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INTRODUCTION

This Resource Pack is designed for teachers and students who are
engaged in Enterprise Education in Transition Year. The ideal approach
to running a Mini-Company in a school is a cross-curricular one,
however, this is not always possible. Therefore, the pack is designed for
use by teachers, both those with business and accounting expertise and
those without this expertise. In the experience of the Transition Year
Curriculum Support Service, about 40% of teachers who run minicompanies are Business Studies teachers, the remaining 60% coming
mainly from practical subjects. The critical qualities necessary for a
teacher to facilitate a Minicompany are enthusiasm, interest and
commitment.
For the successful delivery of Enterprise Education, in Transition Year, in
your school, we recommend the following provisions, which have worked
effectively in other schools.
TIMETABLE

Two hours each week (a triple period or a double and a single period) is
recommended for programmes run over the whole school year. Three
hours each week (two double periods) is recommended for programmes
run over half the year.
RESOURCES / SUPPORT
Teachers of the Minicompany will need a spacious classroom, a
selling outlet and a notice board for the staff room. It is a good idea
to take time at staff meetings to keep all teachers up to date with
developments in the Minicompany. School management plays an
important role in the success / failure of the Minicompany learning
experience, by establishing and maintaining the structures (timetable
+ staff provisions) necessary for the teachers running the
Minicompany.
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MANAGING THE MINICOMPANY CLASSROOM

Advance preparation is essential for the successful running of a MiniCompany. Prior organisation in the classroom is a must, as students busy
themselves with their different group activities as they carry out their
production.
• Materials in the classroom:
The Mini-company classroom should be equipped, in advance of
production, with all the materials required for making the
product/providing the service. Along with the necessary materials
required for the product/service, most companies will probably
require some or all of the following: Sellotape, staples, scissors,
paper, markers, computer and printer. Prior preparation leads to minimum
disruption of other pupils and teachers.
• On-going Reports:
Each company should give regular process reports to
the class. There might also be an opportunity to
occasionally invite in an external adviser to the
company (possibilities include local Business person
Bank official, Fás representative etc.). Regular
progress reports have the advantage of encouraging
student confidence and motivation.
• Paying for Expenses:
Rent, photocopying, stationary, etc- all should be paid for out
of company funds. This encourages students to concentrate
their efforts on earning enough money to cover all expenses.
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TEACHER’S ROLE IN MINICOMPANY CLASSROOM

The Teacher’s role will vary as the life of the company progresses; from
Planning and Startup, through Production and Sales and Wind-up. This
pack is designed to assist the Minicompany teacher through each of those
phases.
Minicompany Teacher as Teacher:
• Giving basic knowledge
• Explaining business terms
• Ensuring each activity provides a learning experience e.g. AGM accountability to shareholders
Minicompany Teacher as Facilitator:
• Brainstorming
• Generating ideas
• Providing necessary back up e.g. equipment, files, cash boxes etc.
Minicompany Teacher as Prompter:
• When things slow down or grind to a halt
• When the group is faced with a problem and members are unsure
of how to proceed
Minicompany Teacher as Adviser:
• Giving the group the benefit of your knowledge when asked
Minicompany Teacher as Silent Observer:
• Knowing when it is better to stand back and let the pupils deal with
the problem that is about to unfold
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TEACHING METHODOLOGIES IN THE MINICOMPANY
CLASSROOM:
Teachers involved with Minicompany will usually try out a variety of
teaching and learning methodologies.
1. Visits to… and visits from…
Students benefit from seeing and talking to experts in an area they are
considering for their Minicompany. An external adviser who visits the
students from a ‘real’ business environment can be a great help to the
students.
2. Group Work
Discussion, debate conflict resolution, interviews and role-play.
3. Team Teaching, Cross Curriculum Approaches
Teachers from different teaching disciplines co-operate to assist in setting
up a successful Mini-Company. E.g. A French Food Day could be
organised through the joint enterprise of the Home Economics
Department and French Department.
4. Negotiated Learning
The students negotiate with each other and with the teacher to agree on
the product to be produced by the Minicompany. This gives students’
greater ownership of, and motivation for the task on hand.

DATES TO REMEMBER!!!

Regardless of the actual duration of your enterprise module in Transition
Year, it is important that you remember the key dates for inclusion in the
TY GET UP and GO Trade Fair competition.
Completed registration documents must be returned to the Minicompany
administrator. Once registered, students will be invited to attend a
regional Trade Fair where students will compete for prizes in the various
categories (see page 152).
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Getting Your Minicompany Started
What is a Minicompany?

A Minicompany is a simulation exercise of the real business world
that allows students to use their initiative and creative talents to
design, produce and market goods/ services, while gaining insights
into the world of business.

1
8
Winding
up
company

7
Complete
reports, review/
evaluation of
module

6
Market and
sell the
product/
service

Organise
and register
a company

MINICOMPANY
Is a group of students
who:

2
Decide on a
product or
service
3
Raise funds
for real
materials by
selling shares

4
Record all
financial
transactions
5
Produce a
product or
render a
service
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BENEFITS OF MINICOMPANY
The Minicompany programme creates a learning environment designed to
help develop skills and abilities in students that will enhance the overall
mission and aims of Transition Year.
The programme focuses on:

Personal Development
Students develop personality traits such as responsibility, leadership,
confidence, self-reliance, and creativity.

Skills Acquisition:
Students participating in the programme develop general,
technical and academic skills.
General

Technical

Academic

Decision-making

Marketing

Writing

Report - writing

Business plan

IT skills
Problem Solving
Communication

Experience of Adult Working Life
Students will experience the success and failures of their
Minicompany venture through simulating a “real-life” experience,
from setting up the company to winding it down.
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MINICOMPANY LIFE CYCLE
Set up +
Registration

Prototype

Market Research
And Analysis

Start Production

Finance

Sales and Marketing

Reports and Trade
Fair

Winding Down/Up

TY Minicompany ‘Get Up and Go’ 2004

9
DECIDING ON THE PRODUCT/SERVICE

Teacher Notes:
It is vital at this point that the Teacher/ Minicompany facilitator engages
the students in some useful selection and analysis of ideas /products.
There are a number of ways of doing this, but the most effective is
probably to generate ideas/ suggestions through a brainstorming session
where all ideas are recorded on a blackboard/ flipchart.
The next stage involves analysis of these ideas through either a SCOT
(Strengths, Challenges, Opportunities and Threats) analysis or through
discussion and consensus on which product to prototype.
Student sheet No. 1 and 2 will be important tools for the students at this
analytical stage, helping them to arrive at the best decision for their
minicompany.
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STUDENT SHEET NO.1
S.C.O.T. ANALYSIS
Student Name
Strengths

Challenges

(Advantages,
Resources
and (Areas of weakness in producing
Facilities available to use, to this product or rendering this
produce this product or render this service)
service)

Threats

Opportunities

(Does competition/similar products
already on the market pose a threat
to your company?)

(With whom could you network to
sell your product? Is your product
seasonal e.g. Christmas gifts? etc)
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STUDENT SHEET NO. 2

Analysing Our Ideas
The following are important points to consider when deciding on which
product to make or which service to render.
1.

Do we have the skills to make this product/provide this service?

2.

Do we have the tools/facilities to make this product/provide this
service?

3.

Can we get the raw materials?

4.

Is it seasonal? (Christmas, Easter, Summer etc.)?

5.

Will the chosen product need packaging?

6.

Who will buy this product/service?

7.

How many students will be required to produce this product/provide
this service?

8.

Will training in new skills be required?

9.

Have you space to store this product from raw material to point of
sale?

10. Will our product/service be in competition with any local suppliers?
11. Will our product/service be affected by legal considerations e.g.
Health and Safety?
12. Can we produce a quality product/service that will satisfy customer’s
demands?
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STUDENT SHEET NO.3
PRODUCT/SERVICE PROTOTYPE
Name of students ___________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________

Group leader ______________________________________________

1.Raw materials required_____________________________________
_________________________________________________________
_________________________________________________________

2.Equipment required _______________________________________
_________________________________________________________
_________________________________________________________

3.Health and Safety considerations _____________________________
_________________________________________________________
_________________________________________________________

4.Quantity of materials required _______________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________

5.Source(s) of raw materials/equipment _________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________

TY Minicompany ‘Get Up and Go’ 2004

13
ACTION PLAN
Raw material
_______
_______
_______
_______
_______
_______

________
________
________
________
________
________

_______
_______
_______
_______
_______
_______

Quantity
Purchased by Date
_______
_______
_______
_______
_______
_______

PRODUCING PROTOTYPES
The following are the steps involved in organising students to produce
prototypes. Remember that details on quantities used and costs involved
will be critical for pricing the product should the prototype prove
successful. Remind students of the importance of invoices and receipts at
this stage.

¾ Assign students specific products according to skills or interest.
¾ Encourage them to research raw materials, equipment and the
required facilities. This may necessitate them talking to outside
experts etc.
¾ Get students to produce a detailed plan/sketch of proposed product.
¾ Get students to write a detailed materials list to include quantities
required.
¾ Establish the timetable for purchasing and production of prototype.
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SELECTION AND ORGANISATION OF
MINICOMPANY TEAM

Minicompany Structure

Shareholders

Board of
Directors

Managing
Director

Company
Secretary

Human
Resource
Manager

Stores and
Purchasing
Manager

Marketing
and Sales
Manager

Production
Manager
Industrial
Relations
Officer

Health and
Safety Officer

Workforce
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LEADERSHIP AND MANAGEMENT

Leadership skills: The ability to influence and motivate people to work
together and follow a particular path or direction.
Most people have to learn how to be effective leaders.

SOME SKILLS AND QUALITIES YOU WILL NEED TO DEVELOP:

9 Giving example - workers follow the leader
9 Charisma - providing inspiration to workers
9 Directing - giving a set of clear instructions for clarity of task
9 Encouraging effective teamwork
9 Being willing to accept responsibility
9 Being able to command respect
9 Being able to handle people in a sensitive and tactful manner
9 Showing fairness and strength, especially when there is conflict
9 Delegating - giving individuals responsibility for specific areas of
work and the authority to make decisions related to these areas
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EFFECTIVE LEADERSHIP

Self-confidence: Be
confident of your
ability, without
being arrogant

Delegation:
Give team
members
responsibility for
attaining
objectives

Progress reports:
Stress the
importance of goal
attainment

Enthusiasm:
Enthusiasm is
infectious so
lead by example
Decisive:
A lack of
decisiveness can
sometimes lead to a
lack of confidence
among workers

TIPS TO
BEING AN
EFFECTIVE
LEADER

Giving
orders: Ask
don’t tell

Affirmation:
Always give
credit for
achievements
Communication:
Listen to your workers
and show respect for
them. Ensure channels
of communication
remain open at all times

Mission
Statement:
Establish
objectives and set
a timetable for
accomplishing
them
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BOARD OF DIRECTORS

Determine the
Organisation's
Mission and
Purpose

Assess its own
Performance

Select the Chief
Executive

Duties of the
Board of
Directors

Ensure Effective
Organisational
Planning

Manage
Resources
Effectively

Ensure Adequate
Resources

Support the Chief
Executive and
Review her/his
Performance

BOARD MEETINGS
These are extremely important to the success of your Minicompany.
Meetings allow:
• Members to participate in Company matters
• Communication between departments to co-ordinate policies
• Members to take responsibility for the running of the company
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THE TEAM

Every company requires a management team and a Minicompany is no
exception. The management team will need to be elected or selected after
application and interview. The first step to electing the team, which will
become the Board of Directors, is to have everybody complete an
application form.
THE MANAGEMENT TEAM WILL BE MADE UP OF:
•

MANAGER DIRECTOR/ CEO
o

•

COMPANY SECRETARY
o

•

Equipment and raw material

HEALTH AND SAFETY OFFICER
o

•

Market research/sales

STORES AND PURCHASING MANAGER
o

•

Recruitment/training of workers

MARKETING/SALES MANAGER
o

•

Quality Control

HUMAN RESOURCE MANAGER
o

•

Money matter/wages and banking

PRODUCTION MANAGER
o

•

Legal affairs/meetings/share issue

FINANCE MANAGER
o

•

The boss

Ensures that people work in a safe and healthy environment

INDUSTRIAL RELATIONS OFFICER
o

Liases between management and employees
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JOB DESCRIPTIONS
MANAGING DIRECTOR/CEO

This person is appointed by the Board of Directors to manage the
company on a day-to-day basis. The Managing Director has overall
responsibility for the running of the Company. The MD/CEO must
provide good leadership and give direction to the Company. The
MD/CEO reports to shareholders and the Board of Directors on an
ongoing basis.
SKILLS FOR AN EFFECTIVE MANAGING DIRECTOR

Problem solving
skills

Leadership
qualities

Recognises key issues and focus
attention on them

Diplomacy

Good
communicator

Creates
unity

DUTIES OF A MANAGING DIRECTOR
9 Provide leadership
9 Outline mission statement with others
9 Set and agree goals
9 Have overall responsibilities to: Shareholders, Company members,
Customers, Suppliers, Financiers and Employees.
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COMPANY SECRETARY

The company secretary is the expert on law and procedure within the
Minicompany. Detailed records must be kept of the Minicompany history
and the Company Secretary answers directly to the Managing Director.
Ability to co-ordinate,
communicate and organise

Interest in and
appreciation of
legal matters

Skills of the
Company
Secretary

A logical and
organised
approach to
keeping books
/records

Ability to grasp,
summarise and report key
points and decisions
made at meetings
Duties of the Company Secretary
9 Has responsibility for communicating agreed team decisions
9 Completes registration documents
9 Keeps the Share Register
9 Administers Company meetings, draws up agendas, notifies and
records minutes.
9 Enforces Company’s Memorandum and Articles of Association
9 Keeps safe all Company documents and records
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FINANCE MANAGER
Responsibility for maintaining all financial records lies with the Finance
Manager. Budgets are created and monitored by staff in this area.

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

Finance and Resource
management

A communicator
Skills for an
effective
Finance
Manager

Be organised and
accurate in
presenting reports

Ability to work with
others

Trustworthy
with money

DUTIES OF FINANCE MANAGER
9 Responsible to Managing Director for production of financial plan
9 Monitors progress and recommends action to ensure results
9 Agrees pricing and seeks to optimise profit margins
9 Records all financial transactions
9 Manages all cash and credit controls
9 Makes all payments
9 Completes VAT returns
9 Prepares profit and loss statements, Balance sheets and liquidation
report
9 Liases with Company Secretary
9 Controls banking and cash security
9 Assists with stock valuations
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Before you begin:
Visit a bank or a financial institution and discuss opening
an account.

DUTIES OF THE FINANCE MANAGER

Liase:
Liase with the
Company Secretary
on selling shares

Set up the Company
finances:
Open an account with a
financial institution

Liase with theHuman
Resource Manager
about staff wages.
Costs play a major role
in the survival of any
Minicompany

Pricing:
Decide on product
pricing structure in
consultation with
the other managers.

Budgets:
Complete and monitor
budgets for all
departments. This will
include your
company’s profit and
loss accounts.
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CESSATION OF YOUR MINICOMPANY
Your functions here are to:
9 Prepare for voluntary winding up.
9 Liase with the Board and decide when trading is to cease.
9 Prepare final accounts.
9 Prepare to repay share capital and dividends.
9 Prepare a report for the Shareholders.
THE FINAL COUNTDOWN
When you come to the end of your trading the company must
be wound up voluntarily. This means that all assets must be
turned into cash. The Company finances must be sorted out
at this stage and accounts need to be prepared for a public
meeting of the S hareholders.

AGM - ANNUAL GENERAL MEETING
Explain the role and activities of your Minicompany. The Finance
Manager should report on how the company has done financially and
give out a copy of the accounts to the Shareholders. Dividends must also
be paid out to the Shareholders. The AGM is a great chance to bask in the
glory of all your hard work and effort [see Chapter 9].

TRADE FAIR

A clear and accurate financial statement of your Minicompany’s accounts
will be essential, when displaying your Company at the Transition Year
Trade Fair.
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PRODUCTION MANAGER

The Production Manager is responsible for the production output of the
Minicompany products. This includes the initial prototypes of the
Minicompany.
Skills of the Production Manager
Understanding of
technological
process

Good understanding of
cost, profit and cash flow
Organisational
skills

Ability to manage people

Logical and creative
thinking
Creative approach
to minimising
costs

Duties of the Production Manager
9 Contributes to product development
9 On going search to create a cost effective manufacturing system
9 Balances production and demand
9 Advises on estimated costings
9 Purchases raw materials
9 Keeps inventories of materials and all goods
9 Trains, manages and monitors safety of Operations Team
9 Maintains equipment and tools
9 Takes responsibility for Quality Control [P. 26/27]
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QUALITY CONTROL

Quality Control means using methods of production that conform to
standards set down in law and satisfying the customer needs and wants,
with her/his safety in mind. Products that reach a high standard will
ensure a healthy and wealthy life span for your Company.
Causes losses

Bad quality control

May cause Injury to
customers due to bad
due to bad products

May earn bad publicity
due to inferior
products/services

Higher profits

Good quality control
gains

Higher demand for
your products

Good publicity due to
good
products/services.
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QUALITY CONTROL
Ensure your
supplies come
from a reputable
dealer

Check and test all
materials and
machinery in use

Survey your
customers regularly

ISO 9000 SERIES

This is a worldwide control system which, when put in place in a
Company, sets very high standards for the Company. In Ireland, the
National Standards Authority of Ireland (NSAI) administers this system.

The Quality Mark

The (Q) Quality Mark is an Irish symbol of high quality and can be
obtained from the Irish Quality Association.
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HUMAN RESOURCE MANAGER

This Manager reports directly to the Managing Director and is concerned
with human relationships within the Minicompany. S/he must ensure that
good working relationships are maintained within the Minicompany.
Skills of the Human Resource Manager

Negotiating
skills

Interviewing and
counselling techniques

Behavioural skillsunderstanding people and
groups

Diplomacy and
tact

Proactive, creative approach
to getting the best out of
people

Duties of the Human Resource Manager
9 Ensures training of staff to required skills
9 Creates and co-ordinates the approach to Industrial Relations
9 Motivates and rewards
9 Recognises individual skills and maximises those skills
9 Keeps personnel records
9 Manages disciplinary proceedings
9 Records attendance and hours worked
9 Monitors safety
9 Ensures the Company complies with employment law
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MARKETING AND SALES MANAGER

Some companies may deem it necessary to divide the functions in this
area. Customer wants and needs must be identified through market
research. Products must then be modified to meet the needs of the clients.
A sales campaign then ensues covering the planning, advertising and
marketing of the products.

Skills of the Marketing Manager
Innovative
thinker

Ability to focus,
motivate and enthuse
teams
Planning
skills

Co-ordinating
skills
Creative
flair

Duties of the Marketing Manager
9 Does market research and understands customer
9 Identifies markets and niches within them
9 Agrees cost estimates and works with others to maximise profit
9 Agree with Sales Director how to promote product
9 Promotes product
9 Monitors and updates marketing strategy and agrees sales forecasts
9 Monitors customer satisfaction
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Skills of the Sales Manager

Interactive personal
skills with sales team
and customers

Communication
and motivational
skills

Understanding the
importance of price
and cash flow

Duties of the Sales Manager

9 Develops in-depth understanding of customers and competition
9 Monitors customer ‘delight’
9 Identifies unique value of product
9 Recommends promotional activity to achieve sales
9 Trains, monitors and motivates sales force
9 Controls stock received from Operations
9 Controls credit and cash collection
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STORES AND PURCHASING MANAGER

PRODUCTION is the conversion of raw materials into goods, which the
customer buys.

Skills of Stores and Purchasing Manager

Understanding
the technological
processes
involved in
manufacturing
and producing a
high quality
product.

Logical thinking:
the ability to
think through a
process and put
this process into
practice

Organisational
skills: team,
materials, tools
and all other
resources must
be organsised

Duties of the Stores and Purchasing Manager
9 Controls the stocks and supplies for the Minicompany
9 Takes responsibility for the purchasing of raw materials
9 Organises the storage of work in progress and finished products.
9 Accounts for all stock removed from storage
9 Records all transactions
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HEALTH AND SAFETY OFFICER

The Workplace Health and Safety Act 1989 promotes the involvement of
workers in the decision making processes associated with health and
safety risk management in the workplace. Under the Health & Safety Act
workers may elect a Health and Safety Representative on their own
initiative or at their employer's suggestion. Workplace Health and Safety
Officers can be trained to identify health and safety hazards and help
implement risk assessments in the workplace.

Skills of the Health & Safety Officer

Be a good
listener

Have a genuine interest
in the health and well
being of the individual

Have good negotiation
skills

Duties of the Health & Safety Officer
9 To ensure that all safety guidelines are followed on a daily basis
within the company.
9 To report to management any work injuries and illnesses
9 To report any proposed changes that may affect the health and safety
of the workers.
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INDUSTRIAL RELATIONS OFFICER

The Industrial Relations Officer liases with management and employees
and ensures that communication links are kept open at all times.

Skills of the Industrial Relations Officer
Be
approachable
Be fair and
objective

Have knowledge
of industrial
relations
legislation

Be firm and
persistent

Be a good
listener

Be
diplomatic

Duties of the Industrial Relations officer
9 Manages employment conditions and related issues.
9 Aims to encourage employees and employers to work towards the
development of effective organisational practices.
9 Provides information for all employers and employees.
9 Mediates between management and the workforce in any industrial
disputes, which may arise during the life of the Company.

TY Minicompany ‘Get Up and Go’ 2004

34
GOLDEN RULES FOR FILLING
APPLICATION FORMS

9 Photocopy the original application form and practise filling the
form before you complete the original.
9 Read the application form thoroughly, and ensure you follow all
instructions carefully.
9 Use a dark coloured pen and be sure your writing is neat and
legible.
9 Always complete a spell check.
9 Ensure that all details such as Name, Address, Dates and Referees
are correct.
9 Get someone else to read over your completed application form
before posting.
9 Keep a copy of the completed application form.
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SAMPLE EMPLOYMENT APPLICATION
FORM
PLEASE PRINT ALL INFORMATION REQUESTED EXCEPT SIGNATURE

APPLICATION FOR EMPLOYMENT
Name:
Address

Telephone
Date of Birth
Position applied for

Days/hours available to work
No Pref.
Mon
Tues
Wed

1
1
1
1

Thurs
Fri
Sat
Sun

1
1
1
1

How many hours
can you work
weekly?

Please list two referees other than relatives.
1. Name
Address

Position
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2. Name

Address

Position

Any additional
relevant information

Signature of
Applicant

Date
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SAMPLE JOB ADVERTISEMENT
South County Enterprise Board is inviting applications from suitably
qualified persons who wish to be considered for inclusion on the
following panel from which permanent and temporary offers may be
made:
Human Resource Manager
Job Specification:
The Manager will be responsible for setting up and maintaining good
working relationships within the organisation. S/he will be responsible for
the recruitment, selection, training and promotion of personnel.
Performance appraisal will also be a function of this position.
Previous experience desirable.

Application forms, qualifications and particulars of the position may be
obtained from the Human Resources Department, South Dublin County
Enterprise Board, County Hall, Tallaght, Dublin 24 (Telephone 01
4149112) or via our website www.southcounty.ie
Completed application forms must be returned to the Human Resources
Department not later than 12.00 noon on Friday 27th June 2003.
South County Enterprise Board reserves the right to shortlist candidates,
taking into consideration educational qualifications and experience and
the likely number of vacancies to be filled.
Canvassing will automatically disqualify
South County Enterprise Board is an Equal Opportunities Employer Job
Advertisements (Closing dates are all 12 noon)
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SAMPLE JOB ADVERTISEMENT

The Irish News 20th September 2003

Part-time Secretary
For part –time secretarial and clerical duties. 15 hours per week.
Excellent telephone manner essential. Computer skills an advantage.
C.V.s to Human Resources Manager, Ryan Secretarial Services, 23
Church Street Dublin 3, before closing date 29th. September2003
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COVER LETTER

It is important that a cover letter creates enough interest, so that the reader
will have a good impression of you prior to reading your CV or
application form.

A good cover letter should:
9 Include relevant information about yourself that you have not
mentioned in the application form.
9 Outline who you are, what your current situation is and why you
are applying for this position.
9 Highlight your strengths and your suitability for the position.
9 Specify why you would like to work for the organisation.

Make sure your cover letter is not a repetition of your CV

TY Minicompany ‘Get Up and Go’ 2004

40
COVER LETTER REQUESTING
APPLICATION FORM
Address
Date
Telephone Number

Name and Address of
correspondent

Ref: Job

Salutation
Dear Sir/Madam
Main body of the letter
Here you will apply for the job stating that your CV is enclosed.

Complimentary closing
Yours Faithfully
Signature:
Signature must be in your own handwriting and underneath, type your
name in block capitals
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CURRICULUM VITAE

What is a CV? It is a photograph of your life, at a particular moment in
time and it must be updated on an on-going basis.

Remember the following:
The perfect CV will get you to the interview stage.

GUIDELINES FOR WRITING UP YOUR CV

Curriculum vitae should be typed.
No fancy graphics or fonts should be included.
Good presentation and layout is important.

Include the following
• Personal Details
• Educational qualifications: Start with the most recent ones and
work backwards.
• Other learning achievements: e.g. Gaisce Award, Speech and
Drama Certificates and First Aid Certificates
• Work Experience
• Interests/Hobbies
• Other relevant information which may support your application
• Referees
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CURRICULUM VITAE

Personal Details
Name
Address
Telephone Number
E-Mail Address
Date of Birth
Place of Birth
Nationality
Gender

Educational Qualifications
Junior Certificate Results (Year)
Subject

Level

Grade Attained

Additional Educational Qualifications
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Work Experience

Interests/Hobbies

Any other relevant information

Referees
Name
Address

Name
Address

Telephone No.
Position Held

Telephone No.
Position Held

Signed

Date
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INTERVIEW PREPARATION

Knowing as much as possible about the Company can make your
interview more interactive and could be just what you need to get ahead
in a competitive job market. Next, practise answering typical interview
questions and make sure you always remember the three C’s

Confidence

Commitment

Competence

TYPES OF INTERVIEWS
ONE-TO –ONE:

One interviewer and one candidate
BOARD INTERVIEW

Several interviewers carry out the interview with one candidate. Each
interviewer represents different interests on the Interview Board.
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GROUP INTERVIEW

This is where there are many candidates and one or more interviewers.
This type of interview assesses how candidates interact with each other
and how well they work in groups. It also allows for leadership skills to
emerge.

IN ADVANCE OF THE DAY

Prepare
well

Assess
your skills
that will be
relevant to
the
position.

Find out
information
about the
Company

Keys to
positive
interviewing

Rehearse the
interview in
your mind and
aloud in front
of a mirror

Plan on what
you are
going to
wear ahead
of time.
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ON THE DAY

Be
Positive
In the interview you get the opportunity to sell yourself, so do it well.

Be
Punctua
l
Know where you're going and give yourself plenty of time so you can
arrive ahead of schedule.

Body
Language

Greet the interviewer with a pleasant smile and a firm handshake.

Speech

Speak slowly and clearly, making eye contact with the interviewer(s).
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SUGGESTED INTERVIEW MARKING SCHEME FOR
MINICOMPANY INTERVIEW
Excellent
(10)

Factor

Very good Good
(8)
(6)

Fair
(4)

Poor
(2)

Handshake/Eye Contact,
etc
Personal
Appearance/Presentation
Positive Approach
Knowledge of
Company/ job etc
Standard of CV
Leadership Qualities
Motivation
Oral Expression
Reaction to Pressure
Organisational Ability
Total

Marks: Total 100

Interviewer’s Comments:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
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COMMUNICATIONS

For the smooth and effective running of any company, good
communications are important and running a Minicompany is no
exception.
Meetings enable key
personnel to come
Managers need to
together and
keep up with
exchange
everything that is
information
and
going on in their
make decisions
company at all times
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

Verbal

Written
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TYPES OF MEETINGS

THERE ARE MANY TYPES OF MEETINGS:

Planned meeting:

Ad Hoc Meeting

AGM: Annual
General Meeting

An agenda is drawn
up and notification
of the time, venue
and agenda is sent
to the interested
parties.

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

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.
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CONDUCTING A MEETING

SOME TERMS WORTH NOTING

Standing orders

Agenda

Quorum

Motion

Proxy

There are the rules that
must be followed to
ensure the meeting
takes place in an
orderly fashion.

This is the menu for the
meeting and allows
those entitled to attend
to come prepared for
any discussions that
will take place.

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

Notice is hereby given that the Annual General Meeting of Pinco Sports
Club will be held in the Clubhouse in Beaumont, Dublin 9,at 8 p.m. on
Friday 12th January 2004.

AGENDA
1. Minutes of the AGM held in 2003 and matters arising from the
minutes.
2. Chairperson’s report for the year.
3. Treasurer’s report for the year, 2003
4. Election of officers for the coming year.
5. Discussion on fundraising events for the year.
6. A.O.B.

Signed

____________________

Date:

____________________

[E. Barry, Club Secretary]
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SAMPLE MINUTES OF A MEETING

Minutes of the AGM for Pinco Sports Club, held in the Clubhouse in
Beaumont, Dublin 9,at 8p.m.on Friday 12th January 2004.
Apologies from: Mr Denver and Mrs J Bloggs.
• The meeting commenced at 8.10 p.m. and the minutes from the
2003 A.G.M. were read and adopted.
• The Chairperson, Mrs Hutton, addressed the meeting .In her
address she spoke about the long term aims of the club with the
possibility of purchasing an adjoining plot of land.
• The Treasurer gave the annual report for 2003 and emphasised the
need for prompt payment of annual subscriptions, as the club had
been overdrawn unnecessarily last year.
• Officers were elected for the forthcoming year.
• A discussion on funding raising for the club took place
• Under AOB, the problem of non-members using the facilities at
peak times was highlighted
• The meeting concluded at 10.30 p.m.
Signed

____________________

Date:

____________________

[E. Barry, Club Secretary]
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REPORTS

A report is a written document covering the history of the business. It can
be written up by the managers on an ongoing basis and then produced for
the AGM. The language used must be simple enough for the reader to
understand. The general rule that should be applied is to Keep It Short
and Simple. (KISS)

FORMAL REPORT
A formal report should contain the following

Title Page

Table of Contents
Terms of Reference
Introduction
Body of Report
Findings
Conclusions
Recommendations
Appendices
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SAMPLE MINICOMPANY REPORT
Beaumont Disco Company
Terms of
Reference
To investigate the running of a school disco
Introduction
The Transition Year students are investigating the possibility of running a
school disco once a term, as at the present time, no discos take place on
the school premises.
Body of Report
The Transition Year students carried out a survey among a representative
sample of students in the school, both senior students and junior students.
Questionnaires were compiled and issued to participants. The findings
were compiled and analysed. The findings were then brought to the
attention of the Principal of the school, the Board of Management and the
Parents’ committee. They were asked for their opinions as their
permission and assistance would be required if the discos were to
materialise.
Findings
It was found that only a small minority of the senior students believed
they would come to a school disco. A follow- up survey was held among
the junior year groups and the findings showed a more positive response.
The Parents’ committee agreed to help organise the discos if the company
was to proceed with its activity.
Recommendations
A school disco should be held once a term. Tickets should be sold in
advance. Advertising must be inside the school only, as admission to the
disco would be strictly reserved for students of the school.
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PUBLIC RELATIONS

This is the relationship the company has with its public. It involves
creating a positive image of your firm and gaining the confidence of your
customers and other members of the general public.
This can be done in a number of ways:
9 Promotional activities
9 Sponsoring local events
9 Having posters advertising what you are selling
9 Using ‘quotes’ on the effectiveness of your products
9 And other ways you may be able to think of

The firm’s relationship with the media and the local community is very
important to long-term success.
Customer Care must also be seen as very important.

CUSTOMER CARE

In business it is important to remember the old saying ‘the customer is
always right’. Of course, this is not necessary true, but, when dealing
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with the public one must listen and take on board any complaints,
misunderstandings or queries a customer or prospective customer may
have.
When a customer contacts a business re their product, She/he generally
require 2 things:
i)
ii)

To have her/his say
To have her/his problem solved

THE CUSTOMER CAN BE:

Dissatisfied

Impatient

Angry

THE CUSTOMER

Intimidating

Demanding

Frustrated

When a customer complains about a product or a service, she/he deserves
a hearing.
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A Business Representative should:
9 Listen carefully
9 Be slow to talk
9 Empathise with the customer [I can see how you feel that way]
9 Be helpful
9 Be specific
9 Stick to the facts
9 Make good eye contact
9 Watch body language
9 Be confident
9 Be up beat,
9 Be positive
9 Use repetition …As I said earlier …

Never:
9 Interrupt an angry customer [Think of a fire, it will eventually burn
itself out!]
9 Fidget [Gives the impression you are not confident]
9 Lose your temper
9 Be discourteous or rude
9 Be flippant with a customer
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REMEMBER YOUR TASK IS TO:
Solve the customer’s complaint to her/his satisfaction. To do this you
may have to involve other members of your team/company. If so, do not
consider this as a weakness; rather think of it as a strength, as it shows
you are all working as a good team.

CUSTOMER OUTCOME:
After any interaction with the customer She/he may feel as one of the
following:

Apostle:
The customer is happy with the outcome and will tell others

Hostage:
Is not happy with the outcome, but has no choice

Terrorist:
Will seek other ways of running you and your company
down.

So ask yourself: ‘Which one of these do I want my customer to be?’
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NAMING YOUR COMPANY
BRAINSTORMING SESSION
Easy to
remember

Short and
simple

Name

Personalised

Noncontroversial

Visually
effective

Note: when choosing a name
Don’t tie yourself to one product or service

LOGO
Your logo should:
• Compliment the product/service.
• Be visually stimulating

Remember - we only remember 2 of 1200 images we process each day.
Is your logo one of those 2????
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REGISTERING THE COMPANY

When you have chosen a name for your Minicompany, you must register
that name with:
The National Minicompany Administrator
Blackrock Education Centre
Kill Avenue
Dun Laoghaire
Co. Dublin

You must forward the following completed documents:
1. Memorandum of Association - (copy of
Memorandum in pack)
2. Articles of Association - (copy of Articles in
pack)

MEMORANDUM OF ASSOCIATION
When returning this document, for the purpose of registration, the
following information should be given:
• The name of the Company
• The purpose of the Company
•

The number of shares held by each of the founder shareholders
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THE MINICOMPANY PROGRAMME
MEMORANDUM OF ASSOCIATION

1. The name of the Minicompany is
2. The registered office of the Minicompany will be situated in the Republic of
Ireland.
3. The objects for which the Minicompany is established are:
9

To gain instruction in the organisation, methods and practice of
commerce and industry and in all subjects related thereto.

9

To carry on business, and manufacture and sell such articles as are
necessary with the above aims.

9

To carry on any other trade or business which can, in the opinion of
the Board of Directors, be conveniently or advantageously carried on
in connection with or ancillary to all or any of the above business.

9

To rent any building or parts of buildings required for the above
purpose.

9

To raise, collect and receive contributions, subscriptions, donations
and loans, to provide the necessary capital required by the business, in
accordance with the rules laid down by The Minicompany Programme.

9

To pay all expenses of and incidental to registration and establishment
of the Minicompany.

9

To do all such other things as are incidental or conducive to the
attainment of the above objects or any of them.

4. The liability of the members is limited.
5. The share capital of the Minicompany is divided into a maximum of 50
shareholders, each having such rights, privileges and advantages, as to
voting or otherwise, as the Articles of Association may prescribe.
6. We, the undersigned persons, whose names and ages are described, wish to
be formed into a Minicompany in pursuance of the Memorandum of
Association.
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THE MINICOMPANY PROGRAMME
MEMORANDUM OF ASSOCIATION
Please complete in BLOCK CAPITALS
Surname

First Name

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
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24.
25.
26.
27.
28.
29.
30.

Witness to the above:
1. Name of Teacher of Minicompany: (in BLOCK CAPITALS)

2. Signature of Teacher of Minicompany

3. Date:
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THE MINICOMPANY PROGRAMME

To be completed by the National Minicompany Administrator
Section A
I hereby certify that
incorporated under the auspices of the SLSS

a Minicompany is this day

Signed
Dated the

day of

Two thousand and …

Section B

To be completed by the Minicompany Secretary
1. Name and Address of School:

2. Name of Teacher of Minicompany:

3. Name of Minicompany:

4. Please circle (a) or (b) which ever is applicable.
(a) Cheque for €20 made payable to Minicompany Trade Fair Association,
enclosed with documentation.
(b) Postal Order for €20 made payable to Minicompany Trade Fair
Association, enclosed with documentation.
.
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ARTICLES OF ASSOCIATION

This is a document for the shareholders. It sets out the
internal rules of the Company such as:

• The way meetings are to be conducted
• When meetings will take place
• The location of the Company

The national Minicompany administrator will send you
back a ‘Certificate of Incorporation’ – which is the ‘Birth
Certificate’ of the Mini- company.

The Minicompany can now begin trading as a limited company and is
now a separate legal entity in the eyes of the law, which means the
Company, can sue and be sued in its own name.

The registration fee must accompany your Memorandum
and Articles of Association.
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THE MINICOMPANY PROGRAMME
ARTICLES OF ASSOCIATION

Minicompany Name:
PRELIMINARY
1. The regulations laid down by The Minicompany Programme in the policy and
other relevant Manuals shall apply to the Minicompany.
2. The Minicompany is advised by:

(Visiting Consultant's Company)
Address

Telephone Number

3. The Minicompany's range of products/services is:

4. The regular meeting day of the Minicompany is:

5. The Minicompany will operate at (location)

MEMBERSHIP

6. Members of this Minicompany shall be "shareholders" between the ages of 11
and 25 years.
7. Any member who misses three successive meetings shall automatically forfeit
membership of the Minicompany. A member may be reinstated by a majority
vote of the Board of Directors but will forfeit any executive office held within
the Minicompany.
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8. The Minicompany is owned by its "shareholders", who, other than the
participants, vote by proxy at all General Meetings. Each participant is entitled
to one vote, the exception being the Chairperson of the Board of Directors.
The Chairperson may only exercise his/her vote in a tie or deadlock situation.
9. Each participant must own one or more "shares" in the Minicompany.
10. No member (or "shareholder") may possess more than five "shares".

GENERAL MEETING

11. General Meetings shall be called by resolution of the Board of Directors.
Written notice of time, place and agenda for such meetings shall be displayed
on the Minicompany Notice Board, no less than three days, prior to the
meeting.
12. A quorum at any General Meeting shall consist of one half of the active
members. A majority shall decide any question that may come before the
meeting.
13. The Minicompany shall hold at least one meeting every calendar month during
the life of the Minicompany.
14. The Minicompany shall hold an obligatory Annual General Meeting in May of
the year of the Minicompany, or one-week prior to dissolving the
Minicompany.
15. In the event of a tie in the voting, the Chairperson may has the casting vote.

BOARD OF DIRECTORS

16. Control of this Minicompany's business affairs shall be vested in a Board of
Directors, consisting of the membership in Article 6.
17. A Board meeting may be called by the Chairperson, or a petition of three or
more Directors. All meetings must take place during regular scheduled hours
of the Minicompany. Proper minutes of all meetings will be recorded.
18. A quorum at any meeting of the Board of Directors shall consist of one half of
the Board.
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19. The duties of the Board of Directors shall include, but not be limited to,
election, removal from office, deciding policy, and planning investments.
They will also establish "Dividend" payment and decide on the disbursement
of surplus profits.
20. The managers of the Minicompany shall be elected by the Board of Directors
or by completing an application form and interview. Teachers of the
Minicompany and/or other teachers and/or Visiting Consultants shall conduct
these interviews.
21. A manager may be removed from office if, s/he misses three successive
Minicompany meetings, or, at any regular Board meeting, by a two-thirds
majority vote.

REMUNERATION

22. The Board of Directors shall determine salaries, wages, commissions, or other
compensation to be paid to the members of the Minicompany.

WINDING DOWN/UP

23. This Minicompany is organised to operate for one programme year and will
not perpetuate itself.
24. This Minicompany will automatically be liquidated on the recommendation of
the Board of Directors at the Annual General Meeting.

AMENDMENTS
25. These articles may be amended by a two-thirds majority vote of the Board of
Directors at any General Meeting, subject to:
9 Regulations laid down in policy and the Manuals for Minicompany
Teachers and Visiting Consultants.
9 A written statement of such changes being sent to The Minicompany
Programme within two weeks of such decisions.
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THE LEASE
PARTIES

This LEASE, made and entered into this
Day of
By (the school)
[Hereinafter called the LESSOR]
And between (Minicompany)
[hereinafter called the LESSEE]

PREMISES &
USE

WITNESS, that the lessor, in consideration of the educational
purposes of the Miniature Company and of the rents and
agreements hereinafter mentioned, has leased to said Lessee
the workspace, offices and storage unit(s)
Designated:

At [address]

To have and hold same for the purpose of carrying on their
company business between the hours of

CONDITIONS

The Lessor agrees to furnish electricity and heat for the
workspace, office and store. The Lessee agrees to keep the
workspace, office and store clean and in good order.

EQUIPMENT
AND ANNUAL
RENTAL

The lessor agrees to provide the basic equipment (See
endorsement) at a nominal annual rent agreed by the Lessor
and Lessee.
The Lessee agrees to use properly and with reasonable care
the items listed on the endorsement. The Lessee further agrees
to notify the Lessor of any damage or loss involving the said
equipment.
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SUMMARY OF
CHARGES

SUMMARY OF
PAYMENT

Total annual equipment rental

€

Workspace/office/store annual rent

€

Total Annual Charges

€

Initial Charges

€

Subsequent Charges

€

IN WITNESS WHEREOF, the said parties have executed this
Lease, in duplication, on the day and year aforesaid

For

Lessee
A Minicompany

General Manager

Secretary

For

Lessor
School

ENDORSMENTS & REVISIONS
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SHARES BOOK CERTIFICATE TEMPLATE
GET UP and GO Minicompany
Shares

Shares at

(Non transferable – Not a legal Certificate)

(NAME)

Each for a total of

a minicooperative

In
A minicooperative were sold to: -

This is to Certify that

I acknowledge receipt of

Of

As a return on my share investment of
Of

Is the owner of

With a dividend of

each in the above mentioned

Date:

(Signed)

By:

Share(s) & Number(s)

minicooperative subject to the conditions on the
reverse side, and that the sum of

Member

Noted by

has been paid for

From
Secretary

And

shares of a value of

(Representative)

On this day

shares.
20

On (date)
Advisor

Advisor
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MARKETING

Marketing is:
• Finding out what the customer wants
• Selling it to them at the right price
Before any business idea is launched, it should go through a number of
stages:

Idea
generation
Production
and Launch

Test
Marketing

Product
screening

Business
Launch

Prototype
development

Concept
development

Feasibility
study
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GENERATING IDEAS
This means coming up with new ideas. One of the most popular methods
used is BRAINSTORMING – where all new ideas, no
matter how incredible, are written down. A discussion then
ensues about the different ideas, and some ideas are rejected
totally.

PRODUCT SCREENING
Select the most promising ideas for detailed
investigation and market research –See below

DEVELOPING AND TESTING YOUR IDEA
Developing an idea is only part of the battle. The idea must also work in
practice. Therefore it is important to ask yourself some critical questions
about your Business and your product/service.
Is this a Strength or a Weakness?

1.

Why is it a good idea?

S

W

2.

On what assumptions is that opinion based?

S

W

3.

How can you prove that those assumptions are correct?

S

W
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4.

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

S

W

5.

Why?

S

W

6.

List four reasons why this idea may not work:

S

W

List four reasons why your idea will work:

S

W

8.

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

S

W

9.

Why are those differences important?

S

W

10.

What if you changed the produce/service in some way?

S

W

(a)
(b)
(c)
(d)
7.
(a)
(b)
(c)
(d)
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MARKET RESEARCH

Marketing is about keeping your customers central to your thinking,
behaviour and planning.

Marketing
Needs a combination of:

Information

Vision

Creativity

One of the techniques to get information is 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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WHY DO MARKET RESEARCH?

Market research is the core of your Business and Business plan. It is
important to:
• Find out if there is a market for your product
• Find out are you well prepared before you commit funds (your
shareholders) to your Business
• Find out are you able to show that you know your stuff
• Find out are you able to prove the commercial viability of your
product.
Market Research
Carried out in two main ways:

Desk Research

Magazines

Field Research

Talk to people
in the market
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DESIGNING A QUESTIONNAIRE
Decide on the information you require and design your questions.

Select only the most relevant questions
for the questionnaire

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.

Now you are ready to go into the
market place and do your research.
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SAMPLE QUESTIONNAIRE FOR A BIRDTABLE
Please tick the relevant box (a)

1. Are you interested in the environment?

YES

NO

2. Do you have a garden?

YES

NO

3. Do you have a bird table?
(If you answered YES to number 3
then go to number 4, otherwise go
to number 6)

YES

NO

4. Of what material is your bird table
made?
5. Did you feel you got value for money?
(If you answered NO here, please go to
number 6)
6. Would you be interested in buying a
locally produced bird table made
of wood?
5. If your answer to the above question
is yes, then would you be prepared to
pay €30 for a bird table?

___________________
YES

NO

YES

NO

YES

NO

6. If your answer to question 6 is yes,
which type of bird table would you prefer?
Free-standing

Hanging

Spiked Post

Thank you for taking the time to complete this questionnaire
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ANOTHER SAMPLE QUESTIONNAIRE
PRODUCT: CD
1.

please tick the relevant box (√)

Are you aged between:
[Please tick one]

12 – 14 years
14 – 16 years
16 – 18 years
Other
2.

1
1
1

Do you buy CDs?
[Please tick one]

1
1

Yes
No
3.

What is your favourite type of music?
[Please tick one]

Rock
Pop
Heavy Metal
Other
4.

1
1
1

How often do you buy a CD?
[Please tick one]

Once a week
Once a month
Less than once a month
Four to six times a year
5.

1
1
1
1

What price do you usually pay for a CD?
[Please tick one]

Less than €15
Between € 15 and € 20
More than €20

1
1
1

Thank you for taking the time to complete the questionnaire
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CONCEPT DEVELOPMENT

This means: Making sure that your product will appeal to the customer.
This difference is known as your UNIQUE SELLING POINT (USP.)
Your product must also be different to that of your rivals.
Bus Eireann's USP is its size and its ability to provide comfort and
security.
"Travellers know that they will get there. They
know Bus Eireann is big enough to deal with
any breakdowns and they know the company
will not go out of business. Passengers know
that the coaches and drivers are fully insured
and they are safe in the hands of Bus Eireann"

CONDUCT A FEASIBILITY STUDY

This is done to:
• Estimate the cost of producing the new product/service (See:
Costing a product)
• Estimate how much finance is needed to get the product on the
market.
A Break-even point can be calculated here. (See Costing Chapter 8)
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PROTOTYPE DEVELOPMENT
This means producing a test sample of the new product.

TEST THE MARKET

Test the reaction of your target market with your prototype.

BEGIN PRODUCTION AND LAUNCH THE PRODUCT

Depending on the results from testing the market, you may decide to go
ahead and begin production, or you may decide to go back to the
prototype stage and make some changes.
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MARKETING MIX – THE 4 P’s
To market your product, you use a mix of techniques and tools to get the
best effect. To work out your marketing mix, use the 4Ps:
Product

Price

Place

Promotion

PRODUCT

For most customers, the product is not only the product itself, but also the
packaging, the personal attention you give to your customer. What extras
do you offer?

PRICE – (see Chapter 8)

Pricing is important for several reasons:
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• The price you charge will determine your margin, and your profit
• Do you want to sell a large volume at a low profit margin or a
smaller volume with a higher profit margin?
• Price is also closely associated with the quality of your product
• Once you have established your price, it is very difficult to increase
it without losing customers
To establish your price, it is important to know how much your customers
are used to paying and what they are prepared to pay.

Note the following points!

You need to be well
informed about
competitors’ prices.

Anyone who intends
buying the product or
service is unlikely to tell
you if it is too cheap. –
Tread carefully!!

Be very careful, when
researching price. You need
to listen very carefully to
what people say and how they
say it.
If your pricing is too
expensive, people will
tell you quickly.

If your price is a little dear,
people may say the price is
fine. You will only find
out that it is not when you
cannot sell the
product/service.
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PLACE
To maximise sales, it is vital to have the right product, in the right place,
at the right time. To do this, it is necessary to look at how you are going
to get your product to the customer (Channels of Distribution)
The two most common channels of distribution for a Minicompany are:

Manufacturer

Manufacturer

Consumer

Retailer

Consumer

PROMOTION

Promotion refers to the way the Minicompany communicates with the
members of the public, about its product or service, in order to increase
sales.
The main forms of Promotion used by a Minicompany are:
• Advertising
• Personal Selling
• Attending Trade Fairs
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ADVERTISING

Bird
Tables for
Sale

The key steps in advertising are
• Always emphasise the advantages for
the customer
• Remain credible and trustworthy
• Motivate your public to come and
buy

PERSONAL SELLING
The final target is selling your product. In most cases, you – the sales
team are the ones who are going to sell. So you must:
• Prepare your sales talk, well
• Write down the reasons why people may buy your product/use
your service, and the reasons why they may not buy your
product/use your service.

ATTENDING TRADE FAIRS

• You will get an opportunity here to demonstrate your products.
• Remember you will need to prepare brochures for distribution at
the Trade Fair.
• You can also make a special exhibition offer
Some ideas on ways to promote your Minicompany and its products
or services:
• Design and print brochures that can be delivered house to house.
• Have posters made and hang them in strategic places
• Direct Mail – Send sales letters directly to potential customers if
you have their addresses.
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LEGISLATION and your MINICOMPANY

Now that your Minicompany is up and running, i.e. you are an
Employee/Employer/ Consumer/Shareholder or Director, you should be
aware that there is legislation governing these positions.
The following legislation governs the running of your company:

Companies Act 1990
http://www.odce.ie
Sale of Goods and Supply of Services 1980
http://www.odca.ie
Consumer Information Act 1978
http://www.odca.ie
Safety, Health and Welfare at Work Act 1989
http://www.hsa.ie/
Data Protection Act 1988
http://www.dataprivacy.ie
Protection of Young Persons (Employment) Act 1996
http://www.oasis.gov.ie/employment

For up to date information check the websites.
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PLANNING YOUR NEW MINICOMPANY
Planning is an essential element in anything we do.
If we want to go to Dublin to shop or see a match
we need to plan ahead, check means of transport,
check finances etc. Planning is one of the essential
elements of success in any enterprise business, and
a Minicompany is no exception.

In running a company, planning involves:
9 Deciding on the company goals
9 Setting out a means (plan) of achieving them.
WHAT MUST BE PLANNED
Mission statement:
Every company should
have a vision of what it
is about

Operational plan:
How the different task
are going to be carried
out

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

WHAT IS A SUCCESSFUL PLAN?
Present a well
thought out idea in
a clear and concise
manner
Have a logical
structure for the
reader.

Pinpoint the direction
in which the company
is going

A
successful
plan

Show that your business
can generate enough
revenue to cover your
expenses

Provide a clear focus for
all people involved with
the company
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WHY WRITE A BUSINESS PLAN?

A Business Plan is like a calling card, it is your passport to raising
finance and getting shareholders interested in investing in your company.

A BUSINESS PLAN IS DRAWN UP IN ORDER TO:

Show your product line
and ways of promoting
your products

Define the aims and
objectives of the
company

A
Business
Plan

Support a loan
application

Raise share capital

State ways to achieve
those aims and
objectives

Define the new business
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THE MINICOMPANY BUSINESS PLAN
INTRODUCTION

IN THIS SECTION WE INTRODUCE THE COMPANY.

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

Students may
outline 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
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AIMS OF A BUSINESS PLAN
Enterprise in general is about the creation of
opportunities, recognising opportunities, taking
risks, evaluating consequences and utilising
limited and unusual resources. Students should:

State the objectives of their Minicompany

Communicate and work with others as part of a team

Ask for information and advice

Plan ahead and carry out decisions

Negotiate and Sell

Learn about the skills of enterprise
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RESEARCHING THE IDEA

In this section you describe how you approached the problem of
obtaining a suitable idea for your enterprise.

What
preliminary
research did
you do, how
did you
organise this?

What future
problems have
you identified
and discuss how
you will
approach them
in relation to
your ideas?

Were any other
classes from
your school or
your local area
involved?

Did you use
techniques such
as
‘brainstorming’
to generate
ideas in a
group?

The Idea

What other
advice did you
seek, from
whom and did
you make
effective use of
this advice?

Did the group
check out the
health and
safety issues?
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MARKET RESEARCH

Describe what you have done to determine the market for your product
/service.

What preliminary research did you do?
How did you organise this?

Did you make mock ups of the proposed products?

Did you examine existing similar products, which
are on the market?

Where was your research carried out and how did
you compile your results?

Who are your customers and how big is the
market?

Have you many competitors?
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PRODUCT/ SERVICE

Outline the NAME of your enterprise and describe in DETAIL the
product/service you are offering.

Does it meet the customers’
needs?

Has it been tested?

Have the production methods
been tested?
Can you produce the required
volume?
What happens if you only
receive half the amount of
trade you anticipate?

Is the product legal, can it
harm anyone - even if
incorrectly made/assembled?

Can you enclose a sample
product with the business plan
and if not can you include
drawings of the sample
product?

What is the unique selling point
about the product/service? USP
Can you make a profit at the
price you have decided to sell
the product/service?
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FINANCE

This section should explain in detail your Cash Flow Forecast. Details of
all the monies you anticipate using during the setting up and running of
the enterprise.
Where are you going to
obtain the required
finance to start up your
business?

If possible enclose a
sample of the cashbook
accounting system you
will use.

How will you record
income and
expenditure?

How will you dispose of
any profits?

What happens if your
enterprise makes a
loss?

Who will do the final
audit of your books Teacher/ External
Advisor/ Member of a
Financial Institution /
Accountant?
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HUMAN RESOURCES
Organising your group

Do you have
sufficient people
to operate your
enterprise?

MANAGEMENT STRUCTURE
What specific responsibilities
will people have?
How are you going to
select staff for key roles by application and
interview etc?

How are problems going
to be resolved?

Who will do the
interviews and where
will they take place?

How are meetings to be
organised?

How will you maintain
good communication
between members of the
team?

How are personnel to be
trained in the skills they
will need?

Does the group have
sufficient skills and
experience to operate the
enterprise? (SCOT
analysis)

How are decisions to be
made?
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MATERIALS/RESOURCES

What to do:
Describe with the aid of diagrams/charts how you will
make/supply your product or service.

Location, a lease can be used to show the contract
with school management.

Research the actual cost to local industry in your area
per square foot of office/factory space.

Where and how are you going to obtain your
materials?

What equipment will you need?

How will you control the movement of stock in and out
of your business?

What Quality Control procedures will be put in place?
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ADMINISTRATION

KEEPING A RECORD OF YOUR BUSINESS

How will you
deal with keeping
records?

What records
will you
keep as part
of your
enterprise?

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

Will you use a
database to keep
records of
customers,
suppliers and
orders?

Who will check
your books? Do
you have any
contacts with an
accountant or do
you know
someone who
has?
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MARKETING AND SELLING

This activity is vital for the financial success of your Minicompany

How will you
advertise and
where will
you sell?

What will
this cost?

How will you let
people know
about your
product/service?

Does your
company
have a logo?
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OPERATIONS
DESCRIBE HOW THE BUSINESS WILL OPERATE ON A DAY-TO-DAY
BASIS.

When and where will
meetings be held?

When will the company
be wound up?

How will you deal with
problems such as
absenteeism, discontent,
poor motivation and
insufficient work by
company members?
How will you ensure
orders are met?

How will profits be
distributed?
Where will you keep stock
and cash belonging to the
company?

EVALUATION
Evaluation can be on an individual or group basis. An on-going
evaluation should occur throughout the life of the Minicompany? The
main question to be answered at the termination of any business operation
is:
Did the enterprise meet the aims outlined in the original business
plan?
Before COMPLETING your Plan, check the following:
9 Are your assumptions and plans for your Business realistic?
9 Will the planned cash flow be sufficient to make on-going
payments?
9 Is the style of language used in your Plan appropriate to the
purpose for which it is meant?
9 Is your Business Plan printed on good quality paper?
9 Have you performed a spelling and grammar check on your
Business Plan?

TY Minicompany ‘Get Up and Go’ 2004

105

CHAPTER 8
Finance

106

Cashbook

109

Credit transactions

113

Creditors ledger

119

Debtors ledger

120

Purchases Account

123

Cash flow statement

126

Costing a Product

128

Payroll record

135

Set of templates

136

TY Minicompany ‘Get Up and Go’ 2004

106
FINANCES

For your Minicompany, as for any Business venture, it is essential to have
an accounting system to record all financial transactions.

Is your business making a profit?

If not, where can improvements be
made

How much do debtors owe you?

How much do you owe your creditors?

Have you cash (a debit balance) in your
account or are you operating an
overdraft/paying interest

What do you own? – Assets

What do you owe? – Liabilities
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A record must be kept of every single transaction no matter how small
A suitable accounting system for your Minicompany is:
9 Operate a petty cash system for small transactions
9 Operate a cash book for larger cash and cheque
transactions
9 Have an account of your debtors
9 Have an account of your creditors
9 Have final accounts (Trading & Profit and Loss Account
and Balance sheet) at the end of the trading period.
9 If you are producing a product it is necessary to prepare a
Manufacturing Account
9 Prepare a cash flow statement

OPEN AN ACCOUNT WITH A FINANCIAL
INSTITUTION
1.

Decide which Financial Institution you will use:
Bank/Post Office/Credit Union

2.

The Manager or a member of staff will interview you.

3.

Fill out the appropriate documents and provide the
Financial Institution with the requested information.

4.

If the Institution is willing to open a Chequebook Account
for you, you will be asked for two specimen signatures,
which you will use, on each cheque you sign.

5.

You will make a lodgement to your account.

6.

The Institution may give you a chequebook.

7.

You will receive regular Financial Statements, which you
must check against the cheques written.

TY Minicompany ‘Get Up and Go’ 2004

108
(Refer to section on cashbook)

A Bank Statement for week one of October.
Date
Oct-01
Oct-05
Oct-08

Details
Lodgement
cheque no 1
cheque no 2

Debit

Credit

Balance
€ 200.00

€ 12.70
€ 10.00

€ 200.00
€ 187.30
€ 177.30

This matches the balance in your own cashbook (shown in cashbook
section); therefore there is no need to prepare a bank reconciliation
statement.
Complete Bank Statement for October
Date
Oct-01
Oct-05
Oct-08
22-Oct
23-Oct
28-Oct

Details
Debit
Credit
Balance
Lodgement
€ 200.00 € 200.00
cheque no 1
€ 12.70
€ 187.30
cheque no 2
€ 10.00
€ 177.30
cheque no 4
€ 5.00
€ 172.30
cheque no 5
€ 35.00
€ 137.30
cheque no 6
€ 10.00
€ 127.30

You notice the difference between the balance on the Bank Statement
(€127.30) and the balance on your records (€2.30) [See: Cashbook Section]

Bank Reconciliation Statement
Balance As per cash book
Add cheques paid not yet presented for payment
Uncashed cheque No. 3
€25.00
Cheque No 6
€100.00+
Balance as per Cash Book

TY Minicompany ‘Get Up and Go’ 2004

€2.30

125.00
127.30

109
CASH BOOK

The cashbook is used to record cash receipts, cash payments and cheque
receipts and cheque payments.
The cashbook has two sides, the left hand side or Debit side and the right
hand side or Credit side.
RULE: You must first record the money received from your shareholders
i.e. your start up capital
This figure now becomes the opening balance in your cashbook.
E.G. You receive €300 from your shareholders. €200 was lodged
immediately to you bank account.

This shows how to record the double entry of this transaction.

CASHBOOK (1)
Date

Details

F

Cash

Bank

Total

Oct.
1

Share
Capital

Gl 2

100.00

200.00

300.00

Date

Details

F

Cash

Bank

SHARE CAPITAL ACCOUNT (2)
Date

F

Details

Total

Date
F
Oct-01 gl 1

DETAILS Total
Cash
300
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An example of how to record your cash transactions (i.e. cash and
cheque) for week 1 of your business:
Template for initial Recording of Transactions
This will be used to document transactions as they take place and will be used to
complete accounts at week-end/month-end

Date

Details of actual transaction

Amount

Oct.

2

Pay rent by cheque no 1

€ 12.70

Oct.

3

Bought raw materials for cash

€ 30.00

Oct.

4

Paid lease by cheque no 2

€ 10.00

This will be recorded as follows:
Credit the cashbook with each entry of the above transactions. At the end
of the week you can find out how much cash you have on hand by
balancing your account
CASH BOOK (1)
Date
Details
F
Oct-01 Share Capital GL 2

Oct-08 Balance

Cash
Bank
Total
€ 100.00 € 200.00 € 300.00

€ 100.00

€ 200.00 € 300.00

€ 20.00

€ 177.30 € 197.30

Date
Oct-02
Oct-02
Oct-03
Oct-04
Oct-05

Details
Petty cash
Rent
Wood
Lease
Balance

F
GL
GL
GL
GL
c/d

3
4
5
6

Cash
Bank
Total
€ 50.00
€ 50.00
€ 12.70
€ 12.70
€ 30.00
€ 30.00
€ 10.00
€ 10.00
€ 20.00
€ 177.30 € 197.30
€ 100.00
€ 200.00 € 300.00

HOW TO BALANCE AN ACCOUNT (Cash Column)
(a)
(b)
(c)
(d)
(e)

Add the debit side of the cash column
Add the credit side of the cash column
Subtract the smaller side from the greater side
This is known as the Balance
Add the balance figure € 20.00 to the smaller side
(credit side)
(f) The total on the debit side € 100.00 should be the same
as the total on the credit side € 100.00
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HOW TO BALANCE AN ACCOUNT (Bank column)
(a)
(b)
(c)
(d)
(e)
(f)

Add the debit side of the bank column
200.00
Add the credit side of the bank column
22.70
(200-22.70)
Subtract the smaller side from the greater side
This is known as the Balance
177.30
Add the balance figure € 177.30 to the smaller side =(177.30+22.70)
(credit side)
The total on the debit side € 200.00 should be the
same as the total on the credit side € 200.00

To complete the task of balancing, the total column must be balanced.
This is done in the same way as the above example.
You must now bring down the balance to the opposite side to begin next
weeks accounts. It will now be apparent to you that you have:
€ 20.00 in cash in the business
€177.30 in your business bank account
Overall you have € 197.30 in your Business
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Template for initial Recording of Transactions
This will be used to document transactions as they take place and will be used to
complete accounts at week-end/month-end

Date

Details of actual transaction

Amount

Oct.

2

Pay rent by cheque no 1

€ 12.70

Oct.

3

Bought raw materials for cash

€ 30.00

Oct.

4

Paid lease by cheque no 2

€ 10.00

Example: The following transactions took place during the remaining 3
weeks of October
Oct.

08

Bought ink cartridges for cash

€ 11.00

Oct.

09

Bought glue for cash

€

Oct.

10

Bought wood from J. Browne for credit

€ 20.00

Oct.

12

Bought wood for cheque no 3

€ 25.00

Oct.

15

Paid for nails out of cash

€

3.00

Oct.

17

Bought glue

€

2.50

Oct.

18

Bought paint by cheque no 4

€

5.00

Oct.

19

Bought wood by cheque no 5

€ 35.00

Oct.

22

Bought nails for cash

€ 00.50

Oct.

23

Paid wages for cash

€ 100.00

Oct.

25

Bought varnish by cheque no 6

€ 10.00

2.00

You will record the cash and cheque transactions in the cash account and
for the credit transactions you will complete daybooks and post to the
relevant ledger accounts.
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Cashbook (1)
Date

Details

F

Cash

Bank

Oct.-01 Share Capital GL 2 € 100.00

Total

€ 200.00 € 300.00

Date

Details

Oct.-02 Petty cash

F
Gl 3

Oct.-02 Rent no 1

Gl 4

Oct.-03 Wood

Gl 5

Cash

Bank

€ 50.00

Oct.-08 Balance

€ 100.00

€ 200.00 € 300.00

€ 20.00

€ 177.30 € 197.30

C/d

Oct.-08

Ink cartridge Gl 7
Oct.-09 Glue
Gl 8

€ 12.70
€ 10.00

€ 10.00

€ 177.30

€ 197.30

€ 50.00

€ 200.00

€ 300.00

€ 11.00

€ 3.00

€ 3.00

€ 2.50

€ 2.50

Oct.-31 Balance

€ 2.30

€ 2.00

Oct.-17 Glue

Gl 8

C/d

€ 177.30 € 197.30

€ 1.00

€ 11.00

€ 2.00
€ 25.00

€ 5.00

€ 5.00
€ 35.00
€ 0.50

€ 100.00

€ 100.00

€ 10.00

€ 10.00

€ 1.00

€ 2.30

€ 3.30

€ 20.00

€ 177.30

€ 197.30

€ 3.30

CREDIT TRANSACTIONS
You need to record the credit transactions. First write up a purchases
daybook.
Purchases Day Book 1 (Pb1)

Oct.

10

J Browne

Cl 14

€ 20.00

To complete the credit transaction for October you must open an account
for Mr. Browne. This system shows the amount owing, at a glance.
When dealing with debtors and creditors, we suggest that you use a
Continuous Balancing System. Any transaction, which increases the
amount you owe, is credited and any amount, which decreases this, is
debited.
E.g. A payment to a creditor: this is credited in your bank account and
debited in your Creditors’ Ledger.
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€ 25.00

€ 35.00
€ 0.50

Oct.-23 Wages no 6 Gl 11
Oct.-25 Varnish
Gl 12

B/d

€ 30.00

Oct.-12 Wood no 3 Gl 5
Oct.-15 Nails
Gl 9
Gl 10
Oct.-19 Wood no 5 Gl 5
Oct.-22 Nails
Gl 9

Nov-01 balance

€ 12.70

€ 20.00

Oct.-18 Paint no 4

€ 20.00

€ 50.00

€ 30.00

Oct.-04 Lease no 2 Gl 6
Oct.-05 Balance

Total
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Mr. Browne
Date
Oct

Details
10 Purchases

folio
pb 1

Debit

Credit
Balance
€ 20.00
€ 20.00

Using formulae on a spreadsheet it will look like this. When you insert
formulae using a spreadsheet the answer will appear in cell f2 as in the
example above.
Date
Oct

10

Details
Purchases

folio
pb1

Debit

Credit
20

Balance
=F2

You need to complete all the double entry transactions.
Rent Account (4)
Date
Details
02-Oct Bank

Folio
gl1

Total

Date

Date
03-Oct
10-Oct
12-Oct
19-Oct

Folio
gl1
Pb1
gl1
gl1

Total
€ 30.00
€ 20.00
€ 25.00
€ 35.00
€ 110.00

Details

Folio

Total

€ 12.70

Wood Account (5)
Details
Cash
Purch. Bk
Bank
Bank

01-Nov Bal

b/d

Date
Details
31-Oct Balance

Folio
c/d

Total
€ 110.00

€ 110.00

€ 110.00

If you balance the account you can see how much wood you purchased
during October.
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Lease Account (6)
Date
Details
04-Oct Bank

Folio
gl1

Total
€ 10.00

Date

Details

Folio

Total

Folio

Total

Ink Cartridge Account (7)
Date
Details
02-Oct Cash

Folio
gl1

Total
€ 11.00

Date

Details

Glue Account (8)
Date
Details
09-Oct Cash
Oct-17 Cash

Folio
gl 1
gl 1

Total
€ 2.00
€ 2.50

Date

Details

Folio

Total

Details

Folio

Total

Details

Folio

Total

Details

Folio

Total

Nails Account (9)
Date
Details
15-Oct Cash
Oct-17 Cash

Folio
gl 1
gl 1

Total
€ 3.00
€ 0.50

Date
Details
18-Oct Bank

Folio
gl 1

Total
€ 5.00

Date
Details
23-Oct Bank

Folio
gl 1

Date

Paint Account (10)
Date

Wages Account (11)
Total
€ 100.00

Date

Varnish Account (12)
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Date
Details
25-Oct Bank

Folio
gl 1

Total
€ 10.00

Date

Details

Folio

Total

You can balance any of the above accounts to find out how much you
have spent on any item during October.
It is normal practice to balance your accounts for each month. You are
using T accounts here and you can find out how to balance these as
explained in section on the cash account. You are using continuous
method of accounts for the Debtors’ Ledger and the Creditors’ Ledger.

TRANSACTIONS FOR NOVEMBER
Template for initial Recording of Transactions
This will be used to document transactions as they take place and will be used to
complete accounts at week-end/month-end

Date

Details of actual transaction

Amount

Nov

1

Reimbursed the petty cash (see petty cash)

Nov

1

Bought wire on credit from J. Malone

€ 4.00

Nov

3

Bought glass on credit from J. Reed

€ 15.00

Nov

5

Sold products for cash

€ 40.00

Nov

8

Sold products on credit to M. Moran

€ 40.00

Nov

11

Sold products for cash

€ 20.00

Nov

12

Bought wood for cheque no 8

€ 25.00

Nov

16

Bought glue for cash

€ 7.50

Nov

18

Bought Wood from J. Browne on credit

€ 30.00

Nov

19

Returned glass to J.Reed

€ 15.00

Nov

29

Paid wages for cheque no 9

€ 100.00

Nov

29

Paid J. Browne by cheque no 10

€ 15.00
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Cash Book (1)
Oct-01 Share Capgl 2

Oct-08 Balance

€ 100.00

€ 200.00

€ 300.00

€ 100.00

€ 200.00

€ 300.00

€ 20.00

€ 177.30

€ 197.30

€ 20.00

€ 177.30

€ 197.30

Nov-01 Balance b/d
Nov-05 Sales
Nov-11 Sales

€ 1.00
€ 40.00
IR£20.00

€ 2.30

€ 3.30
€ 40.00
IR£20.00

Nov-30 Balance

IR£163.20 IR£109.70
IR£61.00 IR£165.50 IR£173.00

Dec-01 Balance b/d

IR£53.50

Oct-02
Oct-02
Oct-03
Oct-04
Oct-05

Petty cashgl 3
Rent
gl 4
Wood
gl 5
Lease
gl 6
Balance c/d

Oct-08 Ink Cartridgl 7
Oct-09 Glue
gl 8
Oct-12 Wood
gl 5
Oct-15 Nails
gl 9
Oct-17 Glue
gl 8
Oct-18 Paint
gl 10
Oct-19 Wood
gl 5
Oct-22 Nails
gl 9
Oct-23 Wages gl 11
Oct-25 Varnish gl 12
Oct-31 Balance c/d

Nov-01
Nov-12
Nov-16
Nov-29
Nov-29
Nov-30

Petty Cash
Wood
Glue
Wages
J.Browne Cl 14
Balance c/d

Dec-01 Balance b/d

€ 50.00

€ 50.00
€ 12.70
€ 30.00
€ 30.00
€ 10.00 € 10.00
€ 20.00 € 177.30 € 197.30
€ 100.00 € 200.00 € 300.00
€ 12.70

€ 11.00
€ 2.00
€ 25.00
€ 3.00
€ 2.50
€ 5.00
€ 35.00
€ 0.50
€ 100.00
€ 10.00
€ 1.00
€ 2.30
€ 20.00 € 177.30
€ 25.50
€ 25.00

€ 25.50
€ 25.00
€ 7.50
€ 7.50
€ 100.00 € 100.00
€ 15.00 € 15.00
€ 53.50
€ 61.00 € 165.50 € 173.00
€ 163.20 € 109.70

Note: In the above situation, the account is overdrawn. It is important
that the Company had arranged an overdraft facility in advance to allow
for this, failure to do this will incur penalties by the bank. It is important
that a Company prepare a cash flow forecast to give them an idea of what
month they will have a surplus or deficit.
Note: It is unlikely you will have sales during the first month of business.

You can complete the double entry for the above accounts in the same
way as for October. [See: Previous Pages]
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Next you need to record the Credit Transactions
Purchases Day Book 2 (Pb2)
Nov

1

J Malone

Cl 15

€ 4.00

Nov

3

J Reed

Cl 16

€ 15.00

Nov

8

J Malone

Cl 15

€ 10.00

Nov

18

J Browne

Cl 14

€ 30.00
€59.00

Sales Day Book 1 (Sb1)
Nov

8

M. Moran

Dl 17

€ 40.00

Cl 16

€ 15.00

Purchases Returns Day Book1 (Prb1)
Nov

19 J.Reed

Here you will deal with all the transactions relating to Debtors and
Creditors i.e. the credit and the cash transactions.
You now set up your Creditor’s Ledger and your Debtor’s Ledger. You
need this to complete the double entry bookkeeping.

A debtor owes you money.

You owe the creditor money.
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CREDITORS’ LEDGER
J. Browne (Creditor) (14)
Date
Oct.
Nov.
Nov.

Details
Folio
10 Purchases Pb1
18 Purchases Pb2
29 Bank
Cb 1

Debit

Credit
Balance
€ 20.00 € 20.00
€ 30.00 € 50.00
€ 15.00
€ 35.00

J. Browne Creditor (14)
Oct.
Nov.
Nov.

Date
10
18
29

Details
Purchases
Purchases
Bank

Folio
Pb1
Pb2
Cb 1

Debit

Credit
20
30

15

Balance
=F2
=G2+F3
=G3-E4

Here you can see the above account using formulae to obtain the balance
of € 35.00.

J. Reed (Creditor) (16
Date
Nov.
Nov.

Details
Folio
3 Purchases Pb 2
19 Puchases rPrb 1

Debit

Credit
€ 15.00

€ 15.00

J. Malone (Creditor) (15)
Date
Nov.

Details
Folio
1 Purchases Pb2

Debit

Credit
Balance
€ 4.00
€ 4.00
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DEBTORS’ LEDGER

M. Moran (Debtor) (17)
Date
Nov.

Details
8 Sales

Folio
Sb1

Debit
Credit
€ 40.00

Template for Initial Recording of Transactions
This will be used to document transactions as they take place and will be used
to complete accounts at week-end/month-end

Date

Details of actual transaction

Amount

Dec

1

Bought wood on credit from J. Malone

€100.00

Dec

3

Bought screws on credit from J. Reed

€ 3.00

Dec

4

Sold products for cash

€ 90.00

Dec

7

Sold products on credit to M. Moran

€ 60.00

Dec

10

Sold products for cash

€ 180.00

Dec

12

Bought wood glue for cheque No 7

€

Dec

15

Bought corner brackets for cash

€ 8.00

Dec

19

Bought nails from J. Browne on credit

€ 3.00

Dec

30

Paid wages for cheque No 8

€ 15.00

Dec

28

Paid rent

€ 10.00

Dec

29

Paid light and heat

€ 10.00

Dec

31

Paid J. Browne

€ 10.00

Dec

31

Paid Registration fee

€ 12.70
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CASHBOOK (1)
Oct-01 Share Capgl 2

Oct-08 Balance

Nov-01 Balance
Nov-05 Sales
Nov-11 Sales

b/d

€ 100.00

€ 200.00

€ 300.00

€ 100.00

€ 200.00

€ 300.00

€ 20.00

€ 177.30

€ 197.30

€ 20.00

€ 177.30

€ 197.30

€ 1.00
€ 40.00
IR£20.00

€ 2.30

€ 3.30
€ 40.00
IR£20.00

Nov-30 Balance

IR£163.20 IR£109.70

Oct-02
Oct-02
Oct-03
Oct-04
Oct-05

Petty cash gl 3
Rent
gl 4
Wood
gl 5
Lease
gl 6
Balance c/d

IR£53.50
IR£90.00

Dec-31 Balance

IR£90.00
IR£180.00 IR£180.00

€ 4.20

Oct-08 Ink Cartrid gl 7
gl 8
Oct-09 Glue
gl 5
Oct-12 Wood
gl 9
Oct-15 Nails
gl 8
Oct-17 Glue
gl 10
Oct-18 Paint
gl 5
Oct-19 Wood
gl 9
Oct-22 Nails
gl 11
Oct-23 Wages
Oct-25 Varnish gl 12
Oct-31 Balance c/d

B/d

€ 92.80

€ 0.00

€ 88.60

€ 11.00
€ 2.00
€ 25.00
€ 3.00
€ 2.50
€ 5.00
€ 35.00
€ 0.50
€ 100.00
€ 10.00
€ 1.00
€ 2.30

€ 11.00
€ 2.00
€ 25.00
€ 3.00
€ 2.50
€ 5.00
€ 35.00
€ 0.50
€ 100.00
€ 10.00
€ 3.30

€ 20.00 € 177.30 € 197.30
Nov-01
Nov-12
Nov-16
Nov-29
Nov-29
Nov-30

Petty Cash
Wood
Glue
Wages
J.Browne Cl 14
Balance c/d

€ 25.50
€ 25.00

€ 25.50
€ 25.00
€ 7.50
€ 7.50
€ 100.00 € 100.00
€ 15.00 € 15.00
€ 53.50
€ 61.00 € 165.50 € 173.00

Dec-01
Dec-12
Dec-15
Dec-30
Dec-28
Dec-19
Dec-31
Dec-31
Dec-31

Balance b/d
Wood Glue
Brackets
Wages
Rent
Light & heat
J.Browne Cl 14
Registration fee
Balance

IR£143.50 IR£184.20 IR£270.00
Jan-01 Bal

€ 50.00
€ 12.70
€ 30.00
€ 30.00
€ 10.00 € 10.00
€ 20.00 € 177.30 € 197.30
€ 12.70

€ 100.00 € 200.00 € 300.00

IR£61.00 IR£165.50 IR£173.00
Dec-01 Balance b/d
Dec-04 Sales
Dec-10 Sales

€ 50.00

€ 8.00
€ 10.00
€ 10.00
€ 10.00
€ 12.70
€ 92.80

€ 163.20 € 109.70
€ 6.00
€ 6.00
€ 8.00
€ 15.00 € 15.00
€ 10.00
€ 10.00
€ 10.00
€ 12.70
€ 88.60

€ 143.50 € 184.20 € 160.30
Jan-01 Balance B/d
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Next you need to Record the credit transactions for December.
Purchases Day Book 3 (Pb3)
Dec.

1

J Malone

Cl 15

€ 100.00

Dec.

3

J Reed

Cl 16

€

3.00

Dec.

19

J Browne

Cl 14

€

3.00

€ 106.00

Sales Day Book 2 (Sb2)
Dec.

7

M. Moran

Dl 17

CREDITORS’

€ 60.00

LEDGER

J. Browne (Creditor)(15
Date
Oct.
Nov.
Nov.
Dec.
Dec.

Folio
10 pb 1
18 pb 2
29 cb 1
19 Pb 3
31 Cb1

Details
Debit
Credit
Balance
Purchases
€ 20.00 € 20.00
Purchases
€ 10.00 € 30.00
Bank
€ 15.00
€ 15.00
Purchases
€ 3.00 € 18.00
Bank
€ 10.00
€ 8.00

J. Reed (Creditor)(14)
Date
Nov.
Nov.
Dec.

Folio
3 Pb 2
19 Prb1
3 Pb3

Details
Debit
Credit
Balance
Purchases
€ 15.00
€ 15.00
Pur. Rets.
€ 15.00
€ 0.00
Purchases
€ 3.00
€ 3.00

J. Malone (Creditor)(15)
Date
Nov.
Dec.

Details
Folio
1 Purchases Pb 2
1 Purchases Pb 3

Debit

Credit
Balance
€ 4.00
€ 4.00
100 € 104.00
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DEBTORS’ LEDGER
M. Moran (Debtor)(16)
Date

Details
8 Sales
7 Sales

Nov.
Dec.

Debit
Credit
€ 40.00
€ 60.00

Balance
€ 40.00
€ 100.00

GENERAL LEDGER
Sales Account
Date
Nov.
Dec.
Nov.
Dec.

Details
Cash
Cash
Credit
Credit

Jan-01 Bal

Folio
Cb 1
Cb1
Sb 1
Sb 2

Total
€ 60.00
€ 270.00
€ 40.00
€ 60.00
€ 430.00
€ 430.00

B/D

Date
Dec

Details
Balance

Folio
C/d

Total
€ 430.00

€ 430.00

PURCHASES ACCOUNT
PURCHASES RETURNS ACCOUNT
This account can be completed in the same way as the Sales Account

Template (Petty Cash Book)
PETTY CASH
Date
F
Oct.-02

Details
Cash

Total
€ 50.00

Date

Details

F

Stationery Ink
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On the 2nd October the Finance Manager transfers a sum of money, (E.g.
50) to petty cash.
You must record this as follows:
Debit the Petty Cash Book with cash €50
Credit the Cash Book with petty cash €50
CASH BOOK
Date
Details
Oct-01 Share Capital

F

Cash
Bank
Total
€ 100.00 € 200.00 € 300.00

Date
Details
F
Oct-02 Petty cash

Cash
Bank Total
€ 50.00
€ 50.00

PETTY CASH BOOK
Date
F
Oct-02 c

Details
cash

Total
€ 50.00

Date

Details

F

Stationery

Ink

Total

An example of how to record your petty cash transactions for the month 1
of your business.
These are the petty cash transactions for the month of October.

Template for initial Recording of Transactions
This will be used to document transactions as they take place and will be used to
complete accounts at week-end/month-end

Date

Details of actual transaction

Amount

Oct.

5

Bought postage stamps

€ 1.50

Oct.
Oct.
Oct.

8
8
18

Bought typing paper
Bought office cleaner
Bought biros

€ 4.50
€ 3.50
€10.50

Oct.

25

Bought envelopes

€ 5.50
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Date
F
Oct-02 c

Details
cash

Total
€ 50.00

Date
Oct-05
Oct-08
Oct-08

Details
Postage Stamps
Typing Paper
Office Cleaner

Oct-18 Biros
Oct-25 Envelopes
€ 50.00
Nov-01
Nov-01

F

Stationery Postage Misc.
€ 1.50
€ 4.50
€ 3.50

€ 10.50
€ 5.50
€ 20.50

€ 1.50

€ 22.00

Balance € 24.50
Cash
€ 25.50

You need to record the double entry for all of these transactions and
complete the double entry bookkeeping.
In order for the Finance Manager to release money to any of the
Company Directors, it is necessary for the person requesting the money to
complete a Petty Cash Voucher (see example in the template). The Petty
Cash Voucher must be signed by the person requesting the money and
authorised by the General Manager.
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CASH FLOW STATEMENT
In any business, forward planning is very important especially where cash
is concerned. To estimate what cash will come in and what cash will go
out over the period, it is necessary that your Minicompany prepare a
CASH FLOW STATEMENT.
The statement will show you what cash you expect to come in for each
month and what cash you expect to go out. It is advisable to prepare your
first Cash Flow Statement for the period Sept – December only.
However, should you wish to prepare one for the whole period of the
Minicompany, then, that is also possible.
Template
September October
Receipts
Share capital
Sales

November December Total

€ 300.00

€ 300.00
€ 100.00

€ 100.00
€ 0.00
€ 0.00

Total receipts

Purchases
Wages
Varnsh
Light and heat
Paint
Wood
Rent
Raw materials
Lease
Ink
Glue
Nails
Creditor

€ 300.00

€ 100.00

€ 100.00

€ 0.00

€ 0.00

€ 400.00

€ 19.00

€ 19.00

€ 100.00

€ 200.00

€ 10.00

€ 10.00
€ 0.00

€ 5.00
€ 35.00

€ 5.00
€ 25.00

€ 60.00

€ 30.00

€ 155.00

€ 12.70
€ 125.00

€ 12.70

€ 10.00

€ 10.00

€ 11.00

€ 11.00

€ 4.50

€ 7.50

€ 12.00

€ 15.00

€ 15.00

€ 3.50

€ 3.50
€ 0.00

Total
payments

Net cash
Opening cash
Closing cash

€ 316.70

€ 196.50

€ 0.00

€ 0.00

-€ 16.70

-€ 96.50

€ 0.00

€ 0.00 -€ 113.20

€ 0.00

-€ 16.70

-€ 113.20

-€ 113.20

-€ 16.70 -€ 113.20

-€ 113.20

-€ 113.20 -€ 113.20
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As an exercise complete the remaining month.

Now you need to complete your Final accounts, i.e. Trading, Profit and
Loss, and Balance Sheet using your templates. Some items for the
Balance Sheet are: The total debtors, Creditors, Cash balance, Petty cash,
etc.
Balance Sheet as at 31st December 2003

Fixed Assets

Cost

Depreciation

Current Assets
Closing stock
Cash in bank
Cash in hand
Debtors
Expenses prepaid

xxxxxx
xxxxxx
xxxxxx
100.00
xxxxxx

Total current assets

xxxxxxxxx

Less current liabilities
Creditors
Bank overdraft
Wages due
Rent due
Total current liabilities
Total net assets

N.B.V.

115.00
xxxx
xxxx
xxxx
xxxxxx
xxxxxxx

Financed by
Share capital
+ Net profit

Authorised
xxxx

+ Company loan

Issued
xxxx
xxxx
xxxx
xxxx
Xxxxxxx

See section on costing
TY Minicompany ‘Get Up and Go’ 2004

128
COSTING A PRODUCT/COSTING A
SERVICE

Before you decide to go ahead with your “wonderful idea”, you must find
out what it will cost to make your product or provide
your service. You may find that it will be too
expensive to provide/ make [Is possible to buy it
ready-made, cheaper?).
The Selling Price of a product must reflect the cost of
producing the product along with the anticipated
profit.

COST PRICE

+

PROFIT

=

SELLING PRICE

So in order to establish a selling price for a product, it is essential to know
what the cost of making it is likely to be.
Please note:

When deciding on a selling price for a product, you will be working from
BUDGETED COSTS (what you expect the costs to be) and not actual
costs, because you may not be 100% sure of what the actual costs will be.
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Costs Must Be Classified / Grouped Together

DIRECT COSTS

INDIRECT COSTS

These are costs of
production that can be
linked directly to
production. E.g. the Raw
Materials and Direct
Labour.

These are costs of
production that cannot
be linked directly to the
item being produced or
costed. E.g. light and
heat.

ALSO KNOWN AS

ALSO KNOWN AS

PRIME
COST

FACTORY
OVERHEADS

INDIRECT COSTS are
added to the PRIME
COST

COST OF
PRODUCTION
Note: Factory overheads or indirect expenses can be divided into fixed
overheads and variable overheads
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FIXED OVERHEAD COSTS
Remain the
same no
matter how
many of the
item you
produce

Not
affected by
the level of
output

FIXED
OVERHEAD
COSTS

Registration
fee

Insurance

Rent

VARIABLE OVERHEAD COSTS
VARIABLE
OVERHEA
D COSTS
Indirect
wages

Indirect
materials
Costs, which
will vary in
direct
proportion to a
change in the
level of output
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THEREFORE…
DIRECT
MATERIALS

+

RAW
MATERIAL

DIRECT
LABOUR

+

DIRECT
MATERIALS

=

PRIME COSTS

Hire of
special
machines

COST OF PRODUCTION

PRIME COST
Supervisor’s
salary
Indirect Labour

+

INDIRECT
COSTS

Indirect Materials

Indirect Expenses

=

Stationary
Rent, light
and heat

COST OF
PRODUCTION

NOTE: Before you cost an item, sometimes it is a good idea to have an
idea of the number of the particular product you intend to make.
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EXAMPLE
COSTING A BIRDTABLE

The proposed number of Bird tables to be produced is 20.
All costs are budgeted costs.
DIRECT COSTS
Wood
Screws
Nails
Corner Brackets
Wood Glue
Total

(€100 / 20)
(€3 / 20)
(€3 / 20)
(€8 / 20)
(€6 / 20)

€5.00
.15
.15
.40
.30
€6.00

+DIRECT LABOUR
3 Hours

@ €5.00 per hour

€15.00

+INDIRECT COSTS
Rent
Light and Heat
Registration fee

€10.00 /20 (Fixed Cost)
€10.00 /20 (Variable Cost)
€12.70 /20 (Fixed Cost)

TOTAL COST

ONE TABLE

.50
.50
.64
€22.64

TO CALCULATE THE SELLING PRICE OF BIRDTABLE

COST

+

MARKUP

=

SELLING PRICE

Therefore, if you charge €30 for each Bird table you would be selling
each table for a Mark Up of 32.5%
Workings: €30

/ €22.64 *100
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Break Even Chart
units
variable costs IR£21.50
fixed costs
IR£22.70
selling price IR£26.00

0
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19

total costs
22.7
IR£44.20
IR£65.70
IR£87.20
IR£108.70
IR£130.20
IR£151.70
IR£173.20
IR£194.70
IR£216.20
IR£237.70
IR£259.20
IR£280.70
IR£302.20
IR£323.70
IR£345.20
IR£366.70
IR£388.20
IR£409.70
IR£431.20

revenue
0
IR£26.00
IR£52.00
IR£78.00
IR£104.00
IR£130.00
IR£156.00
IR£182.00
IR£208.00
IR£234.00
IR£260.00
IR£286.00
IR£312.00
IR£338.00
IR£364.00
IR£390.00
IR£416.00
IR£442.00
IR£468.00
IR£494.00

For the example for the chart we have assumed a selling price of € 26.00.

You can see from the above figures that the company would receive more
in revenue from sales than the costs incurred when they sell more than 6
products. On the chart below this is where the revenue curve is greater
than the costs curve.
600
500
400
costs

300

revenue

200
100

21

19

17

15

13

11

9

7

5

3

1

0

TY Minicompany ‘Get Up and Go’ 2004

134
MANUFACTURING ACCOUNT FOR SIX
MONTHS ENDED 31/3/0

Opening Stock of Raw Materials
Add purchases of Raw materials (See Note 1)
Add Carriage of Raw materials

€0.00
€120.00
€0.00
€120.00
€0.00
€120.00

Less closing stock of Raw Materials
COST OF RAW MATERIALS CONSUMED
ADD DIRECT COSTS
Direct labour (60 hours @€5 per hour)
PRIME COST

€300.00
€420.00

ADD FACTORY OVERHEADS
Rent
Light and Heat
Registration
COST OF PRODUCTION

UNIT COST

=

452.70/20

NOTE 1: - DIRECT MATERIALS
Wood

Screws
Nails
Corner Brackets
Wood Glue

€10.00
€10.00
€12.70
€452.70

=

22.63 per unit

€100.00

€3.00
€3.00
€8.00
€6.00
€120.00

Please note: The cost of goods manufactured will be transferred to the
Trading Profit and Loss Account, which you will do at the end of the
Trading Year
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PAYROLL RECORD

Minicompany Name
Date: From
To:

Name

Hours
worked

Wages at rate
per hour

Commission
And extra
Work rate

TOTAL
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SET OF TEMPLATES

Cash Flow Statement
September

October

November

December

Receipts
Share capital
Sales

Total receipts
Purchases
Wages
Varnsh
Light and heat
Paint
Wood
Rent
Raw materials
Lease
Ink
Glue
Nails
Creditor
Total payments
Net cash
Opening cash
Closing cash
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MANUFACTURING ACCOUNT
Manufacturing, Trading&Profit & Loss A-C for the Year ended 31-12-03

Opening Stock of Raw Materials
Plus Purchase of Raw Materials
Plus Carriage in on Raw Materials
Minus Closing Stock of Raw materials
Cost of Materials Used
Add Indirect Costs
Manufacturing Wages
Hire of Special Equipment
Prime Cost

xxxxxxxx
xxxxxxxx
xxxxxxxx
xxxxxxxx
xxxxxxxx

xxxxxxxx
xxxxxxxx

Add Factory Overheads
Factory Light & Heat
FactoryRent
Factory Insurance
Factory Manager Salary
Depreciation on Factory Equipment
Add Work in Progress 1-1
Less Work in Progress 31-12
Cost of Manufacturing

xxxxxxxx
xxxxxxxx
xxxxxxxx
xxxxxxxx
xxxxxxxx

xxxxxxxx
xxxxxxxx

xxxxxxxx
xxxxxxxx
xxxxxxxx
xxxxxxxx

Note: If there is any scrap material left over this may be sold. The result of this would
be to lower your cost of production. SALE OF SCRAP MATERIAL would be
deducted at the end of the manufacturing account to give you the true COAT OF
PRODUCTION.

Trading Profit and Loss Account for year ended 31/12/03
Sales of finished goods
Less returns in/sales returns

xxxxxx
(xxxxx)
xxxxx

Less Cost of Sales
Opening Stock of finished goods
Add cost of production
Less closing stock of finished goods
Cost of goods sold
Gross Profit
Add discount received

xxxxxx
xxxxxx
Xxxxxx
xxxx
(xxxxx)
xxxxxx
xxx
Xxxxx

Less Expenses
Advertising
General expenses
Directors fees
Total expenses
Net Profit

xxxxx
xxxxx
xxxxx
(xxxxx)
xxxxx
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BALANCE SHEET
Balance Sheet as at 31st December 2003

Fixed Assets

Cost

Depreciation

Current Assets
Closing stock
Cash in bank
Cash in hand
Debtors
Expenses prepaid

xxxxxx
xxxxxx
xxxxxx
xxxxxx
xxxxxx

Total current assets

xxxxxxxxx

Less current liabilities
Creditors
Bank overdraft
Wages due
Rent due
Total current liabilities
Total net assets

N.B.V.

xxxx
xxxx
xxxx
xxxx
xxxxxx
xxxxxxx

Financed by
Share capital
+ Net profit
+ Company loan

Authorised
xxxx

Issued
xxxx
xxxx
xxxx
xxxx
xxxxxxx
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INITIAL TRANSACTIONS RECORDINGS
Template for Initial Recording of Transactions
This will be used to document transactions as they take place and will be used to
complete accounts at week-end/month-end

Date

Details of actual transaction
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TEMPLATE (CASH BOOK)
Date Details F Cash

Bank Total

Date

Details F

Cash Bank Total
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CREDITOR ACCOUNT

Date

Details

Debit

Credit

Balance
=Balance +credit figure -debit figure

DEBTOR ACCOUNT

Date

Details

Debit

Credit

Balance
=Balance - credit figure +debit figure

TEMPLATE
PETTY CASH VOUCHER

Date:
Amount:
Expense:
Signature:

Authorised by:
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CHAPTER 9
Closing Down of the Minicompany
The Annual Report

143

The Annual General Meeting (AGM)

144

Sample agenda for an AGM

145

Sample Letter of invitation to parents to
AGM

146
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THE ANNUAL REPORT

Companies or Corporations are required to publish an annual report to
their shareholders.
In this report a summary of the company’s experience is presented. This
is how a company shows accountability to the people [shareholders] who
bought shares and invested their money in the company. [See also p.24
Selection &Organisation of Mini-Company Team]

Company’s goals
and objectives

Production and
marketing

Lessons learned

General financial
status

What the company
achieved

Product
Description
Topics to be
included in
an annual
report

Profit and Loss
Statement
Balance Sheet

Problems
encountered along
the way
What could have
made the
company more
successful?
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ANNUAL GENERAL MEETING
[A.G.M.]

Who should be invited?
All
Shareholders

Principal and DeputyPrincipal

Advisors/Mentors
Teachers

Friends
Parents

Those attending the meeting will have the opportunity to hear how the
company progressed - what problems were encountered and the manner
in which these were solved [i.e. what was learned].

9 As with all companies, the directors are accountable to the
shareholders.
9 It is useful to ‘plant’ a few shareholders to ask key questions at the
AGM. It brings stimulation and excitement to the event.
9 A video of the AGM can help future groups prepare
for their AGM.
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SAMPLE AGENDA FOR THE ANNUAL GENERAL MEETING

Name of Company
Venue
Date

The purpose of the meeting is to formalise liquidation and presentation of
final accounts of the company.

AGENDA
1. Human Resource Manager’s Report
2. Finance Manager’s Report
3. Worker-Director’s Report
4. Managing Director’s Report
5. Open Discussion – questions and answers involving managers,
workers and shareholders
6. Presentations of awards [if any]
7. Refreshments

By order of the Managing Director

Signed
(Company Secretary)

Dated:
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SAMPLE INVITATION LETTER TO PARENTS
School Name
School Address
Town, County
Date
Dear Parent(s)/ Guardian(s),
I wish to invite you to attend the Annual General Meeting of the
Transition Year Minicompany. The meetings will take place on Friday
6th. May 2004 at 7.30pm in the School Library. It is hoped, by
participating in a meeting of shareholders, your daughter/son will
9 Gain a sense of achievement
9 Explain the Minicompany programme to members of the public
and friends
9 Display some products
9 Repay the shareholders (with dividends, if available)
9 Fully understand how and why a profit was made or, equally
important, how and why a loss was made
9 Answer questions from parents during the open panel discussion.
I would be most grateful if you could complete and return the reply
slip below on or before Monday the 3rd. May 2004.
Yours faithfully,
____________________________
Minicompany Organiser

……………………………………………………………………………
REPLY SLIP

I/We will /will not be able to attend the Annual General Meeting of the
Minicompany on Friday, May 6th. 2004
Signed

Dated
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158
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CHAPTER 10

“ Business Studies expertise in second-level schools can make
a major contribution to Transition Year programmes
including involvement in projects such as Minicompany,
school shop/canteen, school bank. The business skills aspect
of, for example, a Minicompany (market research and
marketing, conduct of meetings and organisations, finance
and accounting etc.) is most essential to the success of such
projects. Enterprise skills through development of personal
initiative and ideas and through group and individual pupil
entry into various business competitions would have beneficial
effects in this area.”
(Department of Education Transition Year Guidelines 1994/1995)

Participation in a Minicompany Trade Fair has long been the final, and
often the most rewarding stage of the enterprise journey in Transition
Year.
An invitation to participate in one of the regionally organised Trade Fairs
is guaranteed, through the registration process for Minicompanies.
However, seasonal Trade Fairs can be organised within the school itself
at appropriate times of the year. Traditionally, the most opportune times
for in-school Trade Fairs have been Christmas, St. Valentine’s Day,
Mother’s Day, and Easter, with seasonal products, for those occasions, on
sale.
The national organised Trade Fairs take place in the month of May, when
the products of the year’s work and all the accumulated knowledge,
expertise and experience are paraded in the wider arena of the regional
Trade Fairs, which are all run under the auspices of the SLSS.
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Protocol for Regional Trade Fairs
• All Transition Year Mini-companies must register with the
National MC administrator
• Only appropriately registered companies are invited to attend Trade
Fairs
• Companies are invited to attend one regionally organised Trade
Fair
• Companies must complete and return Trade Fair Application form
• Letter of reply to schools will indicate the following:
Confirmation of
Trade Fair venue,
date and time.

Rules of the
Trade Fair

Reminder
regarding School
insurance

Logistics on the day
– display area,
power points etc.

Copy of Group
Discussion Card /
Task Card

List of items to be
brought /jobs to
be done / ‘float’

Details of
Judging
Categories.

• Companies are then allocated individual identity numbers and
spaces at each venue
On arrival, each company is issued with a registration package, which
will include rotation stickers, programme, plan, space allocation etc.
• Companies are allowed 1 hour set-up time before judging begins
and the first rotation of Tasks begins
• A maximum of 6 Company Directors should be nominated to take
up stand duty on the day of the Trade Fair
• Rotation of tasks continues throughout adjudication period - 2
students on Stand duty, 2 in Discussion Groups and 2 on Task
Card.
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• Companies will be judged on the following 5 categories

Stand
Presentation

Originality of
Idea

Quality of
Product

Accounts
Marketing
initiative

• The Trade Fair is open to the public and other students at mid-day
• Active marketing /trading is then encouraged
Prize giving ceremony, which takes place in the afternoon, will consist
of:

Get up and Go
MiniCompany
Certificates

Most
outstanding
Minicompany
Award.

Category
prizes
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STUDENTS’ CHECKLIST
FOR
MINICOMPANY TRADE FAIR:
TICK

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

CHECKLIST
Ensure stock of good quality produce
Arrange travel /carriage arrangements
Decision on rotations, duties and roles on the day
Familiarity with judging criteria
Develop good communication skills for interviews
Arrange insurance cover if appropriate
Sufficient stock and float to trade
Attractive stand complying with size specifications
Display board to advertise company
Include some photographs of production /trading
Display advertising charts and price lists
Reports and accounts completed and typed up
Results of Market Research included
Prepare to engage in active marketing on the day
Observe agreed standards of Health and Safety

TY Minicompany ‘Get Up and Go’ 2004

152
‘Get up and Go’ Minicompany Trade Fair
APPLICATION FORM
Please complete all sections in BLOCK CAPITALS
1. School Name
____________________________________________________
2. School Address
__________________________________________________
3. School Phone No. _____________________ Fax. No.___________________
4. School E-Mail address____________________________________________
5. Name of Minicompany ___________________________________________
6. Name of Minicompany Organiser __________________________________
I am willing to facilitate a group discussion on the day of the Trade Fair
I am unable to facilitate a group discussion on the day of the Trade Fair
(Please tick the appropriate one)

7. Please nominate six Directors of this Minicompany to participate in group
discussions /activities on the day:
(i)
(ii)
(iii)
(iv)
(v)
(vi)

_______________________________
_______________________________
_______________________________
_______________________________
_______________________________
_______________________________

8. We wish to attend the following Minicompany Trade Fair :
Trade Fair:

______________________

Venue

_______________________

On:
Signed

Date

__________________________
Minicompany Organiser

School Principal

______________
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‘Get up and Go’ Minicompany Trade Fairs
Adjudication Criteria
Prizes will be awarded in the following categories,
bearing in mind that responsibility and teamwork play an
important part in all.
Originality of Idea
The adjudicators will focus on:
Source of idea.
Usefulness of product. U.S.P. (Unique Selling Point of Product).
Innovative idea. Teamwork.
Best set of Accounts
While this is not an examination in bookkeeping, the
Finance Team should have: Well presented orderly
system of accounts. Knowledge and understanding of the
accounts. Use of Financial Institutions. Teamwork.
Quality of Product
Here the adjudicators are concerned with all aspects of
quality –from raw materials used through to the finished
product. Is the product /service good value for money?
What level of skills was needed for preparation? Was
there a system of quality control? Teamwork.
Marketing
This category covers all aspects of marketing: Market
Research. Feasibility of idea. Advertising and Sales.
Promotion Campaigns. Salesperson’s skills and initiative.
Value for money. Teamwork.
Stand Presentation
The idea behind this prize is to give recognition to the
initiative, preparation and hard work that goes into
making a good display. Clarity. Impact. Neatness.
Initiative. Teamwork. All are essential.
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TRADE FAIR
TASK CARD
This card should be completed by all Minicompany representatives. It
will help you when you are preparing your report on the Trade Fair for
your own Minicompany.

1. How many Minicompanies are trading/exhibiting at the Fair?

2. What variety (range) of products is on exhibition/for sale?
Heavy Products
Examples

Light Products
Examples

Services
Examples

3. What raw materials were used?

4. Which Minicompanies products/services are similar to your own?
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5. Having examined other Minicompany products/services, how
could your product/service improve?

6. What products/services interested you most?
Product/Service
1

Why it caught your interest

2
3

7. Which exhibition stands did you find attractive?

8. What was it about them, which attracted your attention?

9. If you were attending another Trade Fair how would you improve
your stand?

10. What advice would you give to a group of students, who are
planning to attend a Trade Fair, with their Minicompany, next
year?
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RESEARCH TOPIC
THE MINICOMPANY WHICH INTERESTED ME MOST
Stand No______________
RESEARCH QUESTIONS
1.

Name of Company

2.

Number of young people
involved

3.

What products/service does the
Minicompany have?

4.

How did they decide on their
product/service

5.

What difficulties did they
experience with their
product/service?

6.

Who are the Minicompany’s
customers

7.

How did they set a price on the
product/service

8.

How much share capital did the
Minicompany raise?
Was it all needed?

9.

What financial problems were
experienced/overcome?

10. Will
1. Profit be made?
2. Dividends be paid
3. A bonus be awarded to
workers
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11. What were the most serious and
threatening problems
encountered by the
Minicompany?
12. How did they cope with them?

Additional questions

13.

14.

15.

Please outline, in fifty words your opinion of this Minicompany:
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MINICOMPANY TRADE FAIR
Group Discussion Card

Time:

40 minutes

Seating:

Semi-circle

Objective: To generate discussion among the young participants and
establish understanding/appreciation of the Minicompany
experience.

1.

ICE BREAKER EXPERIENCE (5 minutes)

Getting to know you.
Each person introduces herself/himself:

They shake hands - “I am from …….. club/school.

I am a member of ……………… Minicompany.

We make...
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2.

POINTS FOR DISCUSSION
Stimulus

Representatives of a Minicompany describe
their company.

3.

4.

GENERAL ORGANISATION

(a)

In what ways were your Minicompanies similar to this one?
E.g. Products. Organisational problems.

(b)

What Minicompanies were different to this one?

FUNCTIONS

(a)

What were the
Minicompany?

most

important

jobs/tasks

(b)

Why were they important?

(c)

How did you choose your products? What considerations
did you make (i.e. skills, goods, time, cost, facilities, etc.)?

(d)

Did it prove to be a good choice?
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5.

6.

PROBLEM SOLVING

(a)

What major problems did you have in your Minicompany?

(b)

Were you able to solve them?

(c)

How did you solve problems/disputes?

DECISION MAKING

(a)

What range of decisions did you need to make in the
Minicompany?

(b)

Which decisions were the most difficult to make?
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7.

(c)

Which decisions were easiest?

(d)

How did you make your decisions?

(e)

What mistakes did you make?

RESPONSIBILITY

(a)

Were members of the company willing to take responsibility
for the results of their decisions?

(b)

Were there many opportunities
responsibility in the Minicompany?

(c)

Were members of the company willing to take their
responsibility seriously?

(d)

With whom did most responsibility rest?

for

you
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(e)

8.

Were there others in the Minicompany who had no
responsibilities?

COMMUNICATIONS AND WORKING WITH OTHERS

(a)

What problems did you encounter in working with others in the
Minicompany? Did everyone pull her/his weight? Were there
problems with absenteeism?

(b)

How did you overcome them?

(c)

What did you learn from the situation?

(d)

Did involvement in the programme bring you in contact with
many adults?

(e)

Who were they - teachers, parents, neighbours, business people,
total strangers?
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