KEARNEY│GOLISANO


FRESHMAN SEMINAR

INTRODUCTION TO BUSINESS
PROJECT EXPECTATIONS

PROJECT SPECIFICATIONS:
You are going to create your own business and develop a business plan.  Your business can be either retail (sells products) or service (sells services). You must come up with a name for your company as well as a description of your facilities.
FORMAT AND SECTIONS:

1. FORMAT: 

Submitted in a three-ringed; typewritten (Title fonts larger; text fonts for the sections should be no larger than 12 points).  Each section should be double-spaced.

Cover page should include: (1) Company Name, (2) Your Name, (4) Course Title, (5) Semester.  Include page numbers on all pages and a table of contents for reference.  All sections MUST look consistent.  If desired, separate sections with a blank page with the section title on it.  It must be professional looking and easy-to-read.






COVER PAGE EXAMPLE:

2. GRADING:

500 POINTS.  You will be graded not only on meeting criteria, but your initiative to go “above and beyond” any requirements of a section to score more points.  For each section, you will be able to “shine” by accomplishing additional explanations or tasks.  If you complete the minimum, the most you will be able to receive is a 400 out of 500 or a “B/80.”  If you go “above and beyond” the minimum, you will have a chance to score an “A/450+.”  If you complete any section below the set standards, you will jeopardize your overall grade on this project.  
3. SECTIONS:

A. EXECUTIVE SUMMARY:   This section is the introduction to your business plan.  Its purpose is to sell your idea to your readers and financial supporters.  This section will be complete last.
B. COMPANY DESCRIPTION:  This section includes the reasons you have for starting your business, what types of opportunities there are for your particular business, and an explanation of the types of products or services you will be providing your target market.  A+B:  Include a list of other businesses in the area that provide the same or similar products or services.  A+B:  Include an interview with someone who owns or runs a similar business.
C. PRODUCT OR SERVICE PLAN:  This section contains a description of the characteristics of your products or services and a description of the products and services sold by your competitors.  It also outlines the steps you will take to develop and evaluate your products or services.  A+B:  Include a design of your product.  A+B:  Include a description of the facility you will use to sell the services you will provide.  A+B:  Include a chart depicting the markers you will use to test and evaluate your product or service.
D. VISION AND MISSION STATEMENTS:  This section includes your company’s vision and mission statements.  A+B:  Obtain a vision and mission statement from a company that sells a similar product or service.
E. INDUSTRY OVERVIEW:  This section describes the industry your company works within (examples: car dealership—car industry, dance studio—dance industry).  It describes the history and current conditions of the industry and also projects for the future.  In addition, this section outlines all of your competitors and what types of economic factors may impact your business.  A+B:  Include a graph of the history, current conditions, and future projections for your industry.  A+B:  Include 3 or 4 articles on economic factors that might influence the success or failure of your business.
F. MARKET ANALYSIS:  This section includes a description of your target market.  It looks at things like age, income level, gender, marital status, as well as interests, values, and consumer buying behaviors.  A+B:  Include 3 or 4 research articles on your target market.
G. MARKETING PLAN:  This section includes how you will get your product out on the market as well as a description of your place of business.  Think about what motivates your target market to purchase products and services—placement of your product or service, pricing factors, the physical environment of your establishment, the process the target market needs to go through to get your product or service, and the promotion of your product or service.  A+B:  Include an advertisement for your product.  A+B:  Include a picture of your facilities.  A+B:  Include a home mailer to let customers know about your business.

H. FINANCIAL PLAN:  This section contains a description of the sources of funding required to open your business.  It also includes a list of all of your projected expenses (think things like employees, equipment, utilities, etc.).  A+B:  Include a list of local financial institutions that can assist you in funding.  A+B:  Include a list of government agencies that may be able to assist you with funding (grants, etc.). 
I. APPENDICES:  This section contains all of your above and beyond materials.  Each A+B should be referenced in the body of your report and labeled Appendix A, Appendix B, etc. to correspond with each section of your project.  Sample reference: (see Appendix A for list of local businesses)
INTRODUCTION TO BUSINESS

EXECUTIVE SUMMARY EXPECTATION SHEET

In order to entice a bank or finance company to assist you in starting your own business, you must grab their attention in the opening of your business plan.  This means creating brief statements about your plan that will assist the reader in obtaining information contained in the body of the report. 

The purpose of the executive summary is to create a desire in the reader to gain more information about your prospective business.  Your statements should be short and to the point.  Each section of the executive summary should be an overview of your entire plan.  Your executive summary should be no longer than one typed page.
1. FORMAT:

Each section’s questions should be answered in paragraph format.  Paragraphs should be double-spaced.  Section titles should be bold and there should be 2-3 returns after each section.  Page numbers should be placed at the bottom center of each page--including page 1.

2. SECTIONS:

A.  INTRODUCTION
· Describe your product or service.

· Briefly summarize mission and vision statements.

· Describe how your business will meet mission statement.

B.  CURRENT SITUATION:  

· Explain the current status of the industry you are entering.

· Describe what unique opportunity exists for you to open your new business.

· Explain why you feel your business will be successful.

C. MARKET ANALYSIS:

· Briefly describe your target market.

· Explain why your product or service will be attractive to this market.

· Describe the benefits to your consumers.

D. CLOSING STATEMENT:

· Explain the benefits of investing in your company.

· Summarize the key points of your marketing plan.

· Placement of product or service.

· Process of obtaining product or service.

· Promotion of your product or service.
INTRODUCTION TO BUSINESS

COMPANY DESCRIPTION EXPECTATION SHEET

Your company description includes all of the reasons you have for starting your business. You should be as specific as possible—include your love of the industry, commitment to excellence, dreams for the future, belief in your product or service, etc.  This section also highlights the opportunities you have in the market or area you are entering—lack of similar product or service, inadequate representation of your type of product or service, or that you have a product or service that surpasses the competition because of its quality.

Use this section to “sell” yourself and your product or service.  Your attention to details in this section will set your company apart from others that are similar in nature.  This section should be about 1-2 pages in length.

3. FORMAT:

Each section’s questions should be answered in paragraph format.  Paragraphs should be double-spaced.  Section titles should be bold and there should be 2-3 returns after each section.  Page numbers should be placed at the bottom center of each page--including page 1.

4. SECTIONS:

A. COMPANY NAME
· What is the name of your business?

· What influenced the name?

B. MOTIVATIONS

· Describe the reasons behind your desire to start your business.

· What motivated you to choose this particular type of business?

C. BUSINESS CONCEPT:

· Describe your product or service.

· Describe your target market.

· How old are they?

· Where do they live?

· How much money do they make?

· What is their lifestyle like?

· Are they married or single?

· Any other demographics you can think of—see me for additional market information if needed.

· Explain why your product or service will be attractive to this market.

· Describe the benefits to your consumers.

D.  ENTREPRENEURAL OPPORTUNITIES

· What area (city or town) are you choosing to open your new business?

· Why does that area make sense to open a new business?

· Are there new businesses entering that market?

· Is it a growing area?

· Is it close to suppliers or distributors?

· How many other businesses that sell the same type of product or service exist in the area you are choosing to open your business?

· Describe what unique opportunity exists for you to open your new business.

· Is it a lack of other businesses that sell the same product or service?

· Is it a lack of quality in the industry you are entering?

· Is your product or service much better than who you think are your competition?

E. COMPANY GOALS

· What are your goals for the business in the next five years?

· Hire employees?

· Set profit percentage? (10%, 20%, etc.)

· Pay off loans?

· Establish as a solid competitor?

F. FUTURE PLANS

· What are your plans for growth and expansion of your company?

· Keep it small?

· Expand?

· Open another location?

· Hire additional employees?

· Create management positions?

· Reinvest in new equipment and technology?

A+B:  Include a list of other businesses in the area that provide the same or similar products or services.

A+B:  Include an interview with someone who owns or runs a similar business.

INTRODUCTION TO BUSINESS

PRODUCT OR SERVICE

DESCRIPTION EXPECTATION SHEET

Your product or service description is one of the most important parts of your business plan.  It’s your chance to clearly explain your product line or services.  You will need to clearly identify the features and benefits, discuss what needs or problems they address in the market, and also outline what is already out there on the market being sold by your competitors.

Use this section to “sell” your product or service in terms that someone who knows nothing about what you sell will understand.  Your attention to details and focus on benefits as well as features in this section will set your company apart from others that are similar in nature.  This section should be about 2-3 pages in length.

FORMAT:

Each section’s questions should be answered in paragraph format.  Paragraphs should be double-spaced.  Section titles should be bold and there should be 2-3 returns after each section.  Page numbers should be placed at the bottom center of each page--including page 1.

SECTIONS:

A. PRODUCT OR SERVICE DESCRIPTION
· Product(s)
· What is it?

· What does it do?

· What types of features does it have?

· What benefits does it give to the customer?

· Discuss the following:

· Size, shape, color, cost, design, quality, capabilities, technological life-span, and patent protection

· How is it produced?

· What materials are required?

· What type of labor is required?

**if you are carrying multiple products, please describe the features for each one**

· Service
· What is the service?
· How does it work?
· What need does it address in the marketplace?
· Where will it operate?
· What makes your service different?
· What are your hours of operation?
B. PRESENTATION OF TECHNOLOGY/EQUIPMENT 

· What technology/equipment will you use to produce your products or services?

· Computers?

· Equipment? (think about coolers, ovens, transportation, etc.)

· What technology/equipment will you use to maintain your products or services?

· Computers?

· Point of sale devices?

· Inventory procedures?

· What technology/equipment will you use to develop your products or services?

· Laboratory?

· Kitchen?

**you may only use one bullet under this section if you are purchasing your products for retail**

C. COMPETITIVE PRODUCTS OR SERVICES

· Describe your competitor’s products or services.

· What need to they fulfill in the market?

· What benefits do they give to the customer?

· How are your products or services unique?

· What will the benefit be to customers who choose your business?

**use the same detail you used in section A**

**must be done for each competitor you have identified**

**if your business is one of a kind, describe what other types of competitor’s you might have (example:  boutique—what other types of stores would take your customers from you—possibly upscale shoe stores, jewelry stores, etc.)

D. FUTURE PRODUCTS OR SERVICES PLANNING

· Describe product/service strategy.

· Start with small variety and then expand?

· Develop a “set” inventory?

· Add new product/services as the market demands them?

· Describe the relationship between product/service development and market needs.

**This section mirrors closely your vision for your business—again, you may not answer all of the questions in this section**

E. PRODUCT DEVELOPMENT MILESTONES

· How did you conceive or start your product or service?

· How did you design your product or service?

· How will you test your product or service?

· Will you test in a laboratory?

· Will you have a test market?

· Will you test your employees?

· Will you create surveys for your customers to take?

· How will you evaluate your product or service?

· Will you chart survey responses?

· Will you chart sales reports?

· Will you perform employee evaluations?

A+B:  Include a picture/design of your product/service.  A+B:  Include a description of the facility you will use to sell the services you will provide.  A+B:  Include a chart depicting the markers you will use to test and evaluate your product or service.  A+B:  Include a copy of the survey you will use for customer responses.

INTRODUCTION TO BUSINESS

MISSION AND VISION STATEMENT 

EXPECTATION SHEET

VISION STATEMENTS

A vision is a statement about what your organization wants to become.

Sample vision statements:

"Year after year, Westin and its people will be regarded as the best and most sought after hotel and resort management group in North America." (Westin Hotels)

"To be recognized and respected as one of the premier associations of HR Professionals." (HR Association of Greater Detroit)
MISSION STATEMENTS

Mission or Purpose is a precise description of what an organization does. It should describe the business the organization is in. It is a definition of “why” the organization exists currently. Each member of an organization should be able to verbally express this mission.
Sample mission statements:

"Our goal is simply stated. We want to be the best service organization in the world." (IBM)

"FedEx is committed to our People-Service-Profit Philosophy. 

We will produce outstanding financial returns by providing totally reliable, competitively superior, global, air-ground transportation of high-priority goods and documents that require rapid, time-certain delivery." (Federal Express) 

"To give ordinary folk the chance to buy the same thing as rich people." (Wal-Mart)

"Our mission is to earn the loyalty of Saturn owners and grow our family by developing and marketing U.S.-manufactured vehicles that are world leaders in quality, cost, and customer enthusiasm through the integration of people, technology, and business systems." (Saturn)

"In order to realize our Vision, our Mission must be to exceed the expectations of our customers, whom we define as guests, partners, and fellow employees.(mission) We will accomplish this by committing to our shared values and by achieving the highest levels of customer satisfaction, with extraordinary emphasis on the creation of value. (strategy) In this way we will ensure that our profit, quality and growth goals are met." (Westin Hotels and Resorts)

FORMAT:

Each section’s questions should be answered in paragraph format.  Paragraphs should be double-spaced.  Section titles should be bold and there should be 2-3 returns after each section.  Page numbers should be placed at the bottom center of each page--including page 1.

SECTIONS:

A. VISION STATEMENT

a. Create a vision statement for your business

B. MISSION STATEMENT

a. Create a mission statement for your business

A+B:  Obtain a vision and mission statement from a company that sells a similar product or service

INTRODUCTION TO BUSINESS

INDUSTRY OVERVIEW EXPECTATION SHEET
This section describes the industry your company works within.  It outlines the history of the industry, current conditions, and projections for the future.  In addition, this section describes your competitors and what types of economic factors may impact your business.

Take time to explain all of the factors that will impact the overall success of your business in the area that you have chosen.  Be sure to focus on details that would give the investors and/or bank or lending institution adequate information to make a good financial decision.

Use the North American Industry Classification System if you are selling a product or service industry profiles to assist you.  You should also take time to use a search engine to find out historical and current information about the industry your business works within.  In addition, you should use information on current economic conditions found on government websites.  The Bureau of Labor Statistics (www.bls.gov) and the FDIC (www2.fdic.gov/recon) are good places to start.

Information in this section must be cited using MLA style.

FORMAT:

Each section’s questions should be answered in paragraph format.  Paragraphs should be double-spaced.  Section titles should be bold and there should be 2-3 returns after each section.  Page numbers should be placed at the bottom center of each page—including page 1.

SECTIONS:

A. INDUSTRY OVERVIEW
· What is the size of your industry?

· What sectors does this industry include?

· Who are the major players in this industry?

· What are the markets and customers for this industry?

· What are the industry's estimated sales this year? Last year? The year before?

· What national/economic trends have affected this industry and how?

· What national/economic trends might affect it in the future and how?

· What is the long-term outlook for this industry?
B. COMPETITIVE SET
· Who are your competitors?
· What is the market share of your competitors?

· What is your business' competitive advantage?

C. EXTERNAL ENVIRONMENT
· What is going on in society, the economy, politics, technology, etc.  that will affect your business?

Examples:

· Social – how consumers, households and communities behave and their beliefs. For instance, changes in attitude towards health, or a greater number of pensioners in a population. 
· Legal – the way in which legislation in society affects the business. E.g. changes in employment laws on working hours. 

· Economic – how the economy affects a business in terms of taxation, government spending, general demand, interest rates, exchange rates and European and global economic factors. 
· Political – how changes in government policy might affect the business e.g. a decision to subsidise building new houses in an area could be good for a local brick works. 

· Technological – how the rapid pace of change in production processes and product innovation affect a business. 

· Ethical – what is regarded as morally right or wrong for a business to do. For instance should it trade with countries which have a poor record on human rights.
**use: http://www.tutor2u.net/business/gcse/external_environment_introduction.htm to help you--it has a great explanation of this section)**

D. BARRIERS TO ENTRY

· What types of things are going on in your industry or area that might inhibit you from opening your business or introducing your product or service? (see below for examples)
· How will you overcome these barriers?
Examples:

· Limit Pricing   Firms may adopt predatory pricing policies by lowering prices to a level that would force any new entrants to operate at a loss 
· Cost advantages  Lower costs, perhaps through experience of being in the market for some time, allows the existing monopolist to cut prices and win price wars 

· Advertising and marketing  Developing consumer loyalty by establishing branded products can make successful entry into the market by new firms much more expensive. This is particularly important in markets such as cosmetics, confectionery and the motor car industry.
· Research and Development expenditure Heavy spending on research and development can act as a strong deterrent to potential entrants to an industry. Clearly much R&D spending goes on developing new products (see patents above) but there are also important spill-over effects which allow firms to improve their production processes and reduce unit costs. This makes the existing firms more competitive in the market and gives them a structural advantage over potential rival firms.

· Presence of sunk costs  Some industries have very high start-up costs or a high ratio of fixed to variable costs. Some of these costs might be unrecoverable if an entrant opts to leave the market. This acts as a disincentive to enter the industry.
· International trade restrictions Trade restrictions such as tariffs and quotas should also be considered as a barrier to the entry of international competition in protected domestic markets
A+B:  Include a graph of the history, current conditions, and future projections for your industry.  A+B:  Include 3 or 4 articles on economic factors that may influence the success or failure of your business

INTRODUCTION TO BUSINESS

MARKET ANALYSIS EXPECTATION SHEET
This section describes your average customer.  What do they look like?  How old are they?  Where do they live?  What does their lifestyle look like?  How do they shop?  When do they shop?  

Please remember that your target market may not be the people paying for your product or service.  Parents or other family members may be paying, but your target market is the people who are receiving your service or “buying” your product.

This section should be about 1-3 pages in length.

FORMAT:

Each section’s questions should be answered in paragraph format.  Paragraphs should be double-spaced.  Section titles should be bold and there should be 2-3 returns after each section.  Page numbers should be placed at the bottom center of each page—including page 1.

SECTIONS:

A. DEMOGRAPHIC PROFILE

i. How old is your target market?

ii. What is their gender?

iii. What is their income?

iv. What is their marital status?

v. What is their ethnic background?

vi. Where do they live?

B. PSYCHOGRAPHIC PROFILE

i. What types of activities is your target market involved in?

ii. What types of attitudes do they have?

1. toward health?

2. toward eating?

3. toward physical activity?

iii. What types of personalities do they have?

iv. What values do they have?

C. CUSTOMER BEHAVIORS

i. Where does your target market shop?

1. close to home?

2. discount stores?

3. department stores?

4. specialty stores?

ii. When does your target market shop?

iii. How often do they purchase your type of product?

iv. Does your target market shop online?

1. how often?

2. what do they purchase?

v. What benefits does your target market desire?

1. high quality?

2. low prices?

3. both?

D. TARGET MARKET OPPORTUNITIES

i. Explain how your company will capitalize on the demographic, psychographic, and buying behaviors of your target market.

A+B:  Include 3 or 4 research articles on your target market.  A+B:  Create a survey directed at your target market that focuses on demographics, psychographics and their buying behaviors.

Introduction to Business

MARKETING PLAN EXPECTATION SHEET

This section focuses on the objectives of your business.  To be effective, this section must be specific, realistic, measurable, and contain a time frame.

FORMAT:

Each section’s questions should be answered in paragraph format.  Paragraphs should be double-spaced.  Section titles should be bold and there should be 2-3 returns after each section.  Page numbers should be placed at the bottom center of each page--including page 1.

SECTIONS:

A.  MARKETING OBJECTIVES
a. Create 2-3 marketing objectives for your business.
· The objectives are the quantifiable results that you expect your marketing plan to achieve. 

· Objectives are typically stated as sales volume, market share, profitability, or consumer awareness to be achieved by a specific timeframe, compared to a previous timeframe. 

· When setting objectives, choose ones that are realistic and achievable, yet challenging. Make sure that the objectives you set can actually be measured. For example, do not choose market share as an objective if you do not have a method of measuring it. 

A sample objective could read as follows: 
To achieve sales of 35,500 cases of pencils in 2001, an increase of 5.4 percent over 2000. 

· Most marketing plans have one to three overall objectives. Within the plan, each tactic may have its own objectives that contribute to the overall objectives.
Marketing objectives are quantitative translations of the company's financial objectives, in marketing terms. For example:

b. sales dollars 

c. sales units 

d. market share 

e. distribution levels/channel 

f. advertising awareness 

g. key account distribution 
B. POSITIONING AND POINTS OF DIFFERENCE

a. What is your position in the marketplace?  In other words, how much of the market share do you have, if any?

b. What makes your business different from others?

c. What benefits does your business give to your target market?

i. Describe features as benefits to your target market.

ii. Why should they buy from your business as opposed to another business that sells the same merchandise?

C.  MARKETING MIX

a. Product/Service

i. Describe features and design

b. Promotion

i. How will you get the word out about your business?

1. Advertising?

2. Online?

3. Sponsorships?

4. Music association?

5. Free classes/introductory offers

c. Price

i. How do your prices compare to competitors?

d. Place

i. Where is your business located?

ii.  Is it easily accessible?

iii.  Is there good traffic flow?

iv. Is it in a place your target market frequently shops?

e. Physical environment

i. What does it look like?

ii. What does it smell like?

iii. Does it match what your target market is looking for?

f. People (that work for your company—employees)

i. What type of training will you give them to sell your products or services??

ii. What will they look like?

iii. How will they be dressed?

g. Process 

i. How will your target market be able to purchase your product/service?

1. In a store?

2. Online?

A+B:  Include an advertisement for your product.  A+B:  Include a picture of your facilities.  A+B:  Include a home mailer to let customers know about your business.
INTRODUCTION TO BUSINESS

FINACIAL PLAN EXPECTATION SHEET
Using the information you collected in your needs assessment, create an outline of a financial plan for your business.  Your outline should include the type of funding used for each expense you will be incurring as well as a list of financial institutions, banks, grants, small business loans, etc. that you can use to obtain these funds.
This section should be an OUTLINE.  This means that you will create a list of your needs and a list of your funding choices.  Use the notes we took for unit 12, as well as www.sba.gov, and www.nyssbdc.org, and the websites of large banks and financial institutions (Bank of America, Chase, HSBC, etc.) to decide the type of financing and information on grants and small business loans.  You should also look in to loans from small, local banks and credit unions, as well as city or town grants for small businesses.
FORMAT:

Each section’s questions should be answered in paragraph format.  Paragraphs should be double-spaced.  Section titles should be bold and there should be 2-3 returns after each section.  Page numbers should be placed at the bottom center of each page--including page 1.
SECTIONS:

A.  NEEDS ASSESSMENT

In order to determine the amount of financing needed to start your business, you first need to determine the opening expenses you will be incurring.  This means making a list of all of the equipment, technology, human resources, and stock you will need to open on the first day.  Using the list of items below, determine the amount (how many) you will need for opening day.  In addition, list whether you will be renting space, or need to purchase land and build.

· Inventory (number of each item you will be stocking or will need to complete your service)

· Equipment (number and type of each piece of equipment needed to open your business)

· Furniture--Shelving, display racks, cases, chairs, tables, desks, etc. (number and type of display and/or seating you will need to open)

· Computer system (number of computers and type of software needed to open)

· Building (rent or own)

· Land

· Technology/Utilities (electric, natural gas, cable, water, etc.)

· Facilities (bathrooms, sinks)

· Supplies (items you need to purchase that are not for sale)

· Human resources (number of employees)

· Training (hours and type of training each employee will be required to have before being on their own)

· Licenses (any special licenses or fees you need to have to open)

· Inspections (any special inspections before opening)
B. SOURCES OF FUNDS

· What types of funding are available for you to start your own business?

· Describe each type of funding.

· Describe the requirements for obtaining each type of funding.

· Where can you obtain funding for your business?

· Bank?

· Credit union? 

· Grant?

· Small business loan?

· Investors? 

· Family members or friends of the family?

· What will you use short-term funding for?  List each need that you will fund this way.

· What will you use long-term funding for?  List each need that you will fund this way.

· Where will the funding for each come from? For each need, describe what type of funding you will use and where it will come from.

· You?

· Investors?

· Banks?

· Credit unions?

· Small business loans through SBA or NYSSBDC?

· Government grants?

A+B:  Include a list of local financial institutions that can assist you in funding.  A+B:  Include a list of government agencies that may be able to assist you with funding (grants, etc.).
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