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	Lesson Information:? 
Grade / Age Level
High School (14-18 yrs)

Class Time
5-8 hours

Find More Lessons For:? 

Grade / Age Level
High School (14-18 yrs) 

Learning Area
Economics 
Mathematics 
Technology 
Work Skills 

Themes
Business 
Careers 

Applications
Excel
FrontPage 
Internet Explorer 
Word


Subjects: Math, Economics, and Career Development
Grade: High School
Required Software: Microsoft® Word 2000, Microsoft FrontPage® 2000, Microsoft® Excel, Internet Explorer 4.0/5.0 

Microsoft Class Server Learning Activity 
What's in this Lesson:
Teaching Guide 

Student Activity 

Step A: What's the Big Idea? 
Step B: What's the Landscape? 
Step C: What Do You Need? 
Step D: What's the Plan? 
Step E: Make Your Pitch! 

Teacher Guide

Summary :
What does it take to start a business from scratch? These days, students hear a lot about Internet entrepreneurs striking it rich with little more than a good idea. This project will cast kids in the role of entrepreneurs creating business plans for hypothetical start-up ventures, using productivity tools to map out each hoped-for stage of their enterprises' development. 

Objectives:
	•
	To conceptualize a business opportunity 

	•
	To analyze what's needed to launch a successful business 

	•
	To develop a step-by-step business plan using Microsoft® Office 98/2000 productivity tools 

	•
	To promote the business using presentation/publishing tools such as Microsoft® PowerPoint® 98/2000, Microsoft® Publisher 2000, and Microsoft FrontPage 2000 


Prerequisite Skills:

	•
	Introduction to the Microsoft Office suite of productivity tools, particularly Microsoft Excel 

	•
	Familiarity with using the Internet as a research tool and resource 


Time Allotted:
4-6 class periods for project launch and guidance, additional research and planning work outside of class 

How to Begin:
	1.
	Preview the Web links listed under Resources, and add the ones you like best to your Favorites file. 

	2.
	Supplement these with additional overview resources from the Web and Microsoft Encarta Encyclopedia. 

	3.
	Print out one or two articles from the Web sites about successful entrepreneurs, and read them together with your class. Lead a discussion about the reasons-such as the growth of the Internet-for the recent explosion in new business start-ups. Ask students: What motivates someone to launch a new business? 

	4.
	What are the potential risks and rewards for the entrepreneur, his or her employees, the community, and the economy as a whole? 

	5.
	Divide your class into teams of 3-5 students each. Tell the groups that they will each serve as the management team for an imaginary new business. Each team will decide what its business does, how it will make money, and how it will make itself known to customers, but each team must develop a business plan: a document that combines ideas and hard numbers to give birth to a business! 


Resources
Web Sites
Business Plans for Start-Ups 
http://www.bplans.com/startups/ 
Business Resource Center 
http://www.morebusiness.com/ 

Top of page
Student Activity, Step by Step

Description :
Ever dream of being your own boss, turning your best ideas into big money-makers? Here's your chance to walk step-by-step through the planning of a new business venture. 

Step A 
What's the Big Idea? 
Software: Microsoft Word 98/2000, Internet Explorer 4.5/5.0
What to do: Start by dreaming up a product or service that will form the core of your business. 

	1.
	It's hard to remember a time before cell phones, online shopping, sports utility vehicles and performance fleece, but none of these facts of modern life would exist unless someone figured out how to turn a good idea into a hot-selling product or service. Now it's your turn. 

	2.
	With your team, brainstorm ideas for a product or service you could base a new start-up business on, beginning with these questions: 

•

What unique interests do your team members have-and how might those translate into business ideas? 

•

Where is there a need that is not being met? You might look at your own daily life and those of your friends and family for inspiration. 

•

Where is there a need that could be met better or more efficiently? A package sent by horseback will reach the same destination as one shipped by air, but who'd use Pony Express these days? 

•

Can potential users of this service or product afford to buy it? How essential and valuable will it seem to them? 

•

Does the technology exist to deliver this product or service-and if not, how much time could it take to get there? 



	3.
	Hold several idea-generating sessions. Check out the Web sites your teacher has selected as favorites, and take a few after-school field trips to shopping areas, local businesses, teen hangouts, and other places where you can watch potential customers in action. 

	4.
	Open a Word document and take turns typing one or two sentences about every single idea your team generates. 

	5.
	Narrow your list of ideas down to the two or three most solid concepts. If there's one that clearly outshines the rest, use that one to develop the rest of your business plan. Otherwise, proceed on to Step B with several ideas; your market research there will help you make final choices. 

	6.
	If you haven't done so already, give your company a name to reflect your core business. 
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Step B 
What's the Landscape? 
Software: Internet Explorer 4.5/5.0, Microsoft Excel 98/2000
What to do: Now you are going to take a hard look at the market in which your idea will need to compete, and how much of that market you hope to win. 

	1.
	Launch Excel, and set up a worksheet like the model shown. You'll want one section for the Total Market, one section for Competitors, and one section for Our Market Share. You will need one column for the number of customers in your market (Column B in the example), a second column for how much each customer might spend annually on services/products like yours (Column C in the example), and a third column for your total market: the number of potential customers multiplied by the amount each might spend (=B*C). 

	2.
	To begin developing estimates about number of potential customers in your market, follow these steps: Your team needs to decide exactly who your customer will be and how far you will reach geographically. In other words, "everyone aged 13-18 in America" is a very different market than "restaurant operators in this county." As you may soon discover, bigger is not always better for a small business just starting out. 

	3.
	Assign several members of your team to do research on the Internet and in your school library to find the best possible figures to plug into Columns B. Check national census data, state population data, and focused data sources such as the Chamber of Commerce. Try to get estimates from at least two sources. (If figures vary significantly, you will want to copy your blank worksheet to develop "best case" and "worst case" variations on your market estimates.) 

	4.
	Now find out how much each of your potential customers might spend for a product or service like yours. There are several ways to develop this estimate: 

•

If the product or service you have in mind performs a function similar to one already in the market, how much do people spend on that existing product or service? For example, if you are planning an Internet based document delivery service for local businesses, you might look at how much these businesses now spend on messenger services. (This research will also help you identify your competitors for these customers' dollars, which you will need for Step 5, below!) 

•

If your planned product or service is so different from what currently exists, you may want to do a survey or other customer research to find out how valuable your offering is. Handle this kind of data with care: as many a company has discovered, what people say they will do and what they actually do are two different things! So if the teens you talk to estimate they would pay up to $3 a day every day for special energy drinks, you should base your business plan on $1.50 per day unless you have other data confirming a higher figure. 

•

As you did for your estimates of number of customers, you may want to develop best case and worst-case scenarios for potential expenditures. 



	5.
	After you've entered your estimates for the current year, develop some projections for the future years. You can base these projections on data regarding growth or decline of your population; on anticipated changes in spending by your population; or both. For example, if the population of kids between 10 and 13 is expected to grow by 15% over the next year, how might that affect your plans to sell a new line of junior high school supplies? 

	6.
	One good way to develop a reliable picture of your market is to focus on your competitors. Assign each member of your team to identify one competitor to your proposed business-either direct or indirect. Find out all you can about these competitors' businesses (company Web sites and annual reports are both good places to start), including how long they've been in the market, how many of your potential customers they already serve, how much revenue they bring in from serving that market, and what their weaknesses are. Compile this data on a separate worksheet in your Excel workbook. Then enter the information you have about the number of customers they have and their revenues (either per customer or per year) in the Competitors section of your Market worksheet. 

	7.
	Now, how much of this market can you hope to capture with your new business, if you are both realistic and aggressive? Only a monopoly has 100% of any market. If your market already has several successful competitors, winning customers from them can be challenging. On the other hand, if you have no competitors, the market may be so new and undefined that you'll need to spend significant resources convincing customers they need what you have to offer. Discuss thoroughly within your team, and then enter your best estimates in the Market Share section. 
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Step C 
What Do You Need? 
Software: Microsoft Excel 98/2000
What to do: In this step you'll work out how much it will cost to deliver your product or service to the market you've identified. 

	1.
	Don't be too dazzled by those market share estimates you developed in Step B. You'll soon see what it means when people say you have to spend money to make money. 

	2.
	Start a new worksheet page modeled after the Revenues and Operating Expenses example, but tailor it to your particular business. For example, if you're starting a bus tour business, you may want a whole separate line for Vehicle Costs. Also note that the example shows separate columns for each business quarter-the year broken into three-month chunks. Planning expenses quarterly can be useful for a new company, because starting anything from scratch can be expensive; you may have first quarter expenses that will never be that high again. (Later, you'll probably want to break out your revenue projections quarterly to match.) Focus first on what you'll need to deliver your core product/service. Will you need to manufacture something? Will you be a Net-based business whose expenses are mostly in technology and the people to run it? Are you providing a service that requires carefully trained employees? Begin filling in the Personnel, Occupancy (which means workspace and all the expenses that go with it), Raw Materials, and other lines with specific estimates based on Internet and other research. 

	3.
	Next focus on how you will let potential customers know about your product/service-your Marketing expenses and the Personnel expenses that go with them. 

	4.
	Add in the rest of your Personnel costs, including salaries for your management team. Word of warning: high initial salaries can tank a new business and turn off potential investors. Be as frugal with your own salaries as you are with every other expense. 

	5.
	Enter and label any other expenses you may have in the first year, and then add up your subtotal. 

	6.
	Return to the worksheet you created in Step B, copy your market share dollar total for Year 1, and copy it at the end of the Revenue line. 

	7.
	Subtract your Subtotal Operating Expenses from your Total Revenues to get your Net Revenues for the year. (Note: Your total may be a negative number. Start-ups often spend more than they take in their first year.) If your Net Revenue is more than zero, you will need to calculate tax on it. Your state's tax department will have information about the tax rate for businesses. 

	8.
	Now, take a look at your overall revenue and expense plan, and make whatever adjustments you need to make to assure a good start for your business. 


Step D 
What's the Plan? 
Software: Microsoft Word 98/2000, Microsoft Excel 98/2000
What to do: Now you will pull Steps A-C together with additional thinking into a formal business plan. 

	1.
	You've now thought through much of the nuts-and-bolts of getting your business off the ground. It's time to reconnect the specifics to the great idea that got you excited about this business in the first place. 

	2.
	Open the Word document that you created in Step A. Above the basic description of your core idea, type a heading that says, The Market Need. Write a paragraph that describes the market potential based on the research you put together in Step B. 

	3.
	Next, type the heading Our Business Solution. Below, fine-tune and expand on your core idea. 

	4.
	Add a new heading: Our Business Strategy. Describe in several bulleted paragraphs how you plan to approach and succeed in your market-including how you intend to deal with competitors. 

	5.
	Add brief biographies of the management team. 

	6.
	End with a summation of what your financial progress will look like in Year 1, 2 and beyond. 

	7.
	Now write a summary statement that says why your business will fulfill an important need for your customers while generating wealth for potential investors. Polish this statement carefully, and then move it to the very beginning of your plan. 

	8.
	Print out your business plan and add your spreadsheets from Steps B-C as "financials" at the end of the plan. 
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Step E 
Make Your Pitch! 
Software: Microsoft PowerPoint 98/2000, Microsoft Publisher 2000, Microsoft FrontPage 2000
What to do: Ready, set, sell! Prepare to present your business idea to potential investors and/or directly to the public. 

	1.
	These days, new businesses have to hit the ground running, appealing to both customers and to potential investors at the same time. 

	2.
	To prepare for approaching potential investors, you'll need to capture the highlights of your business plan in a brief, high-impact PowerPoint presentation. Assign half of your team to creating one slide for each main point of your business plan. Create and import graphs and charts from Excel to show highlights from your financials-such as a pie graph to show your growing market share, or a line graph to show shift in expenses from the first quarter through the fourth. 

	3.
	The other half of your team should create a poster or brochure using Publisher, or a Web site with FrontPage, to market your product or service to your potential customers. Be sure to emphasize those features (such as price, or convenience, or better performance) that you believe will entice customers away from your competitors-or get them to think about your product at all. 

	4.
	Showcase both your investor presentation and your consumer campaign to your classmates. Then trade tips and suggestions about how to improve one another's business plans. 


