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	You must be able to: 

	1. Be able to plan and operate a small business

	1.1 Develop a basic plan for setting up and running the business
	
	
	

	1.2 Identify the demand for the business, and estimate the potential levels of income
	
	
	

	1.3 Identify how and when the business will operate to achieve those levels of income
	
	
	

	1.4 Estimate the costs of running the business
	
	
	

	1.5 Prepare a financial forecast showing costs, earnings, wages etc. by week and month
	
	
	

	1.6 Identify the appropriate sources for loans and grants
	
	
	

	1.7 Identify strengths, weaknesses, opportunities and threats for the business
	
	
	

	1.8 Identify opportunities for development of the business
	
	
	

	2. Know how to plan and operate a small business

	2.1 Describe the differences between the following:
• sole traders
• partnerships
• limited companies
• franchises
• co-operatives
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	2.2 Describe the responsibilities and duties of running a business
	
	
	

	2.3 Describe the responsibilities and duties of the various regulatory bodies
	
	
	

	2.4 Describe the terms and conditions of trading and managing contracts
	
	
	

	2.5 Describe the costs and overheads associated with running the business
	
	
	

	2.6 List the sources of finance and advice for small businesses
	
	
	

	2.7 Describe the outside influences that may affect the business and personal earnings
	
	
	

	2.8 Describe how to identify and bid for contract work
	
	
	

	3. Be able to manage accounting and administration functions

	3.1 Maintain financial records for the business
	
	
	

	3.2 Make NI, TAX and VAT payments in accordance with statutory requirements and procedures
	
	
	

	3.3 Identify the type and level of appropriate insurances for the business
	
	
	

	3.4 Maintain and process customer information that complies with legislative requirements
	
	
	

	4. Know how to manage accounting and administration functions

	4.1Describe the importance and legal obligations of keeping and maintaining financial records for the business
	
	
	

	4.2 Describe the different methods by which book-keeping can be done
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	4.3 Explain how to work out earnings, costs, cash-flow and profit
	
	
	

	4.4 Outline the requirements concerning payment of NI, Tax, and VAT and other statutory payments
	
	
	

	4.5 Explain the importance of the Data Protection Act
	
	
	

	4.6 Explain the role of the banks, different bank accounts, bank interest and charges
	
	
	

	4.7 Describe the levels of protection provided by different insurance policies
	
	
	



Learner declaration of authenticity:
I declare that the work presented for this unit is entirely my own work.


Learner signature:							Date:







Assessor sign off of completed unit:
I confirm that the learner has met the requirements for all assessment criteria demonstrating knowledge and skills for this unit. 


Assessor name:


Signature:								Date:


