Self/Peer Evaluation of Business Plan 
Read through yours/a friends business plan. Highlight what they have successfully covered (in enough detail) in the Element and the What should be included? Column. Then allocate an overall rating for each section. 
	Element 
	What should be included 
	
	
	

	Identify the aims and objectives of the project. Make sure your aims and objectives are SMART. Objectives could be to raise money, to enhance PR opportunities, to provide information, to enhance community benefit, etc
	Clear aims and objectives. Aims are broad targets. Objectives are measurable and should include a quantitative way of measuring success. 
	
	
	

	Identify your customers (age, gender, location, interests), their needs and how these will be met. 
	Clear outline of the target audience (including internal and external customers). You need to specifically identify their needs – cost, health, safety AND security. 
What customer relations systems will you have in place? 
What will be your customer complaints procedure? How will you share this with customers? 
	
	
	

	Explain how the project will be communicated (marketed) to your customers
	Explain the range of techniques you will use and the reasons for these. 
A completed SWOT and PEST analysis should be included. 4 ps should be examined. 
	
	
	

	Describe the physical resources that you will need to carry out your project (for example, equipment, venue/premises, materials)
	
	
	
	

	Discuss the financial aspects of your project (budgeting, start-up costs, income, handling payments). If services are being provided free you should estimate the costs if you were being charged. 
	Any start up costs 
Consider budgets 
Payment methods 
How you will report finance after the event 
	
	
	

	Describe the staffing for your project (your team, the strengths and weaknesses of the team, who does what, any human resources you will have to recruit in order to complete your project)
	This should be for your team members. Identify who is doing what. Discuss their roles in detail. Explain how you matched personal qualities to job roles. What are the individuals strengths / weaknesses / preferences  / constraints. 

Complete a peer evaluation chart for each role (see p40 in the text book) 

You should also discuss the school staff you recruited – who? Why? (e.g. teachers / support staff / admin staff etc). 
	
	
	

	Describe the working of your project (for example, bookings, record keeping, meetings
	This is how your project will work. How will you record bookings? How will you keep record of time? How will you keep records of meetings etc. 
	
	
	

	Identify the project time scales e.g. use a Gantt Chart 
	Clear time scales are allocated to all tasks. 
	
	
	

	Describe and explain the legal aspects of the project (health, safety and security implications, insurance, data protection)
	How will you maintain the customers health, security and safety? What insurance will you get? How will you apply for it? How will you ensure peoples personal details are kept private inline with the data protection act? 
What about risk assessments? 
	
	
	

	Describe and explain the admin tasks. Identify what will happen before, during and after the event.
	Before: letters / research / log / transactions and bookings / method of recording accidents / how will information be secure? How will graphics be created?  
During: gathering feedback / press release? / capture of digital photographs  / refunds / emergency contact details.
After:  thank you letters . analysing customer feedback  etc/ 
	
	
	

	Describe and explain the skills that will be required that will be required to run the event. 
	
	
	
	

	Explain contingency plans if your project does not go as planned. Consider, what if?
	What are the range of contingency plans in place? 
You will need to plan for three types of contingency: 
1. Foreseeable ones such as loss of money, shortage of resources or complaints 
2. Unforeseen such as accidents to people
3. Emergency ones such as evacuation  

Consider, not getting enough customers, an accident on the day, problems with staff, problems with bus? Finance? Team member illness etc. 
	
	
	

	Describe and explain how the project will be reviewed and evaluated.
	Assess the satisfaction of customers,  the team performance, marketing  and the overall event success. Evaluation should be on going. Consider:
· Peer feedback 
· Comparison with targets 
· Satisfaction surveys 
· Scoring and rating systems  
· Mystery customer 
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