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Business Plan

for

	Overtype your business name here


	Overtype your business name here


	Executive Summary

	The purpose of this section is to give the reader highlights from subsequent sections and the summary should therefore be informative & interesting. Summarise the high level issues under each heading but ensure the finished product is no more than this 1 page. 

Start to type next to each bullet. Once completed, the yellow sections can be deleted.
Background

Include what the business does; briefly how the business got to where it is today and why you believe there is an opportunity for the business to be successful.
Marketing & Sales

A high level summary of how you will let people know that your product/service exists – and how you will sell it.
Management Team & Personnel

A high level summary of the key personnel, their particular skills and motivation to be successful.
Operations

A high level summary of how your product/service will be produced, how you will ensure quality is maintained and how you will deal with contingency planning.
Financial forecasts

Include here a summary of your financial projections for the next 3 years – sales, gross profit, costs, net profit and asset/liability projections.
· 


	Overtype your business name here


	Business Opportunity

	This section should go into more detail. Write a paragraph or two under each heading.  The finished product should be no more than this 1 page. 

Start to type under the yellow sections. Once completed, the yellow sections can be deleted.
Vision

This is your opportunity to inspire the reader with your (realistic) plans for the business in 5/10 years’ time. Outline your goals and why you think they can be achieved.
Business owner

In this section, talk about your background and skills – and how you will deal with any shortcomings you have!
Market

Here, outline the market for your product/service – the size, make-up, sector and type. Also say how you know – the research you have done.
The journey

Explain here how the business got to where it is today.
Legal structure

Talk about how you have set the business up – and why (eg Sole trader/Partnership/Limited Company)
Product/Service

Now you can outline what the business will be doing. Don’t forget to say why customers will want to buy from you (as opposed to someone else!) Also talk about any patents/trademarks you have.
Customers

Who they are, how many there are potentially – and how you know they’ll be interested.
Competition

In this section, talk about who your main competitors are and what share of the market you believe they have.



	Overtype your business name here


	Marketing & Sales Strategy

	This section should go into more detail. Write a paragraph or two under each heading.  The finished product should be no more than this 1 page. 

Start to type under the yellow sections. Once completed, the yellow sections can be deleted.
Customer attraction strategy

Talk here about how you will win market share, what interest there has been from potential clients and why you are convinced customers will want to buy from you.
Pricing policy

In this section, outline how you will price your product/service and why you believe you have chosen the right plan.
Promotion

Talk about how you will promote your product/service to the wider community. Outline any costs involved and why you believe the outlay will reap rewards.
Distribution Channels

Explain here the distribution channels you will use and why you believe you have made the best choice, commenting specifically on cost v benefit.
Skills

This is the opportunity to outline who has the skills to market and sell for the business, their track record to date and why you are confident they will be successful.



	Overtype your business name here


	Management Team & Key Personnel

	This section should go into more detail. Write a paragraph or two under each heading.  The finished product should be no more than this 1 page. 

Start to type under the yellow sections. Once completed, the yellow sections can be deleted.
Management

Write a paragraph on each member of the management team, talking about their role, the balance of skill, drive and experience and the personal contributions they will make. Make reference to how they will be remunerated and any incentive schemes you plan.
Support

Talk here about your internal support numbers and any external outsourcing. Outline average salaries, employee retention rates (if applicable) and expected productivity levels. Please also comment specifically on recruitment/training plans if there is no support at present.



	Overtype your business name here


	Operations

	This section should go into more detail. Write a paragraph or two under each heading.  The finished product should be no more than this 1 page. 

Start to type under the yellow sections. Once completed, the yellow sections can be deleted.
Premises

Talk here about the nature of the premises, the financial commitments involved, the quality & the suitability.
Production facilities

If your business will be engaged in the production of a product, this section is the opportunity to talk about the nature of the facilities, their quality and of course their capacity. If necessary, comments additionally on the age of the machine and expected replacement requirements (how long, how much etc)
Suppliers

In this section, outline your reliance on suppliers, their track record, any contingencies you have in mind should they fail and how you will ensure quality is maintained.
Stock control

Outline how you will control stock so you can meet demand but not over deplete cash flow.
Management information systems

This section should be used to explain the systems you have or will have to monitor performance – how you will know how you are doing. Comment briefly on how you will ensure your IT systems are maintained.



	Overtype your business name here


	Financial forecasts

	This section should go into more detail. Write a paragraph or two under each heading.  The finished product should be no more than 1 page. 

Start to type under the yellow sections. Once completed, the yellow sections can be deleted.
Capital

Outline your current capital levels and how you see the capital evolving over the next 3 years
Borrowing

If your business needs to borrow, this is the time to talk about your needs, the security available and how the borrowing will be repaid. Indicate in this section what type of finance you believe will be most suited to your needs (overdraft/loan/invoice finance etc).

Assumptions

Any plan has in-built assumptions. You should outline the assumptions you have made in drawing up your plan in this section.

3 year financial plan

This section needs to clearly outline your projections for sales, cash flow, profit & loss and assets & liabilities. If you feel it would be helpful to the reader attach details projections by way of an appendix.
Risk analysis

Outline here any risks to your plan – and any contingency planning you have done. 




[image: image1.png]
UKBM5 - Copyright UK Business Mentoring 2012

