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Business

In this document | am sharing my knowledge on what a business is, and activities that take place in a
business, and what makes a business.

Readers are encouraged to conduct independent research using reliable sources such as books, academic materials
and reputable online resources. Additionally, enrolling in a business and entrepreneurship course can provide
structured learning, practical insights, and a deeper understanding of business concepts, strategies, and real-world

applications.

In addition to sharing knowledge, this document also showcases my Microsoft Word skills, including
proper formatting, decoration of the document, document structuring, and the preparation of formal,
professional documentation.

I may have chosen to live some information out, to avoid making this document too long.

All information on this document, the structuring of this document and the design, is all prepared by
myself.

Please note:

The logo on my documents is used solely for decorative or illustrative purposes and is not intended for
commercial, branding, or official representation. All rights to the logo remain with its rightful owner, and
its inclusion does not confer any legal rights, obligations, or claims on my part.

Brian Malinga
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Business

A business is any activity where goods or services are produced or sold to meet people’s needs and to
make a profit. Businesses can be small like a shop or large like many national and international corporate
companies.

Business meetings

Business meetings are organized discussions where employees or managers plan, share information,
make decisions, or solve problems.

Business plan, elevator pitch

Business Plan

A business plan is a written document that explains a business idea, the business’s goals, products or
services, target market, and financial plans. It helps guide the business and is often used to attract
investors or loans.

Elevator Pitch

An elevator pitch is a short and persuasive speech that explains a business idea in a clear and interesting
way. It usually lasts 30—60 seconds, just long enough to spark interest.

Funds

Funds are the money or financial resources used to start, operate, or grow a business. They may come
from personal savings, loans, investors, or profits generated by the business.

A well-prepared business plan can help in securing these funds by demonstrating the viability of the

business, outlining potential returns on investment, and providing a clear strategy for growth and
sustainability.

Business Registration

Business registration is the legal process of officially registering a business with government authorities so
it can operate lawfully.
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Company

A company is a formal type of business that is registered by law. It is treated as a separate legal entity
from its owners, meaning the company can own property, borrow money, and be responsible for its own
debts.

Company public Image

A company’s public image is how customers and the public perceive the business. It is shaped by product
quality, customer service, advertising, and how the company behaves in society.

Social media, online presence

A company’s online presence includes its activity on social media, websites, and online platforms. It helps
businesses reach customers, promote products, and communicate quickly.

Branding, rebranding

Branding is the process of creating a unique identity for a business. It includes the business name, logo,
colors, values, and how the company communicates with customers. Good branding helps customers
recognize and trust the business.

Rebranding is the process of changing a company’s brand identity. This may include a new name, logo,
design, or message to improve the company’s image or attract a new market.

Company Logo

A logo is a visual symbol or design that represents a business and helps customers easily identify the
company. It is an important part of branding because it creates recognition and reinforces the business’s
identity.

People identify a business through its name, logo, and overall visual appearance, so the name should
complement the company’s values and the products or services it offers. The colors used in the logo
should be chosen with purpose, as they influence perception and emotions, helping to communicate the
brand’s message clearly and effectively.
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Company Vision and mission

The vision explains what a company hopes to achieve in the future.
The mission explains the company’s purpose, what it does, and how it serves its customers.

Company Policies

Company policies are written rules and guidelines that explain how employees should behave and how
the business operates. They help ensure fairness, consistency, and professionalism.

Company Disclaimer

A company disclaimer is a statement that limits the business’s legal responsibility. It informs customers
about risks, limitations, or terms related to products or services.

Physical facilities, online business

Physical facilities are the buildings and spaces a business uses, such as offices or shops.
An online business operates mainly through the internet, selling products or services digitally.

Business Expansion, upscaling

Business expansion (or upscaling) is the process of growing a business by increasing production, opening
new locations, or offering more products or services to reach more customers and increase profits.

Branching

Branching is when a business opens new branches or outlets in different locations to reach more
customers and grow its market presence.

Partnership

A partnership is a business owned by two or more people who agree to work together. They share the
profits, losses, and decision-making responsibilities according to their agreement.
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Entrepreneur
An entrepreneur is a person who identifies a business opportunity and starts a new business.

Entrepreneurs take financial risks, make decisions, and organize resources in order to grow the business
and make a profit.

CEO, board members

The CEO is the top executive in a company. They are responsible for making major decisions and
managing the overall direction of the business.

Board members are a group of people who help oversee and guide a company. They make important
decisions, set policies, and ensure the company is well managed.

Employee

An employee is a person who works for a business or organization under an employment agreement.
Employees are paid wages or salaries and perform specific duties assigned by the employer.

Team

A team is a group of people who work together toward a common goal. In a business, team members
combine different skills and responsibilities to help the organization succeed.

Team work

Teamwork is when people work together, share responsibilities, and support each other to achieve a
common goal in a business.

e Saves time

When tasks are shared among team members, work is completed faster because many things are done at
the same time.

e More ideas
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Working in a team brings different opinions and creativity, which leads to better ideas and problem-
solving.

o Delegation

Delegation is the process of assigning tasks to the right people based on their skills, instead of one person
doing everything.

e Tasks shared

In teamwork, tasks are divided among members so that everyone has a clear role and responsibility.

e Work load broken down

Large tasks are split into smaller, manageable parts, making the work easier and less stressful.

e  Skill that complement each other

Team members have different strengths and abilities that work well together, improving overall
performance.

e Guaranteed results

Teamwork increases the chances of success because tasks are done efficiently and checked by more than
one person.

e Guaranteed consistency

Teams follow set procedures and standards, which helps produce consistent results over time.

o Reliability

A team is reliable because members can depend on one another to complete tasks on time and correctly.

e Quality and quantity

Teamwork improves quality by allowing careful checking of work and increases quantity by completing
more work in less time.
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e Fast growth

Businesses grow faster when teams work efficiently, allowing them to expand services, customers, and
profits.

e Trust between company and customer

When a team delivers good service consistently, customers develop trust in the company.

e Relationship between customer and company

Good teamwork leads to better customer service, creating strong and long-lasting relationships between
the business and its customers.

Business assistant

A business assistant is a person who supports business operations by handling tasks such as scheduling,
communication, record-keeping, and administrative work.

Business analyst

A business analyst studies a business’s processes and data to identify problems and suggest
improvements. They help businesses become more efficient and make better decisions.

Accountant
An accountant is a professional who manages and records a company’s financial activities. They prepare

financial reports, manage budgets, track expenses, and help ensure the business follows financial laws
and regulations.

Practicing Inclusivity

Practicing inclusivity means treating everyone fairly and respectfully, regardless of background. It involves
creating equal opportunities for employees and customers.
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Product, service

A product is a good or service created to meet customer needs or wants. Products can be physical items
(like clothes) or services (like repairs).

A service is a type of product that involves doing something for customers rather than selling a physical
item. Services are provided to meet customer needs and usually involve skills, time, or expertise.

Enovation

Innovation is the process of creating new ideas, products, services, or improving existing ones to stay
competitive and meet customer needs better.

Market

A market is a group of people or businesses that want or need a particular product or service and are
willing to buy it.

Marketing

Marketing involves promoting and advertising products or services to attract customers. It includes
activities such as advertising, branding, market research, and customer engagement.

Selling

Selling is the process of convincing customers to buy a product or service in exchange for money.

Paying Tax

Paying tax is a legal responsibility where businesses give a portion of their income to the government to
support public services.
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In conclusion, some points and just overall closing arguments

A business
A business can start with a small team, but eventually, the number of the business team members may

need to grow as the business expands, it all differs depending on the business type, the increase in
demand, the amount of work-force needed to carry out tasks, and other factors.

Business image

A good public image can attract clients and lead clients to instinctively trust a business, without ever
getting services or buying the company’s products before, and without getting any recommendations.

The condition of the facilities where you conduct your business, where those facilities are located, you

and your team’s public reputation, other companies you may be partnered with, they all influence how
your company may be perceived by the public.

A well-designed logo that is clear, high-quality, and not pixelated helps create a strong first impression
and reflects the professionalism of a business. When choosing colors, it is important to consider how
different colors influence human psychology, emotions, and behavior.

Color choices can affect how customers perceive a brand, evoke specific feelings, and even influence
purchasing decisions, making them a crucial element of effective branding.

Your website colors, flyers, and work clothing should follow a consistent theme.

Maintaining a unified color scheme and design style across all materials helps create a strong brand
identity and makes the business easily recognizable.

A consistent theme also communicates professionalism and builds trust, as customers are more likely to
remember and connect with a brand that presents itself in a clear and cohesive way.

Link:

10| Page



https://www.google.com/search?q=how+colors+affect+us+psychologically&num=10&sca_esv=262b8e8005cfc964&rlz=1C1VDKB_enZA1173ZA1173&biw=1366&bih=645&aic=0&sxsrf=ANbL-n78WMSBIR8cB8LIX6UvJ09talwRGQ%3A1769418066120&ei=Ui13acCDB6aphbIPr9iokAM&oq=how+colors+affect+psycological&gs_lp=Egxnd3Mtd2l6LXNlcnAiHmhvdyBjb2xvcnMgYWZmZWN0IHBzeWNvbG9naWNhbCoCCAAyCBAAGAgYHhgNMgsQABiABBiKBRiGAzILEAAYgAQYigUYhgMyBRAAGO8FMgUQABjvBTIFEAAY7wVIxFxQsiFY6TFwA3gAkAEAmAHHAqAB1QmqAQUyLTEuM7gBAcgBAPgBAZgCBqAC8wfCAg4QABiABBiKBRiGAxiwA8ICCxAAGIkFGKIEGLADwgILEAAYgAQYogQYsAPCAggQABjvBRiwA5gDAIgGAZAGBpIHBTMuMy0zoAe-FrIHAzMtM7gHwwfCBwUyLTIuNMgHRoAIAQ&sclient=gws-wiz-serp
https://www.google.com/search?q=how+colors+affect+us+psychologically&num=10&sca_esv=262b8e8005cfc964&rlz=1C1VDKB_enZA1173ZA1173&biw=1366&bih=645&aic=0&sxsrf=ANbL-n78WMSBIR8cB8LIX6UvJ09talwRGQ%3A1769418066120&ei=Ui13acCDB6aphbIPr9iokAM&oq=how+colors+affect+psycological&gs_lp=Egxnd3Mtd2l6LXNlcnAiHmhvdyBjb2xvcnMgYWZmZWN0IHBzeWNvbG9naWNhbCoCCAAyCBAAGAgYHhgNMgsQABiABBiKBRiGAzILEAAYgAQYigUYhgMyBRAAGO8FMgUQABjvBTIFEAAY7wVIxFxQsiFY6TFwA3gAkAEAmAHHAqAB1QmqAQUyLTEuM7gBAcgBAPgBAZgCBqAC8wfCAg4QABiABBiKBRiGAxiwA8ICCxAAGIkFGKIEGLADwgILEAAYgAQYogQYsAPCAggQABjvBRiwA5gDAIgGAZAGBpIHBTMuMy0zoAe-FrIHAzMtM7gHwwfCBwUyLTIuNMgHRoAIAQ&sclient=gws-wiz-serp
https://www.google.com/search?q=how+colors+affect+us+psychologically&num=10&sca_esv=262b8e8005cfc964&rlz=1C1VDKB_enZA1173ZA1173&biw=1366&bih=645&aic=0&sxsrf=ANbL-n78WMSBIR8cB8LIX6UvJ09talwRGQ%3A1769418066120&ei=Ui13acCDB6aphbIPr9iokAM&oq=how+colors+affect+psycological&gs_lp=Egxnd3Mtd2l6LXNlcnAiHmhvdyBjb2xvcnMgYWZmZWN0IHBzeWNvbG9naWNhbCoCCAAyCBAAGAgYHhgNMgsQABiABBiKBRiGAzILEAAYgAQYigUYhgMyBRAAGO8FMgUQABjvBTIFEAAY7wVIxFxQsiFY6TFwA3gAkAEAmAHHAqAB1QmqAQUyLTEuM7gBAcgBAPgBAZgCBqAC8wfCAg4QABiABBiKBRiGAxiwA8ICCxAAGIkFGKIEGLADwgILEAAYgAQYogQYsAPCAggQABjvBRiwA5gDAIgGAZAGBpIHBTMuMy0zoAe-FrIHAzMtM7gHwwfCBwUyLTIuNMgHRoAIAQ&sclient=gws-wiz-serp
https://www.google.com/search?q=how+colors+affect+us+psychologically&num=10&sca_esv=262b8e8005cfc964&rlz=1C1VDKB_enZA1173ZA1173&biw=1366&bih=645&aic=0&sxsrf=ANbL-n78WMSBIR8cB8LIX6UvJ09talwRGQ%3A1769418066120&ei=Ui13acCDB6aphbIPr9iokAM&oq=how+colors+affect+psycological&gs_lp=Egxnd3Mtd2l6LXNlcnAiHmhvdyBjb2xvcnMgYWZmZWN0IHBzeWNvbG9naWNhbCoCCAAyCBAAGAgYHhgNMgsQABiABBiKBRiGAzILEAAYgAQYigUYhgMyBRAAGO8FMgUQABjvBTIFEAAY7wVIxFxQsiFY6TFwA3gAkAEAmAHHAqAB1QmqAQUyLTEuM7gBAcgBAPgBAZgCBqAC8wfCAg4QABiABBiKBRiGAxiwA8ICCxAAGIkFGKIEGLADwgILEAAYgAQYogQYsAPCAggQABjvBRiwA5gDAIgGAZAGBpIHBTMuMy0zoAe-FrIHAzMtM7gHwwfCBwUyLTIuNMgHRoAIAQ&sclient=gws-wiz-serp
https://www.google.com/search?q=how+colors+affect+us+psychologically&num=10&sca_esv=262b8e8005cfc964&rlz=1C1VDKB_enZA1173ZA1173&biw=1366&bih=645&aic=0&sxsrf=ANbL-n78WMSBIR8cB8LIX6UvJ09talwRGQ%3A1769418066120&ei=Ui13acCDB6aphbIPr9iokAM&oq=how+colors+affect+psycological&gs_lp=Egxnd3Mtd2l6LXNlcnAiHmhvdyBjb2xvcnMgYWZmZWN0IHBzeWNvbG9naWNhbCoCCAAyCBAAGAgYHhgNMgsQABiABBiKBRiGAzILEAAYgAQYigUYhgMyBRAAGO8FMgUQABjvBTIFEAAY7wVIxFxQsiFY6TFwA3gAkAEAmAHHAqAB1QmqAQUyLTEuM7gBAcgBAPgBAZgCBqAC8wfCAg4QABiABBiKBRiGAxiwA8ICCxAAGIkFGKIEGLADwgILEAAYgAQYogQYsAPCAggQABjvBRiwA5gDAIgGAZAGBpIHBTMuMy0zoAe-FrIHAzMtM7gHwwfCBwUyLTIuNMgHRoAIAQ&sclient=gws-wiz-serp
https://www.google.com/search?q=how+colors+affect+us+psychologically&num=10&sca_esv=262b8e8005cfc964&rlz=1C1VDKB_enZA1173ZA1173&biw=1366&bih=645&aic=0&sxsrf=ANbL-n78WMSBIR8cB8LIX6UvJ09talwRGQ%3A1769418066120&ei=Ui13acCDB6aphbIPr9iokAM&oq=how+colors+affect+psycological&gs_lp=Egxnd3Mtd2l6LXNlcnAiHmhvdyBjb2xvcnMgYWZmZWN0IHBzeWNvbG9naWNhbCoCCAAyCBAAGAgYHhgNMgsQABiABBiKBRiGAzILEAAYgAQYigUYhgMyBRAAGO8FMgUQABjvBTIFEAAY7wVIxFxQsiFY6TFwA3gAkAEAmAHHAqAB1QmqAQUyLTEuM7gBAcgBAPgBAZgCBqAC8wfCAg4QABiABBiKBRiGAxiwA8ICCxAAGIkFGKIEGLADwgILEAAYgAQYogQYsAPCAggQABjvBRiwA5gDAIgGAZAGBpIHBTMuMy0zoAe-FrIHAzMtM7gHwwfCBwUyLTIuNMgHRoAIAQ&sclient=gws-wiz-serp

Social media and Marketing

The success of a business on social media largely depends on the quality and type of content it produces.
High-quality, professionally edited photos and videos play a crucial role in attracting and retaining
audience attention.

This includes maintaining a well-edited and visually appealing profile photo, which may be a company
logo, an image of business facilities, or a professional brand representation. Consistent, high-quality
visuals help establish credibility, trust, and a strong brand identity.

Social media has become one of the most effective platforms for modern marketing due to its wide reach
and ability to engage target audiences directly. Businesses can promote their products and services
through various digital marketing methods, including:

e YouTube advertisements

e Facebook advertisements

e Twitter advertisements

e TikTok advertising, which is currently one of the most popular and rapidly growing social media
platforms

However, modern consumers generally avoid traditional advertising and do not respond well to being
directly “sold to.” One thing audiences consistently seek and engage with is entertainment.

As a result, modern advertising strategies increasingly focus on content creation rather than direct
promotion. Many businesses now collaborate with influencers to create relatable and engaging content
that resonates with their target market.

Effective advertisements are designed in a way that does not feel like advertising. The content should be
enjoyable, informative, or entertaining, while subtly promoting a product or service. When executed
correctly, viewers remain engaged without immediately realizing they are being marketed to, which
increases the likelihood of interest and conversion.

By adopting creative content strategies and adapting to changing consumer preferences, businesses can
evolve with the times, remain relevant, and maintain a strong connection with the market.

Interacting with clients

As a service provider or business, your use of language, level of proficiency, and professionalism greatly
influence how customers perceive your brand. Clear and respectful communication builds trust and helps
clients understand the value of your services.
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https://www.google.com/search?q=how+colors+affect+us+psychologically&num=10&sca_esv=262b8e8005cfc964&rlz=1C1VDKB_enZA1173ZA1173&biw=1366&bih=645&aic=0&sxsrf=ANbL-n78WMSBIR8cB8LIX6UvJ09talwRGQ%3A1769418066120&ei=Ui13acCDB6aphbIPr9iokAM&oq=how+colors+affect+psycological&gs_lp=Egxnd3Mtd2l6LXNlcnAiHmhvdyBjb2xvcnMgYWZmZWN0IHBzeWNvbG9naWNhbCoCCAAyCBAAGAgYHhgNMgsQABiABBiKBRiGAzILEAAYgAQYigUYhgMyBRAAGO8FMgUQABjvBTIFEAAY7wVIxFxQsiFY6TFwA3gAkAEAmAHHAqAB1QmqAQUyLTEuM7gBAcgBAPgBAZgCBqAC8wfCAg4QABiABBiKBRiGAxiwA8ICCxAAGIkFGKIEGLADwgILEAAYgAQYogQYsAPCAggQABjvBRiwA5gDAIgGAZAGBpIHBTMuMy0zoAe-FrIHAzMtM7gHwwfCBwUyLTIuNMgHRoAIAQ&sclient=gws-wiz-serp
https://www.google.com/search?q=how+colors+affect+us+psychologically&num=10&sca_esv=262b8e8005cfc964&rlz=1C1VDKB_enZA1173ZA1173&biw=1366&bih=645&aic=0&sxsrf=ANbL-n78WMSBIR8cB8LIX6UvJ09talwRGQ%3A1769418066120&ei=Ui13acCDB6aphbIPr9iokAM&oq=how+colors+affect+psycological&gs_lp=Egxnd3Mtd2l6LXNlcnAiHmhvdyBjb2xvcnMgYWZmZWN0IHBzeWNvbG9naWNhbCoCCAAyCBAAGAgYHhgNMgsQABiABBiKBRiGAzILEAAYgAQYigUYhgMyBRAAGO8FMgUQABjvBTIFEAAY7wVIxFxQsiFY6TFwA3gAkAEAmAHHAqAB1QmqAQUyLTEuM7gBAcgBAPgBAZgCBqAC8wfCAg4QABiABBiKBRiGAxiwA8ICCxAAGIkFGKIEGLADwgILEAAYgAQYogQYsAPCAggQABjvBRiwA5gDAIgGAZAGBpIHBTMuMy0zoAe-FrIHAzMtM7gHwwfCBwUyLTIuNMgHRoAIAQ&sclient=gws-wiz-serp

Being energetic and approachable creates a positive experience and makes customers feel welcome and
confident in your abilities. Additionally, good posture and professional body language reflect confidence
and reliability, reinforcing a positive first impression and strengthening customer relationships.

Online, offline business

An online business can build a strong reputation through its website, social media presence, customer
reviews, and online marketing. These platforms allow the business to reach a wide audience beyond a
single location and to establish trust through feedback and consistent online engagement.

On the other hand, a traditional business that operates in physical facilities often has a higher chance of
attracting customers through direct visibility, walk-in traffic, and face-to-face interactions. Customers may
feel more confident buying from a business they can physically visit, see products in person, and speak
directly with staff, which can help build trust and loyalty

Team

Having a team increases the chances of a business being successful, a team that understands the
direction of the company and what the company is trying to achieve, a team that is not just able to
envision the future growth of the company but also has the skill, talent and drive to bring that vision to
fruition

Involving Ai in the business

Involving artificial intelligence (Al) in a business can improve efficiency, accuracy, and decision-making. Al
can be used to automate repetitive tasks, analyze large amounts of data, and provide insights that help
businesses understand customer behavior and market trends.

It can also enhance customer service through chat-bots and virtual assistants, offering quick and
consistent support. By integrating Al into daily operations, businesses can save time, reduce costs, and
remain competitive in a rapidly evolving digital environment.

Brian Malinga

Readers are encouraged to conduct independent research using reliable sources such as books, academic materials,
and reputable online resources. Additionally, enrolling in a business and entrepreneurship course can provide
structured learning, practical insights, and a deeper understanding of business concepts, strategies, and real-world

applications.

Register a business today:

Links:
Bizportal:
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Cipc:

SA government website:

Institutions that offer business and entrepreneurship courses:

Links:
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https://www.bizportal.gov.za/login.aspx
https://www.cipc.co.za/
https://www.gov.za/services/services-organisations/register-business-or-organisation/register-your-company

