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Set Assignments: Tutor Information


OCR Level 2 Award and Certificate in Preparing for a Business Venture (QCF)

Scheme codes 09896, 09897
Guidance For Centres

1
General


1.1
OCR set assignments are available to download free to centres.


1.2
Centres must use these OCR set assignments for formal assessment of their candidates.

1.3
OCR set assignments must NOT be used as practice material.

1.4
These assignments have been designed to meet the full assessment requirements of these qualifications.  Candidates will need to take part in a planned learning programme that covers the underpinning knowledge, skills and understanding of the unit.
2
Before carrying out the assignments

2.1
Candidates should be provided with a copy of the Candidate Information section of this booklet.
2.2
Candidates may carry out preparations prior to undertaking the tasks; there is no time limit for this.
3
When completing the assignments
3.1
Candidates should be allowed sufficient time to complete all of the tasks.  The recommended guided learning hours (glh) for each unit is provided in the respective unit.  However, this may vary depending on the nature of the tasks and the ability of individual candidates.  It is suggested that evidence is produced in several sessions.
3.2
Each assessment criteria has a corresponding task for completion. It is important that the key word e.g. ‘explain’ is addressed by the candidate. Failure to do so may result in a pass being denied.
3.3
Each candidate must produce individual and authentic evidence for each task within the unit assignments.

3.4
Centre staff may give support and guidance to candidates.  This support and guidance should focus on checking that candidates understand what is expected of them.  It is not acceptable for tutors to provide model answers or to work through answers in detail.

3.5
Candidates may use information from any relevant source to help them with producing evidence for the tasks.
3.6
The assignments have been provided electronically for candidates that wish to complete them electronically. Where this is the case, centres should provide each candidate with an electronic copy of the assignments. This can be on disk, CD or on +a secure networked system. OCR requires only the hard copy prints of the work as evidence.

Candidates/centres must not alter the wording of the tasks in any way.
4
After completing the tasks

4.1
Candidates’ evidence is assessed by the centre’s assessor against the qualification specification contained in the units and tutor notes.  For further information about assessment please refer to the section on Assessment and Moderation in the Centre Handbook.

4.2
Assessors’ decisions should be quality assured across the centre through internal moderation.  For further information about internal moderation please refer to the Centre Handbook.

5
Presentation of work

The candidates’ completed tasks should be submitted to the named OCR-appointed examiner-moderator with the relevant Submission Cover Sheet.  Further information regarding submission of work can be found in the Centre Handbook and the Administrative Guide to Vocational Qualifications (A850).

6
Reworking the assignment

6.1
If candidates do not meet the minimum PASS requirements for the assessment objectives, further work will be required.

6.2
Tutors may give feedback to candidates to support and guide them in producing evidence to the required standard.
6.3
OCR does not return copies of candidate work.  As such, it is recommended that centres keep copies of all work until results are received.

Notes For Tutors

Before starting the set tasks candidates must create written evidence for their new business venture in a way which would allow them to verbally present it to a potential customer or funder. The information should be written so that it will take no more than three minutes to present.

The description should include:

· The purpose of the business

· Your business idea explaining whether it is a product or a service

· How it would be set up

· Where it will be located

A copy of this must be included with all units sent to the OCR-appointed examiner-moderator so that they understand the context of the candidate’s answers. This means that if 3 units are sent at the same time only one copy is required. If individual units are sent a copy must be included on each occasion.

Unit 1  
Considering a business idea

Introduction to the tasks

The tasks have been designed to help candidates identify the viability of a new business venture. 

Candidates will be able to clearly explain the intention of their venture and know their likely customer group.  They will demonstrate an understanding of the possible sales methods available to them and the funding available for start-up businesses.   
Each assessment criteria has a corresponding task for completion.
Task 1 
Explain your likely customers and their characteristics
Assessment criteria 1.1 and 1.2 are assessed in this task.

The candidate will consider the type of customer who would be likely to purchase their product/service. The candidate will show an understanding of the characteristics of their customer and why they would be likely to purchase from them. An example is provided for guidance.
A table has been provided for completion of this task.
Task 2 
Explain types of competitor

Assessment criterion 1.3 is assessed in this task.

The candidate will consider other businesses that offer a similar product/service and will be able to demonstrate an understanding of what they do and how this may affect their own sales.
Candidates must complete the table provided.  
Task 3 
Identify and explain the main method(s) of selling your product/service

Assessment criteria 2.1, 2.2 and 2.3 are assessed in this task
The candidate will understand the main methods of selling a product/service.  They will be required to identify five methods. 

They will demonstrate an appreciation of the different channels for selling items, and, as a result, be able to choose a suitable method or range of methods of selling for their own product/service.  They must explain why they have chosen this/these methods.

Candidates will be required to provide at least two reasons for their chosen method.  If they are using more than one method, they should provide two reasons for each method identified.

A table has been provided for completion of this task.
Task 4 
Identify the possible sources of funding available for a new business and explain the advantages and disadvantages of each method
Assessment criteria 3.1 and 3.2 are assessed in this task
The candidate will gain knowledge of all potential funding opportunities and understand what funding options they have available to them. 

They will be required to identify at least four different sources of funding available.  They should be able to explain at least one advantage and one disadvantage for each funding source identified.

A table has been provided for completion of this task.
Task 5 
Identify how you would fund your business and explain why you would choose this method

Assessment criteria 3.3 and 3.4 are assessed in this task
The candidate will be able to identify their chosen method(s) of funding for their venture and explain why they have chosen this/these particular method(s) over any other.  They need to provide three reasons for their choice.

A table has been provided for completion of this task.

Task 6 
Identify possible trading names for your business and select  a suitable available one

Assessment criteria 4.1 and 4.2 are assessed in this task
The candidate will provide at least three possible names for their business and explain why they have selected just one of these. This explanation should show that they understand what they need to consider when choosing a name for their venture and the checks they need to make when making their decision including that the name is not being used for trading by another business.
A table for completion of the task has been provided in the candidate section.
Unit 2 
Identify personal development needs to start a business 
venture

Introduction to the tasks

The tasks have been designed to help candidates identify the reasons for wanting to start a new business venture.  Candidates will be able to specify their reasons and check whether their own skills and abilities will help support starting a new venture.  The candidate is expected to explain why a new business venture is attractive to them.
If this unit is being sent on its own to the external assessor then it must be accompanied by a description of the business venture.

Each assessment criteria has a corresponding task for completion.
Task 1 
Explain why you wish to start your own business

Assessment criterion 1.1 is assessed in this task.

Candidates are required to demonstrate why they are considering starting a new business venture.  They may do this in one of two ways. They may either present a written statement of approximately 50 words, a variation of twenty percent is allowable, or they may give a presentation to the other candidates, their tutor, etc. 

In the latter case the witness statement must be fully completed and a copy of the presentation included with the unit. 

A witness statement has been provided in the candidate section.

Task 2 
Show understanding of how starting your own business could affect your life and those close to you

Assessment criterion 1.1 is assessed in this task.

Candidates will evidence knowledge and understanding of how a new venture may not only affect themselves, but others who are close to them. An example is provided for guidance.

A table for completion of the task has been provided in the candidate section.
Task 3 
Identify alternative work you could do and explain why these would be less acceptable

Assessment criterion 1.2 is assessed in this task.

Candidates will consider three alternative potential employment routes available to them and explain the advantages and disadvantages of each.  
A table for completion of the task has been provided in the candidate section.
Task 4 
Identify the skills required for running your business and explain 
their importance
Assessment criteria 2.1 and 2.2 are assessed in this task.

The candidates must identify what they consider to be the skills/abilities required to run a successful business of the type they are intending to set up.

They should be able to identify four of the necessary skills/abilities of a person running a business in their intended field and explain why they consider them to be important.
A table for completion has been provided.
Task 5 
Assess your own work experiences, personal interests and previous achievements that are relevant to setting your specific business venture

Assessment criterion 3.1 is assessed in this task.

The assessment criterion is related directly to the candidate’s own work, personal interests and previous achievement. The candidate should initially list all their experiences, interests and achievements before selecting the eight which they consider most relevant. They should then say why each is relevant to setting up their own business venture.  
The object of the task is to help candidates to identify the skills/abilities that they may already possess for setting up in business.

A table for completion has been provided in the candidate section.  

Task 6 
Identify and assess any training and personal development that may be needed in order to start your business
Assessment criteria 3.2 and 3.3 are assessed in this task.

As a result of completing the unit tasks to this point, candidates should be able to identify any potential areas of weakness in the necessary skills/abilities required for setting up their own business venture.  

They should identify at least four areas of personal development that may be necessary. Candidates must then explain why these would be important in approximately 50 words, a variation of twenty percent is allowable.

Unit 3 
Identify the resources and location for a business venture

Introduction to the tasks

The tasks have been designed to help candidates identify the resources that will be required to start a new business venture.  Candidates will consider all aspects of their requirements such as any external support that may be required, necessary equipment and on-going resources. The candidate is expected to explain where they will base their business and why this decision has been made.   

If this unit is being sent on its own to the external assessor then it must be accompanied by a description of the business venture.

Each assessment criteria has a corresponding task for completion.

Task 1 
Identify and assess external support and advice required to set up a business 

Assessment criterion 1.1 is assessed in this task.

This is a generic task so even if a candidate does not require any external support for their business venture they must consider what support might be needed by other new businesses.

Candidates must then evaluate both the need and relevance of this support.

A table for completion has been provided in the candidate section.  

Task 2 
Identify the items of capital equipment and materials needed to start your business venture
Assessment criterion 1.2 is assessed in this task.

Candidates are required to create a list of the equipment that the new venture will need and identify how much each item will cost. The candidate will be able to identify the items as necessary or desirable and to explain why the equipment has been so categorised.

Two tables for completion have been provided in the candidate section.

Task 3 
Identify and cost items and resources required by your business on an ongoing basis
Assessment criteria 2.1 and 2.2 are assessed in this task.

Candidates are required to create a list of items their business would purchase on a regular basis, which could be weekly, monthly or even annually. They must then estimate the cost of these regular outgoings on both a monthly and annual basis arriving at an annual figure.

A table for completion has been provided in the candidate section.  

Task 4 
Identify and explain possible locations for your business 
Assessment criterion 3.1 is assessed in this task.

The candidate will consider the options regarding where the business may be based and will identify at least three possible locations describing the advantages and disadvantages of each.  
A table for completion has been provided in the candidate section.  
Task 5 
Select your preferred location and explain why you have chosen that location

Assessment criteria 3.2 and 3.3 are assessed in this task.

Having considered possible locations in Task 4, the candidate will now choose one of these for the location of their business. They must then be able to explain why they have made that choice in approximately 30 words, a variation of twenty percent is allowable.

Unit 4  
Attracting customers through marketing 

Introduction to the tasks

The tasks have been designed to enable candidates to demonstrate their knowledge and understanding of how to use marketing techniques to attract and retain customers in a competitive market.  Candidates will use their own business idea and planned venture as the context for their tasks.  The tasks have been designed so that all of the assessment criteria in this unit are assessed.
In addition, these notes suggest extension tasks which you may wish the candidates to undertake to enlarge their understanding.
If this unit is being sent on its own to the external assessor then it must be accompanied by a description of the business venture.

Each assessment criteria has a corresponding task for completion. 
Task 1 
Define marketing principles and explain how these apply to your business
Assessment criteria 1.1 and 1.2 are assessed in this task.

Candidates are required firstly to explain the principles of Product, Price, Place and Promotion.  Secondly, they must explain their application in the context of their venture. It is important that candidates clearly understand the difference between these two aspects of the task.

You might wish to extend their understanding by asking them to explain to you or their fellow candidates which of the marketing principles would be most relevant to their business and why.

A table for completion has been provided in the candidate section.  
Task 2 
Understand what is meant by market research, why it is carried out and the uses it can be put to

Assessment criteria 2.1, 2.2 and 2.3 are assessed in this task.

This is a generic task designed to get candidates to think widely about business. Candidates need to understand what market research is, the methods available for carrying it out and why a business might use market research. They must then explain the uses a business could make of market research in approximately 50 words, a variation of twenty percent is allowable.

A table for completion has been provided in the candidate section.  
Task 3 
Produce market research materials for your business

Assessment criterion 3.1 is assessed in this task.

Candidates should now use the knowledge gained from the previous task to design market research for their business venture. The resulting schedule must be attached to the unit. 

Tutors should ensure that the work would be likely to elicit sufficient and suitable information for the business.

You might wish to extend their understanding by asking them to carry out the market research and to analyse the results.
Task 4 
Analyse how your business relates to its market
Assessment criteria 4.1, 4.2 and 4.3 are assessed in this task.

Before starting a business it is important that candidates understand the market they are hoping to enter. They must, therefore, be able to identify how their business venture would fit into the market and the advantages and disadvantages they will have. They must then use this information to say how they would improve their market position in approximately 50 words, a variation of twenty percent is allowable.

A table for completion has been provided in the candidate section.  
Task 5 
Explain how to set the price for a product/service  
Assessment criterion 5.1 is assessed in this task.

For most small new business ventures the easiest way to set a price is by using cost plus. This task, therefore, asks candidates to explain what is meant by cost plus in approximately 25 words, a variation of twenty percent is allowable. They must then show by using a calculation that they understand how cost plus pricing works. Tutors must ensure that this calculation is correct and that the figures chosen are realistic. Finally, they must explain why it is important to set a price that will appeal to potential customers, but also provide a profit for the business in approximately 75 words, a variation of twenty percent is allowable.
Task 6 
Identify brand values for your business
Assessment criterion 6.1 is assessed in this task.

Tasks 6 and 7 are linked. Brand values are increasingly important in modern business, therefore candidates are asked to show that they understand what is meant by brand values and then to apply this to their business venture.

Task 7 
Apply brand values to your business
Assessment criterion 6.2 is assessed in this task.

The candidate must produce an item of sales material.  It must take the form of a leaflet, poster or advertisement for their venture. It must be in the form of a draft graphic design rather than presented solely as text.  Where possible, this should be electronically-designed.  For those candidates, however, that do not have access to a PC, it may be hand-drawn.
It should comply with the Attention, Interest, Desire and Action template.  

1
Gets your Attention
2
Triggers your Interest
3
Generates a Desire to buy 

4 
Hits you with a call to Action
Unit 5 
Investigating legal issues relating to a business venture

Introduction to the tasks

The tasks have been designed to enable learners to demonstrate their knowledge and understanding of how to choose the most suitable legal structure for their business and to understand the legal responsibilities that this entails. The tasks also enable the learners to demonstrate their understanding of the other legal requirements of businesses and their business venture.  The tasks have been designed so that all of the assessment criteria in this unit are assessed.  
If this unit is being sent on its own to the external assessor then it must be accompanied by a description of the business venture.

In addition, these notes suggest extension tasks which you may wish the candidates to undertake to enlarge their understanding.

Each assessment criteria has a corresponding task for completion.
Task 1 
Identify the main legal structures used for business ventures and explain their advantages and disadvantages

Assessment criteria 1.1 and 1.2 are assessed in this task.

Candidates are required to demonstrate knowledge of the different types of legal structure that a new business may use, (as detailed in the knowledge, understanding and skills area of the unit).  They will need to show that they have a detailed understanding of these different types of legal structure.

Candidates may choose limited partnership, instead of partnership, if they wish.

Candidates need to list the advantages and disadvantages of each identified structure, and, as a result, be able to identify the structure that will best suit their intended start-up.  
A table for completion has been provided in the candidate section.  
Task 2 
Select a legal structure for your business and explain why this structure has been selected
Assessment criteria 2.1 and 2.2 are assessed in this task.

Using the knowledge and understanding from Task 1, candidates will be required to choose a structure for their venture and fully explain why they have chosen this structure in 50 words, a variation of twenty percent is allowable.

Task 3 
Explain the main legislation that applies to your business
Assessment criterion 3.1 is assessed in this task.

Candidates need to identify the main areas of legislation that may be applicable to their business venture. A list of possible legislation has been provided in the candidate section, but this is not a comprehensive list and candidates should list the legislation which is most important for their business venture. 
Although no number has been specified, it is expected that candidates will offer at least eight pieces of legislation and in some cases considerably more. The emphasis is on main legislation so candidates are not expected to cover every possible area.

Candidates will then demonstrate that they understand how each piece of legislation will affect their venture.

A table for completion has been provided in the candidate section.  
Task 4
Identify and explain the sources of information available for businesses on legislation

Assessment criterion 3.2 is assessed in this task.

This is a generic task, but it is likely that candidates would need to seek information concerning legislation relevant to their business venture. They should identify at least four different sources and then say why they would use these sources. The emphasis needs to be on different sources.

A table for completion has been provided in the candidate section.  
Task 5
Describe why you have to register for self-employed or company status and VAT

Assessment criterion 4.1 is assessed in this task.

Candidates need to understand why it is necessary to register with Her Majesty’s Revenue and Customs (HMRC) for either self-employed or company status. They need to describe this is approximately 25 words, a variation of twenty percent is allowable. They then need to state why most businesses need to register with HMRC for VAT. 

You might wish to extend their understanding by asking them to explain what is meant by VAT, what the current rates are and how it is applied.

Task 6 
Identify and explain the sources of information available for businesses on business taxation

Assessment criterion 4.2 is assessed in this task.

Candidates are required to identify at least four different sources and then say why they would use these sources. The emphasis needs to be on different sources.

You might wish to extend their understanding by asking them to explain the advantage of each source and why they would or would not use the source.

A table for completion has been provided in the candidate section.  
Task 7 
Know the principles of income tax and National Insurance

Assessment criteria 5.1 and 5.2 are assessed in this task.

It is important the candidates intending to set up their own business venture have some understanding of how income tax operates in terms of tax rates, income levels, personal allowances and allowable deductable expenses. Firstly, they need to list the income tax bands in terms of income levels and tax rates.  They then must describe how personal allowance works in approximately 20 words, a variation of twenty percent is allowable. Lastly, they must state three tax deductable expenses they would be able to claim.

You might wish to extend their understanding by asking them to estimate their potential income from their business in its first year and use this to complete a self-assessment tax form which could be a paper version or downloaded from the HMRC website http://www.hmrc.gov.uk/sa/forms/content.htm
Unit 6  
Planning the financial management of a business venture

Introduction to the tasks

The tasks have been designed to enable candidates to demonstrate their knowledge and understanding of how to plan the cash requirements to start a business venture and how to finance that cash requirements.  
Finance is an integrated topic so candidates should tackle the tasks in the order that best helps their understanding. This should be discussed before they start the unit.

If this unit is being sent on its own to the external assessor then it must be accompanied by a description of the business venture.

In addition, these notes suggest extension tasks which you may wish the candidates to undertake to enlarge their understanding.
Each assessment criteria has a corresponding task for completion.

Task 1 
Sources of finance for a business venture

Assessment criterion 1.1 is assessed in this task.

This is a generic task. The candidate must name at least eight sources of funds and go on to explain the advantages and disadvantages of each.
You might wish to extend their understanding by asking them to say which source(s) they would use and to justify this.

A table for completion has been provided in the candidate section.  
Task 2 
Explain the importance of good cash flow management

Assessment criterion 2.1 is assessed in this task.

This is a generic task. Candidates need to define what is meant by cash flow and then to explain why cash flow is important for a business in approximately 50 words, a variation of twenty percent is allowable.

This task links directly with Task 5.

Task 3 
Identify systems used to record financial transactions and why it is important to ensure that money is paid on time
Assessment criteria 2.2 and 2.3 are assessed in this task.

The first three parts of this task are generic. Candidates need to indentify five methods that can be used to record financial transactions. They are required, then, to explain two reasons why a business should pay on time and to go on to explain why a business needs to bring in the money owing to it on time in approximately 30 words, a variation of twenty percent is allowable.

The last part refers to their proposed business venture. They need to describe why they would collect money due when it is owed and pay money when it is due in approximately 50 words, a variation of twenty percent is allowable.

Task 4 
Produce a personal expenditure budget and estimate minimum income required from a business venture to maintain personal expenditure
Assessment criteria 3.1 and 3.2 are assessed in this task.

Candidates must construct a list of weekly or monthly expenses in the form of a survival budget (containing minimum personal income and expenditure needs) for someone starting a venture.  They must then calculate their total annual expenditure on these items.  (The well-known approximation that there are four weeks in a month should not be used to move from a weekly to a monthly figure or vice versa).  

In addition, candidates will identify other sources of income available to them during the year.  As a result of these calculations, they will be able to calculate the absolute basic income required from the venture in order to cover their living expenses.  

You might wish to extend their understanding by discussing with them before they start what is meant by a personal survival budget and what they would expect to be the main items to include.

A table for completion has been provided in the candidate section.  
Task 5 
Create a sales and a cash flow forecast and explain the effects of different funding sources on the cash flow
Assessment criteria 4.1, 4.2 and 4.3 are assessed in this task.

Candidates must decide on the intended price per unit, the estimated sales volume and from these the estimated sales revenue of their business venture in its first year.

They must create a table to forecast cash receipts and cash payments on a monthly basis, showing monthly and annual totals, and derive net cash flow on a monthly and annual basis.  The forecast cash position must be presented as a closing bank balance on a monthly basis.  

Candidates will then need to consider their findings and answer subsequent questions regarding their monthly cash flow.

They must then explain how different sources of funding can affect a cash flow forecast.
You might wish to extend their understanding by asking them to consider what effect different bank loans might have on their cash flow. 
Tables for completion have been provided in the candidate section.  
Task 6 
Create a profit and loss account and estimate gross and net profit
Assessment criteria 5.1 and 5.2 are assessed in this task.

Candidates will need to show that they understand what is meant by direct and indirect costs and what these would be for their business venture. They must also define gross and net profit. 

Using figures based on the candidate’s own business idea they must create a simple profit and loss account to estimate the costs for their business as an annual total.  Candidates will need to use all the direct and indirect costs they have already listed in order to estimate the total costs that they may incur.   

Candidates will need to show the net and gross profits for their venture as a result of their workings in this task.

A table for completion has been provided in the candidate section.  
Task 7 
Create a balance sheet and estimate the financial position of your business venture
Assessment criteria 6.1 and 6.2 are assessed in this task.

Using figures based on the candidate’s own business idea they must create a simple balance sheet. They will need to estimate their likely assets and liabilities. They must then  use this balance sheet to assess the financial position of your business in approximately 75 words, a variation of twenty percent is allowable.
You might wish to extend their understanding by discussing with them before they start what are meant by fixed and current assets and current and long-term liabilities.

A table for completion has been provided in the candidate section.  
Unit 7 
Understand selling within a business venture

Introduction to the tasks

The tasks have been designed to enable candidates to demonstrate their knowledge and understanding of how to create a suitable sales strategy for their business and to show that they understand the processes, activities and decisions which are entailed. The candidates will be able to recognise who their customers are, be able to identify what they want and know the most suitable method for providing their product/service.
If this unit is being sent on its own to the external assessor then it must be accompanied by a description of the business venture.

In addition, these notes suggest extension tasks which you may wish the candidates to undertake to enlarge their understanding.
Each assessment criteria has a corresponding task for completion.
Task 1
Explain the features of a product/service
Assessment criterion 1.1 is assessed in this task.

Candidates need to provide at least five features of their product/service and explain why these are key features. To do so candidates need to have thought through carefully what their product/service is going to be.  

A table for completion has been provided in the candidate section.  
You might wish to extend their understanding by discussing with them before they start what their product/service is going to be and what will be its main features. This could be combined with Task 2.

Task 2 
Analyse the benefits to customers of a product/service
Assessment criterion 2.1 is assessed in this task.

Candidates need to identify at least four benefits to their customers of their product/service and then explain why customers would benefit.
Please see Task 1 for how this could be extended.

A table for completion has been provided in the candidate section.  
Task 3 
Identify potential customers for your business venture
Assessment criterion 3.1 is assessed in this task.

In tasks 1 and 2 candidates have been concerned with their product/service and its features and benefits. This task requires them to identify at least three types of potential customers.

You might wish to extend their understanding by discussing with them before they start what is meant by market segmentation and the ways in which markets can be segmented. This would enable them to then have a clearer understanding of the types of customers they should be aiming their product/service at.

Task 4 
Explain how to attract and retain customers
Assessment criteria 4.1 and 4.2 are assessed in this task.

The candidate must describe what is meant by a customer base in approximately 25 words, a variation of twenty percent is allowable. They must then explain four ways of attracting new customers. To do so they may refer to any sensible ways so long as these are clearly different to each other such as: the importance of product knowledge; politeness; being customer centred; having a tidy and well groomed appearance in front of customers; having a consistent telephone response; etc. Lastly, they must explain why it is important to retain existing customers and how this could be achieved in approximately 50 words, a variation of twenty percent is allowable.

A table for completion has been provided in the candidate section.  
Task 5 
Identify and explain different sales methods
Assessment criteria 5.1 and 5.2 are assessed in this task.

Candidates need to identify at least six different ways in which they could sell their product. A list of the main sales methods is provided in the Knowledge, Understanding and Skills section of the unit.  This list is in no way exhaustive and candidates may choose other methods if they think them appropriate.

They must then select those they consider they would actually use and explain these.

A table for completion has been provided in the candidate section.
Task 6 
Explain ways to create rapport with customers

Assessment criterion 6.1 is assessed in this task.

Candidates need to explain at least three ways in which they would try to create a good relationship with their customers. Candidates may refer back to previous tasks, but must not reproduce these. 

You might wish to extend their understanding by discussing with them before they start the different ways of creating good relationships and how these may differ between businesses.

A table for completion has been provided in the candidate section.  
Task 7 
Explain ways to negotiate with customers and how to close a sale
Assessment criteria 6.2 and 6.3 are assessed in this task.

Candidates are required to explain how to negotiate and close a sale with customers in approximately 75 words, a variation of twenty percent is allowable.

You might wish to extend their understanding by getting the candidates to take part in a role play with one candidate playing the salesperson and the other the customer.
Task 8 

Explain how to overcome possible objections from customers to your product or service
Assessment criteria 7.1 and 7.2 are assessed in this task.

Candidates will need to identify at least four possible customer objections to their product/service.  They will then be able to explain how they intend to overcome these possible objections.
You might wish to extend their understanding by getting the candidates to do some research before completing the task so that the objections are based on this.

A table for completion has been provided in the candidate section.  
Unit 8  
Importance of business plans
Introduction to the tasks

The tasks have been designed to enable learners to demonstrate their knowledge and understanding of the need for a Business Plan, how to prepare to develop a Business Plan for their business venture and how this may be used on an on-going basis. 
If this unit is being sent on its own to the external assessor then it must be accompanied by a description of the business venture.

In addition, these notes suggest extension tasks which you may wish the candidates to undertake to enlarge their understanding.
Each assessment criteria has a corresponding task for completion.  
Task 1 
Explain how a business plan is used when setting up a business

Assessment criterion 1.1 is assessed in this task.

Candidates are required to explain what a business plan is and how it can be used when starting a business venture in approximately 50 words, a variation of twenty percent is allowable. It is important that candidates have clearly thought through the purposes of a plan in starting a new venture. 
You might wish to extend their understanding by getting the candidates to discuss what the purpose of a business plan would be before they undertake this task. Another possibility is to ask the small business manager of a local bank to come in and talk to the candidates. In this case this could be linked with Tasks 3 and 5.

Task 2 
Describe how reviewing outcomes of projects can inform future performance 
Assessment criterion 1.2 is assessed in this task.

Candidates should realise that it is important to review outcomes in order to decide how to progress. In this task they must describe how reviewing outcomes of projects can inform future performance in approximately 50 words, a variation of twenty percent is allowable.

You might wish to extend their understanding by getting the candidates to discuss why reviewing outcomes is important and to give examples, if possible, from any activities they have participated in where this happened before they undertake this task.
Task 3 
Identify the sections of a business plan and describe the purpose of each 

Assessment criteria 2.1 and 2.2 are assessed in this task.

Candidates are required to think about the business plan and its content. They must identify all the business plan sections they will need in the order they will be presented as if they were showing it to a potential lender or support organisation. They need to say why each section would be included.
A table for completion has been provided in the candidate section.  
You might wish to extend their understanding by asking a small business manager of a local bank to come and talk to the candidates about the business plan and/or to introduce to the form which banks use for their potential customers before completing the task.

Task 4 
Identify sources of information/advice on producing a business plan
Assessment criterion 2.3 is assessed in this task.

This is a generic task. Candidates must identify, therefore, at least five different sources of information or advice that a business could go to for assistance in drawing up its business plan. Family and friends can count as only one source because the source is generic and not specific to their business. They must then say why a business would use the source.  

A table for completion has been provided in the candidate section.  
Task 5 
Explain the process of monitoring a business plan on an ongoing basis
Assessment criterion 3.1 is assessed in this task.

It is important that candidates understand that a business plan is not something which happens at the start and is then forgotten, but is a living document against which progress can be monitored leading to changes.

Candidates need to start by listing the sections of their business plan which they identified in Task 3. They then need to say why each section needs to be monitored. Tutors must check that candidates’ answers show that they have given this due consideration as the answers should reflect differences in the importance of the sections and the nature of the business. They must then explain how and when this monitoring should take place in approximately 100 words, a variation of ten percent is allowable.
You might wish to extend their understanding by getting the candidates to discuss why, how and when they monitor their business plan before they undertake this task. Another possibility is to ask the small business manager of a local bank to come in and talk to the candidates. In this case this could be linked with Tasks 1 and 3.

A table for completion has been provided in the candidate section.  

Set Assignments: Candidate Information


OCR Level 2 Award and Certificate in Preparing for a Business Venture (QCF)

Scheme codes 09896, 09897
General Information for Candidates

Q
Do I have to pass these assignments?

A  
Yes.  You must pass these assignments to achieve the relevant units or full qualification.

Q
What help will I get?

A
Your tutor will help you when completing the OCR set assignments and will make sure that 
you know what resources/facilities you need and are allowed to use.

Q
What if I don’t understand something?

A
It is your responsibility to read the tasks carefully and make sure you understand what you need to do and what you should hand in.  If you are not sure, check with your tutor.

Q
Can I copy other people’s work?

A
No.  The work that you produce must be your own work and you may be asked to sign a declaration to say that the work is your own.  You should never copy the work of other candidates or allow others to copy your work.  

Q
Can I work in a group?

A
Yes.  However, if you work in a group at any stage you must still produce work that shows your individual contribution and answers appropriate to your own business.

Q
How should I present my work?

A
You should present your work on the task sheets provided.  In some cases additional written evidence may be required.  A witness statement may also be necessary; where this is the case it has been provided in the task.  If you are unsure, check with your tutor.

Q
When I have finished, what do I need to hand in?

A
You need to hand in the work that you have completed for each task.  Do not include any draft work or handouts unless these are asked for.  When you hand in your work make sure that it is titled and in the correct order for assessing.

Q
How will my work be assessed?

A
Your work will be marked by an assessor in your centre.  The assessor will mark the work using the assessment criteria in the qualification specification.

Unit 1 
Considering a Business Idea
Task 1 
Explain your likely customers and their characteristics
Assessment criteria 1.1 and 1.2 are assessed in this task.

To set up a successful business you must know who your potential customers may be.

To complete this task you must:

· Describe the potential customers for your business

· Explain why you think they would buy from you
Complete the table below. An example has been provided.

	DESCRIBE YOUR POTENTIAL CUSTOMER AND THEIR CHARACTERISTICS


	WHY THEY WOULD BUY FROM YOU

	Parents with young children
	Because the toy I am producing is aimed at children in the 3 – 5 year age range

	
	


Task 2
Explain types of competitor
Assessment criterion 1.3 is assessed in this task.
To complete this task you must:

· Identify who you consider would be the main competitors for your business

· Explain why you think they would be your main competitors
Complete the table below.

	NAME OF COMPETITOR
	EXPLANATION OF WHY THEY WOULD BE ONE OF YOUR MAIN COMPETITORS

	
	

	
	

	
	

	
	

	
	


Task 3
Identify and explain the main method(s) of selling your product/service
Assessment criteria 2.1, 2.2 and 2.3 are assessed in this task.

Businesses may use a wide range of selling methods depending on the product/service they are providing.

In order to complete this task you must:

· Identify the main methods that could be used to sell a product/service

· Identify the main way/s in which you would sell your product/service

· Explain why this method/s has been chosen

Complete the table on the next page so that you have:

· IDENTIFIED FIVE methods of selling that businesses could use

· IDENTIFIED (with a tick √) which method(s) you would use to sell your product/service

· EXPLAINED at least TWO reasons why this method(s) has been chosen
	SELLING METHOD
	You will use (√)
	Explain two reasons for each method you have chosen to use

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


Task 4
Identify the possible sources of funding available for a new business and explain the advantages and disadvantages of each method
Assessment criteria 3.1 and 3.2 are assessed in this task

Businesses can raise funds from a wide range of sources.

Your task is to:

· Identify the sources a new business could go to for funds
· Explain the advantages and disadvantages of these sources

Complete the table on the next page so that you have:

· IDENTIFIED at least FOUR sources of funding available 

· EXPLAINED at least ONE advantage for each

· EXPLAINED at least ONE disadvantage for each
	FUNDING SOURCE
	ADVANTAGE
	DISADVANTAGE

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


Task 5
Identify how you would fund your business and explain why you would choose this method
Assessment criteria 3.3 and 3.4 are assessed in this task

In order to complete this task you must:

· IDENTIFY the way(s) in which you would fund your business
· EXPLAIN why you would choose this method(s)
Complete the table below:

	SOURCE
	EXPLAIN WHY YOU HAVE CHOSEN THIS METHOD(S)
(GIVE THREE REASONS)

	
	

	
	


Task 6
Identify possible trading names for your business and select a suitable available one
Assessment criteria 4.1 and 4.2 are assessed in this task

When choosing a business name you need to ensure that it is not already being used.  The name should promote your business and be memorable and relevant.

In order to complete this task you must:

· Identify at least THREE potential and available names for your business

· Identify (by a tick √) which name you would use

· Explain why you have chosen this name

Complete the table below.

	POSSIBLE NAMES
	WHICH NAME WILL YOU USE (√)
	EXPLAIN WHY YOU HAVE CHOSEN THIS NAME

	
	
	

	
	
	

	
	
	

	
	
	


Unit 2  
Identifying personal development needs to start a business 
venture
Task 1
Explain why you wish to start your own business
Assessment criterion 1.1 is assessed in this task.

To set up a successful business you must be aware of the reasons for doing so.

To complete this task you must:

Either

· Explain in a personal statement of approximately 50 words why you would want to start your own business

	


Or

· Give a presentation of no more than three minutes, explaining why you want to start your own business.

Both you and your tutor must then complete the following witness statement:
	This task has been successfully completed on:
	

	The presentation and/or the notes used are included with this Task (tick √ to show this has been done)
	

	Signature of candidate:
	

	Name of witness:
	

	Signature of witness:
	

	Position of witness:
	


Task 2
Show understanding of how starting your own business could affect your life and those close to you
Assessment criterion 1.1 is assessed in this task.

Your task is to:

Explain TWO ways this could effect both your own life and that of people who are close to you.

Complete the table below. An example has been provided.

	EFFECT ON YOU
	EFFECT ON PEOPLE CLOSE TO YOU

	Result in having to work long hours
	So I would be able to spend less time with my children

	1
	
	

	2
	
	


Task 3
Identify alternative work you could do and explain the advantages and disadvantages
Assessment criterion 1.2 is assessed in this task.

Starting your own business is one option but there are other alternatives.

To complete this task you must:

· IDENTIFY THREE other kinds of work you could do if you did not start your own business

· EXPLAIN the advantages and disadvantages of each 
Complete the table below.

	ALTERNATIVE WORK
	ADVANTAGES/DISADVANTAGES

	1
	
	

	2
	
	

	3
	
	


Task 4
Identify the skills required for running your business and explain their importance
Assessment criteria 2.1 and 2.2 are assessed in this task.

In order to run your business a number of skills are required.

To complete this task you must:

· IDENTIFY at least FOUR skills that would be required to successfully run your business

· EXPLAIN why these skills would be important

Complete the table below.

	
	SKILL
	EXPLAIN WHY IT IS IMPORTANT

	1
	
	

	2
	
	

	3
	
	

	4
	
	


Task 5
Assess your own work experiences, personal interests and previous achievements that are relevant to setting up your business venture
Assessment criterion 3.1 is assessed in this task.

Many life experiences can provide you with knowledge and skills relevant to starting your own business.

To complete this task you must:

· IDENTIFY EIGHT experiences, interests and achievements you have that might be relevant for your business

· EXPLAIN how relevant these experiences, interests and achievements would be

Complete the table below.

	
	EXPERIENCE, INTERESTS AND ACHIEVEMENTS
	EXPLAIN THE RELEVANCE OF THESE FOR YOUR BUSINESS

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	


Task 6
Identify and assess any training and personal development that may be needed in order to start your business
Assessment criteria 3.2 and 3.3 are assessed in this task.

In order to start your own business you may need to review and identify training needs

To complete this task you must:

1
IDENTIFY at least FOUR training and personal development needs required to set up your business.
1


2







3




4


2
EXPLAIN in approximately 50 WORDS the importance of these needs.

Unit 3  
Identifying the resources and location for a business venture
Task 1
Identify and assess external support and advice required to set up a business
Assessment criterion 1.1 is assessed in this task.

A range of start-up support is available for businesses.

To complete this task you must:

· IDENTIFY at least TWO sources of external support that will be required to set-up the business

· EVALUATE the need and relevance of this support

Complete the table below.

	
	SUPPORT REQUIRED
	EVALUATE THE NEED AND RELEVANCE OF THIS SUPPORT

	1
	
	

	2
	
	

	
	
	


Task 2
Identify the items of capital equipment and materials needed to start 
a specific business venture
Assessment criterion 1.2 is assessed in this task.

When setting up a business some capital equipment will be essential. Other equipment would be desirable, but the business could run without it. In this task you will need to separate these two categories.
To complete this task you must:

· CREATE a list of CAPITAL equipment and materials needed to set up your business

· ESTIMATE the cost of these items

· EXPLAIN why some are essential while others are only desirable.

Complete the tables below.

	ESSENTIAL ITEMS
	COST
	WHY ESSENTIAL

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total
	£


	DESIRABLE ITEMS
	COST
	WHY ONLY DESIRABLE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total
	£


Task 3
Identify and cost items and resources required by your business on an ongoing basis

Assessment criteria 2.1 and 2.2 are assessed in this task.

Unlike the cost of capital equipment, other costs are incurred by a business on a regular basis which could be weekly, monthly, quarterly and yearly. These will include: raw materials, stationery, utility bills, business rates etc.

To complete this task you must:

· CREATE a list of items your business will regularly purchase  

· ESTIMATE the cost of these regular outgoings on both a monthly and annual basis

Complete the table below.

	ITEM
	COST (£) Weekly Monthly quarterly, yearly
	TOTAL COST PER YEAR (£)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	TOTAL
	£


Task 4
Identify and explain possible locations for your business 

Assessment criteria 3.1 is assessed in this task.

You may locate your business in a wide range of places.  

To complete this task you must:

· IDENTIFY a range of possible locations for your business

· EXPLAIN the advantages and disadvantages of these locations

Complete the table on the next page.

	POSSIBLE LOCATION
	ADVANTAGES OF THE LOCATION
	DISADVANTAGES OF THE LOCATION

	
	
	

	
	
	

	
	
	


Task 5 
Select your preferred location and explain why you have chosen that location
Assessment criteria 3.2 and 3.3 are assessed in this task.

To complete this task you must:

· USING the locations identified in Task 4, CHOOSE the most suitable location
· EXPLAIN why you have chosen it
Which location will you choose for your business?

Explain in approximately 30 WORDS why you have made this choice.

Unit 4 
Attracting customers through marketing
Task 1
Define marketing principles and explain how these apply to your 

business
Assessment criteria 1.1 and 1.2 are assessed in this task.

In order for a business to be successful it is important to understand the main marketing principles.

To complete this task you must:

· EXPLAIN what is meant by the marketing principles of Product, Price, Promotion and Place (the 4Ps)

· EXPLAIN how these principles apply to your business

· EXPLAIN which one is most relevant for the business

Complete the table on the next page.

Complete the table below.

	MARKETING PRINCIPLE
	EXPLAIN WHAT THIS PRINCIPLE MEANS
	HOW DOES THIS PRINCIPLE APPLY TO YOUR BUSINESS

	Product


	
	

	Price
	
	

	Promotion
	
	

	Place
	
	


Task 2: 
Understand what is meant by market research, why it is carried out 

and the uses it can be put to
Assessment criteria 2.1, 2.2 and 2.3 are assessed in this task.

Successful businesses depend on knowing their market.

To complete this task you must:

· DESCRIBE what is meant by primary and secondary research

· SHOW knowledge of various types of primary research

· EXPLAIN why businesses carry out market research

· EXPLAIN how businesses can make use of market research

DESCRIBE what is meant by primary research.

DESCRIBE what is meant by secondary research.
Complete the table below.

	TYPE OF PRIMARY RESEARCH
	DESCRIBE HOW IT IS CARRIED OUT

	Questionnaire


	

	Formal Interview


	

	Informal Interview


	

	Focus Group


	


STATE AND EXPLAIN THREE reasons why businesses carry out market research.
1


2


3


EXPLAIN in approximately 50 WORDS the uses that a business can make of market research.
Task 3 
Produce market research materials for your business

Assessment criterion 3.1 is assessed in this task.

To complete this task you must:

CREATE market research materials for your business using one of the following methods:
· A questionnaire 
· Formal interview questions
· Informal interview topics/questions
· Focus group discussion points/agenda
Attach/insert your materials here.

Task 4 
Analyse how your business relates to its market
Assessment criteria 4.1, 4.2 and 4.3 are assessed in this task.

It is important to identify how your business will fit into the existing market.

To complete this task you must:

1
STATE how your business would fit into the existing market.

2
GIVE FOUR advantages and disadvantages that your business will have in relation to the market.
Complete the table on the next page.

Complete the table below
	
	ADVANTAGE
	DISADVANTAGE

	1


	
	

	2
	
	

	3
	
	

	4
	
	


3
How would you use the analysis in the table above to improve the position of your business in the market (approximately 50 words)?

Task 5 
Explain how to set the price for a product/service  
Assessment criterion 5.1 is assessed in this task.

A business needs to set the correct price for their product/service in order to be successful and competitive.

To complete this task you must:

1
EXPLAIN in approximately 25 words what is meant by cost-plus pricing 

2
PROVIDE below a simple calculation to support your explanation of cost-plus pricing.

3
EXPLAIN in approximately 75 words why it is important to set a price that will appeal to potential customers, but also provide a profit for the business.

Task 6 
Identify brand values for your business
Assessment criterion 6.1 is assessed in this task.

Brand values are increasingly important in modern business.

To complete this task you must:

· DESCRIBE what is meant by brand value eg Honda - innovation
· IDENTIFY brand values that your business might have

DESCRIBE what is meant by brand value. 

IDENTIFY at least FOUR brand values that your business might have

1


2


3


4


Task 7 
Apply brand values to your business
Assessment criterion 6.2 is assessed in this task.

To complete this task you must:

· DESIGN a poster or a leaflet, or an advertisement, that will allow you to apply these brand values.

The template should be no larger than one side of A4 paper. You should produce this electronically where possible. The resulting work must be attached to/included with this Task.
Unit 5  
Investigating legal issues relating to a business venture
Task 1 
Identify the main legal structures used for business ventures and 
explain their advantages and disadvantages

Assessment criteria 1.1 and 1.2 are assessed in this task.

Although there are many different legal structures for a business venture, some of these are more appropriate for new businesses.

To complete this task you must:

· DESCRIBE the main types of legal structure suitable for a new business

· EXPLAIN THREE advantages and disadvantages of these legal structures

Complete the table on the following page.

	LEGAL STRUCTURE AND DESCRIPTION
	
	ADVANTAGES 
	DISADVANTAGES

	Sole Trader is
	1
	
	

	
	2
	
	

	
	3
	
	

	Partnership is
	1
	
	

	
	2
	
	

	
	3
	
	

	Private Limited Company is


	1
	
	

	
	2
	
	

	
	3
	
	

	Franchise is
	1
	
	

	
	2
	
	

	
	3
	
	


Task 2 
Select a legal structure for your business and explain why this structure 
has been selected
Assessment criteria 2.1 and 2.2 are assessed in this task.

To complete this task you must:

· CHOOSE an appropriate legal structure for your business

· EXPLAIN in approximately 50 words why this would be the best legal structure for the business

Legal Structure



Explanation



Task 3 
Explain the main legislation that applies to your business
Assessment criterion 3.1 is assessed in this task.

A wealth of legislation exists but it is important to focus on that which is most relevant to your business.
To complete this task you must:

· IDENTIFY the main, generic legislation which applies to your business

· DESCRIBE how this legislation will affect your business

You should cover as wide a range of legislation as is appropriate. This could include:

· health and safety
· trade descriptions
· sale of goods 
· consumer protection 
· consumer credit 
· distance selling regulations 
· employment law
· contract law 
· financial services act

· data protection

· disability, sex and race discrimination

· equality and diversity

· pension provision.
The above is not a comprehensive list and other legislation may be relevant to your business.

Complete the table on the following page.

	LEGISLATION
	HOW IT WILL AFFECT YOUR BUSINESS

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Task 4 
Identify and explain the sources of information available for businesses on 
legislation
Assessment criterion 3.2 is assessed in this task.

To complete this task you must:

· IDENTIFY at least FOUR different sources of information that you could access for guidance on business legislation

In your answer you may wish to refer to organisations, individuals and web addresses.

Complete the table below.

	
	SOURCE OF INFORMATION
	· WHY WOULD YOU USE THIS SOURCE?

	· 1
	
	· 

	· 2
	
	· 

	· 3
	
	· 

	· 4
	
	· 


Task 5 
Describe why you have to register for self-employed or company status 
and VAT
Assessment criterion 4.1 is assessed in this task.

It is mandatory for all businesses to follow current requirements to register for self employed or company status and VAT where appropriate.

To complete this task you must:

· DESCRIBE why it is necessary to register for self employed or company status

· DESCRIBE what is meant by VAT

· STATE TWO reasons why it is necessary to register with Her Majesty’s Revenue and Customs (HMRC)

DESCRIBE in approximately 25 words why it is necessary to register for self-employed or company status.

STATE why it is necessary for most businesses to register for VAT with HMRC.
Task 6 
Identify and explain the sources of information available for businesses on 
business taxation

Assessment criterion 4.2 is assessed in this task.

To complete this task you must:

· IDENTIFY at least FOUR different sources of information that you could go to for help with business taxation

Complete the table on the following page.

Complete the table below.

	
	SOURCE OF INFORMATION
	· WHY WOULD YOU USE THIS SOURCE?

	· 1
	
	· 

	· 2
	
	· 

	· 3
	
	· 

	· 4
	
	· 


Task 7 
Know the principles of income tax and National Insurance

Assessment criteria 5.1 and 5.2 are assessed in this task.

Individuals are required to pay income tax and national insurance at certain rates.  Businesses have to pay national insurance for their employees and collect income tax on behalf of HMRC.

To complete this task you must:

1
LIST the income tax bands giving percentage rate and income levels.

2
DESCRIBE in approximately 20 words how personal allowance works.

3
STATE at least THREE tax deductable expenses you would be able to claim.


1


2


3
Unit 6  
Planning the financial management of a business venture
Finance is an integrated topic so you should tackle the tasks in the order that best helps your understanding. You should discuss this with your tutor before starting.
Task 1 
Sources of finance for a business venture

Assessment criterion 1.1 is assessed in this task.

To complete this task you must:

1
IDENTIFY SIX possible sources of funding for a business venture and EXPLAIN the advantages and disadvantages of these different funding sources.

Complete the table on the following page.

	SOURCE
	ADVANTAGE
	DISADVANTAGE

	1


	
	· 
	· 

	2
	
	· 
	· 

	3
	
	· 
	· 

	4
	
	· 
	· 

	5
	
	· 
	· 

	6
	
	· 
	· 

	7
	
	· 
	· 

	8
	
	· 
	· 


Task 2 
Explain the importance of good cash flow management

Assessment criterion 2.1 is assessed in this task.

To complete this task you must:

· DEFINE what is meant by cash flow

· EXPLAIN in approximately 50 words why cash flow is important for a business

What is meant by cash flow?

Explain in approximately 50 words why cash flow is important for a business.

Task 3 
Identify systems used to record financial transactions and why it is 
important to ensure that money is paid on time
Assessment criteria 2.2 and 2.3 are assessed in this task.

To complete this task you must:

1
STATE FIVE methods that can be used for recording financial transactions.


i)


ii)



iii)



iv)



v)


2
EXPLAIN TWO reasons why it is important that money owed by a business is paid on time.

i)



ii)


3
EXPLAIN in approximately 30 words why it is important that money owing to a business is paid on 
time.
4
DESCRIBE in about 50 words how your business would collect money due when it is owed and pay money when it is due.

Task 4 
Produce a personal expenditure budget and estimate minimum income 
required from a business venture to maintain personal expenditure
Assessment criteria 3.1 and 3.2 are assessed in this task.

It is important to know how much money you need to spend on everyday living when setting up your own business. This may vary depending on whether you have a family, house, car, pets etc or whether you are being supported by parents, husband/wife/partner, etc.

To complete this task you must:

· CONSTRUCT your personal survival budget

· ESTIMATE, using your personal survival budget the minimum income required from the business.

Complete the table on the following page to show your personal survival budget for the first year of your business venture. You may use either weekly or monthly figures, but remember to multiply the expenditure by either 52 or 12 respectively.

	WHAT WILL I NEED TO SPEND MONEY ON
	HOW MUCH WILL IT COST (£)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	EXPENDITURE IN THE YEAR (A)
	

	
	

	INCOME FROM FAMILY/PARTNER
	

	OTHER INCOME(PLEASE STATE)
	

	TOTAL INCOME (B)
	


ESTIMATE, using your personal survival budget the minimum income required from the business.

Complete the following statement:

Expenditure in the year (Total A)
£

minus

Total income (Total B)

£

Total survival income required from the business  
£

Task 5: Create a sales and a cash flow forecast and explain the effects of different funding sources on the cash flow
Assessment criteria 4.1, 4.2 and 4.3 are assessed in this task.

To complete this task you must:

A: PRODUCE a sales forecast for a year

B: DRAW UP a cash flow forecast for a year
C: EXPLAIN how different sources of funding can affect cash flow forecast
A: PRODUCE a sales forecast for a year on a monthly basis and forecast potential revenue

Complete the table on the next page.

Decide on the intended price per unit, the estimated sales volume (number of units you hope to sell) and from these the estimated sales revenue (price x sales volume). The price only needs to be shown once unless it will change.

Columns 1-12 represent the months of the year. 

You may add more rows for more products if required.

	Month
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	Total

	Intended price per unit
	
	
	
	
	
	
	
	
	
	
	
	
	

	Estimated sales volume
	
	
	
	
	
	
	
	
	
	
	
	
	

	Estimated sales revenue
	
	
	
	
	
	
	
	
	
	
	
	
	


B: DRAW UP a cash flow forecast for a year on a month by month basis.
Complete the table on the following page to show:

· Estimated income on a monthly basis using the sales income from the Sales Forecast table

· All estimated payments – you should refer back to Unit 3.

· Your estimated monthly and annual cash flow  (Total A – Total B)

· Your estimated opening and closing bank balances
	CASH FLOW FORECAST
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	Total

	INCOME
	

	Sales income
	
	
	
	
	
	
	
	
	
	
	
	
	

	Grants
	
	
	
	
	
	
	
	
	
	
	
	
	

	Loans received
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL RECEIPTS (A)
	
	
	
	
	
	
	
	
	
	
	
	
	

	PAYMENTS
	

	Direct Costs
	
	
	
	
	
	
	
	
	
	
	
	
	

	Indirect Costs
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL PAYMENTS (B)
	
	
	
	
	
	
	
	
	
	
	
	
	

	CASH FLOW (A-B = C)
	
	
	
	
	
	
	
	
	
	
	
	
	

	OPENING BANK BALANCE (D)
	
	
	
	
	
	
	
	
	
	
	
	
	

	CLOSING BANK BALANCE (C-D)
	
	
	
	
	
	
	
	
	
	
	
	
	


For how many months did you have a negative cash flow? 



For how many months did you have a positive cash flow? 








C: EXPLAIN how different sources of funding can affect a cash flow forecast.
Complete the table below. You may wish to refer back to Task 1 in this Unit.

	FUNDING SOURCE
	EFFECT ON CASH FLOW

	
	

	
	

	
	

	
	


Task 6 
Create a profit and loss account and estimate gross and net profit
Assessment criteria 5.1 and 5.2 are assessed in this task.

To complete this task you must:

· SHOW understanding of what is meant by a profit and loss account including direct and indirect costs and gross and net profit.

· DRAW UP a simple profit and loss account to show both gross and net profit

Define Direct Cost and list below the direct costs involved in your business venture

Direct Cost    



Direct costs in my business will be:

Define Indirect Cost and list below the indirect costs involved in your business venture

Indirect costs in my business will be:

Define gross profit 
Define net profit

Using figures from your own planned business venture draw up profit and loss account.

Complete the table below. 

	SALES REVENUE (SEE TASK 5.1)
	£

	DIRECT COSTS:
	

	Wages/Salaries
	

	Raw materials
	

	
	

	
	

	
	

	
	

	TOTAL DIRECT COSTS
	£

	GROSS PROFIT
	£

	INDIRECT COSTS:
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	TOTAL INDIRECT COSTS
	£

	NET PROFIT
	£


Task 7 
Create a balance sheet and estimate the financial position of your 
business venture
Assessment criteria 6.1 and 6.2 are assessed in this task.

To complete this task you must:

· SHOW understanding of  what is meant by a balance sheet including assets and liabilities

· DRAW UP a simple balance sheet for your business

· ASSESS, using this balance sheet, the financial position of your business

Draw up a Balance Sheet. To do so you will need to estimate your likely assets and liabilities. You should discuss this with your tutor before proceeding.

Complete the table below.
	
	£

	FIXED ASSETS
	

	Fixtures and fittings
	

	Equipment
	

	
	

	
	

	CURRENT ASSETS
	

	Debtors
	

	Cash in hand and at bank
	

	
	

	
	

	TOTAL ASSETS
	

	CURRENT LIABILITIES
	

	Creditors falling due within 1 year
	

	Bank overdraft
	

	
	

	
	

	TOTAL CURRENT LIABILITIES
	

	CURRENT ASSETS – CURRENT LIABILITIES
	

	LONG-TERM LIABILITIES
	

	TOTAL ASSETS – TOTAL LIABILITIES
	

	CAPITAL AND RESERVES
	

	Reserves
	

	Profit and Loss Account
	

	TOTAL CAPITAL AND RESERVES
	


Using the balance sheet above, ASSESS the financial position of your business (in approximately 
75 words).

Unit 7  
Understanding selling within a business venture
Task 1 
Explain the features of a product/service
Assessment criterion 1.1 is assessed in this task.

In order to successfully sell a product/service it is important to understand its features.
To complete this task you must:

· IDENTIFY FIVE key features of your product or service

· EXPLAIN why these are the key features

Complete the table below.

	KEY FEATURE OF THE PRODUCT OR SERVICE
	EXPLAIN WHY THIS IS A KEY FEATURE

	1


	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	


Task 2 
Analyse the benefits to customers of a product/service
Assessment criteria 2.1 is assessed in this task.

In order to successfully sell a product/service it is important to understand what benefits customers would gain from its purchase.

To complete this task you must:

· IDENTIFY and EXPLAIN at least FOUR benefits for customers of your product/service

Complete the table below.

	BENEFITS FOR CUSTOMERS
	EXPLAIN WHY CUSTOMERS WOULD BENEFIT

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	
	
	


Task 3 
Identify potential customers for your business venture
Assessment criterion 3.1 is assessed in this task.

To complete this task you must:

IDENTIFY at least three types of potential customers for your business

1


2


3


Task 4 
Explain how to attract and retain customers
Assessment criteria 4.1 and 4.2 are assessed in this task.

It is important not only to attract new customers, but, also, to retain your existing customers.

To complete this task you must:

1
DESCRIBE in approximately 25 words what is meant by a customer base.
2
EXPLAIN FOUR different ways of attracting new customers to the business.

Complete the table on the next page.
	WAY OF ATTRACTING NEW CUSTOMERS
	EXPLANATION OF WHY THIS  METHOD WOULD WORK

	1


	
	

	2
	
	

	3
	
	

	4
	
	


3
EXPLAIN in approximately 50 words why it is important to retain existing customers and how this could be achieved.

Task 5 
Identify and explain different sales methods
Assessment criteria 5.1 and 5.2 are assessed in this task.

To complete this task you must:

· IDENTIFY SIX different methods of selling a product or service

· DESCRIBE how these methods work

· SELECT and EXPLAIN the methods you would use in your business

Complete the table on the next page.

	POSSIBLE METHODS OF SELLING
	DESCRIBE THE METHODS
	Tick (√)  those methods you would use
	JUSTIFY WHY USE WOULD USE THE TICKED (√) METHOD(S)

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	


Task 6 
Explain how to create rapport with customers
Assessment criterion 6.1 is assessed in this task.

It is important to know how to create good relationships with customers as this enables you to both gain customers and retain existing ones.

To complete this task you must:

EXPLAIN at least THREE ways you would create a good relationship with customers
Complete the table below.

	METHOD YOU WOULD USE
	EXPLANATION OF THIS METHODS

	 1
	
	

	2
	
	

	3
	
	

	
	
	


Task 7 
Explain ways to negotiate and close a sale with customers
Assessment criteria 6.2 and 6.3 are assessed in this task.

It is important to know how to create good relationships with customers as this enables you to both gain customers and retain existing ones.

To complete this task you must:

2
EXPLAIN in approximately 75 words how to negotiate and close a sale with customers.

Task 8 
Explain how to overcome possible objections from customers to your 
product or service
Assessment criteria 7.1 and 7.2 are assessed in this task.

To complete this task you must:

· IDENTIFY at least FOUR possible objections to your product or service that a customer might reasonably make

· EXPLAIN how these objections could be overcome
Complete the table below.

	POSSIBLE OBJECTION
	HOW YOU WOULD TRY TO OVERCOME THIS OBJECTION

	1

	
	

	2
	
	

	3
	
	

	4
	
	


Unit 8  
Importance of business plans
Task 1 
Explain how a business plan is used when setting up a business

Assessment criterion 1.1 is assessed in this task.

A business plan is vital when setting up a business if it is to a have a chance of success.

To complete this task you must:

EXPLAIN in approximately 50 words what is meant by a business plan.

Task 2 
Describe how reviewing outcomes of projects can inform future performance
Assessment criterion 1.2 is assessed in this task.

To complete this task you must:

DESCRIBE in approximately 50 words how reviewing outcomes of projects can inform future performance 
Task 3 
Identify the sections of a business plan and describe the purpose of each 

Assessment criteria 2.1 and 2.2 are assessed in this task.

In order to produce a business plan it is important to understand what to include and why.

To complete this task you must:

· IDENTIFY the main sections that should be included in a business plan

· DESCRIBE why these sections are included

Complete the table below.

	SECTIONS OF THE BUSINESS PLAN
	WHY IT IS INCLUDED IN THE BUSINESS PLAN

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Task 4 
Identify sources of information/advice on producing a business plan
Assessment criterion 2.3 is assessed in this task.

When producing a business plan there are many sources of information and advice that may be referred to.

To complete this task you must:

· IDENTIFY at least FIVE sources to whom a business could go to for help with drawing up a business plan – this could include: organisations; individuals and the internet

Complete the table below.

	SOURCE OF INFORMATION/ADVICE
	WHY WOULD A BUSINESS USE THIS SOURCE

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	


Task 5 
Explain the process of monitoring a business plan on an ongoing basis
Assessment criterion 3.1 is assessed in this task.

To complete this task you must:

LIST the sections of the business plan you identified in Task 3, and EXPLAIN why aspects of the business plan needs to be monitored.
Complete the table below.

	SECTIONS OF THE BUSINESS PLAN
	WHY IT NEEDS TO BE MONITORED

	
	

	
	

	
	

	
	

	
	

	
	


2
EXPLAIN in approximately 150 words how and when this monitoring should take place.
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