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A Rough guide to the time allocation for
the different stages of the ‘Get Up & G0’
programme
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Minicompany

THE EARLY STAGE

The areas to be covered here include the following:
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CLASS 1:

Minicompany

WEEK ONE

(REFER TO PAGES 6 AND 8 OF MANUAL
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etting Your Minicompany Startec EE

What Is a Minicompany?
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Minicompany

1

Organise
and register
a company

8
Winding
up

company \ !
7

Complete : MINICOMPANY

reports, review/ \ Is a group of students
evaluation of who:

module

6
Market and

sell the 5
product/ Produce a

service product or
render a
service
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2
Decide on a
product or
service

3
Raise funds
for real
materials by
selling shares

4
Record all
financial

transactions
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MINICOMPANY LIFE CYCLE [SIS

Start Production \

Sales and Marketing ’
ir
Winding Down/Up

a
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Minicompany

Class 2
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CLASS 3:

(REFER TO PAGES 9, 10, 11, 76 and 77 OF MANUAL)
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DECIDING ON THE PRODUCT/SERVICE
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Minicompany

STUDENT SHEET NO.1

Strengths Challenges

Threats Opportunities
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STUDENT SHEET NO. 2

Analysing Our ldeas
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STUDENT SHEET NO. 2 cont’d SIS
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Minicompany

GENERATING IDEAS

BRAINSTORMING
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PRODUCT SCREENING

A
’@; \
A REEN
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DEVELOPING AND TESTING
YOUR IDEA
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Why is it a good idea? S W

On what assumptions is that opinion based?

How can you prove that those assumptions are correct?

What type of customer will be interested in your product or service?

Why?
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Minicompany

List four reasons why this idea may not work:
()

©)

©)

©)

List four reasons why your idea will work:

(a)

©)

©)

©)

What is different about this idea from others already in the
market-place?

Why are those differences important?

What If you changed the produce/service in some way?
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Class 4

(PAGE 61 OF MANUAL)
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Minicompany

NAMING YOUR COMPANY

-
‘@
A
o . Visually
ersonalised ¢ effective
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LOGO

e Remember
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Week Two
CLASS 1

« (REFER TO PAGES 18 AND 19 OF MANUAL)
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BOARD OF DIRECTORS

BOARD MEETINGS

Meetings allow
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Minicompany

Determine the
Organisation's
Mission and
Purpose

Assess its own
Performance

Ensure Effective Duties of the
Organisational [ Board of
Planning Directors

Manage
Resources
Effectively

Get Up and Go '05

Select the Chief
Executive

Ensure Adequate
Resources

Support the Chief
Executive and
Review her/his

Performance
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THE TEAM
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Minicompany

THE MANAGEMENT TEAM
WILL BE MADE UP OF:

The boss Market research/sales

Legal affairs/meetings/share
I Equipment and raw material

Money matter/wages and

banking Ensures that people work in a
safe and healthy environment

Quality Control

Liaises between management

Recruitment/training of and employees

workers
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Minicompany

CLASS 2:
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Minicompany

CLASS 3

(REFER TO PAGES 62-65 OF MANUAL)
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REGISTERING THE COMPANYIS!S
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Minicompany
You must forward the following
completed documents

MEMORANDUM OF ASSOCIATION

Get Up and Go '05
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THE MINICOMPANY PROGRAMM S

MEMORANDUM OF ASSOCIATION
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Minicompany
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THE MINICOMPANY PROGRAMMHS|S
MEMORANDUM OF ASSOCIATION

Please complete in BLOCK CAPITALS

Witness to the above:
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CLASS 4
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THE TEAM

Minicompany

WEEK THREE

(REFER TO PAGES 19 TO 23)
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THE TEAM
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Minicompany

THE MANAGEMENT TEAM
WILL BE MADE UP OF:

The boss Market research/sales

Legal affairs/meetings/share
I Equipment and raw material

Money matter/wages and

banking Ensures that people work in a
safe and healthy environment

Quality Control

Liaises between management

Recruitment/training of and employees

workers
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JOB DESCRIPTIONS
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Minicompany

SKILLS FOR AN EFFECTIVE

>[SK
S|S

MANAGING DIRECTOR

Problem solving
skills ‘

Leadership
qualities

Good
communicator

Diplomacy

Recognises key issues and focus attention on
them

Get Up and Go '05

Creates unity
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(S|

DUTIES OF A MANAGING DIRECTOR

T

L/
7
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Minicompany

COMPANY SECRETARY
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Minicompany

Secretary

Ability to co-ordinate,
communicate and organise
A logical and

Interest in and Skills of the organised approach

appreciation of Company to keeping books
legal matters Secretary Irecords

Ability to grasp, summarise
and report key points and
decisions made at meetings
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Duties of the Company Secretary [SIS
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FINANCE MANAGER
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Minicompany

Finance and Resource
management

A communicator

Skills for an
effective
Finance
Manager

Be organised and
accurate in presenting
reports

Get Up and Go '05

Forecaster, someone who
can work out what the
financial future will bring

Trustworthy with
money
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DUTIES OF FINANCE MANAGE
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Minicompany

Before you begin:
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DUTIES OF THE FINANCE MANAGER

Liaise with the
Liaise: Human Resource
Liaise with the Manager about staff
Company Secretary wages. Costs play a
on selling shares major role in the
survival of any
Minicompany

Set up the Company
finances:
Open an account with Budgets: Pricing:

a financial institution Complete and monitor Decide on product

budgets for all pricing structure in
departments. This will consultation with

include your the other managers.
company’s profit and

loss accounts.
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WEEK FOUR

(REFER TO PAGES 34,38 to 46)
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GOLDEN RULES FOR FILLING S
APPLICATION FORMS
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Minicompany

SAMPLE JOB ADVERTISEMENT

e Part-time Secretary
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Minicompany

y COVER LETTER
"

e Make sure your cover letter is not a repetition of your C
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WEEK FIVE

Now you have:

Time to get down to business!
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WEEK FIVE ... cont’d
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WEEK FIVE ... cont’d

(REFER TO PAGES 49 to 53)

Get Up and Go '05




Minicompany

COMMUNICATIONS
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Minicompany

Managers need to :
keep up with Meetings enable key

everything that is personnel to come

going on in their together and

company at all times . excha.nge
information and

make decisions
about the company

Regular meetings
provide a forum for
doing this.

Day-to-day decisions
on running the
business

Long-term plans for
the business

Methods of
Communications

Technological e.g.
PowerPoint
presentations.
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Planned meeting:

Minicompany

TYPES OF MEETINGS

An agenda is drawn
up and notification
of the time, venue
and agenda is sent

to the interested
parties.

Ad Hoc Meeting

AGM: Annual
General Meeting

This is an
impromptu meeting,
which takes place
with no advance
warning.

Get Up and Go '05

This takes place
once a year and all
shareholders must
be invited. This is a
formal meeting and

specific rules and
procedures must be

followed.




Minicompany > L
CONDUCTING A MEETING SIS
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Minicompany

There are the rules that
must be followed to

. It l_'ﬂ\ ensure the meeting
| Standing orders I takes place in an

orderly fashion.

This is the menu for the
meeting and allows
those entitled to attend

‘ II' I_.\ to come prepared for
Agenda I ‘ any discussions that

will take place.
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Minicompany

The meeting cannot
begin until the
chairperson checks
that the minimum
number of people under
the rules are present.

This is the topic under
discussion at a
meeting.

This is a person who is
allowed to attend a
meting and vote on

behalf of a shareholder.
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SAMPLE AGENDA

AGENDA
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SAMPLE MINUTES OF A MEETING S
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WEEK SIX

(PAGE 73)

(REFER TO PAGES 92 to 95)
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PLANNING YOUR NEW
MINICOMPANY

In running a company, planning involves:
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WHAT MUST BE PLANNED EE

Mission statement: Operational plan:
Every company How the different task
should have a vision are going to be carried
of what it is about out

Marketing plan:
The general purpose
of a business is to
sell

Get Up and Go '05
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Minicompany >
HAT IS A SUCCESSFUL PLAN S

Present a well thought
out idea in a clear and
concise manner

Have a logical
structure for the

Pinpoint the direction in
reader.

which the company is
A going
successful
plan

Show that your business can )

COVer your expenses people involved with the
company

Get Up and Go '05
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WHY WRITE A BUSINESS PLAN"
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AIBIA BUSINESS PLAN 1S DRAWN UP INIs

ORDER TO:
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Minicompany

Students say who
they are and why they
have formed the
company e.g. it is part
of the Transition Year
Minicompany

Students may outliny
the number of class
periods a week
allotted to the
Minicompany

Give details of
the group e.g.
the name of
the school,
age of
students

State the
expected life
span of the
company i.e.
if it will run
for the year or
part thereof

Get Up and Go '05
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E MINICOMPANY BUSINESS PLAN

A closing
down date
for the
enterprise
must be
given
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Minicompany

State the objectives of their Minicompany

( Communicate and work with others as part of a team

( Negotiate and Sell
( Learn about the skills of enterprise

Get Up and Go '05
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WEEK SEVEN

(REFER TO PAGES 75 to 82)

(page 128,129)
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MARKETING

Get Up and Go '05
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Idea generation
Production and Product
Launch v / screening

Test / Business Concept
Marketing Launch development
Prototype /’ ‘ Feasibility
development v study
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GENERATING IDEAS

Get Up and Go '05
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DEVELOPING AND TESTING YOUR s

IDEA

(see pages 76-77)
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MARKET RESEARCH

Marketing

P, Needs a combination of: ﬁ
)
Vision . o :
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One of the techniques to get information
MARKET RESEARCH

Market
Research

Collecting the information needed, to produce the right goods,
at the right time, for the right market, and at the right price.
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Minicompany

WHY DO MARKET RESEARCH?"

Get Up and Go '05
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Minicompany

Market Research

Carried out in two main ways:

Desk Research Field Research

- 3

|
===
D in the market D

‘ The Internet I Personal
~ f-'

Ny

Observation
‘ Talk to the |
experts

Get Up and Go '05




Select only the most relevant questions
for the questionnaire

Now you are ready to go into the
market place and do your research.

Minicompany

Take the length of the questionnaire
into consideration - if it is too long,
people will not want to answer it

Test the questionnaire with a small
group of people to make sure that it
is clear and user-friendly. If you get a

poor response here, redesign your

questionnaire and test it again.
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WEEK EIGHT
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Minicompany

WEEK EIGHT...cont’d

By mid-term break you should have:

Mid-term to Christmas - Max 5 weeks
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WEEK NINE

Get Up and Go '05
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PROTOTYPE DEVELOPMENT EE

L5

2
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BEGIN PRODUCTION AND LAUNCH
THE PRODUCT

e,

Get Up and Go '05




Minicompany

ADMINISTRATION

=7
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Minicompany

How will you

deal with keeping

What records
will you
keep as part

of your

records?

Will you make
use of computers
in any way to
help with routine
administration?

Will you use a Who will check
database to keep your books? Do
records of you have any
customers, contacts with an
suppliers and accountant or do

orders?

Get Up and Go '05

you know
someone who
has?
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Minicompany

WEEKS 10, 11 and 12

Work In progress

Many companies are aiming for the Christmas
market.
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WEEKS 10, 11 and 12...cont’d S!S

(page 85 to 88
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MARKETING MIX - THE 4 P’s EE
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PRODUCT
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PRICE - (see Chapter 8)

Pricing Is important for several reasons:
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PLACE

Get Up and Go '05




&3,

A

1B

Minicompany > L

Get Up and Go '05
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 Vanutacurer

‘ Retailer

| Consumer
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PROMOTION
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ADVERTISING

Bird Tables
for Sale
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PERSONAL SELLING

Get Up and Go '05
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ATTENDING TRADE FAIRS EE

&
g

Some Ideas on ways to promote your Minicompany
and its products or services:
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WEEKS 10, 11 and 12...cont’d

(CHAPTER 8)
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WEEKS 10, 11 and 12...cont’d

(page 54, 55)

~
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REPORTS

Keep It Short and |
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FORMAL REPORT S|S

J— _
|

—— —._
Terms of Reference
Introduction

/_l B
/_l T
e

/_l B
1 _

Recommendations

pr— —

Appendices
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AMPLE MINICOMPANY REPO
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Minicompany

0

I Body of Report
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I
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I Recommendations
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WEEKS 10, 11 and 12...cont’d

(mention sales here, page 58, 59),
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A Business Representative should: SIS
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Business Representative should Never
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REMEMBER YOUR TASK 1S TOLS!S
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CUSTOMER OUTCOME:
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So ask yourself: “Which one of these do | want my customer to
be?’
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AFTER CHRISTMAS

(Chapter 9) Q
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**TRADE EXHIBITIONS **
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