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Company  Report

Innovation, Innovation, Innovation………….

The  company  repor t  is an  oppor tun i t y  to  summar i se  the  impor tan t  aspects  of  your  company.  I t  is an  impor t an t  record  of  what  you  

have  learned  f rom  the  ini t i a l  set  up  of  your  company ,  your  product ,  marke t i ng  and  financia l  in fo rma t i on  on the  company,  

achievements  and  lessons  learned  along  the  way.
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I n  each J u n i o r  Ach ievemen t  Company  P rog r amme  student  workbook ,  there  are  detai led  guidel ines  on  how  to  prepa re  the  company  

repor t  (page 36-46). Below  is a summar y  of  what  is requi red  but  please refer  to  the  student  workbook.

Include  the following  details  on the cover page:

1. Name  of  company

2. Name  of  school

3. The  time  per iod  for  which  your  company  was/is  in  opera t i on

4. Vol un teer  name  and  volun teer  company

You  may  include  an  approp r i a te  graph ic  on  the  cover  of  the  repor t  and  a company  logo

The  repor t  should  conta in  the  fol low i ng  sections :

Section  1 –  The  Execut i ve  Summar y

Section  2 –  Product/serv ice  Descr ip t i on

Section  3 –  M i ss i on  Sta tement  and  Table  of  Contents

Section  4 –  Organ isa t i on  Char t  and  Repor t  f rom  H R  manager

Section  5 –  M a r k e t  Research  and  M a r ke t i ng  Plan

Section  6 –  Product/Serv ice  Imp lemen ta t i on

Section  7 –  Safe ty  Sta temen t

Section  8 –  Sales  and  M a r ke t i ng

Section  9 –  Financia l  I n f o rma t i on*

Section  10 – H i g h l i gh t s  and  Ach ievements
Students  must  also  have  completed  the  HP Responsible  Business  Award  cert i f i ca te.

They  must  have  a section  on  responsib le  business  in  thei r  repor t .

* F inanc ia l  in fo rma t i on  needs to  include  P ro f i t  and  Loss  Sta tement ,  Ba lance  Sheet  (Liqu ida t i on  Balance  Sheet  i f  appl icable) and  

Cash  Flow  Sta temen t .   The  Cashf low  Sta temen t  was  not  lis ted  in  the  guidel ines  (Page  P45).  A l l ow  suf f ic ien t  space for  these in  

the  financia l  statements .

Brief Report  Guidelines

♦ The  fon t  of  the  repor t  should  be A r i a l ,  size 12

♦ Each  page  should  be numbered  
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♦ The  maximum  length  of  the  repor t  is 15 pages

♦ Sections  1-3 in  the  repor t  cannot  exceed 1 page each

♦ There  is a recommended  length  included  for  each of  the  subsequent  sect ions,  however  this  is a guidel ine  only  and  the  management  

team  can  determ ine  the  allocat ion  of  pages to  each section

♦ Companies  are  encouraged  to  include  photog raphs  of  thei r  product  or  serv ice  or  other  relevan t  i tems

♦ I nc l ude  photog raphs,  graphs,  char ts ,  diagrams  and  addi t iona l  subt i t les  where  relevan t

♦ The  repor t  should  read  as a single  business- like  document ,  not  as a series  of  repet i t i ve  director ’s  repor ts

♦ The  repor t  must  be wr i t ten  by students  and  should  be orig ina l  and  innova t i ve  in  approach

Please  send  three reports  to your regional  coordinator  and  one copy  to the Dublin office.

Remember  refer  to  the  detai led  guidel i nes  on the  company  repor t  in  the  J u n i o r  Ach ievemen t  Company  P rog r amme  student  
workbook  pages  36-46.

Trade Display  Stand
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Innovation, Innovation, Innovation……..

The  t rade  display  stand  is your  company’s  “shop  window” ;  there fo re  you  are  encouraged  to  be innovative  and  creative in  

project i ng  your  company’s  business  image.  The  stand  is an  oppor t un i t y  for  the  company  to  grab  the  at ten t i on  of  the  judges  and  the  

publ ic,  to  stand  out  f rom  the  other  compet i to r s  and  create  interest  about  your  company  to  all  at tending  the  event .

Only  five students/company  directors  wi l l  be permi t ted  to  be present  at  the  stand.  The  names  and  business  ti t les  of  
these students  along  is requi red  by J u n i o r  Ach ievement  prior to  the  compet i t i on .

The  stand  should  include  the  fol lowi ng :

• Name  of  company  and  logo  

• School  name  and  town

• Samples  of  the  product/serv ice

• Char ts  showing  sales  achievements ,  financia l  per fo rmance  and/or  market  research  findi ngs  

• Other  audio  visual  aids  e.g.  photo’s,  pictu res,  audio  visual

• Sponsorsh ip  (if  appl icable)

• Med i a  coverage  (if  appl icable)

PLEASE  NOTE    AS   THE  EUROPEAN  GUIDELINES  HAVE  NOT  BEEN  SET  YET. WE  WILL  USE    THE   
2009   GUIDELINES    –  YOU  WILL  BE  NOTIFIED  OF  ANY  CHANGES  

Dimens ions  of  stand :

Stand  size:  3m x  2m

Wa l l  size:  3m x  1m

He igh t :  2m

You  wi l l  be provided  wi th  a table

Note :

• Companies  may  choose an  al terna t i ve  display ,  but  wi th i n  the  space al locat ion .  

• Companies  may  not display  thei r  produc ts/serv ices  elsewhere  in  the  hal l .
• I f  an  elect r ical  socket  is requi red  please ensure  to  bring  an  extension  lead

• The  room  may  not  have  wi reless  interne t  –  please bring  a modem  if  you  requi re  the  interne t

Business  Interview
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This  is an  in- depth  inter v iew  wi th  the  five business  di recto rs  (the same five  students  ment ioned  above) to  ascer ta in  what  they  have  

learned  f rom  the  exper ience.  The  panel  of  th ree  judges  wi l l  inter v iew  your  company  and  each inter v iew  wi l l  last  approx ima te l y  five  

minu tes.  The  judges  wi l l  ask  questions  of  thei r  choice.  

Sample  interview questions

No te :  these quest ions  are  merely  guidel i ne  quest ions  which  the  judges  may/may  not  ask

• Tel l  me about  your  company?

• How  did  you  decide on  your  product?

• Tel l  me about  your  product/serv ice?

• How  did  you  decide on  your  product?

• How  were  the  roles  decided?

• Wha t  marke t  research  did  you  car r y  out?

• How  did  you  raise  capi ta l  to  buy  mater ia ls?

• How  many  items  have  you  sold  and  what  are  the  forecasted  sales?

• Wha t  i t  the  pro f i t  marg in  on  each product?   How  was  this  calcula ted?

• Wha t  is the  company  pro f i t  to  date  and  how  wi l l  any  pro f i t s  be spl i t  when  the  company  ceases?

• Tel l  me about  any  problems  encountered?  How  were  these resolved?

• Wha t  plans  has  the  company  for  the  fu tu re?

• I f  you  were  to  change  anyth i ng ,  what  would  you  change? 

Some  interview tips:

• The  interv iew  should  be conducted  in  a  pro fessiona l  manner  –  we  would  recommend  a  pro fessiona l  dress  code –  school  

uni fo rm  or  pro fessiona l  sui ts/sk i r t s  and  shi r ts

• A l t hough  all  team  members  should  be able  to  answer  all  quest ions  i t  might  be usefu l  for  each  team  member  to  focus  on  a 

par t icu la r  area  and  be able  to  answer  more  in  depth  quest ions.  E.g.  the  managing  di recto r  should  be  able  to  answer  

quest ions  regard i ng  the  fu tu re  of  the  company

• Remember  the  judges  wi l l  apprecia te  simple  gestures  e.g.  a handshake  at  the  beginni ng  or  end of  the  inter v iew

• A nd  last l y  dur ing  the  in terv iew  be yoursel f  and  show  your  persona l i t y!!
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Business  Presentation

Innovation, Innovation, Innovation………………

The  named  five directors  of  your  company  wi l l  make  a four minute business  presenta t i on  to  an  audience of  students,  teachers  
and  invi ted  guests.  The  presenta t i on  is an  oppor tun i t y  for  your  company  to  ‘sel l ’  not  only  the  product  but  also  the  company.  This  

should  be treated  as an  oppor tun i t y  to  get  the  audience to  believe in  or  even  invest  in  your  company.  I n nova t i on  and  creat i v i t y  is  

crucial at  this  stage!!

The  presenta t i on  wi l l  last  no longer  than  4 minutes .  P resenta t i ons  that  exceed four  minu tes  wi l l  be penal ised.

Some  presentation  tips:

• Be  prepa red  and  conf ident  in  your  presenta t i on

• Speak  slowly  and  clear l y

• Pro ject  your  voice

• M a i n t a i n  eye contact  wi th  the  audience 

• Ho ld  the  interes t  of  the  audience 

• Keep  your  presenta t i on  f low ing

• Focus  on the  most  interes t i ng  aspects  of  your  company

• A vo i d  repet i t i on

• Feel  f ree  to  move  away  f rom  ‘t rad i t i ona l ’  business  presenta t i ons

• A nd  most  of  all  - enjoy!!

Remember:

-Innova t i ve  and  creat i ve  presenta t i ons  wi l l  score  ext ra  poin ts  

-V isua l  aids/props  are  permi t ted.  

-Companies  may  use power- poin t  presenta t i ons.  J u n i o r  Ach ievemen t  wi l l  prov ide  the  laptop  and  projecto r  on the  day  

-Students  must  e-mai l  the  presenta t i on  to  the  J u n i o r  Ach ievement  Dubl i n  of f ice.  A l l  detai ls  of  due dates  wi l l  be stated  in  
cor respondence you  wi l l  receive  before  the  regiona l  fina l

-Overhead  slides are  not permi t ted .  

-Dress  code for  this  par t  of  the  compet i t i on  is up  to  you  –  be as imagina t i ve  as possible!  
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Key  aspects  to be assessed  by  the judges
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1. Company  Report

Overa l l  presenta t ion  of  repor t

The  overa l l  per fo rmance  of  your  company

Accu ra te  and  wel l- presented  f inanc ia ls

Demons t r a t i on  of  lessons  learned

Demons t r a t i on  of  fu tu re  prospects  of  the  company

I n nova t i on

2. Trade Display  Stand

V isua l  impact

Design  and  creat iv i t y

P roduc t/serv ice  idea

Sales  techniques

The  image  of  the  studen ts  as a team

Unique  featu res  and  innova t i ve  ideas

3. Business  Interview

Demons t r a t i on  of  developmen t  of  persona l  ski l ls  and  matu r i t y

Demons t r a t i on  of  team  spi r i t

Know ledge  and  unders tand ing  of  how  business  funct ions

Know ledge  of  the  company  f inanc ia ls

Fu tu re  poten t ia l  of  the  business

4. Business  Presentation

St ruc tu re  of  presenta t ion

Relevance  and  conten t

Del i ve ry  technique

V isua l  aids  and  impact

Or ig i na l i t y  and  innova t ion
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