
 

 

 

 

As you begin this part of your journey, you want to analyze what steps you will need to take. This 

is called a “task analysis.” 

 

Task Analysis  
 

First Last     

February 15, 2016  

 

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 calf tongue with mustard sauce.  I will write and 

illustrate these recipes in a colored brochure.  Either all 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.  I hope to sell my recipes locally and use that money 

to buy more expensive ads in national print media. 

 

 

2. What do you already know about this area? 

I have created two new recipes and am completing the third, but I know nothing about 

marketing.                                                           

 

 

3. What do you hope to learn through this project? 

I want to know if business is the right area for me in the future. 

 

 

4. Materials you will need: 

Nothing; just the recipes and the material I will design on.  

 

 

 

 

 

Note—when typing your 

task analysis, add your own 

personal information; leave 

the bold face type, but omit 

italics 

Note—since this 

preapproval, it should all 

be future tense.  

 

If you add things to your 

project, they do not need 

to be added to your final 

Task Analysis; they will 

show up later in your 

portfolio & presentation 

Note—no space 

between heading and 

paragraph; yes, space 

after paragraph 



 

 

 

 

5. 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? 

 

TASK                                                         APPROX. COMPLETION DATE 

 

(1)    Finish third recipe.     March 2                            

  

(2)    Write and illustrate brochures.    March 7                            

 

(3)    Typeset and layout brochures.    March 12                           

  

(4)    Find inexpensive printing.     March 15                             

 

(5)    Write and design classified & display ads.  March 18                             

 

(6)    Advertise in bulletins, newspapers.    March 20  

  

 

6. Cost Analysis:   

List materials and costs for anything you will need in order to finalize your project.  Think through 

all steps involved and any supplies, services, royalties, etc. you may incur in completing your 

project. 

 

(1)       Costs of food                                                    $25.00                                

 

(2)       Cost of supplies      $10.00         

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Keep your task list 

with the number 

five heading; if 

you need to leave 

some space after 

number four and 

go to a second 

page to keep them 

together, do so 

 

Use specific dates! 

Note—signature lines 

are only needed for 

preapproval, not for  

portfolio 

Note—both lists are spaced exactly 

the same; use the Tab key, not the 

space bar, to move items over so 

that they line up correctly 


