
  

Creating a 

Business Portfolio 
for the FCCLA 

Entrepreneurship 
Competitive Event 

Written By: 
Garrett McClure 





Table of Contents  iii 

  

Table of Contents 

 

Introduction ............................................................................................. vii 

Mission ............................................................................................ vii 

Purposes ......................................................................................... vii 

 

Chapter One: Rules and Regulations ......................................................... 1 

Description ........................................................................................ 3 

Event Categories .............................................................................. 3 

Eligibility ........................................................................................... 3 

Procedures and Time Requirements ............................................... 4 

General Information .......................................................................... 4 

Specifications .................................................................................... 5 

Portfolio .................................................................................. 5 
Binder Specifications ............................................................. 5 
Oral Presentation ................................................................... 6 

 
Chapter Two: Project Identification Page ................................................. 7 

What is a Project Identification Page? ............................................. 9 

What Type of Paper Should You Use? ............................................ 9 

How Should You Arrange Your Information? .................................. 9 

 

Chapter Three: Table of Contents .......................................................... 11 

What is a Table of Contents? ......................................................... 13 

How Should You Design Your Table of Contents? ........................ 13 

Structure ............................................................................... 13 
Design ................................................................................... 13 

 
Chapter Four: FCCLA Planning Process Summary Page ......................... 15 

What is the FCCLA Planning Process? .......................................... 17 

How Should You Make Your Planning Process Summary Page? . 17 

Identify Concerns ................................................................. 17 
Set a Goal ............................................................................. 17 
Form a Plan .......................................................................... 17 
Act ......................................................................................... 17 
Follow Up ............................................................................. 18 

 
Chapter Five: Business Description ........................................................ 19 

What is the Business Description? ................................................ 21 

How Should You Make Your Business Section?............................ 21 

Business Name ..................................................................... 21 
Philosophy Statement ........................................................... 22 
Services Provided ................................................................ 22 



iv  Table of Contents 

Hours of Operation ............................................................... 22 
Business Feasibility Study ................................................... 22 
Demographics Served .......................................................... 23 

 
Chapter Six: Facility ............................................................................... 25 

What is the Facility Section? .......................................................... 27 

How Should You Make Your Facility Section? .............................. 27 

Physical Space ...................................................................... 27 
Location ................................................................................ 27 
Utilities ................................................................................. 27 
Emergency Procedures ........................................................ 27 
Maintenance Plan ................................................................. 28 

 
Chapter Seven: Supplies and Equipment ................................................. 29 

What is the Supplies and Equipment Section?............................... 31 

How Should You Make Your Supplies and Equipment Section? ... 31 

List of Suppliers ................................................................... 31 
Inventory of Supplies and Equipment .................................. 31 
Provisions for Maintenance and Repair .............................. 32 

 
Chapter Eight: Organizational Chart ........................................................ 33 

What is an Organizational Chart? ................................................... 35 

How Should You Make Your Organizational Chart? ...................... 35 

 

Chapter Nine: Personnel Management .................................................... 37 

What is the Personnel Management Section? ............................... 39 

How Should You Make Your Personnel Management Section? .... 39 

 

Chapter Ten: Funding for Business ......................................................... 41 

What is the Funding for Business Section? ................................... 43 

How Should You Make Your Funding for Business Section? ....... 43 

Methods and Sources of Funding ........................................ 43 
Fee Structures ...................................................................... 43 

 
Chapter Eleven: Budget .......................................................................... 45 

What is the Budget? ........................................................................ 47 

How Should You Make Your Budget? ............................................ 47 

Revenues .............................................................................. 47 
Expenditures ......................................................................... 47 
Financial Procedures ............................................................ 47 
Applicable Tax Information ................................................. 48 

 
Chapter Twelve: Laws, Regulations and Codes ...................................... 49 

What is the Laws, Regulations and Codes Section? ..................... 51 



Table of Contents  v 

  

How Should You Make Your Laws, Regulations and  

  Codes Section? ............................................................................. 51 

Insurance Proposal ............................................................... 51 
Laws and Regulatory Compliance ....................................... 51 
Other Relevant Documents .................................................. 51 

 
Chapter Thirteen: Advertising and Recruitment ...................................... 53 

What is the Advertising and Recruitment Section? ....................... 55 

How Should You Make Your Advertising and  

  Recruitment Section? ................................................................... 55 

Advertising Plan ................................................................... 55 
Recruitment Plan .................................................................. 55 
Special Events ...................................................................... 55 
Sample Advertisements ....................................................... 56 

 
Chapter Fourteen: Works Cited/Bibliography ......................................... 57 

What is a Works Cited/Bibliography Page? ................................... 59 

How Should You Make Your Works Cited/Bibliography Page? .... 59 

Books .................................................................................... 59 
Electronic Documents .......................................................... 60 

 
Chapter Fifteen: Appearance .................................................................. 61 

What Should Your Portfolio Look Like? ........................................ 63 

How Should You Design Your Portfolio? ....................................... 63 

Cover Page ........................................................................... 63 
Divider Pages ....................................................................... 63 
Tabs ...................................................................................... 63 
Page Numbers ...................................................................... 63 
Headings ............................................................................... 64 
Color ..................................................................................... 64 

 
Appendix ................................................................................................. 65 

 

Index ....................................................................................................... 97 
 

 





Introduction   vii 

Introduction 

Family, Career and Community Leaders of America (FCCLA) is a nonprofit 

national career and technical student organization for young men and women in 

Family and Consumer Sciences education in public and private school through 

grade 12. Everyone is part of a family, and FCCLA is the only national Career and 

Technical Student Organization with the family as its central focus. Since 1945, 

FCCLA members have been making a difference in their families, careers, and 

communities by addressing important personal, work, and societal issues through 

Family and Consumer Sciences education.  

 

Today over 205,000 members in nearly 6,500 chapters are active in a network of 

associations in 50 states, including the Virgin Islands and Puerto Rico. Chapter 

projects focus on a variety of youth concerns, including teen pregnancy, 

parenting, family relationships, substance abuse, peer pressure, environment, 

nutrition and fitness, teen violence, and career exploration. Involvement in FCCLA 

offers members the opportunity to expand their leadership potential and develop 

skills for life - planning, goal setting, problem solving, decision making, and 

interpersonal communication - necessary in the home and workplace. 

 

Mission 

The FCCLA mission is to promote personal growth and leadership development 

through Family and Consumer Sciences education. By focusing on the multiple 

roles of family member, wage earner and community leader, members develop 

skills for life through: character development, creative and critical thinking, 

interpersonal communication, practical knowledge, and career preparation. 

 

Purposes 

FCCLA has eight purposes by which the organization operates from: 

1. To provide opportunities for personal development and preparation for 

adult life 

2. To strengthen the function of the family as a basic unit of society 

3. To encourage democracy through cooperative action in the home and 

community 

4. To encourage individual and group involvement in helping achieve global 

cooperation and harmony 

5. To promote greater understanding between youth and adults 

6. To provide opportunities for making decisions and for assuming 

responsibilities 

7. To prepare for the multiple roles of men and women in today’s society 

8. To promote Family and Consumer Sciences and related occupations 
 





 

Chapter 

One: 

Rules and 
Regulations 
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Note: To participate in the junior event category, all participants must be in 

grades 9 or below; having at least one participant in grades 10-12 will 

automatically place the team in the senior category. 

Description 

The Entrepreneurship Competitive Event is an individual or team event that 

recognizes participants who develop a plan for a small business using family and 

consumer sciences skills and sounds business practices. Franchises are 

prohibited. The business must relate to an area of family and consumer sciences 

education or related occupations. Participants must prepare a portfolio containing 

a written business plan and an oral presentation describing the business and the 

plan for implementing it. 

 

Event Categories 

The following are the different categories for this event: 

 Junior:   participants up to grade 9 

 Senior:   participants in grades 10-12 

 Occupationally Specific: participants in grades 10-12 

 

 

 

 

 

 

 

 

Eligibility 

To be eligible to participate in the Entrepreneurship Competitive Event, teams 

must follow these guidelines: 

 Team must have at least one participant 

 Team must have no more than three participants 

 Participants must be state and nationally affiliated FCCLA members with 

their dues paid 

 Projects entered in this event are prohibited to be entered in any other 

category of any Competitive or Proficiency Event. The project will be 

disqualified if this occurs. However, it can be a part of the Chapter 

Showcase Event 

 At least one team member must attend the Entrepreneurship Competitive 

Event Orientation at the regional and state leadership meetings in order to 

officially enter into the competition. Additionally, each participant must be 

registered for the regional or state conference 

 Project must be planned and prepared by the participant(s) only. Supporting 

resources are acceptable only if participants are coordinating their use with 

their presentation and are cited appropriately in their portfolio 
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Procedures and Time Requirements 

The procedures and time requirements for the Entrepreneurship Competitive 

Event are provided on the following page. 

 Each team will submit two portfolios to the Entrepreneurship Event 

Chairperson at the event registration with at least one portfolio in the 

official FCCLA binder obtained from the National FCCLA store (refer to 

Figure 1.1 Official FCCLA Binder of the Appendix) 

 Event chairperson and judges will have ten minutes to preview the 

portfolios before the presentation begins 

 Participants will have five minutes to set up for their presentation; 

assistance from non-team members is prohibited and points will be 

deducted if this occurs 

 Oral presentation must be no more than 20 minutes in length. A one minute 

warning will be given at 19 minutes. The time-keeper will stop the 

presentation at exactly 20 minutes. There is no minimum length for the 

presentation 

 Audio and audiovisual recordings are limited to one minute playing time 

collectively during the presentation. The time-keeper will time all 

recordings. Points will be deducted if recordings go over one minute 

playing time. PowerPoint presentations without sound can be used during 

the entire presentation 

 After the presentation, judges will have up to five minutes to interview 

participants 

 Judges will use the rubrics provided to score and write all comments for 

the participants (refer to Figure 1.2 Judge’s Rubric of the Appendix) 

 Total time given to this event is 30 minutes per team 

 

 

General Information 

Provided below is general information regarding what is provided for the teams 

and what is allowed and prohibited. 

 A table is provided for the participants. If a table is unwanted, participants 

can move it to the side of the room 

 Participants must bring all other necessary supplies and equipment needed 

for their presentation 

 Wall space is withheld from the participants unless it is used for a 

projection from a projector 

 Electrical outlets must be requested in writing on the event entry form 

 Participants must bring their own extension cords and power strips 
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 Distribution of product samples or other materials is strictly prohibited 

 

 Disqualification will occur if: 

a) At least one team member fails to check in at the Entrepreneurship 

Competitive Event Registration, 

b) Participants fail to present during their given time, or 

c) Chapter entry is unavailable 

 Audio, costumes/uniforms, easel(s), props/pointers, skits, visual equipment, 

and visual aids are all allowed during the presentation 

 Use of the file folder is prohibited during the presentation 

 

 

Specifications 

There are specific guidelines participants must follow when creating their 

portfolio and when giving their oral presentation. These guidelines are listed 

below. 

 

Portfolio 

The portfolio will present items that were researched and developed into a 

written business plan for establishing a small business. The portfolio is a 

collection of the materials used to document and illustrate the work of the project. 

One copy of the portfolio must be in the official FCCLA binder obtained from the 

National FCCLA store (refer to Figure 1.1 Official FCCLA Binder of the Appendix). 

The second portfolio can be in a normal binder. Participants must give both 

portfolios to the event chairperson at the Entrepreneurship Event Registration. 

 

Binder Specifications 

What participants can include in their portfolios is limited and the judges will 

deduct points if the portfolios break the rules. The guidelines for creating the 

binder are as follows: 

 The portfolio must contain no more than 63 pages 

 The portfolio must include the following: 

a) One project identification page 

b) One table of contents page 

c) One FCCLA Planning Process summary page 

d) Zero to ten divider pages 

e) Divider pages can have tabs and can contain a title, a section name, 

graphic elements, thematic decorations, and/or page numbers; any 

other content is strictly prohibited 

f) No more than 50 content pages including the documents discussed in 

this manual 
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Note: Tips and advice on how to give a professional oral presentation are 

not included in this manual! For advice on how to give a professional oral 

presentation, participants need to consult their advisor. 

g) All pages must be one sided only. Judges will deduct points if the 

pages are two sided 

h) All pages except divider pages must be the standard paper size   

(8.5” x 11”) 

 All materials, including the divider pages and tabs, must fit within the 

dimensions of the binder (refer to Figure 1.1 Official FCCLA Binder of the 

Appendix). Judges will deduct points if any pages overflow 

 The cover can have decorations and/or information on it 

 

Oral Presentation 

The oral presentation can be up to 20 minutes in length and is delivered to the 

judges. The presentation must be professional in nature and summarize the 

business plan. A recording of the presentation is prohibited. If audio or 

audiovisual recordings are used, they are limited to one minute playing time 

collectively. Participants should use visual aids during the presentation. 

Participants can use their portfolio as a visual aid if they want to.  

 

 

 

 

 

 

 

 

 



 

Chapter Two: 

Project 

Identification 
Page 
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Note: Once you choose the color of paper you want to use, you will use the 

same color for every page in your portfolio. You will never change your 

paper! 

What is a Project Identification Page? 

The project identification page is the first page the judges will see when they 

open up your team’s portfolio. In a way, this page is your team’s first impression 

on the judges; therefore, it is important that you do this page correctly. In FCCLA, 

the project identification page lets the Competitive event chairpersons and the 

event judges know: which team is currently competing, what the participants’ 

names are, what the name of the participants’ chapter is, what the name of the 

participants’ school is, which city and state the participants are from, which 

FCCLA region the participants are from, and what the title of the participants’ 

project is. Any other information, graphics, or decorations are prohibited from 

being on the project identification page. 
 

 

What Type of Paper Should You Use? 

The rules state that the project identification page must be on one standard sized 

(8.5” x 11”) piece of plain paper. But what do the judges consider plain paper? 

From past experiences, “plain paper” can refer to white, ivory, off-white, or any 

other type of professional looking paper where there are no visible graphics. 

However, the color of the paper you decide to use should be around the general 

area of white or parchment (cream); dark colors are strictly forbidden.  

 

 

 

 

 

 

 

How Should You Arrange Your Information? 

The arrangement of this information should be appealing to the judges. Your 

portfolio could easily lose some points if the information is in the incorrect order. 

The information required for the project identification page needs to be in this 

order: 

1. Participants’ names 

2. School chapter name 

3. School name 

4. City and state of school 

5. FCCLA region your school is in 

6. Title of your project 

Each of these pieces of information should be on a separate line, double spaced, 

and in a serif font style. Refer to Figure 2.1 Sample Project Identification Page of 

the Appendix for an example of a project identification page. 





 

Chapter Three: 

Table of 

Contents 
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What is a Table of Contents? 

A table of contents tells the judges what is in your portfolio and shows them 

where to find the different sections of your portfolio. A well designed table of 

contents lists all headings and subheadings in your project.  

 

 

How Should You Design Your Table of Contents? 

When the judges are evaluating your portfolio, they will judge the table of 

contents page based on how organized, detailed, and informative it is. Your table 

of contents page is worth five points of your overall grade and must fit on one 

page; therefore, you should make sure your table of contents page can earn you 

those points easily. 

 

Structure 

When making your table of contents, you should include only the pages that make 

up the portfolio’s 50 content pages (pages that are excluded are the project 

identification page, the table of contents page, and the planning process summary 

page). Also, you need to use a two or three tier construction with the first levels 

being the chapter names, the second levels being the names of the headings in 

that chapter, and the third levels being the names of the subheadings for the 

headings (the third tier is optional to conserve space on the page). 

 

Since your table of contents must fit on one page, you will most likely need to 

have two columns of information. Refer to Figure 3.1 Sample Two Column Table of 

Contents of the Appendix for an example of a table of contents used for this 

event. 

 

Design 

Below are some tips you can use when creating your table of contents: 

 Use the exact working that appears in the headings and subheadings in the 

body of your portfolio 

 Show the heading levels by varying the style and indenting if possible 

 Use guide dots (....) – sometimes called dot leaders – to connect the 

headings and the page numbers 

 Align all numbers on the right-hand digits 
 





 

Chapter Four: 

FCCLA Planning 

Process Summary 
Page 
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What is the FCCLA Planning Process? 

The FCCLA Planning Process is a decision-making tool that supports the 

organization’s overall philosophy about youth-centered leadership and personal 

growth. It can be used to determine group action in a chapter or class or to plan 

individual projects. Refer to Figures 4.1 FCCLA Planning Process and 4.2 Sample 

Planning Process Summary Page of the Appendix for an example of the Planning 

Process and a Planning Process summary page. 

 

 

How Should You Make Your Planning Process Summary Page? 

When making your FCCLA Planning Process summary page, you will need to 

include a brief description about each of the five areas of the Planning Process: 

 Indentify Concerns 

 Set a Goal 

 Form a Plan 

 Act 

 Follow Up 

Identify Concerns 

When you decided on what business you wanted to open, you identified your 

concerns. On the Planning Process summary page under identify concerns, you 

will need to describe why you chose to open your business. 

 

Set a Goal 

Under set a goal, you will need to describe to the judges what goals you hope to 

reach by opening your business. You should include any and all benefits to your 

community that your business may offer. 

 

Form a Plan 

When writing this section, you will need to answer Who? What? When? Where? 

and How? You may also want to include how much it will cost and what resources 

you used to open your business. 

 

Act 

In this section, you will need to describe how you began to create your portfolio. 

You will include any research or job shadowing you did to familiarize yourself 

with the type of business you were creating. 
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Follow Up 

When writing your follow up section, you will need to describe what you learned 

from creating your portfolio and any other positive comments you may want to 

add after creating your business. 



 

Chapter Five: 

Business 

Description 
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What is the Business Description? 

The business description is the first chapter of your portfolio. In this chapter, you 

will describe to the judges what your business is about. When making this 

chapter, you need to be as thorough as possible to give the judges everything 

they need to evaluate your project. In this chapter, you will discuss: 

 The business’ philosophy statement, 

 The services the business will provide, 

 The hours of operation, 

 The business feasibility study, and 

 The demographics served 

All of these points will be discussed later in the chapter. 

 

 

How Should You make the Business Description? 

The business description is the first part of your portfolio that will count towards 

the 50 page limit. Therefore, you need to explain all of the points completely 

while also watching the amount of pages that you use; a good page limit for the 

business description is two to three pages. The content on the first page should 

include: 

 The business name, 

 The philosophy statement, 

 The services provided, 

 The hours of operation, and 

 The business feasibility study. 

The above content may spill over onto the next page, but you need to try and 

limit it to the one page. The demographics that your business will serve should be 

on a page by itself. Depending on where your business is located, the content may 

take up two pages. 

 

The Business Name 

The name of your business should appear in top, left corner of the first page. The 

name of your business should catch the judge’s attention when they read it and 

needs to be creative. If you want, you can also explain to the judges why you 

chose this name and what message you want it to send to prospective clients. 

The business name needs to follow these guidelines: 

 14-16 pt font size 

 San-serif font (i.e. Arial, Tahoma, Verdana, etc.) 

 Follows the color scheme of the portfolio 
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The Philosophy Statement 

The philosophy statement of your business describes why the business was 

created. Additionally, it should include what the business has to offer and what 

the goal is for the business. This is the chance for your business to stand out to 

the judges. Below is an example of an exceptional philosophy statement: 

“COMPOSURE Magazine believes in creating the standard for a NEW teen 
image. Too many teens these days focus solely on what other think which leads 
to insecurities about themselves. They often turn to negative alternatives, such 
as eating disorders, plastic surgery…because they cannot convert to the ideal 
image portrayed…We, at COMPOSURE Magazine, intend to promote high self-
esteem, and good morals…to teenagers using typical teen interest…We intend 
to make boring teen topics…much more interesting and appealing”  
– COMPOSURE Magazine by April Thomas and Stephanie Griffen (2004) 

The Services Provided 

When writing this section, you will focus on three main points: 

 What type of services you will provide, 

 How far will these services reach, and 

 How will the services be delivered 

This section is usually no more than a couple of sentences, and should take up 

little space on your page. 

 

The Hours of Operation 

Your business’ hours of operation are simply when your business will be open to 

the public. When making this section, make sure your hours are appropriate for 

the type of business you are presenting. Additionally, you may want to base your 

hours on what type of image you want your business to have. Be sure to include 

your business’ hours on weekends and various holidays. 

 

The Business Feasibility Study 

A business feasibility study is a way to decide if your business is a good idea and 

if it will be successful. The best way to decide this is by sending out a community 

wide survey to evaluate the population’s interest in your business. This survey 

should include questions that are relevant to the success of your business. 

 

After you have received the results from your survey, you need to evaluate the 

data collected and write a brief summary of what the data collected means to your 

business (i.e. will it be supported, who will support it, etc.). You will also need to 

write a brief description about the local economy over the past few years. 

Additionally, you need to include the survey questions and average response for 

each question in your business feasibility study. 
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Note: Your demographics analysis needs to be on a page by itself and can 

extend onto the next page if needed. It also needs to include the most recent 

data available and be in a table format with appropriate spacing. 

The Demographics Served 

The demographics that your business will serve are the types of people that will 

be coming to your business. This section requires research, either from the 

Internet or your county courthouse, to be effective. When getting this research, 

you will need to gather information on all the people your business will be serving 

as well as the types of businesses that are already established in your area. Refer 

to Figure 5.1 Sample Demographic Analysis of the Appendix for an example of a 

demographic analysis. 

 

 

 

 

 

 





 

Chapter Six: 

Facility 
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What is the Facility Section? 

The facility section of your portfolio will tell the judges where you plan to 

establish your business and how you plan to keep your business safe.  

 

 

How Should You Make the Facility Section? 

When making your facility section, you will need to include the following: 

 Physical space and location of the facility, 

 Utilities,  

 Emergency procedures, and 

 Maintenance plan 

 

Physical Space 

The physical space of the facility is all the features of the facility you will be 

using for your business. You will need to document how big the facility is and 

where it is located. Also, you will need to explain where each room is located and 

what those rooms will be used for. Additionally, you will need to document the 

layout of the parking lot and the location of all entrances to the facility. You will 

also use this section to give a walkthrough of your facility from a first person 

viewpoint. Finally, you will describe the locations of all fire extinguishers and 

smoke detectors in the facility. 

 

Location 

The location of your facility is where your business will be geographically 

located. You will need to provide street addresses and traffic analysis reports 

pertinent to your business. This should be done in no more than six sentences. 

 

Utilities 

The utilities that your business will use include those like gas, water, electricity, 

telephone, etc. If you are renting the facility from a third party, then these utilities 

may already exist. However, if you need to acquire them on your own, you will 

need to describe how you will get them and where you will get them from. 

 

Emergency Procedures 

The emergency procedures of your business are the largest and most important 

part of writing this chapter. You will need to be as detailed as possible when 

writing these procedures. Also, only use the procedures that are necessary for 

your business. For example, a hazardous material spill procedure may be 

unnecessary for a mom and pop bakery; however, a fire evacuation route is 

necessary. Additionally, you must provide a graphic representation of the building 

layout and the path of evacuation in your portfolio. Refer to Figure 6.1 Sample 
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Building Layout and Evacuation Path of the Appendix for an example of a building 

layout and evacuation path. 

 

Maintenance Plan 

Your maintenance plan should create a workflow of the tasks required to make 

sure that your equipment is kept in good condition. Your plan may include any 

procedures used in maintaining your computer safety, Internet security, 

passwords, etc. as well as maintaining records of all business related 

transactions. Your plan should include plans for maintaining all equipment used 

daily in your business. 

 



 

Chapter Seven: 

Supplies and 

Equipment 
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Note: When you are describing how you will pick up your supplies, you must 

remember to include any fees associated with the pick up process. 

What is the Supplies and Equipment Section? 

The supplies and equipment section of your project describes where you will get 

your supplies, what supplies you will need, and how you will maintain your 

supplies. Your inventory list allows investors to see what you will need to start 

your business and to keep it running smoothly. 

 

 

How Should You Make Your  Supplies and Equipment Section? 

When choosing your supplies and equipment, you will need to include the 

following in your section: 

 List of suppliers 

 Inventory of supplies and equipment 

 Provisions for maintenance and repair 

List of Suppliers 

Your list of suppliers is an alphabetical list of every store or company that you 

plan to purchase supplies and equipment from. These stores may be from the 

town your business will be in or from an overseas supplier, wherever you need to 

get your supplies and equipment from. Along with the list of suppliers, you will 

also need to list where each supplier is located, and how you plan to pick up your 

supplies from them. 

 

 

 

 

 

Inventory of Supplies and Equipment 

When you start a business, you need to be able to keep a record of all the 

supplies and equipment that you have. An inventory allows you to accomplish this 

easily. An inventory list lists all supplies and equipment the business owns and 

how much each one costs. It also shows the quantity of supplies and equipment 

that was purchased. 

 

When you make your inventory list, you need to put it in a table to make it 

professional looking. Also, all dollar amounts need to have two decimal places and 

the dollar sign as well as be aligned by the decimal point. When you print your 

inventory list, you may print it with or without the table lines, but you must have 

all information aligned correctly. Refer to Figure 7.1 Sample Inventory List of the 

Appendix for an example of an inventory list. 
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Provisions for Maintenance and Repair 

Your provisions for maintenance and repair will outline how your business plans 

to maintain all of your business’ equipment. These provisions could be to prevent 

equipment failure or to correct any failure that may occur. Either way, your 

procedures for handling such repairs must be in your portfolio.  

 



 

Chapter Eight: 

Organizational 

Chart 
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Note: When making your organizational chart, you need to use vibrant colors 

to emphasize each level of the hierarchy as shown in Figure 8.1 Sample 

Organizational Chart. 

What is an Organizational Chart? 

An organizational chart is a chart that describes the different job titles and tasks 

of your employees. This chart helps prospective investors of your business see 

how organized the employee hierarchy is and see what each individual is 

responsible for in the business. 

 

 

How Should You Make Your Organizational Chart? 

When making your organizational chart, you can choose from a variety of 

methods. The most effective, however, is a hierarchy based chart as shown in 

Figure 8.1 Sample Organizational Chart below. 

 

 

 

Figure 8.1 Sample Organizational Chart 

 

 

Following your organizational chart, you will need to give thorough descriptions 

on what each employee does. Also, if your business has many divisions, you may 

want to include which employees fit under each division. 

 

 

 

 

 

Board 

Sales 

Sales  
Team A  

Sales  
Team B 

Accounting 

Accounting 
Team 

Production 

Production 
Team 





 

Chapter Nine: 
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Management 
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Note: When creating this section, you must include examples of all documents 

that your business will use daily; failure to do this will result in point 

deductions. 

What is Personnel Management? 

The personnel management section of your portfolio will be one of the longest 

chapters in your project. This section describes everything that is required for 

managing your employees and other businesses you hold contracts with.  

 

 

How Should You Make Your Personnel Management Section? 

This section will include, but is not limited to, the following: 

 Hiring procedures 

 Salaries and benefits 

 Policies and procedures 

 Evaluations/appraisals 

 Tax forms 

 Time cards 

 Performance reports 

 Disciplinary reports 

Most of the documents in this section you will get from the Internet and will need 

to be included in your portfolio. Also, you will need to make sure that all forms 

and documents are aligned correctly on the page or the judges will deduct points 

from your team score. Refer to Figure 9.1 Sample Policies and Procedures and 

Figure 9.2 Sample Employee Application of the Appendix for example documents 

that you may include in this section. 

 

 

 

 

 





 

Chapter Ten: 

Funding for 

Business 
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What is the Funding for Business Section? 

The funding for business section of your portfolio will outline how you will 

acquire the funding necessary to start your business. This is usually done by 

getting small business loans or finding an investor to invest in your business. 

However you decide to fund your business, you will need to document how you 

will follow through with your decision. 

 

 

How Should You Make Your Funding for Business Section? 

When you are making the funding for business section of your portfolio, you will 

need to highlight these two points: 

 Methods and sources of funding and 

 Fee structures 

Methods and Sources of Funding 

Most funding sources revolve around some sort of loan from the bank. This type 

of funding is the most common for starting a new business. However, there are 

other sources of funding if you are willing to find them. Some of these alternate 

sources may include finding investors and/or getting loans from family members. 

All of these sources will require documentation and paperwork, usually in the 

form of loan or partnership agreements, that you will need to include in your 

portfolio. Refer to Figure 10.1 Sample Credit Application and Figure 10.2 Sample 

General Partnership Agreement of the Appendix for some examples of what you 

may need to include in this section. 

 

Fee Structures 

Fee structures are what fees your business will have when it enters into a 

contract for your funding. This could include how much interest you will have to 

pay on a loan or any other fees associated with getting your funding. 
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Note: If you monthly expenditure is more than your monthly revenue, you may 

want to think of cheaper ways to produce your products or think of another 

type of business that will better suit your demographics. 

What is the Budget? 

The budget for your business is the total amount of money you will earn and 

spend in your first year of operation. This is the most important section of your 

portfolio because it deals with money and should be reader oriented. 

 

 

How Should You Make Your Budget? 

When you make your budget, you will estimate your total revenues and total 

expenditures based off of the data you collected in your feasibility study and 

demographics. Also when you make your budget, you will need to focus on the 

following: 

 Revenues 

 Expenditures 

 Financial procedures 

 Applicable tax information 

Revenues 

Your monthly revenue is how much money your business earns each month. You 

will estimate this based on how many customers you have projected will buy 

products from your business and which products they will buy. All estimated 

revenue will be in dollar amounts with two decimal places. 

 

Expenditures 

Your monthly expenditure is how much money your business spends each month. 

You will estimate this based on what you have projected running your business 

will cost. All estimated expenditures will be in dollar amounts with two decimal 

places. 

 

 

 

 

 

 

Financial Procedures 

Your financial procedures are how you will compare your actual revenue and 

expenditures with your budgeted revenue and expenditures. They also include 

how you will interpret your comparison and make adjustments if necessary. Refer 

to Figure 11.1 Sample Financial Procedures of the Appendix for an example of 

financial procedures. 
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Note: You should create your budget using Microsoft Excel or another 

spreadsheet software in order to get a professional design. Refer to Figure 

11.4 Sample Professional Budget of the Appendix for an example of a 

professional budget. 

 

Applicable Tax Information 

You will need to include any tax information your business will use and follow on 

a monthly basis. You can find this information for your state online. Refer to 

Figure 11.2 Sample Tax Information and Figure 11.3 Sample Tax Filing Procedures 

of the Appendix for an example of tax information for Texas. 
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Note: You can describe the laws your business must follow without including the 

actual code books for each section. 

What is the Laws, Regulations and Codes Section? 

The laws, regulations, and codes section of your portfolio describes what laws 

your business must follow in order to stay open. This chapter can be fairly long 

depending on your business, and all information can be found on the Internet. 

 

 

How Should You Make Your Laws, Regulations and Codes 
Section? 

When you are making this section in your portfolio, you will most likely use the 

Internet for most of your research. Also, when making this section, you will need 

to include the following: 

 Insurance proposal 

 Laws and regulatory compliance 

 Any other relevant documents 

Insurance Proposal 

Your insurance proposal is a copy of your business insurance application. This 

states that your business is covered under insurance for any liabilities your 

business may encounter. You can get this from your local insurance agency. Refer 

to Figure 12.1 Sample Insurance Proposal of the Appendix for an example of an 

insurance proposal. 

 

Laws and Regulatory Compliance 

In your portfolio, you will have to describe the different laws and regulations your 

business must comply with. You will need to describe any laws your business 

must follow from the following areas: 

 Health 

 Environment 

 Fire 

 Zoning 

 Other local, county, and state 

You can find all of these laws and codes from the Internet and your local 

courthouse. Refer to Figure 12.2 Sample Compliance Documents of the Appendix 

for an example of compliance. 
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Other Relevant Documents 

You need to include any other documents that are relevant to any local, county, or 

state codes (i.e. county zoning map, city ordinance form, etc.).
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What is the Advertising and Recruitment Section? 

The advertising and recruitment section of your portfolio will describe all 

advertising plans for your business as well as your plans for recruiting customers 

at your business. You can include special events, price markdowns, item sales, 

etc. when making this section. You will also need to make sample advertisements 

and include them in your portfolio. 

 

 

How Should You Make Your Advertising  

  and Recruitment Section? 

When making your advertising and recruitment section in your portfolio, you will 

need to highlight the following: 

 Advertising plan 

 Recruiting plan 

 Special events 

 Sample advertisements 

Advertising Plan 

When writing your advertising plan, you will need to describe how you plan to 

spread the word about your business. This can include newspaper ads, TV 

commercials, mall kiosks, flyers, etc.  

 

 

 

 

 

Recruiting Plan 

Your recruiting plan will describe the effects of your advertising on your 

business. You will also need to include how your advertisements will contribute to 

the growth of your business in the future. 

 

Special Events 

You will need to have a separate paragraph that describes some possible special 

events your business will have. Every business needs to have some special 

events throughout the year, so you need to brainstorm some events your business 

would like to host. 

 

 

 

 

 

Note: Whatever advertising plan you come up with, you will need to estimate 

its cost and include it in the budget for the business. 
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Sample Advertisements 

You will need to make some basic advertising samples to include in your portfolio. 

They need to catch the reader’s attention, but not overwhelm their senses. Try to 

avoid overuse of color and make sure people can actually read what you are 

advertising. 
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What is a Works Cited/Bibliography Page? 

A list of works cited gives the readers the information they need to find each 

source you have cited in your portfolio. Each entry in the list normally includes 

the following: 

 The author’s name 

 The year of publication 

 The title of publication 

 The publishing information 

 

How Should You Make Your Works Cited/Bibliography Page? 

In your works cited, include only references that you have cited in your portfolio. 

You should exclude references you used for your background reading. When you 

prepare your list of works cited in MLA style, follow these guidelines:  

 Put the references in alphabetical order by the author’s last name 

 Use title-case capitalization 

 Italicize or underline the names of journals, magazines, newspapers, and 

books 

 Put the titles of articles and other short works in quotation marks 

 End each reference with a period 

 Use a hanging indent of one-half inch to indicate the second and following 

lines of a reference 

 Give only the last two digits of the page number when citing a range of 

page numbers 

 Follow this format for dates: day, month, year, without commas 

Books 

When referencing a book, include the following information in this order: 

 The author’s name 

 The title of the book in italics 

 The publication information including the publisher’s location, name, and 

the date of publication 

Below is an example of a MLA book citation: 

Sims, Brenda R. Technical Communication. Idaho: Kendall Hunt Publishing 
Company, 2009.  
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Electronic Documents 

When referencing an electronic document from a Web site, you need to include 

the following information in this order: 

 The author’s full name if one is given 

 The title of the document in quotation marks 

 The title of the Web site in italics 

 The publication date if one is given 

 The name of the publishing organization 

 The date you retrieved the document 

 The URL inside angled brackets 

 Close the reference with a period 

Below is an example of a MLA electronic document citation: 

Hansen, Randall S. “Scannable Resume Fundamentals: How to Write Text 
Resumes.” Quintessential Careers. 2008. Quintcareers.com. 30 July 
2008 <http://www.quintcareers.com/scannable_resumes.html>. 
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What Should Your Portfolio Look Like? 

The appearance of your portfolio will play a large part in your final score. A 

disorganized portfolio will be hard to read and unprofessional. Your portfolio must 

be neat, legible, and professional. You must also use correct spelling and 

grammar throughout your entire portfolio.  

 

 

How Should You Design Your Portfolio? 

The design of your portfolio is the first thing the judges will look at when 

receiving your portfolio. When you design your portfolio, you will need to use the 

following tools: 

 Cover page 

 Tabs 

 Divider pages 

 Page numbers 

 Headings 

 Color 

Cover Page 

The cover page is the first page the judges will see when they are handed your 

portfolio. The cover page should be decorated professionally and present the title 

of your portfolio. When you decorate your cover page, you will use the same 

decoration for all of your divider pages. 

 

Divider Pages 

Divider pages help the judges to locate chapters and major sections of your 

portfolio. They appear before chapters and are usually a different color than the 

other pages. These pages give the title of the chapter and sometimes a brief 

description of the chapter. 

 

Tabs 

Tabs allow the readers to quickly and easily locate items in your portfolio. They 

are often color coded and stick out from the rest of the pages allowing the judges 

to go to specific sections of your portfolio. When you use tabs for your portfolio, 

choose tabs with a professional appearance and print a shortened version of the 

chapter on the tab. You will most likely put tabs on your divider pages. 

 

Page Numbers 

Page numbers will help the judges find pages, locate information, and count your 

number of content pages. You should position the page numbers in the top or 
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bottom right-hand corner of each page Starting with the business description; you 

should exclude all divider pages. 

 

Headings 

Headings are subtitles that show the judges how you have grouped your 

information. When your information is grouped together, the judges can easily 

find the information they need. When making your headings, follow these rules: 

 Position headings flush with the left margin 

 Use no more than four levels of headings 

 Use more lines of space above your headings than below 

 Include at least two lines of text below a heading 

 Use different type sizes and styles to make headings stand out 

Color 

Color is one of the most effective tools for organizing information. You can use 

color to bring out aspects of your portfolio and to help the judges locate 

information. You should combine color with all of the previously mentioned tools. 

When putting color in your portfolio, you need to follow these guidelines: 

 Use the same color throughout your entire portfolio 

 Use color along with other design elements such as boldface or type size 

 Use colors to communicate, not to decorate 



 

Appendix 





Appendix  67 

Note: All Appendix figures have been taken directly from a portfolio that received a 

gold medal at the National FCCLA Conference of 2007. The participants’ personal 

information is removed to protect their identity.  

 

 

Figure 1.1 Official FCCLA Binder 
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Figure 1.2 Judge’s Rubric 
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Figure 2.1 Judge’s Rubric continued 
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Figure 1.2 Judge’s Rubric continued 
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Figure 2.1 Sample Project Identification Page 
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Figure 3.1 Sample Two Column Table of Contents 
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Figure 4.1 FCCLA Planning Process 
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Figure 4.2 Sample Planning Process Summary Page 
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Figure 5.1 Sample Demographic Analysis 
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Figure 6.1 Sample Building Layout and Evacuation Path 
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Figure 7.1 Sample Inventory List 
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Figure 9.1 Sample Policies and Procedures 
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Figure 9.1 Sample Policies and Procedures continued 
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Figure 9.1 Sample Policies and Procedures continued 
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Figure 9.1 Sample Policies and Procedures continued 
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Figure 9.1 Sample Policies and Procedures continued 
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Figure 9.1 Sample Policies and Procedures continued 
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Figure 9.2 Sample Employee Application 
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Figure 9.2 Sample Employee Application continued 
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Figure 9.2 Sample Employee Application continued 
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Figure 10.1 Sample Credit Application 
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Figure 10.2 Sample General Partnership Agreement 
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Figure 11.1 Sample Financial Procedures 
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Figure 11.2 Sample Tax Information 
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Figure 11.3 Sample Tax Filing Procedures 
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Figure 11.4 Sample Professional Budget 
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Figure 12.1 Sample Insurance Proposal 
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Figure 12.1 Sample Insurance Proposal continued 
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Figure 12.1 Sample Insurance Proposal continued 
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Figure 12.2 Sample Compliance Documents 
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