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ADAPTED 

Business/Venture Plan Check-Off List
Due Dates:  Final Project Due June 8-12
This project can be done on your own or with a partner.  You may choose a partner from either Ms. Hatheway’s period 4 or Ms. Hiltz Period 5. 
FORMAT:  12 pt font, Double spaced. 
When writing the report use third person narrative. Write in full sentences.  Do not use I, use names.   This means to refer to yourself as though someone else were writing about you.  Instead of “I will do the bookkeeping”, you would write “The bookkeeping will be done by Jake Moore”.

· Visual aids such as diagrams, drawings, photos, props or mock advertisements help your audience understand your vision.  Visual aids are recommended but not required.

· Feel free to add extra sections to your business plan if the information presented in them is necessary.  

· It often helps to interview local experts and business owners to obtain good information.  

1 Cover Page  (Due Week of June 1-5)
· Company Name

· Management (Names)

· Contact Information (email and/or phone numbers)

· CONFIDENTIAL (This must be typed on the top of your cover page.)
2 Table of Contents (Include Page Numbers.)  (Due Week of June 1-5)
Make sure your content reflects the different main sections in your business plan with page numbers.

Business Overview/EXECUTIVE SUMMARY (Write this section last.)  (Rough draft should be sent in for review before you begin the rest of your project. No later than May 15th.) The business overview should be 1-2 paragraphs long and should give your audience a good grasp of what you plan to do without going into great detail.  Watch these videos to help with this.  

· Videos on how to write a Compelling Executive Summary 

https://www.youtube.com/watch?v=gLAZpFKRgUg 

https://www.youtube.com/watch?v=PXoE2wMvTVE
· What problem are you trying to solve? 
· What is your business? Brief Description. 
· Where the business will be located (Online, Brick and Mortor?) 
· What makes your product or service unique and/or appealing and how is it different from your competitors?

· What is the structure of your organization; Sole proprietorship, Partnership, or Corporation? 
 (Please view the PowerPoint and or notes on Forms of Business Organizations.)
Please view the PowerPoint and or notes on Market Research (Due the week of June 1-5)
3 Market Research:  For free help visit the Canada Business Organization visit  www.canadabusiness.ca,  506-444-6140
A. Customer Profile (Target Market)
· Who are your customers and where do they live?
· What is their demographic make-up? (age, education, gender, income level etc.)

· How many are there?  Are their numbers growing or declining?  (Use statistics where possible)

· Are there any trends influencing your target market?

· What will influence their decision to buy your product or service? 
B. Competition

· Identify your direct and indirect competitors. (Who they are and where they are located)
· Describe your competitor’s strengths and weaknesses including product quality, price etc.
· What will make you different? 

C. Do a SWOT analysis.  List at least two items for each category.  
· What are your strengths?

· What are your weaknesses?

· What kind of opportunity do you have?

· What are the threats that are facing this industry?

Please view the PowerPoint or notes on the Four P’s of Marketing
4 Marketing Mix  (Be very detailed in your description of the Four P’s) 
A.   PRODUCT:  (Due the week of May 18-22)
· Describe your product or service in detail. 
·  Concentrate on what makes it different and desirable to your target market. 

· Pictures or diagrams if appropriate.
B.   PRICE:  (Due the week of May 18-22)
· How much will you charge for your product/service?

· How did you arrive at this number? (High quality price? Cheaper than your competitors?  Or same price as your competitors?)
· Why did your fix your price at that level in comparison to your competitors?

· What does it cost you to produce or operate?  Remember to take into consideration costs such as supplies, overhead, labour, rent and other expenses.
Please view the PowerPoint or notes on Branding Yourself and Creating a Logo
C.   PROMOTION:  (Due the week of May 25-29)
· Logo, other branding ideas (Website etc.)  Explanation of your ideas?  Ie.  Colours  etc. 
· How will you promote your product/service? 
· What kinds of marketing materials will you use?  Consider brochures, business cards, posters, radio, newspaper, Facebook, twitter Instagram etc. 

· What are the costs associated with these? 
· How much for a domain name and web hosting?
D. PLACE:  (Due the week of May 25-29)
· Ideally, where are you located? Will you be solely online or brick and mortar or both? Describe your space, In your home, a retail space, a workshop or an office space (Size, parking, atmosphere)
· List any costs associated with the location.  (Rent)  The costs listed in this section should show up on the cash flow.
· When will you be open? (Hours, days)
5  SUPPLIERS:  (Due the week of June 8-12)
· List all supplies that you will be using to purchase inventory & materials

· How much will your materials cost?

· Will there be transportation costs?

6 EMPLOYEES:   List all employees including yourself  (Due the week of June 8-12)
· Will the company have employees? 

· What are their job descriptions?
· How will they be paid? (Salary or hourly wage)  

· How much will they be paid? ($/hr and number of hours worked)
