
TEST/TOETS 2                     MEMO                                  GRADE/GRAAD 10 

BUSNESS INFORMATION/SAKE-INLIGTING  

Note the instructions on marking:  memo test 1/ 

Let op die instruksies vir merk: memo toets 1  

 

1.1  Explain FIVE factors that must be considered when designing a presentation.       

       Verduidelik VYF faktore wat in ag geneem moet word by die ontwerp van  

       ‘n  aanbieding.                                                                                                       

- Know your audience.√√  

- Presentation should include an introduction, body and conclusion.√√  

- State the aims of the presentation in your introduction.√√  

- Outline the most important information first.√√  

- Use visual aids/tables/graphs/charts/diagrams/pictures effectively.√√ 

- Use suitable section titles/headings, sub-headings and bullets.√√ 

- Summarise key findings/Conclude by indicating how goals were met.√√ 

- Consider external factors, e.g. noisy surroundings, which may influence the 
presentation.√√ 

- Keep to the time limit to prevent boredom.√√ 

- Be well prepared/Research the topic in depth   

- Allow time for feedback/questions.√√  

- Speak clearly and audibly.√√  

- Keep eye-contact with the audience.√√  

                                                                   Note:  Mark the first FIVE only     Max  (10) 

 (ANTWOORD IN AFRIKAANS OP BL 4 VAN NOTAS: VOORLEGGING VAN 

  SAKE-INLIGTING)  

     

1.2  Outline factors that Hope has to consider when preparing for her verbal 

       presentation.                                                                            

       Omskryf kortliks die faktore wat Hope in ag moet neem tydens die 

       Voorbereiding van haar mondelinge aanbieding.      

 

- Write down the purpose√ and objectives of the presentation.√  

- Capture main aims in the opening statement√ of the presentation. √  

- Information presented should be√ relevant and accurate. √  

- Prepare a rough draft of the presentation√ with a logical structure that includes an 
introduction, body and conclusion. √  

- Consider the people in your audience√. Know them, e.g. language, √  

- Your presentation must have an introduction√ a body and a conclusion.√  

- Create visual aids√ to get the points correct.√  

- Practise the presentation√ or rehearse and time yourself.√  

- Rehearse in front of someone for their opinion√ to fulfil the objective and purpose.√  

- In the conclusion, summarise the key facts √ and how they relate to the 
objectives/show that all aspects have been addressed. √  

- Visit the venue√ and ensure you use visual aids appropriate for the room.√  

           Max  (12)  

  (ANTWOORD IN AFRIKAANS OP BL 4 VAN NOTAS: VOORLEGGING VAN 

  SAKE-INLIGTING)                                                       



1.3  Hope is going to use support material to enhance her presentation.  

       Explain the  purpose of  audio-visual aids.                                                                                    

       Hope gaan van ondersteuningsmateriaal gebruik om haar aanbieding te 

       verbeter.  Verduidelik die doel  van oudiovisuele hulpmiddels.     

 

- To enhance a presentation√√ 
- To create excitement√√ 
- To engage the audience√√ 

     -    To help the audience to remember the presentation√√                                      (  8) 

 

  (ANTWOORD IN AFRIKAANS OP BL 4 VAN NOTAS: VOORLEGGING VAN 

  SAKE-INLIGTING)  

     

                  (30) 

          

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


