IDC 3O - Business For a Day Report Outline
Now that you have completed the planning process for your business for a day, you will begin on your written report. This report will allow you to go through the process a small business owner would encounter when writing a venture plan. It will also give you practice for your final summative evaluation.
Part 1: Title Page
· Title of your assignment (Business for a Day Report: (business name))
· Submitted by: Your name
· Submitted to: Ms: McCormick
· Date: Due Date
· Your report should be formatted using a professional font such as Arial or Times New Roman
· A font size of 12 should be used excluding the title page
· You may use pictures if you wish on your title page
Part 2: Introduction
· Introduce the project, name of the business, group members etc
· Describe what your company does/sells as well as your slogan and logo
· Use your team development worksheet for this part
Part 3: Market Analysis
· In this section discuss the market needs you are meeting
· Identify your target
· Identify your competition
· Discuss your market research in terms of your survey results (ie: we conducted a survey and found that 50% of students were willing to pay $2 for our product)
· Promotional plan – outline what you will be doing for promotion (announcement, flyer and poster etc)
· Include samples of your promotions in your rough work
Part 4: Resource Analysis
· Discuss the material, human and financial resources that are necessary for your business
· Use your resource analysis worksheet here
Part 5: Operating Strategy
· Discuss how the business will run
· Breakdown of responsibilities
· Setup of business, design and layout 
· Use your operating strategy worksheet here
Part 6: Financial Strategy
· Discuss the expected funding required
· Identify the costs and revenues
· Identify where the funding will come from
· Use your financial strategy worksheet here
Part 7: Conclusion and (Reflection – to be done individually)
· After you have conducted your business for a day you will complete this section
· Summarize how the venture went, and make conclusions about the day
· Reflect on the process, what worked, what could have been changed etc
Report Setup
· Professional font and size, page numbers, headings and subheadings, double space
· Charts, pictures, graphs etc go in an appendix which is put at the end of the report
· Use “refer to appendix 1” if you are going to refer to anything not included directly in the report
Business for a Day Checklist
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