CHECKLIST & DIVISION OF LABOUR
	JOB /TASK
	NAME OF TEAM MEMBER 
	DATE TO BE COMPLETED

	Business Name
	
	

	Business Logo
	
	

	BUSINESS PLAN
	

	Table of contents page
	
	

	Overview of the business (prime function)
	
	

	Location and Interior design
	
	

	Legal structure of the business
	
	

	Staffing requirements
	
	

	Marketing Plan
	
	

	Pricing
	
	

	Financial Plan
	
	

	Future Prospects
	
	

	CREATIVE COMPONENT OF THE TASK (ALL OF THIS IS TO BE DISPLAYED AND INCLUDED IN YOUR PORTFOLIO)
	

	Illustrations of the product itself or flow chart to illustrate how your planned service will work
	
	

	Illustrations of your planned business premises and décor/interior design aspect. 
	
	

	Design for the Packaging of your product
	
	

	Design of staff uniforms
	
	

	Any promotional or marketing material you design/create such as posters or signage
	
	

	Photographs (eg. photos of competing products/services or competing businesses)
	
	

	Market research (surveys)
	
	

	Launch party!! For example, design of party invites. 
	
	

	Business card
	
	

	POWERPOINT PRESENTATION
	

	SLIDE 1 – Title slide
	
	

	SLIDE 2  - Overview of business
	
	

	SLIDE 3 - Location
	
	

	SLIDE 4 – Legal structure of business
	
	

	SLIDE 5 – Staffing requirements
	
	

	SLIDE 6 – Marketing Plan
	
	

	SLIDE 7 – Marketing Plan continue (SWOT etc
	
	

	SLIDE 8 – Pricing
	
	

	SLIDE 9 – Financial Plan – initial start up costs
	
	

	SLIDE 10 - Financial Plan – sources of finance
	
	

	SLIDE 11 - Financial Plan – sales forecast 
	
	

	SLIDE 12 - Financial Plan – monthly cash budget
	
	

	SLIDE 13  - Future prospects
	
	

	SLIDE 14 etc.  Finally show to the audience your creative design work! Relating to Part 2 of the assignment. 
	




