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1) EXECUTIVE SUMMARY

A short and concise summary of the essentials of the business plan, designed to give readers a quick grasp of the key points. Also summarise any funding requirement.
Do this section once the rest of the plan has been completed i.e. leave it until last.

2) BUSINESS PROPOSAL
Describe the business and what it will do. Explain all the essentials such as who will run it, if staff will be needed and where it will operate from. Summarise the Unique Selling Proposition of the business – what will make it stand out from others?
Summarise the reasons for starting the business and the steps that have already been taken to develop the business proposal thus far.
Mission Statement
A mission statement is not an essential requirement for a business plan. But a short mission statement can show the reader that you have a very strong focus on the future goals for the business. 
Business Values 
These are the key principles by which you will operate your business. For example:
· Innovation and Service excellence

· To exceed our customers’ expectations

· To develop skills faster than our competitors

· To continuously improve through our people and technology

3) OBJECTIVES
Short Term Objectives

These are your immediate goals, e.g. to start trading on a certain date and other actions you must complete before that date.
Medium Term Objectives 

Give a timescale. Be specific, for example:

Grow sales in year one to £xxK annual turnover and achieve a 30% margin.

Long Term Objectives 

These would be your intended goals over 3-5 years, for example:
Research and evaluate opportunities for export market.

Achieve a 40% margin on sales of £xxK.

4) FORM OF BUSINESS
Describe the legal form the business will take, i.e. a limited company, partnership or sole trader, or other form. State who the directors or partners or legally responsible persons are. When was the company incorporated? If a partnership, is there a formal partnership agreement?
Professional Advisers

Bankers:


Accountants:


Solicitors:


Other:

e.g. Bradford Chamber – other business support network
5) LEGAL

What are the legal obligations and how will these be met? For example, planning permission, building regs, environmental health, health & safety, licences, insurances required.

6) MANAGEMENT
Name the people who will be running the business, which functions they will carry out and what past experience they have which equips them to carry out this function.
Are any professional or technical qualifications needed to carry out some of the roles in the business – how will you ensure you will recruit appropriately qualified people?
It is sometimes useful to attach a CV for the key personnel, particularly if this demonstrates how their experience or qualifications will be put to good use in the business.
7)  SERVICES or PRODUCTS

Describe in more detail the products and/or services you will offer, how they will be provided and by whom – cover if you have identified reliable suppliers and what payment terms you have agreed with them.
Additional Services/Future Potential Product Development

Insert here any new service/product development you can foresee in the future.

8) MARKET RESEARCH
The Market place

What is the total size of the market in your area of operation? Is the market you are in falling or rising?  What is the trend over the last few years?  What share of the market are you after?  
Customers

Identify who your customers are and where your new customers are likely to come from.  List and describe the main types of customer for your service.  Identify key demographic characteristics, e.g. where they live, type of housing, age group etc.
Are you a business to business or business to consumer supplier? Within this broad market place, are there any key segments? Do you have a method for creating lists of prospective customers you can market to?
Competition
Identify clearly who your competitors are, identify their strengths and weaknesses and the areas where you are better than them.  If you have one, insert a chart showing the product lines that are in competition with yours, their prices, and their strengths and weaknesses.
Pricing Policy

By comparison with the competition, how will you set your prices? What has your research shown you about the price point your customers will buy at?

Competitive Advantage
Consider product, price, place and people and how these will be used to maximum effect to gain competitive advantage.
Equipment, suppliers and premises are some of the factors that may contribute to a competitive advantage: if your equipment is superior to the competition; if you have a supplier that offers you better product or better terms, or if your premises (size, location, footfall etc) give you an advantage because you can display your goods better or use as a distribution hub to get the goods to the customer more quickly.

Advertising & promotion
Describe the methods you will use to let customers know about your offer. Ideally, state the timings, for example:
Pre start-up – March 20xx – Yellow Pages listing

Pre start-up – March 20xx – advert in local parish magazine

Start of trading – April 20xx – distribute leaflets around housing estates

Start of trading – April 20xx – press release to local media with opening offer
Selling or Distribution

In a face-to-face sales environment, staff presentation and customer skills are an important part of your sales and marketing activity. Describe how you would ensure this reflects the business’ mission and values.

Alternatively, you may have a long sales or distribution chain, with goods being shipped to other parts of the country or world. How can you ensure this contributes to your company image and customer satisfaction?

9) SWOT ANALYSIS
This is a simple, but effective method of summarising your business’ strengths and weaknesses and the opportunities and threats which may present themselves. In this way, you can show you are aware of the business environment and are taking steps to exploit opportunities and minimise threats.
	Strengths

E.g. ideal location – near to shops, lots of passing trade


	Weaknesses

E.g. no management team – owner will be stretched



	Opportunities

E.g. growth of new market for this type of customer experience

	Threats

E.g. competitors move into this market



10) RESULTS
What will success look like? How will you know if you are on track to fulfil your goals? What are the critical success factors or the key performance indicators that you will be measuring to see how well your plans are working?
11) FINANCES
Summarise, in your own words:
· How much you need to live or hope to draw from the business in years 1 and 2.

· What your sales target is for years 1 and 2. (Refer to the sales and cashflow forecasts you will attach at the end).

· What your break even point is – how many units sold? What month is that expected to occur? What will be your cash or working capital requirement for running the business until it turns into profitability?

· Your start up costs – summarise the costs you expect to incur in order to start trading. Don’t forget “soft” costs such as stationery and branding, as well as equipment and supplies.

From this – your working capital requirement and your start-up costs, how much money is needed to start the business and where will this come from? If you are expecting to take a loan, have you included the costs of repayments in your calculations?
Appendices
Attach as a minimum your cash-flow forecast and any of the following:

· Start up finance – list of requirements and costs

· Break even calculation

· Costing and pricing calculation

· Sales forecast

· Cash-flow forecast

· Profit and loss statement.



Confidentiality Agreement


The undersigned reader acknowledges that the information provided by __________________________  in this business plan is confidential; therefore, the reader agrees not to disclose it without the written permission of __________________________.


It is acknowledged by the reader that information to be furnished in this business plan is in all respects confidential in nature, other than information which is in the public domain through other means, and that any disclosure or use of same by reader may cause serious harm or damage to __________________________.


Upon request, this document is to be immediately returned to __________________________.





__________________________. Signature


__________________________. Name (typed or printed)


__________________________. Date
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