
Instructions for Use:
This business plan template it designed for you to input your information as your read through the book, so that you can create your official business plan for your new business.

As you go through the template fill in what you can deleting elements that are not relevant to your business.  Various questions have been left in to direct you as to what to include, we would advise that these questions are deleted once you have entered your information.

There are a few extra items in the business plan template that we have not covered in the book such as a SWOT analysis but details of how to fill in are in the business plan template accordingly.

Please make sure you delete this page and update the contents sheet accordingly.
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1. Executive Summary

2. Business Overview
Business Overview
Describe what your business will do:
Here is a list of the products and services that the business will offer:

They complement each other because:
People will buy from the business because:
The USP (Unique Selling Point) of the business is
Describe and substantiate why you are setting up this business.
What is your long term vision for the business:

Current position

Where are you now? What have you achieved so far? What planning have you done? Have you have started making relevant contacts? 
3. Business strategy

Goals 

Here outline what your business goals are for the next 1-2 years.
Business Goals: 



What you need to do to achieve the goal:

1.                                                          
1.

2.                                 


2.
3.                              



3.
To achieve these goals the business will need the following resources:
Here are the businesses goals and objectives for years 3-5:

Business Goals: 



What you need to do to achieve the goal:

1.                                                         
1.

2.                                 


2.

3.                              



3.

Summary of business strategy:
· The first 1-2 years:

· The next 3-5 years:

4. Marketing

Market research

The following market research has been completed:
It has been established that:
Describe who your ideal client is.  What do they look like, what demographic are they from, what age are they, how much do they earn, what business are they in etc.
Competitive advantage

What are the strengths of your competition? (Do they have more experience, more resources, bigger range of products?)

What are the weaknesses of your competition? (Do they lack technical ability, or customer rapport?)

Explain your competitive advantages (Why will you be better than your competition?)

Explain any market niches that you will trade in (i.e. any areas that maybe your competitors do not specialise in)

What makes you confident your business will continue to grow and endure? 

SWOT 

Here is a SWOT analysis of the business, this isn’t something we covered in the course but it a useful model to complete.  Here is a link with further information to help your fill in this model -  https://www.mindtools.com/pages/article/newTMC_05.htm
	STRENGTHS
· 
	WEAKNESSES


	OPPORTUNITIES

	THREATS



Branding

The businesses trading name will be:
The strapline of the business will be:
This will be effective in promoting the business because:
Say what your web address will be.

Insert a copy of your logo.

Outline any promotion materials you will need.

Marketing  channels

Here are some of the marketing channels that will be used to promote the business to potential customers, (make sure you choose some online and some offline channels)
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Success of the different channels will be measured by :
Social Media will be used as a marketing channel. Here is an outline of the businesses social media plan:
Say which Social media channels you will use and why, and what you plan will be for them.
The business will have a website.  It will help generate business because:
Strategic alliances

There is an intention to forge a strategic alliance with:

This will help the business by:

Marketing Plan
Here is the businesses marketing plan for the first 12 months:
	Month 1
	

	Month 2
	

	Month 3
	

	Month 4
	

	Month 5
	

	Month 6
	

	Month 7
	

	Month 8
	

	Month 9
	

	Month 10
	

	Month 11
	

	Month 12
	


Marketing budget

Based on the maketing plan above here is the proposed marketing budget for the year:
	Marketing Activity
	Projected Cost £


	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	TOTAL


	  £


5. Business management
Skills and experience

The owner of the business has significant experience in the area of:

Describe the skills, business track record and experience of yourself and key members of your team.

The businesses team will consist of the following key staff:

Position



Responsibilities

Advisers
Describe your core team of advisers:

Solictior:

Accountant:

Consultants:

Business mentor:

Other:

Management 

The following systems will be put in place to ensure good management of the business:
XERO/SAGE will be used for the businesses accounting function, this will mean financial reports can be produced at any point in time.
How will you prepare for and deal with payroll and employment issues, tax and VAT obligations, health & safety, etc

IT & Technology
The following technology will be used in the business:
Regulations & Licences
The business will need to comply with the following regulations, and get the following licences: 

Insurance
The business will need the following insurances:

Location

The business will trade from:

6. Structure & Financials
Structure

The business will be structured as a Sole Trader / Partnership / Limited Company:
Here is a list of the partners / directors / shareholders of the business:
	Name of partner/director
	% owned of business



	
	

	
	

	
	

	
	


The business will/will not be registered for VAT.
Costing and Pricing
Here is an outline the potential costs:
	Variable / Direct Costs per Unit /  per Hour
	£

	Purchases/Stock/Materials
	

	Subcontractor costs
	

	Packaging
	

	Carriage/Haulage
	

	TOTAL (A)
	 £


	Fixed Costs / Overheads per year
	£

	Wages/Directors Salaries
	

	Rent, Rates,Heat & Light
	

	Motor expenses
	

	Travelling & subsistence
	

	Stationery, printing, postage
	

	Professional Fees, Legal, Accountancy
	

	Repairs and maintanence
	

	Bank charges and finance costs
	

	Sundry
	

	TOTAL (B)
	£


Breakeven
Breakeven Point (C) =

Fixed Costs/Overheads (Total B) 
---------------------------------------------------------------------------

(Unit Selling Price £  – Variable/Direct Costs(Total A))
Here is the breakeven point using different Unit Selling Prices:

	
	Price £
	Breakeven point (units per year)

(Total C)


	How many per

Month

(Total C / 12)

	Selling Price 1
	
	
	

	Selling Price 2
	
	
	

	Selling Price 3
	
	
	


Based on the above analysis the businesses pricing structure will be:

How does this compare with the competition?
Capital Expenditure

Here are the items will be needed to set up the business:
	Item
	Estimated costs


	Computer equipment
· Laptop

· Printer

· Scanner

	

	Telephone systems
	

	Sales equipment
· Cash register

· Card machine 

	

	Office furniture 
· Desks
· Bookcase

· Filing cabinets

· Table/chairs

· Kitchen supplies


	

	Fixtures (e.g for trade counters)

· Display cabinets

· Racking

· Storage containers

	

	Other


	


How will the above be funded?

Profit and loss account 
Prepare your expected Profit and Loss on the Excel template that can be downloaded from the same page where you downloaded this template.
Cashflow forecasts
Prepare the Cashflow forecast on the Excel template that can be downloaded from the same page where you downloaded this template
Analysis of Financials
Give an overview with key figures for the first three years, e.g say what the turnover will be, the net profit and gross profit.  Also state if there are likely to be any cash deficits and how this will be overcome.
Name:


Address:


Address:


City/town:


Postcode:





Phone:


Mobile:


E-mail:





Date:
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