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[bookmark: _Toc449709980]Candidate Details
[bookmark: _Toc305663882][bookmark: _Toc449709981]Assessment – BSBSMB402: Plan small business finances
Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for BSBSMB402: Plan small business finances.
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below;
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed.  We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc305663883][bookmark: _Toc449709982]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT    (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc415147200]Assessor Signature:		________________________________________________________
Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Identify costs, calculate prices and prepare profit statement
2. Develop a financial plan
3. Acquire finance
You should also demonstrate the following skills:
Reading
Writing
Oral Communication
Numeracy
Navigate the world of work
Get the work done
[bookmark: _Toc449709983]Activities
[bookmark: _Toc449078258][bookmark: _Toc449709984]Activity 1A
	[bookmark: _Toc305663885]Estimated Time
	50 Minutes

	Objective
	To provide you with an opportunity to identify and document costs associated with production and delivery of the business products/services

	Activity
	1. Document costs associated with the production and delivery of the business' products/services.

Using your business experience or practical knowledge, document three (3) examples of costs associated with the production and delivery of the particular products and services.  Should students not have any practical or direct small business experience, the instructor may substitute a hypothetical exercise.

	Products
	Services
	Type of cost

	1




	
	

	2




	
	

	3
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Activity 1B
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to calculate prices based on costs and profit margin, as an hourly charge-out rate for labour or unit price for products, calculate break-even sales point to establish business viability and profit margins.

	Activity
	1. In groups of three (3) or as directed by the instructor, discuss and use examples of how to calculate prices based on costs and profit margins and calculate break-even sales point.

Use examples from your own small business or if students do not have that option, the instructor may set hypothetical examples as an alternative.

	Area
	Our group findings and comments

	Calculate prices based on costs and profit margins
	











	Calculate break-even sales point
	

	General comments
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	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to identify appropriate pricing strategies in relation to market conditions to meet business profit targets

	Activity
	1. Describe and list disadvantages with the following pricing arrangements:

· Demand-based pricing
· Product mix pricing
· Discounting value pricing
· Economy pricing
· Promotional pricing
· Penetration pricing
· Perceived value pricing
· Skimming
· Premium pricing
· The “4.99” effect.
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[bookmark: _Toc449078261][bookmark: _Toc449709987]Activity 1D
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to prepare projected profit statement to supplement the business plan

	Activity
	1. Define a profit and loss statement.
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Activity 2A
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to develop a financial plan

	Activity
	
1. Using the tables in Chapter 2.1, create a financial plan. Ensure that you:

· Outline your key financial goals and objectives.
· Calculate your business establishment costs and working capital required to operate your business
· Outline your production costs and pricing strategies
· Calculate the contribution margins required for different product lines to achieve your financial goals 
· Prepare an annual budget for your business. 
· Outline your plan for finance sourcing. 
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	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to acquire finance

	Activity
	1. Using the financial plan model you created in Activity 2A, further detail the following aspects on acquiring finance and comment on how you addressed these in your group’s Financial Plan:

· Start-up and ongoing financial requirements
· Sources of finance 
· Cost of securing finance
· Strategies to obtain finance as required.
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Skills and Knowledge Activity
	Estimated Time
	1 Hour 30 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral Communication
· Numeracy
· Navigate the world of work
· Get the work done
· Explain break-even analysis
· Clarify costing for the business, including margin/mark-up, hourly charge-out rates and unit costs
· Summarise financial decision-making relevant to the business
· Outline methods and relative costs of obtaining finance
· Summarise principles for preparing balance sheets
· Provide a detailed explanation of:
· Principles for preparation of cash flow forecasts
· Principles for preparation of profit and loss statements
· Purpose of financial reports
· Describe working capital cycles

Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. What documents may you have to gather information from?
2. What information may you have to communicate in writing?
3. Why may you have to participate in negotiations?
4. How can you determine the organisation’s profit margin?
5. What legal responsibilities may you have when planning finances?
6. When making financial decisions, what may you need to consider? 
7. Explain break-even analysis.
8. What is a margin or mark-up?
9. What sort of financial decisions might you have to make?
10. What are methods and costs of obtaining finance?
11. Summarise principles for preparing balance sheets.
12. Provide a detailed explanation of preparation of cash flow forecasts and profit and loss statements.
13. What is the purpose of financial reports?
14. Describe working capital cycles
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[bookmark: _Toc449709991]Major Activity								
	Estimated Time
	1 Hour 30 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
Attach your completed answers to the workbook.
You must individually, answer the following questions in full to show your competency of each element:
1. Identify costs, calculate prices and prepare profit statement
2. Develop a financial plan
3. Acquire finance

1. Using your own business complete the following activities in preparation for documenting your projected profit statement:

· Determine all of the costs of your business
· Calculate the price of either/both hourly charge-out rate and/or unit price for the products/services of your business based on costs and profit margin and show your working out.
· Calculate your break-even sales point 
· Determine pricing strategies in relation to market conditions.

2. With the information gathered in the previous question, write your projected profit statement for the coming year.

3. Write the financial plan for your business for the next year ensuring you cover the following aspects:

· Profit targets/goals
· Working capital requirements necessary to attain profit projections detailed in question 2
· Cash flow projections
· Capital investment requirements
· Budget targets.

4. In terms of acquiring finance, document the following:

· The start-up financial requirements of your business
· The ongoing financial requirements of your business
· Sources of finance accessed to provide liquidity for your business
· Any financial backers of your business
· Costs of finance.
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