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SAMPLE TASK ANALYSIS WITH BUDGET INSTRUCTIONS

The purpose of a budget is to make informed decisions regarding the cost of your project.  You do not want to be half way through your project only to find out you can’t afford to finish.  It is better to change the project to fit your financial means in the beginning instead of crashing in the middle.

Vocabulary

Estimate – To make an educated guess regarding costs of your project.  Educated guess means you do some research, then use the research to help determine the possible costs.

Itemize – to list individually.  Not just stuff for my notebook.  You would list all the items such as; notebook, divider pages, sheet protectors, film, film developing.

Income (receipts) – The money that you receive for the project.  This could be money your parents spend, donations from companies, material you already have, etc.

Expenses – Cost of material used for the project.  When you are planning a budget do not assume you can just use the stuff you have at home.  Make your budget as if you had to go out and buy everything.

Donation – Items or money given to you free of charge.

There are three components of the senior project that may require you to provide material.  The project itself, the portfolio, and the presentation.

Making your Budget

Itemize the material you will need to complete each component of the senior project

Project

Consider the following project: The senior is going to a retirement home where they will help the 10 residents complete a craft project.

Step 1 - Determine what craft item would be done.

Step 2 - Make a list of all the supplies and how much of each item you will need.

Step 3 - Do your research to determine the cost of each of the supplies.

Presentation

Determine how you will make your presentation.  Will you make posters?  Will you have a power point presentation?  Will you give the judges samples?

Portfolio

Will you have dividers in your portfolio?  Sheet protectors?  Fancy paper?  Will you take pictures of your project?

Can you afford to complete your project as planned?  

If not how can you adjust the project to fit within your means?  Can you find sources for donations? 

Name: Mark E. Ting


Date: March 02, 2004

1.
Description of Project: you should have an idea of what your project will look like. In not 

more than three paragraphs describe the project and its purpose; be as specific and concrete as you can.

My project involves two major tasks. First, I am currently creating three recipes, and second, I plan to market and advertise these recipes. 

My three recipes are for: (1) peanut butter upside down cake, (2) pork chops stuffed with raw onions, pickles and avocados, (3) pan-fried beef tongue with mustard sauce. I will write and illustrate these recipes in a colored brochure. Either all the recipes will go on one brochure or one recipe per brochure depending on cost effectiveness and marketing procedures.

I plan to advertise in newspapers and magazines, particularly magazines targeted for cooks and/or homemakers. Ads will be costed out for each, including small classified ads as well as larger display ads. I will use the school newspaper and monthly church bulletin as starts in order to test market.

SInce I have a limited budget, I have to seek out the most inexpensive method of commercially printing my brochures and advertisements. 

2.
Project Accomplishments: list below previous knowledge acquired about the project, tasks already completed, and materials or sources procured.

	I have created two new recipes and I am completing a third.

	I can advertise free of cost in our family's church after giving samples at the Wednesday potluck.

	I can illustrate my own brochures.

	I can advertise in the school newspaper for $2.50 per column inch.


3.
Task Analysis and Project Timeline: list all the tasks you must complete in order to finalize your project. Think through all the steps involved and the time needed for each task. What materials do you need to find? What literature do you need to read? Are there any people you need to talk to for advice?  Prioritize the tasks according to required dates of completion.

	Task
	Completion Date

	Finish third recipe
	March 2

	Write and illustrate brochures
	March 7

	Typeset and layout brochures
	March 12

	Find inexpensive printing
	March 15

	Write and design classified & display ads.
	March 18

	Advertise in bulletins, newspapers
	March 20


4. Project Budget: fill in the various costs you may incur from your project such as materials, gasoline, equipment, postage, etc.  Also include any income you will receive in completing your project such as donations, fundraising, etc.  The “bottom line” is how much your project will cost you out of your pocket.

	Expenses
	 
	 
	 

	Item
	# needed
	$ / item
	Total Cost

	Project
	 
	 
	 

	Construction paper sheets
	40
	0.10
	4.00

	Glue (12 oz bottle)
	1
	1.32
	1.32

	Scissors
	2
	1.75
	3.50

	Paper clips - box of 100
	1
	1.25
	1.25

	water color paint (20 oz. Bottles)
	6
	1.50
	9.00

	pipe cleaner (package of 100)
	1
	2.50
	2.50

	table covers
	3
	1.50
	4.50

	paint brushes
	18
	0.50
	9.00

	 
	 
	Total Cost of Project
	 $ 35.07

	Presentation
	 
	 
	 

	Poster boards
	2
	0.35
	0.70

	CD for power point
	1
	1.00
	1.00

	Markers
	2
	1.25
	2.50

	 
	 
	Total Cost of Presentation
	 $ 4.20

	Portfolio
	 
	 
	 

	Notebook (nice one with plastic cover)
	1
	3.00
	3.00

	Plastic sheet protectors
	30
	0.06
	1.80

	Dividers (set of 5)
	1
	0.99
	0.99

	Special Paper (box of 100)
	1
	4.50
	4.50

	Copy of pictures
	10
	0.45
	4.50

	 
	 
	Total Cost of Portfolio
	 $ 14.79

	 
	 
	 
	 

	 
	Total Cost of Senior Project
	 
	$ 54.06 

	 
	 
	 
	 

	Income (Receipts)
	 
	 
	 

	Item
	# needed
	$ / item
	Total Income

	Retirement home provides scissors
	2
	1.75
	3.50

	Retirement home provides table covers
	3
	1.50
	4.50

	Store donates paint
	6
	1.50
	9.00

	Dad lets me have some of his brushes
	18
	0.50
	9.00

	Grandma gave me some money
	1
	10.00
	10.00

	I already have a notebook
	1
	3.00
	3.00

	I already have some sheet protectors
	30
	0.06
	1.80

	 
	 
	Total Income of Project
	 $ 40.80

	
	
	
	

	 
	 
	Total I will need to spend
	 $ 13.26


_____________________________________________________________

_________________

Name of Student








Student I D #

_____________________________________________________________

_________________

Signature of Student








Date

1
76

