BTEC NATIONAL IN BUSINESS (MANAGEMENT)

Unit 37 – Starting a Small Business
Assignment 1 – Present your business idea
This task assesses
P1
Present the initial business idea using relevant criteria


Signed​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ (IV) _________________________________


Print Name__________________________________
This unit is all about starting your own small business.  The assignments will take you through the planning process in order to complete your own small business plan.  This may be a business you are thinking of starting in the future.  To complete this assignment you should think of a business idea that you will be able to research and plan for.  It should be realistic.  You will present your idea to an assessor and some of your class mates.

	P1

P1
	Task 1
 

[image: image1.png]


You  should consider whether your business will be new, a franchise or whether you are going to buy an existing business.  Your bank manager has asked for your thoughts on this before he/she makes an appointment to discuss your plan.  

· Write a letter to the bank manager outline your preference giving the advantages and drawbacks of each type. You should give examples where possible.  Attach any reference material e.g. a print out of an existing business for sale to your letter.
Task 2
 

Prepare a PowerPoint presentation that answers the following questions:

1. What are the aims of your business?
2. What is your unique selling point (USP)?
3. What demand do you think there is for your business?
4. What is your target market?
5. What is your competitive edge?
6. How will you balance business and personal needs?
7. How will you check the profitability of your idea?
8. What business trends are there at the moment that might affect your idea?
9. What external influences are there that will affect your idea? (eg commercial, political, local, national, international)
10. What will you get out of running the business? (self-esteem, eg work for self, independence, power, achievement)
You will be given a date and time to present your idea.  You should also choose a small group of class mates to watch your presentation.  Print out a copy to hand to the assessor (as hand outs, 3 slides to a page) 



Date assignment issued _____________________________
Deadline ________________________________​​_________
Key Skills C3.1b Make a formal presentation of at least  eight minutes using an image or other support material.
BTEC NATIONAL IN BUSINESS (MANAGEMENT)

Unit 37 – Starting a Small Business
Assignment 2 – Market Research
This task assesses

P2
Describe how to identify the target market
M1
Explain and justify methods used to identify the target market for the proposed business


Signed​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ (IV) _________________________________



Print Name__________________________________

This assignment asks you to carry out some market research and describe the methods you used.  Every business needs to find its target market.  This is a very important part of the business plan and one that the bank manager will want to see has been given considerable thought.

	P2

P2


	Task 1

Describe the methods you could use to identify the target market
Task 2 – Competition

Use a map of Ashton and look up all the similar businesses to your business in the local area.  You should mark on their name and address and any further information you have about them e.g. size ownership, prices.  You may need to visit the business to find this information out (prices in particular)

Task 3 – Secondary research and market trends

You need to compile information about the market your business is in.  You should use search engines to find out as much as you can about the size of the market and the current trends.  Make sure you acknowledge any sources you have used in your work.

Task 4 – Primary research, customer choices and their effect on the business

You may wish to carry out primary research if it is appropriate.  You can carry out a questionnaire, in depth interviews or conduct a survey/observation with potential customers to find out their needs and wants, what price they are prepared to pay and what kind of product/service they are looking for.




	M1


	For a merit grade you should:

1.  Explain which methods of research you considered when researching the target market for your business.  this should include a discussion of sampling techniques you used.
2.  Justify how you have conducted your market research.




Date assignment issued _____________________________
Deadline ________________________________​​_________
Key Skills ICT3.3 Present combined information such as text with image, text with number, image with number.

BTEC NATIONAL IN BUSINESS (MANAGEMENT)

Unit 37 – Starting a Small Business
Assignment 3 – Legal and Financial Aspects
This task assesses

P4
Describe the legal and financial aspects that will affect the start-up of the business 
M3 
Assess the implications of legal and financial aspects that will affect the start-up of the business.


Signed​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ (IV) _________________________________



Print Name__________________________________

When starting your business you will need to comply with the law.  If you don’t your business could fail very quickly.  You must also consider the financial aspects of starting the business such as start up costs, break even point and cash flow.  You should explain why these are important to the start up of your business.
	P4

P4


	Task 1  - Legal

· What legal status have you chosen and why?  

· What terms and conditions of sale will you have when you start trading?

· Are you aware of the trading standards that you need to comply with? 
· What do you have to do to comply with health and safety laws? 
· What other regulations must you comply with e.g. fire, planning permission, distance selling, data protection? 

· Are there any regulatory bodies that regulate your business?  
· Do you need a license?
· Will you have to keep records?
· Will you need to write contracts?
· Do you need to register for tax, VAT and do you need insurance?
· Where can you get advice from?
Task 2 – Financial

· Find the cost of all the items you need to buy (capital items)
· Estimate the costs of expenses (day to day running items including stock if relevant)
· Estimate your sales over the next year and describe your pricing policy
· Complete your cash flow forecast, profit and loss account and balance sheet 

· Calculate the break even point for your business
· Draw up your personal survival budget 
· Explain the sources of finance you will use
In your write up explain why these are important

	M3
	Assess how each of the items in task 1 and 2 above  will affect the start up of your business

· You could write this as a table by taking each one in turn and explaining the effects on your own particular business start up.



Date assignment issued _____________________________
Deadline ________________________________​​_________

Key Skills ICT3.1 Search for information using different

sources, and multiple search criteria in at least one case. 
C3.2 Read and synthesise information from at least two documents about the same

subject.

BTEC NATIONAL IN BUSINESS (MANAGEMENT)

Unit 37 – Starting a Small Business
Assignment 4 – Write a business proposal
This task assesses

P5
Produce a written outline proposal for starting up a new small business following an acceptable business model.
D1
Present a comprehensive business proposal that addresses all relevant aspects of business start-up.


Signed​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ (IV) _________________________________



Print Name__________________________________

In this assignment you will produce a business plan to either support an application for finance, or in order to show that you have clear plans for the start up of the business.

	P5

P5
	You may use any bank’s model business plan so long as it covers most or all of the following

1. About the business
· A brief description of the business
· The purpose of the plan (e.g. to obtain finance from a bank or to set targets)
· The aims and objectives of the business
· The USP and a description of the edge over the competitors
· Your chosen legal status  including your liability
· Your trading terms and conditions
· Any licenses you have to obtain
· The laws you will have to abide by
· Why you want to set up the business
· Any other laws specific to your business
 

2.  Marketing plan
· A summary of your market research results
· A description of your competition
· A description of the marketing you will do
· Your pricing policy
 3. Human Resources Plan
· A summary of your staffing requirements
· A plan of your opening hours and a staffing rota if applicable
· A copy of your CV
· Details of contracts of employment and pay
· Any skills gaps you have and how you will fill them 
· Policies you will use for grievances 
· Your liability for employers' NI contributions
 

4. Physical resource plan
· Details of your premises and the internal layout
· Your health and safety policy including risk assessment
· Your fire risk assessment and precautions
· Details of any planning permission you will need
· Your insurance requirements
 

5. Financial plan
· Your personal survival budget
· Your capital budget
· Your expenses budget
· A break even forecast
· A 12 month cash flow forecast with justification
· A forecast profit and loss and balance sheet
· Your chosen sources of finance
6. Potential growth and contingencies
· A description of where your see the business in the future
· A description of how you will cope in times of difficulty


	D1
	The distinction grade will be awarded for a very detailed plan that includes all aspects of the business start up 

You will also have an interview with an assessor to go through your draft plan before submitting the final version so that you can discuss revisions that should be made.


Date assignment issued _____________________________
Deadline ________________________________​​_________

Key Skills ICT3.3 Present combined information such as text with image, text with number, image with number. C3.3 Write two different types of documents,

each one giving different information about complex subjects. N3.1 Plan an activity and get relevant information from relevant sources. N3.2 Use your information to carry out multistage calculations N3.3 Interpret the results of your calculations, present your findings and justify your methods.

BTEC NATIONAL IN BUSINESS (MANAGEMENT)

Unit 37 – Starting a Small Business
Assignment 5 – Skills and Development
This task assesses

P3
Describe the skills needed to run the business successfully and what areas require further development
M2
Analyse the development needed to run the business successfully

Signed​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ (IV) _________________________________



Print Name__________________________________

Now that you have planned all the aspects of your business, you are in a better position to say what skills and development you will need.  You should complete the questionnaire on the businesslink website to help you identify your areas of strength and weakness before completing the following tasks:
	P3


	Task 1 - describe the skills you will need in terms of: 

 

· Own contribution 

· Technical/operational — relating to products/services
management 

· Recording and checking performance of business 

· Personal selling 

· Administration 

· Previous experience 

· Strengths and weaknesses
  

Task 2 - Describe your areas for development.  
 

· Identify skills gap/shortages 

· What professional help can you get? 

· What training could you have? 

· How will you plan this development e.g. when where 

· What are the cost implications? 

· Is this development accessible? 



	M2
	For each are of development you have identified in task 2 (above):

a. Briefly explain how important each one is to the running and success of the business - you could even rank them in order. 

b. Explain what you can do in order to make your areas for development stronger e.g. what training course could you go on, what sources of advice could you get? 

c. Make a timeline for between now and when your business will launch (include the first 6 months of your business) to show what you will do to address your development needs 

NB. this could be a long or short timeline e.g. it might include you going to university and completing your degree.  If your business idea is for the future you can build this in to your timeline. 



Date assignment issued _____________________________
Deadline ________________________________​​_________
Key Skills LP3.1 Set targets using information from appropriate people and plan how these will be met.  ICT3.1 Search for information using different

sources, and multiple search criteria in at least one case.
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