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Glossary

Administration: a function that involves the general management of an organisation. Typical activities handled by Administration include hiring and managing staff, accounting, managing payroll, maintaining documents and records, ordering materials and supplies, establishing operating procedures and rules and so forth.

Advertisement: a form of communication used to create awareness and provide information about a product or service. Advertisements may be announced through different media such as print, television, radio and internet. 
Brand: mark, symbol, images or name that is used to distinguish your product/service and business from that of competitors. 

Branding: creating an identity or reputation for your business and its product or service.

Budget: financial estimate of earnings and expenses over a period of time. It is a forecast which helps in knowing and planning the business expenses, so that the business can run without difficulty. 

Business Goals: a statement or a target that a business hopes to achieve to be successful within a specified time period. They may be in the form of financial goals such as desired profit or marketing goals such as capturing a large number of customers, quality service and so on.

Business Plan: an outline which summarises the goals of a business enterprise, background information about the enterprise, details about the product or service being offered, and the ways to achieve the business goals. It offers information on the business idea, the steps to implement the idea and set up the business. 
Closed-ended questions: questions where the respondents choose from among the answer choices given in the questionnaire.

Competitor Analysis: a method used to compare your business with the identified competition on various factors. It helps in identifying areas where your business has an advantage over its competitors as well as areas where your business needs improvement. 
Core Operations: essential functions that have to be performed to provide the product or service to the customers in a timely and efficient way.
Cost price: the amount you spend on making the product or service or each unit available to the customer.

Customer Service: a function that involves looking after the requirements of the customers and attending to any problems faced by them regarding the use of a product or service..

Data: collected information from surveys, research or interviews which may be used to analyse a particular issue or idea.

Department: division within the organisation. Departments may be created on the basis of functions, products or locations. For example, departments based on functions are classified as Administration, Marketing, Customer Service and so on.

Designation: a title given to a person performing a particular set of tasks in an organisation. For example, Marketing Manager is a designation which is given to a person performing a set of tasks related to marketing function. 
Direct Mailers: promotional material such as newsletters or catalogues which is sent directly through mail to the target market. Direct mailers can be sent via post or email. 

Earnings: income that a business generates over a period of time.

Expenses: amount of money that a business has to spend in order to generate earnings.

Feedback: a response to a particular activity or idea. Feedback can be obtained through surveys and is used to analyse the idea or activity for which feedback is given. 

Finance: function of maintaining records of the earnings and expenses of the business. It also involves ensuring that adequate funds are available at all times for the smooth operation of the business, and may involve the investment of the business’ financial assets.

Flow chart: a visual representation of a series of actions directed to achieve results. An operational flow chart provides a visual representation of the core operations of the business. 

Flyer: a printed advertisement, usually using just one sheet or paper, to promote a product or a service. It is intended for circulation among potential customers through various methods. 
4 Ps: term used to denote the four main areas in which strategic decisions are taken for the effective marketing of a product or service. The areas are Product (Service) Positioning, Place of availability or distribution method, Pricing and Promotion.

Home page: main page of a Web site which opens when anyone navigates to the site. It has links to the other Web pages of the Web site and serves as the introductory and summary page of the Web site.
Industries: business activities or enterprises grouped together because they are involved in a common or similar enterprise, either manufacturing similar or related products or providing similar or related services. For example, Food and Beverages Industry or Travel and Tourism Industry.
Keyword: word used as a reference point for finding other words or information. In the context of Internet search, a keyword is used to find information on a subject. In the context of the Mind Map, a keyword helps you in finding other words or ideas by association. 

Market Research: a systematic collection and analysis of data related to the target market, competitors and market conditions such as economy among other things, to understand their potential impact on a business

Marketing: a function that involves market research, and the development and implementation of marketing strategies, to ensure effective promotion and sale of the product or service. 
Marketing Strategy: a comprehensive plan which explains the approach a business will take towards the 4Ps (see above) and the usage of the marketing budget to achieve the marketing goals. 

Net Earnings: difference between the earnings and expenses. It refers to the excess of earnings over expenses. If the Net Earnings are negative, it means that the business is incurring a loss. Negative net earnings are often seen in the initial phase of the business as start-up expenses are often high, and it takes time before earnings exceed expenses.
Office premises: the physical place where work related tasks are typically performed in many businesses that employ office workers.

One- time costs: costs that are incurred when you start your business and are not a part of repeated spending.

Ongoing/Recurring Costs: costs that have to be incurred regularly (every month, quarter, or year) in order to perform the relevant business operations.

Open-ended questions: questions that allow the respondents to write their own thoughts, rather than select from the given answers.

Organisational Chart: visual representation of the organisational structure.

Organisational Structure: formal arrangement of departments and job designations across the organisation.

Place (Distribution): the place of availability or the distribution method through which the customers obtain the product or service. This is one of the 4 Ps and decisions are taken on how to make the product or service available to the customer as a part of your Marketing Strategy. They include identifying the various methods of distribution and making a choice amongst them for delivering the product or service to the customer.

Press releases: announcements made to news media which mention achievements of or information related to the business.

Price: is the amount for which a product or service is sold to the customer. This is one of the 4 Ps and decisions are taken on the price that should be set for the product or service as a part of the Marketing Strategy. 

Product (Service) Positioning: is the process through which the product or 

service is established in the market. This is one of the 4Ps and decisions are taken about the product or service including branding, labeling and packaging as part of the Marketing Strategy.

Production: function performed to make the product or service ready for use by the customer. 

Promotion: is the process by which information about the product or service is made known to the customer. This is one of the 4 Ps and decisions are taken on the different ways to communicate the value and utility of the product or service to the buyer as a part of the Marketing Strategy. They include decisions on promotional strategy, advertising methods, choice of advertising media and so on.

Rating scale: a tool used to measure Quantitative Data. 
Selling price: amount that is charged to customers for each unit of product or service. 

Special offers: promotional and sales offers by the business, usually in the form of selling the products or services at reduced prices for a limited period of time.

Startup Costs: costs that are incurred at the time of setting up business. While some of these may have to be incurred regularly to keep the business running, others are incurred only once during the initial phase.

Survey Questionnaire: method of collecting information by posing a series of questions and requires respondents to give answers or information. 
SWOT Analysis: method used to examine the strengths, weaknesses, opportunities and threats of a business. Strengths and weaknesses are typically based on the factors found in the organisation itself such as the employees, the qualities of the product or service and so forth. Opportunities and threats are most frequently based on the factors outside of the organisation such as competitors, market conditions and other such factors but could also include internal factors. 
Tagline: few words that help in association and recollection of the product or service offered by your business.

Target market: group of customers which offer maximum potential as prospective buyers and for whom a product or a service is offered. The business offers products and services according to the needs and preferences of the target market.

Unit: single quantity of your product or service.

USP-Unique Selling Proposition: feature that differentiates your product or service from other similar products or services in the market and makes it more attractive to the buyer.

Vendors: individuals or organisations that supply goods and services to a business.

Web page: a single page or document appearing on the Internet.

Web site: a group of inter-linked Web pages containing information on a specific topic that can be accessed through the Internet.
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