	Task
	Responsibility / led by
	Deadline
	Done

	Allocated roles within the team
	Whole group
	
	

	Agreed a name for your coffee shop 
	Whole group
	
	

	Menu decided and printed out with cost prices
	Catering Consultant
	
	

	Marketing planner completed
	Marketing Executive
	
	

	Budget sheet completed 
	Finance Officer with Catering Consultant and Marketing Executive
	
	

	Key people invited to launch
	Marketing Executive
	
	

	Decorations and logo designed for opening event and additional ideas proposed for entertainment etc.
	Marketing Executive
	
	

	Planned the final PowerPoint presentation 
	Project Manager
	
	

	Booked a slot to give your presentation

Other tasks:
	Project Manager
	
	

	
	
	
	

	
	
	
	

	
Notes:



