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	WRITING YOUR BUSINESS PLAN


Most Business Plans include the following sections:

Title Page

Contents Page

Business Description

Personal Information

Curriculum Vitae

Market

Pricing

Promotion

Business Organisation

Work Tasks

Bookkeeping System

Job Description/s

Contract/s of Employment

Legal Structure

Premises

Cash Flows

Cash Flow Notes

Action Now

Long-term Plans

Appendices [e.g. photographs of products etc]

The main purposes of writing a Business Plan are: -

a.
To present information [such as to potential funders] about your proposed business both thoroughly and clearly.

b.
For you to think carefully and write about your proposed business.

c.
To provide you with an action plan to follow when establishing and running the business.  You will be able to refer to this once you have started trading.

· Your Business Plan will be best presented if it is completed in the following form: -

· Typed on A4 white paper [so that it can easily be read and copied e.g. by the people you are asking for funding].

· Leave a wide border of about one-inch on all sides, as this will make it easier to photocopy.

· Number all pages.

· Start each section on a new page [this will enable you to remove/re-write a section very easily].

· Type with 1 or 1½ spacing.  

· Do not complete your Business Plan by having it well bound with hard covers etc.  The people you are asking for finance might feel this is a bad sign of your extravagance.  They are likely to even prefer to receive your Plan completely unbound as it is then easier to photocopy e.g. if they need to make copies for their committee members.

Example Title Page:

Example Contents Page:
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WRITE YOUR CONTACT DETAILS AT THE END OF THIS PAGE.

BUSINESS DESCRIPTION

This is one of the most important pages as it is the first that most people will read and some funders may even decide on your request by just looking at this page.

This must be a short summary of your business.  Write it, as you would describe your proposed project to a friend in a letter.  Be positive but not overconfident, e.g. write: "I hope to expand after a year" but not "I will expand after a year".  Keep your language simple, as the purpose is to tell others of your business idea its not to demonstrate how well you can write.

It must be short, say 2 or 3 paragraphs and taking no more than 2/3rds of an A4 typed page, as the reader will first want to see a brief summary of your proposed business.

PERSONAL INFORMATION & CURRICULUM VITAE

Write a simple informal description of each founder member.  It will help your application if the reader gains a feeling of you as a person and does not treat your Plan as just ANOTHER dull document to read.  Be a 'living' person in the section and do not just list your name, age and address etc.  For example:

"My name is ……….. and I am aged …….  I have lived in London for …….. years and   I went to ……………… schools where I passed exams in....      My hobbies include..."

MARKET
This is a VERY important section.  The people you ask to support your business will be thinking: "is this business going to work?" and their main way of having confidence in you is through your information that there is a market/demand for your product or service.  It is unlikely that you will be able to 'prove' that there is a market, but you must offer strong evidence to show why you believe that people will hand over their money for your product or service.  Some of the ways you can do this are:

The results of your own market survey.

Showing how similar businesses are doing well.  You could do this by counting the number of customers per hour etc.  You may also be able to provide information on other similar firms to the one you propose to establish that they 'appear' to be doing well.

Indicate the size and growth of your particular market:

a)
Perhaps show the increase in interest in the market by the growth of related magazines produced in the area such as home knitting, DIY, Video, Keep Fit etc.

b)
Quote Government statistics showing sales levels of the industry you propose to work in over the years.  You could use the Government publication 'Social Trends' to obtain the information.

c)
If you have any experience of the trade use your own knowledge and give examples of demand.

Once you have shown that there is a good potential market you must then indicate why you think you will be able to capture it.  Reporting the results of your own market research questionnaire best does this.
PRICING

Write about how you will price your goods.  If you are manufacturing state the formula or method for pricing that you will be using,

For example: -

£
material cost



+
£
labour cost



+
£
contribution to overheads



+
£
profit



=
£
    SELLING PRICE

If you are selling a product state the 'mark-up' or percentage you will add to the buying price.  Say how this compares to the 'custom' in your market trade sector.  You should explain your approach if you have decided to sell at a low price or have frequent 'price reduction sales' to attract more customers.
PROMOTION

Promotion concerns how you will advertise and sell your good or service.  When you advertise the objects are:

· to convince the maximum number of people to buy, and
· to do the advertising at the lowest cost.

To work out the cheapest and most effective form of advertising you should start by thinking about where the majority of your potential customers will live and work, etc.  Most businesses find that the customers buy with convenience in mind such as minimal travel time for them etc.  Unless you have a very specialist business most of your customers will live or work in the neighbourhood or locality.  Thus your aim should be to reach people living or working in the neighbourhood of your business.  This will probably be best done by:

-
distributing leaflets in the street or 'door-to-door',

-
advertising in the local press.

You will be wasting money by advertising to a much wider group of people than those living in your area, so you should not use national papers or even London wide publications or radio.

If your business involves a very specialist good or service you will probably be wasting money by promoting it in your locality, as within it there may only be a few customers.  In this case you must try and go direct to your potential customers, such as by: 

· advertising in specialist magazines, 

· leafleting people attending events related to your speciality, 

· distributing posters to be displayed in relevant clubs or venues.

There are additional methods of promotion, which you should consider: -

· good recommendation from satisfied customers,

· advertising via signs on your shop. -.

· newspapers, magazines or radio producing a story about you and your business,

· via the packaging of your products or on carrier bags etc.

ORGANISATION

Describe how your business will operate in terms of you making or buying products and selling them or providing a service.

WORK TASKS

Make lists of all the jobs to be done in running your business from sweeping the floor, selling and doing the bookkeeping, etc.  Organise these lists into topic areas such as: 

· making or buying products, 

· running the premises - selling etc.

This list will be useful because:

a)
it will show that you have carefully considered the operation and perhaps management of the business.  

b)
it will show you how much work will be required and you could use the information to help distribute some of the work to the other founder members.

BOOKKEEPING SYSTEM

Most new businesses fail within their first year.  The major reason for this is thought to be bad financial control.  People will have greater confidence in you and your business proposition if you show that your systems will provide accurate financial management information. In your Business Plan include examples of the financial systems that you will have in place.

JOB DESCRIPTION & CONTRACT OF EMPLOYMENT

Write a job description and contract of employment for all regular staff who will work in the business in the first year.  This should include you.

LEGAL STRUCTURE

Describe the form of legal structure that you will use and clearly explain why you have arrived at this decision.  You should say what you see the as the advantages of your decision and also the negative aspects of the forms that you have rejected.  The options that you must consider are: - 

· Sole Trader

· Partnership

· Co-operative [without limited liability]

· Limited Company

· Limited Co-operative

If you have decided to be a limited company or co-operative you must say who will be the directors.  In an unregistered partnership or co-operative you should also say whom you intend to work with.  In all cases give some background information about these people.  Finally, you must also say who will be the Company Secretary.
PREMISES
Describe the type of premises you intend to use and include the following information: -

· total size expressed in square feet,

· how the different areas will be used, e.g. 200 sq. ft retailing, 100 sq. ft storage, 150 sq. etc.
· type of premises in terms of shop, office, workshop etc.

· the area in relation to high street, side street etc,

· whether its important to be near good public transport,

· lease, licence or weekly/daily rental such as a market stall.

It is a good idea to include printed information from estate agents, workshop schemes or markets that you intend to use.

CASH FLOWS

Include full cash flows covering the first 24 months of trading. [See notes on 'Writing Your Cash Flow'.]

CASH FLOW NOTES

It is ESSENTIAL that you provide good clear notes as to how you arrived at the figures in the Cash Flow.  For example what the rent and rates are based on, who will be receiving wages and at what rates, what assumption you have made about receiving trade credit, etc, etc, etc.  All this information MUST be included in the notes.  The reader must know why you have written every figure in the Cash Flow.

ACTION NOW

· Describe the work that you will be doing after writing the Business Plan, for example:-
· seeking funding, 

· applying to banks for loans and an overdraft facility,

· seeking support from your friends and relatives, 

· researching and contacting suppliers for materials and stock etc, 

· finding an appropriate accountant, auditor [if required] and a solicitor,

· seeking appropriate premises,

· researching and gathering information on potential competitors, 

· conducting additional market research questionnaires.

LONG-TERM PLANS

Write about your dreams for the future of the business from year three onwards [as years one & two should be covered in the Cash Flow and notes].  It will be viewed positively if you have plans for change or growth in the future but do not be unrealistic!

APPENDICES

You may include here photographs as examples of your products or perhaps leaflets on equipment you intent to buy etc.
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