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	Candidate’s Name: 	
Centre: 	
Permanent Code: 	



	ACTION PLAN FOR STARTING A BUSINESS 

	GOAL #1: Create a budget plan

	Action:
	Responsible
	Timeframe/Deadline
Start/End
	Priority
Low/Medium/High
	Resources
(staff, tech)
	Budget/Cost
	Status
Not Started/In Progress
Incomplete/Complete
	Notes

	Steps
	
	
	
	
	
	
	

	1. Identifying revenue sources
	Business owner
	January
	January
	High
	Sponsors
	$2,000
	Complete
	Aimed at determining where to source the capital

	2. Research on products and services to be offered
	Marketing manager
	January
	January
	High
	Research and development staff
	$10,000
	Complete
	Helped to decide on the right products and services to invest funds

	3. Determine price tag of the products 
	Marketing manaager
	January
	January
	High
	Marketing department
	$0
	
	Price setting is essential because it helps the firm set reasonable prices

	GOAL #2: Recruitment of working team

	Action:
	Responsible
	Timeframe/Deadline
Start/End
	Priority
Low/Medium/High
	Resources
	Budget/Cost
	Status
Not Started/In Progress
Incomplete/Complete
	Notes

	Steps
	
	
	
	
	
	
	

	1. Determining the number of employees needed

	Human resource manager
	January
	January
	High
	Human resource manager
	
	Complete
	Helped to determine the correct number of vacancies available

	2. Advertising job vacancies
	IT manager
	January
	January
	Medium
	IT department
	$1,500
	Complete
	To make qualified people aware of the recruitment

	3. Section of the team
	Human resource manager
	February
	February
	High
	Human resource manager
	$1,000
	Complete
	Essential in selecting the most qualified candidates
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	ACTION PLAN FOR STARTING A BUSINESS 

	GOAL #3: Customer relation

	Action:
	Responsible
	Timeframe/Deadline
Start/End
	Priority
Low/Medium/High
	Resources
(staff, tech)
	Budget/Cost
	Status
Not Started/In Progress
Incomplete/Complete
	Notes

	Steps
	
	
	
	
	
	
	

	1. Identifying customers
	Marketing manager
	February
	December
	High
	Marketing staff
	$1,000
	In progress
	Helps determine the potential customers

	2. Close interaction
	Marketing staff
	February
	December
	High
	Marketing staff
	
	In progress
	Helps identify customer needs

	3. Providing feedback
	Marketing staff
	February
	December
	High
	Marketing staff
	$500
	In progress
	Promotes customer satisfaction

	GOAL #4: Production of quality products

	Action:
	Responsible
	Timeframe/Deadline
Start/End
	Priority
Low/Medium/High
	Resources
	Budget/Cost
	Status
Not Started/In Progress
Incomplete/Complete
	Notes

	Steps
	
	
	
	
	
	
	

	1. Acquiring better equipment
	Procurement manager
	February
	February
	High
	Procurement staff
	$150,000
	Complete
	Helps produce better and quality products

	2. Training employees on the equipment use
	Human resource manager
	February
	March
	High
	Production specialist
	$20,000
	Complete
	Helps equip employees with necessary skills

	3. Actual production
	Production manager
	February
	December
	High
	Production staff
	$200,000
	In progress
	Involves producing quality products that satisfy customers
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	ACTION PLAN FOR STARTING A BUSINESS 

	GOAL #5: Audit reviews

	Action:
	Responsible
	Timeframe/Deadline
Start/End
	Priority
Low/Medium/High
	Resources
(staff, tech)
	Budget/Cost
	Status
Not Started/In Progress
Incomplete/Complete
	Notes

	Steps
	
	
	
	
	
	
	

	1. Selection of the audit team
	Board members
	Feb
	May
	High
	Board members
	$800
	In progress
	Helps select the most qualified auditing team

	2. Conducting company audit
	Audit manager
	June
	June
	High
	Audit team
	$1,000
	Not started
	Essential in accounting the company funds

	3. Taking the necessary actions
	Accounting manager
	June
	December
	High
	Accounting department
	$500
	Not started
	Helps departments be accountable of all finances.

	GOAL #6: Business Promotion

	Action:
	Responsible
	Timeframe/Deadline
Start/End
	Priority
Low/Medium/High
	Resources
(staff, tech)
	Budget/Cost
	Status
Not Started/In Progress
Incomplete/Complete
	Notes

	Steps
	
	
	
	
	
	
	

	1. Advertising the business through media means
	Marketing manager
	January
	June
	High
	Marketing manager
	$30,000
	In progress
	Advertising will create awareness of the business and the products and services offered to many people.

	2. Sales promotion of the products
	Marketing manager
	January
	March
	High
	Marketing department
	$40,000
	In progress
	Sales promotion will be aiming to create new prospects and boost company sales.

	3. Public relation in the market
	Managing manager
	January 
	December
	Low 
	Marketing department
	$25,000
	
	Public relation aims at creating awareness and reminding people about the company.



Requirement: Sufficient and pertinent information.	Yes  No
	  
	(3.1)
Note to the Examiner: Transfer the result to the candidate’s Evaluation Form.
