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Contents Page 


List the sections contained in your business plan. Pages should be numbered




	
Executive Summary


This should be 1-2 pages long, summarising the key points of each section of your business plan (you may find it easier to write this section last

Remember to keep it brief and to the point and avoid jargon



	
Your business idea and product or service


Outline the background, and history if any, to your business:

· Type of business, legal status

· Proposed ownership structure

· Business objectives for first year

· Brief outline of strategy for success

Information on your product or service:

· What are you selling
· What makes it different from other products or services
· What benefits does it offer



	
Your market and competition


Your market: Your business plan needs to show evidence of your knowledge of the marketplace. 

· How large is it and what is it worth

· What are the future trends in the market and how will these impact on your business

· Include statistics or data that you have uncovered in your market research

· Define your target customers: who are they, have you got any lined up, how you will identify other customers

     Your competitors:

· Who are they and what is their share of the market

· Their strengths and weaknesses and how you intend to compete



	
Marketing and sales


Your business plan needs to define how you will position your product or service in the market place 

Outline your pricing policy: 

· How much will you charge, where you will be able to increase sales, where you will make profits

How will you promote your product or service: 

· Your marketing strategy - what PR and advertising you intend to do

How you intend to reach your customers: 

· Which distribution channels you will use (e.g. internet, telephone, face to face)



	
Management and workforce

Outline the structure of your management team:

· Give details of your role and responsibilities and any other senior management

· Personal history, experience and background. 

· What are the key skills and strengths of you (and your management team) and how will these benefit your business? 

· Outline how will you cover key areas of the business such as sales and finance
· Give details of any plans you have to develop your workforce through recruitment and training




	
Operations

Premises:

· Give details of any premises you have, whether you rent or own them

· What is your location and what are the reasons for this choice

Your facilities:

· Do you have or you will need IT systems, machinery or any equipment. 
· What are the planned costs of these resources



	
Financial Information

      Provide audited accounts, or up to date management information where available>

Provide forecasts for the next three years: 

· Include profit and loss forecasts

· Sales forecasts

· Projected cash flow (how much money will come in and out of your business – and when)

· Break-even analysis (what turnover you need to achieve to break-even)

Raising finance: 

· If you are raising funds outline what type of finance you need (for example, an overdraft facility or loan?). 

· Explain why you need the money, when you need it, what will you use it for, and details of your re-payment plan



	
Appendix

You could use the Appendix to include more detailed breakdown of financial forecasts. 

· Include relevant information such as CVs of the management team

· More details and evidence of market research, such as charts and graphs

· Appropriate certificates / licences (e.g. insurance)



	*delete 
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