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[bookmark: _Toc305663882][bookmark: _Toc449365841]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: _Toc449365842]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:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
Activities
[bookmark: _Toc449365843]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?

The purposes are: 

· To serve as an action plan
· To serve as a road map
· To serve as a sales tool.

2. What are the benefits of a business plan?

Drawing up a business plan will help you to identify your strengths and weaknesses, key areas where you need to develop expertise and the financial risk involved in setting up the business. It represents the dynamic process of planning and reviewing the business agenda over time, and it should be continually updated.
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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


	
	



The goal should reference the business benefit in terms of cost, speed and / or quality. Goals express the physical and emotional outcomes you seek to achieve.
Objectives are concrete statements describing what the project is trying to achieve. Objectives describe the more detailed specifics that your action or implementation plan is designed to achieve.





[bookmark: _Toc449365845]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?

WHS issues may include:

· Identification of specific hazard issues such as occupational violence, security, manual handling, equipment and hazardous substances
· Management of the organisation and operation of WHS as part of the business plan
· Procedures for managing hazards in the workplace (identify, assess and control)
· Provisions for ensuring safety of members of the public and contractors visiting the premises/worksite
· Research resources, legal and compliance requirements, specifically in relation to workplace health and safety (WHS).



[bookmark: _Toc449365846]
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

	 [What quantity of your products/services do you plan to sell in a planned timeframe? Are they monthly or yearly targets?]

	[bookmark: _Toc247949651]Environmental/industry analysis

	 [Detail the results of the market research you have performed. Is the area experiencing population growth? Are there long-term employers in the area? Is the region's economy stable? Are there seasonal variations? ]

	Market size

	 [What is the size of the market? What recent trends have emerged in the market? What growth potential is available and where do you fit in? How will the market/customers change when you enter the market?]

	Customers

	 [Define who your target customers are and how they behave. You can include age, gender, social status, education and attitudes.]
[Identify your key customers. (These can be large consumers of your products or individuals whose satisfaction is key to the success of your business.) How will you target your products/service to them?]
[How will you maintain a good relationship with your customers? What techniques will you use? How will you keep your customers coming back? Have you introduced customer service standards? Do you follow any particular code of practice?]






[bookmark: _Toc449365847]
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

	 [List your key financial objectives. These can be in the form of sales or profit targets. You could also list your main financial management goals such as cost reduction targets.]

	The Finances
Finance required

	[How much money up-front do you need? Where will you obtain the funds? What portion will you be seeking from loans, investors, business partners, friends or relatives, venture capital or government funding? How much of your own money are you contributing towards the business?]
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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 
[What strategies do you have for promoting and advertising your products/services in the next 12 months?]

	Planned promotion/advertising type
	Expected business improvement

	[Print media advertising, online advertising, mail-out, giveaway, media release or event.]
	[How do you expect it will improve your business success?]

	Cost ($)
	Target date

	$
	xx/xx/xxxx
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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


	[What is the process involved in producing your products or services. This process will vary depending on your product or service. Here are some examples of questions you may consider. Is there a manufacturing process? Who is involved in the process? Are there any third parties involved? What is involved in delivering the service to your customers?]






	Operations
Suppliers

	[Who are your main suppliers? What do they supply to your business? How will you maintain a good relationship with them?]









	Operations
Plant and Equipment

	[List your current plant and equipment purchases. These can include vehicles, computer equipment, phones and fax machines.]

	Equipment
	Purchase date
	Purchase price
	Running cost

	
	xx/xx/xxxx
	$
	$

	Operations
Technology (Software)

	[What technology do you require? For example: website, point of sale software or accounting package? What will be the main purpose for each? Will they be off-the-shelf or purpose built? What is the estimated cost of each technology solution?]






[bookmark: _Toc449365850]
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: 
[List all of the business owners.]
Details of management & ownership: 
[As the owner(s), will you be running the business or will a Chief Executive Officer (CEO) be running the business on your behalf? What will be your involvement? If it is a partnership briefly outline % share, role in the business, the strengths of each partner and whether you have a partnership agreement/contract in place?]
Experience: 

[What experience do the business owner(s) have? How many years have you owned or run a business? List any previous businesses owned/managed. List any major achievements/awards. What other relevant experience do you have? ]



	Key Personnel


	Job Title
	Name
	Expected staff turnover
	Skills or strengths

	[e.g. Marketing/ Sales Manager]
	

	[12-18 months]
	[Relevant qualifications in Sales/Marketing. At least 5 years experience in the industry. Award in marketing excellence 2010.]

	Required staff


	Job Title
	Quantity
	Expected staff turnover
	Skills necessary
	Date required

	[e.g. Office Manager]
	[1]
	[2-3 years]
	[Relevant qualifications in Office Management. At least 2 years experience.]
	[Dec 2012]
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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.

Answers will vary; internal risks may include:

· Theft or embezzlement by employees
· Cash flow and liquidity problems
· Union strikes
· Loss of data on computer systems
· Distribution problems
· Problems with management and leadership
· Supply chain failures.

External risks may include:

· Burglary
· Fire or other damage to premises.
· Natural disasters (e.g. earthquakes, floods)
· Market fluctuations and price changes
· Political instability.

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

Answers will vary according to previous answers.

Probabilities are highly unlikely, unlikely, possible, likely and certainty. They will vary according to past events and current conditions

Impacts are minor, moderate, major and catastrophic. Risks may affect the organisation’s finances, employees and business procedures.

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

To establish a PIM, assign each risk probability and impact category a number. For example, minor, moderate, major and catastrophic could be 0.2, 0.4, 0.6 and 0.8. It is important to choose accurate values which reflect the reality of the organisation. Risks can then be plotted accordingly. The most probable risk is the one with the highest PI score.

For example:

	
	Minor (0.2)
	Moderate (0.4)
	Major (0.6)
	Catastrophic (0.8)

	Highly likely (0.9)
	0.18
	0.36
	0.54
	0.72

	Unlikely (0.7)
	0.14
	0.28
	0.42
	0.56

	Possible (0.5)
	0.1
	0.2
	0.3
	0.4

	Likely (0.3)
	0.6
	0.12
	0.18
	0.24

	Certainly (0.1)
	0.2
	0.4
	0.6
	0.8








[bookmark: _Toc449365852]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?

Answers will vary from one learner to another and will be dependent upon their own knowledge and competence and their specific industry sector. Specialists may include:

· Accountants
· Business advisors and consultants
· Business brokers
· Contractors
· Government agencies
· Industry/trade associations
· Lawyers and providers of legal advice
· Mentors.

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

Answers will vary from one learner to another.





[bookmark: _Toc449365853]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.

	



Methods of confirming support may include:

· Preparing a written agreement or contract
· Clarifying expectations beforehand
· Preparing forecasts
· Checking relevant legislation
· Establishing and developing relationships.
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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

	






	
	
	



Example answers:

Strengths:
· Able to respond very quickly as we have no red tape
· No need for higher management approval
· Really good customer care, as the current small amount of work means we have plenty of time to devote to customers
· Our consultant has strong reputation in the market
· We can change direction quickly if we find that our marketing is not working
· We have low overheads, so we can offer good value to customers

Weaknesses
· Our company has little market presence or reputation.
· We have a small staff, with a shallow skills base in many areas.
· We are vulnerable to vital staff being sick, and leaving.
· Our cash flow will be unreliable in the early stages.

Opportunities
· Our business sector is expanding, with many future opportunities for success.
· Local government wants to encourage local businesses.
· Our competitors may be slow to adopt new technologies


Threats
· Developments in technology may change this market beyond our ability to adapt.
· A small change in the focus of a large competitor might wipe out any market position we achieve.



[bookmark: _Toc449365855][bookmark: _Toc415147233]


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.

Answers will vary from one learner to another.

Contingency plans may need to include:

· Alternate methods of business
· Key personnel and their responsibilities (e.g. department managers.)
· Steps that should be taken to minimise losses.

Situations that may require contingency plans include:

· A major storm or other disaster that interrupts your cash flow
· A key staff member suddenly becomes ill, quits or dies suddenly
· A government or council body closes your premises because of a breach
· Your computers fail
· Raw materials suddenly increase in cost.






[bookmark: _Toc449365856]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.

       Answers will vary from one learner to another.

       Legal and compliance requirements may include:
· WHS legislation relevant to their business and state/territory
· Regulations relevant to their business and industry sector
· Australian Taxation Office
· Australian Competition and Consumer Commission
· Australian Securities and Investments Commission
· Insurances 
· Trade Practices.

       Market needs, size and potential should include:
· Competitors 
· Customer (e.g. demographics, psychographics, needs, methods of purchase, loyalty)
· Other market factors (e.g. government regulations, market consolidation in related markets, price changes for raw materials).

       Financial plan should include:
· The income statement
· The cash flow projection
· The balance sheet
· Investments
· Loans
· Accounts receivables
· Accounts payable
· Set up expenses (e.g. business registration fees, business licensing and permits, starting inventory, rent deposits)
· Operating expenses (e.g. salaries (yours and staff salaries, rent or mortgage payments, telecommunications, power and other utilities, raw materials, storage)
· Analysis of sales by product/service, identifying where they were sold and to whom
· Cash flow estimates for each forward period
· Current financial state of the enterprise (or owner/operator)
· Estimates of profit and loss projections for each forward period
· Financial performance to date (if applicable).

Marketing plan should include strategies in line with business goals and objectives such as and methods of reaching these.

       Production/operations plan may include:
· Customer requirements, market expectations, budgetary constraints
· Industrial relations climate and quality assurance considerations
· Means of supply and distribution
· Operational targets and action plan, which may include short- medium- or long-term goals
· Options for production, delivery, technical and customer service and support.

       Staffing requirements should include:

· Whether staff will be employed full-time, part-time, permanently, temporarily, on a casual basis etc.
· Who will be on your management team
· The skills of your management and staff 
· How they will contribute to the bottom line
· Ownership structure.

Specialist services may include the following and the cost of accountants, business advisors and consultants, contractors, government agencies, industry/trade associations, lawyers and providers of legal advice and mentors.

Industry codes of practice are likely to be specific to your organisation’s industry.

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

Answers will vary from one learner to another and may include:

· Breach of contract, product liability
· Knowledge management
· Measures to manage risk including professional indemnity, securing appropriate insurance to cover loss of earnings through sickness/accidents, drought, flood, fire, theft
· Security systems to provide physical security of premises, plant, equipment, goods and services
· Security of intellectual property.

       Consideration should be given to the following:

· What potential problems could arise 
· How likely they are
· How they plan to manage these potential risks
· Risk assessments
· SWOT analyses.
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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 – you should let the learners know whether they will complete it during class or in their own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their 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?

A business plan has three primary functions:

· To serve as an action plan
· To serve as a road map
· To serve as a sales tool.

Strategic business planning is the process of road mapping the direction of your company, in such a way that it ensures that you achieve the milestones that you have set. A good business plan is actually an evolution.  It never reaches a conclusion, but continues to be reviewed.

A business plan, in its simplest form, will usually define where you want your business to be within a certain period of time (usually five years) and how you plan on getting there. A business plan is as important for starting a business as blueprints are for building your house.

Drawing up a business plan will help you to identify your strengths and weaknesses, key areas where you need to develop expertise and the financial risk involved in setting up the business. It represents the dynamic process of planning and reviewing the business agenda over time, and it should be continually updated.

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

Essential components of a business plan include:

· Company overview
· Statement of purpose for the plan
· The market
· Business environment
· Competition and feasibility study
· Strengths and weaknesses
· Company description
· Company strategy
· Marketing mechanisms
· Financial review/costing and cash flow/selling and pricing
· Action plan/resources/timescales
· A review of the history and ownership structure of the business
· A review of the current and future business targets that the company intends to pursue over the period of the plan
· Risk management
· Industry codes of practice.

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

An objective is generally regarded to be a specific description of what is required to be achieved. An objective is usually described using objective style language, precise and non-emotional. For example, “My objective is to increase my sales target to wholesalers by 15% or to a net result of $25,000 per period.” An objective is also described as SMART.

A goal is usually regarded as a more general description. It is described in terms such as “you would like to achieve” rather than specific terms in an objective. The significant difference is that there is no pressure to be specific and it usually is acceptable to use emotional language

Goals are high level statements that provide overall context for what the project is trying to achieve, and should align to the business goals. Unlike objectives which are statements that describe the specific, tangible products and deliverables that the project will deliver. One of the goals of a person or organisation might be to "increase the overall satisfaction levels for clients calling to the company helpdesk with support needs".

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

· Employers have a duty to provide a safe and healthy workplace for all employees and other people who attend the workplace.
· Employers must provide work systems that are safe and without risk to health.
· Employers should train employees to work in a safe and competent manner.
· Requirements to take steps to prevent injury, illness and disease.
· Requirements to consult with employees and their representatives over WHS matters.
· Provisions for workplace inspectors to visit workplaces, investigate accidents and enforce provisions of the legislation.

5. What do the following terms mean?

· Market needs
· Market size
· Market potential.

· Market needs - information about the customers and who evaluates products for purchase and what purchasing decisions they may use
· Market size – the percentage share a business has of their relevant market
· Market potential – can relate to untapped markets or areas of existing market that require a new solution to an existing problem or gap in the market.

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

Costs:

· Set-up costs (the costs that are incurred before the business starts to trade)
· Starting assets/investment (the fixed assets that the business needs before it can begin to trade)
· Working capital (the investment needed by the business –e.g. to purchase raw materials and estimates of amounts that will be owed by customers once sales begin
· Growth and development (e.g. extra investment in capacity).

       Sources:

· Personal
· Share capital – internal and external
· Re-mortgaging
· Bank loan
· Bank overdraft
· Credit cards
· Investors
· Venture capital.

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

· Client days
· Receptions
· Promotional discounts
· Product launches
· Attendance at trade shows, conferences and other events
· Development and distribution of general promotional and informational materials
· Development and distribution of samples, case studies, testimonials and other evidence of enterprise activity
· Development of displays and signs
· Development of media releases, articles and media background information
· Information sessions for clients, suppliers and stakeholders
· Online information
· Telephone promotions
· Direct mail
· Yellow pages advertisements
· Incentive schemes 
· Social Bookmarking
· Article Marketing
· Online Directories
· Blogging
· Social media (e.g. Squidoo, Facebook, Twitter)
· Forums
· Email marketing, email signatures, e-shots
· eBay
· YouTube.

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

· Customer requirements, market expectations, budgetary constraints
· Industrial relations climate and quality assurance considerations
· Means of supply and distribution
· Operational targets and action plan, which may include short- medium- or long-term goals
· Options for production, delivery, technical and customer service and support
· Personnel
· Infrastructure
· Product selection processes
· Delivery processes
· Accounting methods and practices
· Auditing
· Customer management.

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

· Whether staff will be employed full-time, part-time, permanently, temporarily, on a casual basis etc.
· Who will be on your management team
· The skills of your management and staff 
· How they will contribute to the bottom line
· Ownership structure
· Internal management team
· External management resources
· Human resources needs
· Ownership structure
· Salaries.

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

The matrix can cross-reference risks according to impact (e.g. minor, major, severe) and likelihood (e.g. unlikely, possible, likely) to determine which threats you will need to take action to prevent. For example, high-impact, likely events will be highest on the matrix, while low-impact, unlikely ones will be lowest.

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

They might require:

· Accountants
· Business advisors and consultants
· Business brokers
· Contractors
· Government agencies
· Industry/trade associations
· Lawyers and providers of legal advice
· Mentors.

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

Answers will vary from one learner to another.

Stakeholders and interests may include:

· Clients –want the best possible service and quality for the lowest possible price 
· Family members – want your business to succeed and make a profit and may well work voluntarily to support that
· Franchise agency – want your business to succeed in order to make them a profit
· Owner/operator, partners, financial backers – want to make a profit
· Regulatory bodies – ensure that your business is legally compliant
· Suppliers – want the highest price for their supplies and a reliable client
· Trade or industry associations – want to support the compliance of your business and the rights of your employees.

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

Risks may include:

· Economic uncertainty 
· Effects of third party transactions
· Dilution of existing funds and risk of additional funding 
· Lack of liquidity
· Declining public market
· Key employee retention
· Adverse market changes
· Cost of raw material changes
· Decline in management effectiveness
· Adverse effects of contracts and transactions
· Decline in sales agreements
· Purchasing risks.

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

[bookmark: _GoBack]Answers will vary from one learner to another.
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