











Writing a Business Plan





Every new business, and increasingly voluntary and community groups, will require a business plan in order to secure funding and clarify objectives, resource requirements and resources available. Preparing a business plan takes time and thought. It is a comprehensive document. Keep in mind that your business and organisation needs to be described in detail. What may be obvious to you will not necessarily be obvious to people reading the plan. It is a good idea for you to look at some examples of successful business plans before you start.








The following questionnaire should help you prepare the information you need to write a business plan. It is best if you do this questionnaire as a group. You can fill in your answers on this questionnaire and use separate sheets of paper as required. The CDA is available to help you with any stage of your business plan preparation.�
1.	INTRODUCTION





1.1	What is the name of the organisation?











1.2	What is the businessís trade and/or service provided?











1.3	What are the names of the people involved?











1.4	Provide some background information about how this project/ organisation came together (e.g. have you done similar work together in the past)


























1.5	What are the businessís objectives?
































1.6	What are the personal objectives of the members of the group?





2.	PRODUCT - if you are providing a service skip to the next section





2.1	What product are you making?











2.2	If it is a number of different products or variations on one please describe the different products























2.3	What do these products do?























2.4	How is this product different from other similar products on the market?




















2.5	Will you be manufacturing it yourself or subcontracting part or all of the manufacturing?











2.6	If subcontracting, to whom will you be subcontracting and what are the arrangements?























2.7	Describe the manufacturing process?





PRODUCT (continued)





2.8	What raw materials are used in the production process?























2.9	Where will you get your supply of the raw materials?




















2.10	What research have you done to find your suppliers?

















2.11	What type of machinery is needed to produce the product?























2.12	If this machinery is to be purchased what are its costs? How have you derived these cost?























2.12	Where will you purchase the machinery?




















PRODUCT (continued)





2.13	What type of premises are needed for production?





























2.14	What type of skills are required of the production people?
































2.15	How many production people are needed? What part of the production process will each person do?






































2.16	How will quality be monitored?


























3.	SERVICE/ RETAIL





3.1	What service are you providing/what goods are you selling?




















3.2	If it is a number of different services/goods or variations on one please describe in detail




















3.3	How is this service/goods different from other similar services on the market?























3.4	What type of equipment is needed to provide the service/sell the goods?























3.5	What type of office or other facilities if any are needed ?





SERVICE (continued)





3.6	What type of skills are required of the people providing the service?






































3.7	How many people are needed to provide the service?









































3.8	Will you always need the same amount of people or will it vary through out the year?
































3.9	How will quality be monitored?





4.	PEOPLE





C.V.s of all people involved are required. A CV should include all relevant work experience, and training and your education. You should include voluntary work if it is relevant. Please type or word process your CVís on separate sheets of paper.





Sample of how you would set up a CV and what information needs to be included





Jane Smith


123 Rumble Lane


Coventry CV1 465





01203-412588





Work Experience:





1989-90:	Marketing Manager


	MNB Marketing Consultants, Nuneaton


	Managed client accounts, undertook market research, prepared market plans





(include all other relevant trade and business oriented jobs)








Education and Training:





1991	RSA, Small Business Certificate


	Coventry Technical College





(include all training any degrees, schooling, etc)





5.	ORGANISATIONAL STRUCTURE





5.1	What jobs will need to be done in the business e.g. production, sales, administration? What are the specific tasks involved in each job?























5.2	What skills are required for each of the jobs? Be specific for each job.























5.3	Who will do what job and what are the skills of these people? What is their experience or training of doing this type of work in the past? Please be specific.























5.4	What jobs are not covered or what skills do the current workforce not have?




















5.5	Can these be met with training or do additional people need to be recruited?

















5.6.	What training will you be undertaking?


6.	MANAGEMENT





6.1	How will day to day tasks be managed?




















6.2	How will the various functions of the business be managed (e.g. sales, administration, production, service provision, finance)?


























6.3	Will specific people have management responsibility for specific areas? If yes who and what?


























6.4	What types of meetings will be held and how often? What will these meetings deal with?




















6.5	Will your business have separate departments? If yes, how will these be managed?


7.	MARKETING





7.1	What market research have you undertaken to date?

















7.2	What was the results of this research?















































7.3	How will you find out more about your market? What market research do you intend to do?





























7.4	Do you sell direct to the user or do you sell through a trade outlet, distributor etc.?

















7.5	What type of people buy your product/service? Be specific about age, gender, interests, geographical location, socio-economic factors.


MARKETING (continued)





7.6	Do you have one type of buyer or a number of different types? What are they?























7.7	What type of promotional activity will you use? How often will you use it?





























7.8	What type of image do you wish to present to the public?


























7.9	What are the unique selling points of your product or service?





























7.10	Who is your competition and what are their products or services, please be detailed?


MARKETING (continued)





7.11	How will you set your prices?























7.12	What sort of sales activity will you undertake (e.g. telephone, direct mail)?



































7.13	How will you distribute your product or service?





























7.14	What sort of after sales service or warranty commitments will you have?


MARKETING (continued)





Outline your marketing plan for the next year (include the cost of each activity). For example: number and frequency of advertisements and where they will be placed, direct mail activity, poster campaigns, sales promotion e.g. coupons and discounts, telephone, merchandising, personal sales representative visits, events etc.





�



8.	LEGAL





8.1	Will you be setting up as a co-operative company or partnership?























8.2	If a company, what type?























8.3	Do you need any licences, royalty agreements etc.? If so please explain.























8.4	Do you have any patent requirements?























8.5	What are the health and safety requirements for the business and how will you comply with them?























8.6	What are the insurance requirements for your business?


9.	PREMISES





9.1	What type of premises will you have? Have these been secured?























9.2	What are the leasing arrangements for these premises?
































9.3	Will you require planning permission?


























9.4	Are there any special health and safety issues with regards to your trade?


10.	FINANCES





Every business plan will need to include a section which forecasts the expected income and expenditure of the company, when you will receive payment from your customers and other souces of funding and when you will need to pay your bills. This information is reflected in three financial documents, the cashflow forecast, the profit and loss forecast and the balance sheet. These forecasts need to be as realistic as possible. Therefore, you will need to do research into what things will actually be costing you and how much income you will actually be receiving. It is best to be conservative with your estimates. Things tend to cost more than you plan and sales tend to be less than you hoped.








For the purposes of the financial section it is best to think in terms of weekly income and weekly expenditure





INCOME





10.1	What sort of purchase commitments do you have from potential customers to date? Please be specific.





























10.2	How many items/jobs will you sell each week?
































10.3	Do sales levels change through the year?





























FINANCES (continued)





10.4	At what price(s) will you be selling your products/services?


























10.5	Any funding received?


























10.6	Any other relevant information regarding income to the business?























EXPENSES


Please indicate how often you will be paying out these expenses weekly, monthly, quarterly





10.7	Cost of raw materials per job/week/month




















10.8	Number of people employed and wages of each employee




















10.9	Annual rent (and any rental deposit required)











FINANCES (continued)





10.10	Business Rates & Water Rates











10.11	Service Charges











10.12	Heat & Light











10.13	Telephone (Include any installation charges)











10.14	Travel





Petrol costs





MOT





Services





Repairs








10.15	Tooling











10.16	Postage











10.17	Stationery











10.18	Promotion





Advertising





Direct Mail





Merchandise





Other





FINANCES (continued)





10.19	Insurance





Motor





Employers





Public





Content





Building





Other











10.20	Legal and Professional Fees











10.21	Other costs











10.22	Equipment (what equipment will be purchased and what are the costs involved?)
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