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Introduction

This pack is designed to help teachers and lecturers deliver the ‘Researching a Business’ unit and the ‘Business Report’ required for external examination. 

	Researching a Business
Unit Assessment
Marked by teacher
	+
	Business Report
Part of Course Assessment
Externally Assessed 

(worth 50 marks)

2,500 – 3,500 words

(excluding appendices)


The Researching a Business document will provide students with the foundation for their Business Report. It should be produced in the format of a formal business document with clear section headings. 

Students should complete the Researching a Business unit relatively early in the course to enable them to devote sufficient time to producing the Business Report.

The Business Report forms part of the overall course assessment. It is worth 50 marks and is externally assessed. The report should be completed during the course (the SQA will notify centres of completion dates) and should be 2,500–3,500 words long (excluding appendices). The document should take the form of a formal business report.

Section 1: Requirements of the Researching a Business Investigation (AH) Unit
Full details of the exact unit specification can be found in the Arrangements document for Advanced Higher Business Management which is available on the SQA’s website (www.sqa.org.uk).

The unit has one Outcome – to assess a business situation. Students are required to gather information on a business organisation and to use this to assess the current situation of the business.  At the beginning of the course, teachers should make students aware of the precise requirements of the unit specification. 

Overall, the purpose of the unit is to give students the opportunity to apply ideas that they have learned in the Business Management course at Higher level and in The Management Context (AH).  

The following can be used as a step-by-step pupil guide:

1. Choose a suitable business around which to base the investigation.

2. Prepare a preliminary plan for the investigation.

3. Contact the business and ensure their willingness to co-operate.

4. Formalise a final plan for the investigation.

5. Gather information about the business – this covers primary sources such as meeting with representatives of it and secondary sources such as articles on the business’s market and competitors. Information gathered should be stored in a portfolio. This can be kept in any way which the student finds appropriate e.g. a ring binder, envelope files, disks or other electronic format.

6. Use the information gathered to assess current the situation faced by the business (SWOT, PESTEC, Stakeholders, decision-making etc).

7. Convert the information, records of the process and assessment into the Researching a Business document. 

Section 2: Choosing a suitable business

This is critical to the success of the investigation. Students may require guidance to ensure that they make a wise decision.  

Private sector, publicly funded and non-profit making organisations can all be used. Enterprise is the underlying theme of the unit and small businesses are likely to be particularly suitable.  Some possibilities include:

· Single person operations such as craft businesses

· Family-run businesses such as retail outlets, garages, taxi operators

· Tourist businesses such as bed and breakfast establishments

· Self employed or freelance people such as accountants, building workers, farmers 

· Small manufacturing firms e.g. in food industry 

· Citizens’ Advice Bureau, Tourist Information Centre or similar advice centre

· Museum, Leisure Centre or other local authority facility

· Church 

· Youth club or a sports club

It would be possible also for students to use a new business for their investigation in which case their strategy would revolve around the start-up of the new operation.
If choosing a large organisation, students should restrict their research to one department of the organisation’s activity e.g. a Council department (which may be moving premises to enhance the quality of service).

Generally, students should be advised to choose a simple organisation.

Students should be encouraged to check out several possibilities if necessary.
The ultimate responsibility for finding, contacting and agreeing co-operation with a suitable organisation rests with the student.  

In many cases, students may be able to make use of relatives or friends to find an organisation on which to base their investigation. 
Teachers/lecturers may find it useful to build up a list of suitable local examples e.g. of people who have some connection with the school or college.

Each student in a group should choose a different organisation or different parts of an organisation. The same organisation could be used in other years if co-operation continued to be forthcoming.
In summary, the sequence of events in choosing a suitable business may be as follows:
Class discussion on the requirements of the unit specification and the types of suitable business


Students go through the Checklist for choosing a suitable business in Appendix 1 in class to confirm they understand what is required


Each student identifies one or more organisations that may be suitable (perhaps from a list prepared by the teacher or lecturer)

Each student makes contact with one or more organisations to seek co-operation

Each student completes the Checklist for choosing a suitable business in Appendix 1 for each organisation contacted


On the basis of the checklist(s) and, after discussion with the teacher/lecturer, the student makes a final choice


Each student confirms their investigation with the chosen organisation.  Teachers and lecturers may also wish to contact the organisation to confirm that they are willing to co-operate and that they are fully aware of what is involved


Each student thanks other organisations that they have contacted but not chosen
Section 3: Carrying out the investigation 

Once students have chosen a suitable business and gained the necessary permission from those involved, they can then carry out the investigation.  This involves three stages.  They are:

1. Devising a plan for the investigation

2. Keeping a record of the progress of the investigation 

3. Collecting information to assess the situation of the business.
Each of these stages will be taken in turn.

3.1
Devising a plan for the investigation

Students should begin their investigation by preparing the preliminary plan for it.  Once they have confirmed their choice of business, they can complete the planning stage.  Planning involves two main activities:

· Setting targets

· Devising a timetable or schedule for the investigation.
Setting targets

Students should be encouraged to set a relatively small number of overall targets for their investigation.  Ideally, these targets should meet the SMART criteria i.e. they should be:

Specific

Measureable

Achievable

Relevant

Time bound
The proforma on targets in Appendix 1 has space for six targets but the actual number of targets in any one case may be more or less than this.  Students should be encouraged to set targets that cover all aspects of the investigation and not to go for a particular number.  However, too many targets become 
unmanageable and, if the number is large, then it may help to combine several targets e.g.

· To complete the relevant proformas by week 8 (i.e. organisation chart; SWOT analysis, PESTEC analysis, objectives, stakeholders, decision-making) 

· To meet with the owner of the business on three occasions between weeks 2 and 10

This may make the targets less specific but this could provide a discussion point for students when evaluating the process of their investigation. 

Students should be encouraged to set targets in two stages. Firstly, students can devise initial targets before they confirm their choice of business.  Students could practise setting targets in class in conjunction with the process of identifying a suitable business.  

At this stage, targets may be non-specific and lack a time dimension.  They can, however, be used to give a potential business an idea of what the investigation is likely to involve and what kind of commitment they will be expected to give to the student. 

The second stage consists of firming up the targets after a suitable business has been agreed.  Teachers and lecturers should set a completion date target for the ‘Researching a Business’ document – this must take into consideration the time required for completion of the ‘Business Report’ for external assessment.

When students have decided on their targets, they should complete the proforma on targets.  It is very possible that the targets may have to be revised. In addition, some new targets may be set.  If this does happen, students should keep notes of any changes and incorporate these on the proforma.  

Devising a timetable or schedule for the investigation

The main purpose of this is to convert the overall targets into a plan of action.  In part, therefore, this involves breaking down the overall targets into a series of specific tasks and deciding on the order in which these tasks will be attempted.  

Devising a timetable can also involve two stages:

· Firstly, at the start of the investigation, students should draw up an initial draft timetable to cover the period up to making a final choice of business i.e. the first 2–3 weeks of the investigation.  This can be done in class and can be seen as part of a process in which teachers/lecturers explain the purpose of the investigation, discuss the choice of business, begin the target setting process etc.  

· Secondly, students can develop a full timetable for the investigation by completing the proforma on the schedule/timetable.  This can be done after they have chosen their business and agreed a programme of action with it.  This should be done in conjunction with target setting since the targets and the timetable should be consistent.  When it is completed a copy of the timetable should be retained by the teacher – this can be used to check on the progress of the investigation.  Students should also retain their own copy of the timetable.  

It is possible that students may have to make changes in their timetable because of the way their investigation develops.  In these situations, a revised timetable may have to be prepared.  Some students may end up with several versions.  In these circumstances, a separate proforma can be used on each occasion and fresh copies given to the teacher/lecturer.

The schedule/timetable proforma is set out in weeks and allows space to include holiday periods etc.  Teachers and lecturers may wish to adapt the number of weeks to fit in with those available to students for the investigation.  The timetable ought to include all the tasks needed to ensure that the overall targets are met.  Students should also be able, from their timetable, to get a clear idea of the various milestones in their investigation.
3.2
Keeping a record of the progress of the investigation

Section 3.1 above refers to possible changes in the targets for the investigation and to the timetable/schedule for it.  It notes the importance of keeping records of any such changes. 

It is possible that some students will encounter unforeseen circumstances and have to make revisions to their initial proposals.  If this happens, students should be encouraged to see it in a positive light and to focus on the lessons that they can draw from the experience. 

Students should be encouraged to write notes on every aspect of the investigation e.g. on visits to the business; on problems that they encountered 
and how they overcame them; on things that went well, etc.  These notes can be kept in their portfolio and represent a detailed record of what occurred during the investigation.  In effect, they amount to a diary of the investigation.

3.3 
Collecting information to assess the situation of the business

This requires students to collect information about the business and its environment.  This section summarises the relevant information and then looks at sources of data and methods of data collection 

Much of this information is likely to come from primary sources (see below), and especially from interviews with representatives of the business.  Information on opportunities and threats, however, may well come from secondary sources (e.g. information on market trends) although students may, in some cases, be able to collect relevant primary information (e.g. by conducting a survey of customers; by exploring the behaviour of competitors).

Sources of information

Information may be collected from a variety of sources and students should be encouraged to use as many sources as possible, both primary and secondary.  

Examples of primary sources include:

· Interviews with representatives of the business e.g. owner; chief executive – it is likely that at least two or three visits will be needed to gather the information required. As this may be the major primary source of information, teachers/lecturers may wish to spend some time in class on interview skills.  For example, students should prepare a list of questions beforehand, be prepared to ask supplementary and clarifying questions where necessary, concentrate on open questions etc.  It may be necessary also to remind some students to dress appropriately and to conduct themselves in a manner that will not antagonise business people.
· Information on the performance of the business* e.g. sales, turnover.

· Data collected by the business e.g. market research information (strictly as far as students are concerned this is secondary information but it is primary information as far as the business is concerned).

· Reports prepared on the business by outside agencies* e.g. by auditors of an accreditation scheme such as BS EN ISO 9000 or IIP (again this is not strictly primary information as far as students are concerned).

· Questionnaires/surveys of customers or potential customers – in this way students may be able to collect some market research data of their own.
· Interviews with stakeholders e.g. suppliers, customers.

· Observation e.g. of work that the business has done or is doing; of the work of competitors.  In the case of a craft business, for example, students may be able to attend a craft fair and observe reactions of those attending, check the number of visitors to the business they are investigating etc.  It may be possible, in the case of businesses in the tourist industry, to look at comments in a visitors’ book.

* Many businesses consider much of this type of information to be confidential and will not release it to students.  If necessary, businesses can be re-assured that any information released to students will be kept confidential and that the only people who will see it, apart from the student, will be the teacher or lecturer concerned and those involved in internal and external moderation.  All have a strong commitment to maintain confidentiality.  
Nevertheless, detailed information of this kind may be unobtainable.  However, as long as students can gather sufficient information to meet the requirements of the investigation, it does not matter if detailed information is not available.  In these situations, students may be able to comment in their assessments on the extent to which better information would have enhanced their investigation and the kind of information that would have helped. 

Examples of secondary sources include:

· Magazine and newspaper articles e.g. on market trends, local and national developments etc.  Local and national newspapers (e.g. Scotsman, Herald) and magazines such as The Economist may all be useful.

· Statistics produced by the government or other sources (e.g. Mintel) on consumer spending, market trends, social trends etc.
· Pamphlets, leaflets etc. produced by local and national agencies such as Local Enterprise Companies and Councils e.g. on sources of financial assistance; types of premises available.

· The internet may provide useful articles, information on market trends, case studies of similar organisations etc.

· Textbooks and other reference books.
· TV or radio programmes, videos etc.  

It is unlikely that every student will use all of these sources. In most cases, one or two sources are likely to be more than adequate.  Students should comment on the strengths and weaknesses of the sources of data that they use.
The basis of the SWOT analysis and the PESTEC analysis is the information collected on the current situation of the business.  Students should be encouraged to make their analysis as specific to their business as possible and avoid broad generalisations that could apply to any business.  Hence, ‘effect of new information and communications technology’ is too wide a threat and could be replaced by something like ‘website developed by competitor X may attract new customers to them and reduce future sales of business’.  

They can be refined and modified as further information is obtained.  If possible students should explore their SWOT with representatives of the business.

Section 4: Course organisation

Any scheme of work should include the following: 

· Coverage of course content specific to this unit.

· Explanation and discussion in class of the process of the investigation e.g. on choosing a suitable organisation.

· One-to-one sessions with students on progress of the investigation.

· Completion of proformas.  

· Class discussion of progress e.g. students could present their proposals for a strategy to the class group.

· Development of skills e.g. interviewing skills.

It is apparent from the above that the delivery of the Business Investigation (AH) unit is likely to be ‘front-loaded’ in that teachers/lecturers will have considerable input at the outset but after the first few weeks will revert to a supervisory and facilitating role while students work on their own.  This will allow time for students to gather information, visit their organisation, etc.  The investigation thus offers an opportunity for students to develop as independent learners and to build study patterns that will help them if they progress to higher education.  

Section 5: Unit Assessment 

Full details of assessment and marking information are given in the National Assessment Bank pack published by the SQA for this unit.  

The list below outlines the content that students should include in their ‘Researching a Business’ document. Marks available are given in brackets.

Introduction (2 marks)

· Name of organisation

· Type of business/operations

· Aspects investigated

Business background (8 marks)

· Internal organistion

· Type of structure

· Organisation chart

· Nature of jobs

· Number of levels

· Span of control

· Chain of command

· Degree of centralisation 

· Functional activities

· Markets served by the business

· Financial situation

· Objectives of the business

SWOT (10 marks)

· SWOT analysis

· Discussion of strengths, weaknesses, opportunities and threats

· Conclusions from SWOT

Stakeholders (8 marks)

· Description of stakeholders

· Involvement of stakeholders

· Influence of stakeholders

Decision-making process (10 marks)

· How decisions are made

· Who is responsible for making the decisions

· Comparison with standard decision-making model (POGADSCIE)

· Evaluation of decision-making process

NB Students should be made aware that 2 marks are available for presentation.

Section 6: The Business Report

This part of the course assessment has 50 marks available. The Business Report requires candidates to present a logical, reasoned analysis of the likely future situation of their chosen organisation. It should be between 2,500 and 3,500 words in length (excluding appendices) and will be externally marked.

The Business Report builds on the Unit assessment – this should be used as the foundation from which to develop the Business Report. Candidates will be required to gather information and present it in a logical sequence. They will be required to analyse the likely future situation of the organisation they have chosen and to draw conclusions about it. It will assess the ability of candidates to:

· Apply their knowledge of business management in a critical way to an actual business situation.

· Gather and evaluate information.

· Draw valid conclusions and make realistic predictions from this information.

Candidates are required to assess the current situation of a business of their choice and to consider the future strategy of the business. They will be expected to explore this future strategy and, in particular, to examine:

· How it relates to the current situation of the business.

· Its resource requirements.

· The implications for the various activities of the business.

· How it will help the business to achieve its future expectations.

· The strengths and weaknesses of the information used to develop the strategy.

A liberal interpretation of strategy is acceptable, although students should recognise that they have taken advantage of this, if this is the case.

If the strategy is ‘continue as at present’, they should ensure that the business will continue to have access to sufficient resources.  In this case future levels of activity will be closely related to current levels and to the immediate past experience of the business.  This information may also be useful in looking at situations where future levels of activity are expected to change.

It is worth highlighting that students need to consider ways in which their strategy could be implemented but it is not necessary for the strategy actually to be implemented.  While planning techniques such as Gantt charts may be feasible in some cases, there may be others where they are not appropriate or are difficult to use.  They should be seen as ways of supplementing and complementing the implementation of the strategy. 

It is important also that students make a link between the control methods that they propose and the availability of information.  The most common methods of control are: 

· routine management information e.g. sales figures, output statistics, quality assurance data

· specific information collected for the strategy (or other specified purpose) e.g. on sales to new customers; cost data for new output; market research data on customer reaction

· observation e.g. of what has happened such as progress with building work

· questioning and discussion e.g. of those involved to find out what progress has been made

· reports submitted by those involved e.g. if the strategy involves work by an outside consultant.

Students would not necessarily be expected to make use of all the above.

The use of IT packages should be encouraged e.g. modern software packages enable financial projections to be created, tables and charts to be produced to enhance the presentation of the report and databases of suppliers/customers can be constructed. 

	Information to be collected for the Business Report 

	Proposed strategy for the business

	Resource requirements of the strategy

	Sources of assistance in obtaining suitable resources

	Implications of the strategy for the current marketing activities of the business

	Implications of the strategy for the current operational activities of the business

	Implications of the strategy for the current human resource activities of the business

	Predictions of future levels of activity in the business

	Methods of implementing proposed strategy


Note
It is not necessary for candidates to follow the layout of the proformas exactly. Nor would their completion represent the minimum requirement for a successful unit pass – candidates must produce the investigation in the form of a formal business document.  They do, however, give a guide as to the kind of material that students should include in their document. Students may use additional sheets, amend or supplement the proformas with further material as required.

Appendix 1

Part A: Checklist for choosing a suitable business

Name of business:

Tick ‘Yes’ or ‘No’ depending on whether or not the characteristic is present in the business.  Where a definitive answer cannot be made, tick ‘?’.
	Characteristic of the Business
	Yes
	No
	?

	Availability of company representatives e.g. owner for interview on at least 3–4 occasions* 
	
	
	

	Willingness of company representatives to disclose general information e.g. on decision-making, internal organisation etc.* 
	
	
	

	Access to specific data about the business e.g. sales


	
	
	

	Opportunity to conduct market research or other surveys
	
	
	

	Opportunity to observe the operation of the business


	
	
	

	Availability of reports on business by outside bodies (e.g. quality assurance; trade reports)
	
	
	

	Opportunity to gather information about competitors


	
	
	

	Availability of information about the environment of the business e.g. market trends
	
	
	

	Opportunity to gather information from stakeholders, suppliers etc.
	
	
	

	Access to information on current resources of business*
	
	
	

	Availability of information on operations, marketing and human resource activities*
	
	
	

	Availability of information on sources of assistance (e.g. from LECs)* 
	
	
	

	Existence of future strategy/opportunity to suggest a future strategy (including continue as present)*
	
	
	


	Availability of information on strategy e.g. timetable for implementation
	
	
	

	Opportunities to collect data on future levels of activity of the business* 
	
	
	


Ideally it should be possible to answer ‘yes’ for all 15 characteristics.  At a minimum, however, those characteristics marked ‘*’ should receive an answer of ‘yes’. As a general rule, the more ‘yes’ answers, the more successful the investigation is likely to be.
Part B: Timetable/schedule

Use the table below to indicate what you intend to achieve during each week of your investigation.  There is also space for any comments.  You can add these as you go along.  You may have to prepare more than one timetable e.g. if your original schedule is substantially disrupted and has to be considerably revised.
	Week
	Date
	Planned activity
	Comment

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	


NB Your schedule may be programmed over a smaller or larger number of weeks and it may be influenced by factors such as the timing of holidays.

Part C: Targets for the investigation

Summarise the targets that you set yourself at the beginning of your investigation:
Target 1

(State the target as precisely as you can)

To what extent was this target achieved?:

Comment:

Target 2

(State the target as precisely as you can)

To what extent was this target achieved?:

Comment:

Target 3

(State the target as precisely as you can)

To what extent was this target achieved?:

Comment:

Target 4

(State the target as precisely as you can)

To what extent was this target achieved?:

Comment:

Target 5

(State the target as precisely as you can)

To what extent was this target achieved?:

Comment:

Target 6

(State the target as precisely as you can)

To what extent was this target achieved?:

Comment:

Use an additional sheet or sheets if you have further targets.

Part D: Proformas to assist with Researching a Business Unit assessment
Organisation chart 

Use copy and paste and the drawing tools to expand/complete this chart as required.

Organisation chart of

Products/services and markets

	Products/services
	Target market information

	
	

	
	

	
	

	
	


SWOT analysis 

Organisation:

	Strengths


	Weaknesses



	Opportunities


	Threats




Highlight the most significant strengths, weaknesses, opportunities and threats.
Notes on any weighting and ranking system used (a suitable system is outlined on the next page).
SWOT weighting system
The relative significance of strengths, weaknesses, opportunities and threats can be found by using a weighting and ranking system.   It can be illustrated using strengths.

· Give each strength a ‘score’ of between 1 and 10, depending on how strong your business is in this factor e.g. if it is very strong in a factor give it 10, if it is very weak give it 1.  For example, a university may be a research leader with an international reputation in a particular subject and this strength may score 10 out 10.
· Now decide how important each strength is to the business and give each strength another score, this time of between 1 and 5, to indicate the significance to the business.  If the strength is important to the business then give a score of 5; if it is insignificant give a score of 1.  To decide on this it is helpful to know what the business’s objectives are.  It is possible that a business may be very strong in an area that is not very important e.g. the subject area in which the university is a research leader may attract very few students.  If attracting students is of great significance to the university, it may only score 1 out of 5 because this strength is not of great importance to the business.
· Multiply the two scores together e.g. 10 in the above example (10 x 1).

· Now rank the strengths on the basis of the scores.  The strength that is of most value to the business is the one that has the highest score.

SWOT Analysis
Organisation:

Strengths and weaknesses
	Strengths
	How they can be developed

	
	

	
	

	
	

	
	

	Weaknesses
	How they can be addressed

	
	

	
	

	
	

	
	


Opportunities and threats
	Opportunities
	How they can be exploited

	
	

	
	

	
	

	
	

	Threats
	How to defend against them

	
	

	
	

	
	

	
	


PESTEC Analysis

Note the factors that result from a PESTEC analysis on the environment faced by the business.
	Political
	· 

	
	· 

	
	· 

	Economic
	· 

	
	· 

	
	· 

	Socio-cultural
	· 

	
	· 

	
	· 

	Technological
	· 

	
	· 

	
	· 

	Environmental
	· 

	
	· 

	
	· 

	Competitive
	· 

	
	· 

	
	· 


Current situation
Note the PESTEC factors that may have contributed to the business’s current strengths and weaknesses.
Objectives of the business 

N.B. These should cover objectives which are likely to be relevant to any proposed strategy to be included in the Business Report.  (Operational objectives can be included if they are deemed relevant.)

Mission statement (overall objective) of the business

(i.e. a qualitative statement of the business’s overall purpose which gives, in broad terms what it is trying to achieve)
	


Strategic objectives (i.e. long term objectives) of the business 

(i.e. what the business hopes to achieve over the next 2–10 years) 

Tactical objectives (i.e. short- to medium-term objectives that support the strategic objectives) of the business (i.e. what the business hopes to achieve over the next 6 months–2 years)

Stakeholders

	Stakeholder
	Interest/influence

	
	

	
	

	
	

	
	

	
	


Decision-making

	Problem facing organisation
	


Comments
	P
	Identify the Problem
	

	O
	Identify Objectives for the solution
	

	C
	Identify any Constraints
	

	G
	Gather information
	

	A
	Analyse information
	

	D
	Devise possible solutions
	

	S
	Select the best solution
	

	C
	Communicate the solution
	

	I
	Implement the solution
	

	E
	Evaluate effectiveness of solution
	


Comments:
Extent to which structured decision-making model used

Alternative methods of making decisions 

Appendix 2

Proposed strategy: proposal and current activities

Statement of proposed strategy

This should state what the business intends to achieve in some aspect of its activities over the next 1–3 years.  It should be stated as specifically as possible.  It does not necessarily have to involve growth nor does it necessarily have to be something to which the business is fully committed at this stage.
Current activities

This section should summarise the current activities of the business under the listed functional areas – additional areas can be added as required.
Marketing

Operations

Human resources 

Proposed strategy: resource requirements

Resource requirements of the proposed strategy

List the resources that the business will need in order to fulfil its proposed strategy.  The headings given below are for guidance and not all may be relevant.  It may also be necessary to add some other headings depending on the nature of the proposed strategy.

For each resource requirement, note how the business could obtain the relevant resources. This should include reference to any outside sources of assistance that the business may be able to utilise.
	Finance

	How finance will be obtained/sources of assistance


	Equipment

	How equipment will be obtained/sources of assistance


	Labour

	How labour will be obtained/sources of assistance


	Information

	How information will be obtained/sources of assistance


	Other resource:

	How this resource will be obtained/sources of assistance


Issues in obtaining resources

Note any issues, constraints etc. that may affect the ability of the business to obtain the required level of resources to meet the proposed strategy.
Proposed strategy: future levels of activity

Predictions of future levels of activity of the business 

These should cover relevant output and/or market/operational indicators such as customer base, number of markets, number of outlets etc.  A separate prediction should be made for each relevant area.  In each case, give a brief justification for the predicted level of activity.  Predicted levels do not necessarily have to involve growth and may, in some cases, represent a lower activity level than at present.
	
	Predicted future level of activity
	Justification

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	


Sources of information

Use the following headings to list the various sources of information that you have used in your investigation.  You may need to use additional sheets.  There may also be some sources which you have used that are not covered by the headings.  You can add extra headings if you wish.

It may not be necessary to list every single source and you may find it helpful to concentrate on those sources which were most significant (e.g. those which resulted in a lot of information; those which were particularly relevant to issues that arose in your investigation)

	People

This covers all the people from whom you have obtained information e.g. representatives of your business; representatives of assistance providers such as councils; customers or suppliers of the business.  You may find it helpful to note their position also e.g. Owner.

	Name
	Organisation
	Position

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Business

List information that you obtained from your business itself e.g. data on sales, output, market research, predicted trends etc.

	Information:

	Information:

	Information:

	Information:

	Information:

	Information:


	Magazines, Newspapers etc.

This covers all relevant articles that may have been helpful in determining and reviewing your proposed strategy.  It may be helpful to begin by giving the source and then noting information about the relevant article e.g. date, title, author.

	Source
	Date
	Article title
	Author

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Books and other Publications

This includes books, pamphlets etc. that you have used.  In each case, a note of the title, date and author or source may be useful.  You could include any business information (e.g. Annual Report) here. 

	Title/source
	Author
	Date of publication

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Internet 

Note any useful internet sites that you have accessed. If you have downloaded articles or other published material, you may find it more helpful to list these under preceding headings.  This section can be used for sites that have helped to give you general background or useful small items of information e.g. in other similar businesses.

	Summary of information
	Web address

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Other

This may be used for any other useful sources e.g. videos, TV or radio programmes that may have helped provide you with information on your proposed strategy. It can include both primary and secondary sources.

	Summary of information
	Source
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