
The following are items, tables or reports that you must have included in your business project:

· A letterhead for your business that includes: 

· Your business name

·   At least one graphic

·  Your Address

· Your Phone and fax number (optional)

· A Company logo (graphic) drawn in a computer program like paint.

· A company business card that may have:

· Your company Name

· Your logo

· Your name

· Your position in the company

· Address

· Phone #

· Fax#

· E-mail address

· A location Plan that shows a map of your chosen location and some of the surrounding area.  This should be accompanied by and explanation of why this particular location was chosen, what benefits it will have for your company and for the area.

· A store layout plan.  If your business uses an existing building or needs one built you must produce a scaled detailed plan of the top view showing the layout of this space in relation to your business needs.  If it is a service oriented business you still need a base of operations(office).  So you should produce an office plan with appropriate details.  These plans can be hand drawn or computerized.

· Employee schedule: Using a “Word  Table” produce a weekly/monthly schedule of what day and which hours each employee will work.

· Payrol Spreadsheet: Using “Excel Spreadsheet” create a payroll sheet that has:

·  the employee’s names

· hours worked for that pay period

· per hour wage for each employee

· formulas to calculate total wages for that pay period

· a formula to calculate the total wages paid by the company for that pay period

· proper borders and at least one shaded area

· Equipment list Spreadsheet: Create an “Excel Spreadsheet” showing all the equipment your venture will need, the number of each of these you will need, Cost per item, and total costs involved.

· Monthly Running Expenses Spreadsheet: This should show all major expenses incurred every month including such things as:

· Rent

· Electricity (NB  Power)

· Utilities

· Property  taxes

· Payroll

· Advertising/marketing

· Transportation/delivery/gas

· Technology and equipment upgrades

· Pie chart of above “Monthly Running Expenses”  : This chart should be made from the above spreadsheet and should have a key to explain what each color represents.  It may be “Exploded” if preferred.
· Company Cheque showing the company logo or letterhead: This is self-explanatory.  It should represent a real cheque.  You may want to bring in a void cheque to use for reference.
· Three-fold pamphlet: Create a three-fold pamphlet both sides that has at least three imported graphics and uses word art at least once.  It should also give any pertinent information concerning your business.
·  Final Brainstorming plan: This should be one of the first items in your project it should include all ideas and expectations you have for the business.  It should be written in paragraph form and be about one typed page long.  This plan may include things like chosen location, physical setup of the business and ideas for the operation of the business.
· Projected Sales Figures: In a method of your choice show the projected sales figures for the first three years of operation for your business.  Be sure to include details of where the money will be spent and how it will be made.  These projected debts and profits are guesses but they should be based on business details.
· Invoice: Using the invoice template in EXCEL, enable macros and create an invoice with your company name and logo.  On the invoice create a fictitious order with prices that total themselves.
· Presentation; You and your partner are to present your data in the form of a Power point presentation.  The power point presentation will be marked on its own merit, but the information and the effectiveness of relaying the information from your business to the class will be marked subjectively out of 20.
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