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[bookmark: _Toc449708289]Candidate Details
[bookmark: _Toc305663882][bookmark: _Toc449708290]Assessment – BSBSMB404: Undertake small business planning
Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for BSBSMB404: Undertake small business planning.
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: _Toc449708291]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:
Identify elements of the business plan
Develop a business plan
Develop strategies for minimising risks
You should also demonstrate the following skills:
Reading
Writing
Oral Communication
Numeracy
Navigate the world of work
Get the work done

[bookmark: _Toc449708292]Activities
[bookmark: _Toc449365843][bookmark: _Toc415147203][bookmark: _Toc449708293]Activity 1A
	[bookmark: _Toc305663885]Estimated Time
	15 minutes

	Objective
	To provide you with an opportunity to identify purpose of the business plan

	Activity
	1. What are the purposes of a business plan?

















2. What are the benefits of a business plan?
























[bookmark: _Toc449365844][bookmark: _Toc449708294]
Activity 1B
	Estimated Time
	30 minutes

	Objective
	[bookmark: _Toc323655069]To provide you with an opportunity to identify and review essential components of the business plan and identify and document business goals and objectives as a basis for measuring business performance

	Activity
	1. For each of the following categories, give an example of a goal and objective. 

	Goal/objective
	Write a goal
	Write an objective

	Customer needs
	




	

	Family or community benefits
	




	

	Financial projections


	




	

	Lifestyle issues


	




	

	Market focus of the business


	




	

	Proposed size and scale of the business


	




	

	Social responsibility


	



	








[bookmark: _Toc449365845][bookmark: _Toc449708295]Activity 2A
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to research resources, legal and compliance requirements, specifically in relation to work health and safety (WHS), in accordance with business goals and objectives

	Activity
	1. What workplace health and safety issues apply to your organisation?














































[bookmark: _Toc449365846][bookmark: _Toc449708296]
Activity 2B
	Estimated Time
	30 minutes

	Objective
	To provide you with an opportunity to research market needs, and market size and potential

	Activity
	1. Research and complete this business plan for your organisation.

The Market
	Market targets

	






	[bookmark: _Toc247949651]Environmental/industry analysis

	






	Market size

	







	Customers

	






















[bookmark: _Toc449365847][bookmark: _Toc449708297]
Activity 2C
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to identify sources and costs of finance, from financial plan, to provide required liquidity and profitability for the business

	Activity
	1. Complete to following financial plan for your organisation.

	The Finances
Financial objectives

	





















	The Finances
Finance required

	






















[bookmark: _Toc449365848][bookmark: _Toc449708298]
Activity 2D
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to identify methods, from marketing strategies, to promote market exposure of the business

	Activity
	1. Complete the following business plan for your organisation.

	Advertising & Promotion


	Advertising and promotional strategy 






















	Planned promotion/advertising type
	Expected business improvement

	











	




	Cost ($)
	Target date

	


	






[bookmark: _Toc449365849][bookmark: _Toc449708299]
Activity 2E
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to identify methods/means of production/operation from production/operations plan to conform with business goals and objectives

	Activity
	1. Complete the following business plan for your organisation.

	Operations
Production process


	











	Operations
Suppliers

	











	Operations
Plant and Equipment

	




	Equipment
	Purchase date
	Purchase price
	Running cost

	

	
	
	

	Operations
Technology (Software)

	










[bookmark: _Toc449365850][bookmark: _Toc449708300]
Activity 2F
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to identify staffing requirements to effectively produce/deliver products/services

	Activity
	1. Complete the following business plan for your organisation.

	[bookmark: _Toc247949639]Management & ownership


	Names of owners: 

Details of management & ownership: 





Experience: 











	Key Personnel


	Job Title
	Name
	Expected staff turnover
	Skills or strengths

	
	

	
	








	Required staff


	Job Title
	Quantity
	Expected staff turnover
	Skills necessary
	Date required

	






	
	
	
	





[bookmark: _Toc449365851][bookmark: _Toc449708301]
Activity 2G
	Estimated Time
	60 minutes

	Objective
	To provide you with an opportunity to identify, assess and prioritise internal and external risks

	Activity
	1. Give examples of internal and external risks that may affect your organisation.













2. For each risk you identified, assess its probability and impact.














3. Create probability-impact matrix and determine which risk has the highest priority.
















[bookmark: _Toc449365852][bookmark: _Toc449708302]Activity 2H
	Estimated Time
	40 minutes

	Objective
	Identify specialist services and sources of advice, where required, and cost in accordance with available resources

	Activity
	1. What specialist services and/or sources of advice do you require for your small business and why?

















2. For each specialist you require, document the cost involved and how this is affected by your available resources.



























[bookmark: _Toc449365853][bookmark: _Toc449708303]Activity 3A
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to identify specific interests and objectives of relevant people and seek and confirm their support of planned business direction

	Activity
	1. Suggest a method of confirming support of your planned business direction, with the following:

	The Bank Manager


	












	The local Council


	












	The neighbours as your business will produce noise.

	




















[bookmark: _Toc449365854][bookmark: _Toc449708304]
Activity 3B
	Estimated Time
	30 minutes

	Objective
	To provide you with an opportunity to identify and develop risk management strategies according to business goals and objectives, and relevant legal requirements

	Activity
	1. Suggest what a new small start-up consultancy business would list on a SWOT Analysis:

	Strengths
	Weaknesses
	Opportunities
	Threats

	




































	
	
	






[bookmark: _Toc449365855]
[bookmark: _Toc449708305]Activity 3C
	Estimated Time
	45 minutes

	Objective
	To provide you with an opportunity to develop a contingency plan to address possible areas of non-conformance with the plan

	Activity
	1. Write contingency plans for three of the highest priority risks identified in Activity 2G.















































[bookmark: _Toc449708306]Skills and Knowledge Activity
	Estimated Time
	2 Hours

	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
· Interact with others
· Get the work done
· Discuss commonwealth, state/territory and local government legislative requirements and industry codes of practice relating to small business planning
· Explain methods of evaluation
· Summarise WHS responsibilities and procedures for identifying hazards relevant to the business
· Outline planning processes
· Describe preparation of a business plan
· Identify principles of risk management relevant to business planning
· Outline common risks particular to the small business type or industry
· Explain reasons for, and benefits of, business planning
· Clarify relevant industry codes of practice
· Outline setting goals and objectives
· Explain types of business planning – feasibility studies; strategic, operational, financial and marketing planning

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

All answers will vary depending on the learner and the organisation they work for but the learner should be able to answer each question competently.

1. Write a business plan for your own business.

Ensure all of the following information is included:

· Business goals and objectives
· Legal and compliance requirements, specifically WHS
· Market needs, market size, market potential
· Financial plan
· Marketing plan
· Production/operations plan
· Staffing requirements
· Specialist services required
· Relevant industry codes of practice.

2. In consultation with your stakeholders and other relevant personnel, identify and document your risk management strategy and contingency plans.














































[bookmark: _Toc360142408][bookmark: _Toc415147204]

[bookmark: _Toc449708307]Major Activity								
	Estimated Time
	2 Hours

	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 elements of the business plan
2. Develop a business plan
3. Develop strategies for minimising risks

1. What is the purpose of a business plan?

2. What are the essential components of the business plan?

3. What is the difference between a business objective and a business goal?

4. Workplace health and safety laws vary from one state/territory to another but there are common provisions in all. What are they?

5. What do the following terms mean?
· Market needs
· Market size
· Market potential.

6. What sources and costs of finance do you need to consider when setting up a small business?

7. How could you promote market exposure of your business?

8. What should be included in a production/operation plan?

9. What do you need to consider when identifying staff requirements to effectively produce/deliver your products/services?

10. Explain the use of a probability-impact matrix to identify priority of risks.

11. What specialist services and sources of advice might a small business require?

12. Identify each of your stakeholders and their specific interests and objectives in your business.

13. What common risk factors should be considered and catered for in your business plan?


14. What contingency plans have you got in place for potential risks that are specific to your business?
[bookmark: _GoBack]
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