employees. 
d) Write a cheque of Shs. 2,000,000(two millions) to one of the credit suppliers of text books. 

21. You obtained funds worth Shs.60,000,000 to establish a socco enterprises dealing in tree planting. The business also aims at gender partnership.
a) Prepare a budget of the project. 
b) Design a programme for becoming a social entrepreneur. 
c) Develop GEPIC structure for advocacy to promote your mission. 
d) Formulate policy guidelines for enhancing gender partnership business.

22. You are operating a project that deals in the processing and packaging of fruit juice.
a) Draft a questionnaire for use in carrying out market research for your business.
b) Prepare a production plan for your project
c) Design a brand label to be placed on your packaging materials.
d) Write a quotation to a customer who picked interest in your products.



23. You are taken over a bakery whose sales have started declining due to poor marketing strategies. 
a) Write an appointment letter for the newly recruited manager.
b) Prepare a marketing flow chart for the business.
c) Develop policy guidelines for enhancing creative ability in your business.
d) Draft a daily distribution schedule for your products.

24. You plan to start a money lending project in your home area.
a) Write a letter to the District Trade Licencing Authority fo permission to register your business. 
b) Prepare a report about the operation of the business that you will read at the launch of the project. 
c) Draw a programme for the launch of your project. 
d) Design a sign post for your business. 

25. You plan to establish a groundnuts milling project during your senior six vacations.
a) Identify the pre-operating expenses for your project. 
b) You intend to use Shs2, 000,000 for production of your products. Prepare the projected production cost statement.
c) Prepare guidelines which will use to select a supplier of raw materials for the project. 
d) Formulate rules for minimizing production costs of the project. 

26. Your fish farming business has expanded and you plan to recruit more employees.
a) Identify the sources of recruitment for your employees. 
b) Prepare an induction programme for the new employees. 
c) Design a policy for the remuneration structure of your employees. 
d) Draft strategies for retention of the employees. 

27. You have established a business dealing in farm machinery and equipment many framers have approached you to purchase the item on credit.
a) Design a client information form to be filled by framers who want to purchase items on credit. 
b) Write the terms and conditions to be included in the credit purchase agreement. 
c) Prepare a price current for a customer who is inquiring about your products. 
d) Daft a debtor’s payment voucher. 

28. You have started a money-lending SACCO in your community.
a) Draft the right and duties of SACCO members. (06 marks)
b) Develop the SACCO lending terms and conditions. (06 marks)
c) Prepare a loan repayment schedule for a customer ho has borrowed Shs4,000,000 for five years to be paid in equal installments  at an interest rate of 5% per month.
d) Design a cash withdraw form to be used by the SACCO. (05 marks)

29. Your grain milling plant has got a contract to supply maize flour to a secondary school.
1. Develop the term and conditions to be included in the contract. (07 marks)
1. Prepare a credit note for the customers who was over invoiced. (05 marks)
1. Design a work schedule for your employees. (06 marks)
1. Write a termination letter to an incompetent employ.

30. You acquired a loan worth Shs 60,000,000 for establishing a new metal workshop project. The loan is payable in six equal installments at a monthly interest of 2% on reducing balance method.
1. Design a loan repayment schedule. (08 marks)
1. Develop a week‘s schedule for your employees.(05 marks)
1. Formulate guidelines for proper loan management. (05 marks)
1. Prepare an induction programme for the new employees.(07 marks)

31. You and other four friends have each contributed Shs. 5,000,000 to start a juice processing factory.
a) Present a financial plan for your project. 
b) Develop guide lines for selecting machinery for the factory. 
c) Design an invoice to be issued to credit customers. 
d) Formulate a policy to be followed to minimize the cost of production. 

32.      You are the Human Resource Manager Of Life Bakery Limited. You have identified the need to train the workers for increased output at minimum costs.
a) Write a notice inviting all the workers to a two day training workshop. (05 marks)
b) Prepare a one week training programme for the workers. (07 marks)
c) Develop guidelines to be followed to minimize costs of production.(06 marks)
d) Prepare a marketing plan for your business products. (07 marks) 

33.  You intend to start a restaurant business in your home district.
a) State the vision for your business. (02 mark)
b) Give four goals of your business. (05 marks)
c) Prepare a Financial plan for your business (10 marks)
d) Prepare safety guidelines to be followed by your employees. (08 marks)



34. You intend to start a poultry project in your locality.
a) Write a letter to the bank manager of Crane bank requesting for a loan of Shs5,000,000. (08 marks)
b) Write a memo to the production manager informing him about customer’s complaints on decreasing in quality of products. (06 marks)
c) Prepare a sign post to be used by your project. (05 marks)
d) State any six principles of communication applied in your project. (06 marks)

35. You work with a Bakery project that has successful kicked off.
a) Write a notice to all heads of departments inviting them for a meeting. 
b) Write the agenda to be followed during a meeting to be conducted on a given date. 
c) Write a termination letter to the office messenger for disrespecting authority. 
d) Explain any seven ways of motivating employees in the project. 

36. Your grain milling plant has got a contract to supply maize flour to a secondary school.
a) Develop the term and conditions to be included in the contract. 
b) Prepare a credit note for the customers who was over invoiced. 
c) Design a work schedule for your employees. 
d) Write a termination letter to an incompetent employ. 

37. You acquired a loan worth Shs 60,000,000 for establishing a new metal workshop project. The loan is payable in six equal installments at a monthly interest of 2% on reducing balance method.
a) Design a loan repayment schedule. 
b) Develop a week‘s schedule for your employees.
c) Formulate guidelines for proper loan management. 
d) Prepare an induction programme for the new employees.

38. You and other four friends have each contributed Shs. 5,000,000 to start a juice processing factory.
a) Present a financial plan for your project. 
b) Develop guide lines for selecting machinery for the factory. 
c) Design an invoice to be issued to credit customers. 
d) Formulate a policy to be followed to minimize the cost of production. 

39. You are attached to a wholesale business dealing in number commodities.
a) Prepare a letter of inquiry to be used to your suppliers.
b) Write an invoice for goods supplied to customer
c) Your purchase manager has been dismissed over issues of being dishonest. Prepare a notice to be put in News Papers to inform the public about his dismissal. 
d) Prepare a purchase order for goods. 

40. You have started a money lending SACCO in your local community.
a) Develop terms and conditions to govern loans
b) Prepare a CASH DEPOSIT SLIP  to be used by the SACCO
c) Design a cheque leaf to be used by customers to effect payments.
d) Write a letter to your area member of parliament inviting him as guest of honour for the SACCO launch.

41. you are an entrepreneur dealing in commercial farming specializing in fruit growing. Due to lower prices of your produce and other challenges, you decide to setup a factory to your produce into finished products.
1. Prepare a pre-operational budget for your business.
1. What measures have employed in order to capture a good market share.
1. Present a programme for recruiting workers for your business.
1. Prepare a sign post for your business.

42. You and other friends losing in the recently concluded elections as a District councilors, have decided to form a partnership business under the “lossers with Hope”. The business will produce  re-useable sanitary pads.
1. Draft a working agreement that govern your relationship while in business.
1. Write a letter to the community development 0fficer of your area informing him of this development.
1. Prepare a marketing plan you will use in your business.
1. Design a label you  will put on your sanitary pads.

43. You are a fresh graduate from a university and you have just got a job Human resource Manager in a company which is experiencing low returns on investments and this company is dealing in production of food supplements.
1. Prepare a market survey guide you g0oing to use to get data from the field concerning your company’s products. 
1. Develop the marketing strategies you are going to use in order to recapture bits old customers and acquire new customers.
1. Explain how your are going to motivate your workers in order for them to have the company at heart.
1. Give the guidelines to be followed by your workers in order to produce products of high quality.



44. You have started a social enterprise in your community aimed at improving economics welfare of the people living in the community.
1. Identify (i) social
               (ii) Economics
Objects of your enterprise.
1. Perform a root cause analysis on any one social problem facing the community.
1. Place a radio announcement on any of the community radio operating in your community informing them of the meeting intended to address the social problem identified in b) above.
1. Prepare an Agenda for the meeting.

45. Your community is faced with the problem of poor rubbish disposal and you have formed a social enterprise aimed at solving the social problem.
a) List down any four contents you will include in your social problem.
b) Develop the root cause analysis for the identified social problem.
c) Prepare the GEPIC structure of advocacy for the enterprise.
d) Present the theory of changes for the enterprise. 

46.  You are operating a business dealing with the sale and distribution of general merchandise.
a) Give any two threats and three strength of your business.
b) Write an advert for the post of a public relations officer for the enterprise.
c) Present an invoice to a customer who took goods worth Shs.4,000,000.
d) Draft an appointment letter to the newly recruited worker of the enterprise.

47. You are owning a farm whose tractors are constantly breaking down due to too much work and you are planning to sell off some.
a) Develop the terms of sale to be observed.
b) Write a bid notice for the supply of a new tractor.
c) Prepare a service schedule for the newly acquired tractor.
d) Develop the human resource plan for the business.

48. Having completed senior six, plans to form a company using the money you got from your school business club as starting capital to start producing and supplying liquid soap.
a) Develop a work order form you will use in the business
b) Prepare a share certificate to one of the shareholders in the company
c) Write a cheque worth Shs.5,000,000 to pay C.K quality chemicals for the raw materials supplied.
d) State any five factors you will consider when selecting the channel of distribution of your products.

