WRITING YOUR PLAN FOR YOUR NEW BUSINESS VENTURE 

These notes are designed to help you to prepare a business plan which will form the basis for your new business in its early days. 

The template which follows is designed for use in comparatively straightforward new businesses, e. g. setting up as a book-keeper or as a mobile hairdresser, or opening a shop. For businesses which need a more detailed plan, please see http://www.businesslink.gov.uk and read “Prepare a business plan” in the “Starting up” section. There is an invaluable “Business start-up organiser” on the same site for all new businesses, and guidance about such issues as essential insurances, regulations and registrations, etc. Some sample plans are featured in http://www.bplans.co.uk. 

When writing your business plan, be realistic. If you inflate your planned sales, remember that costs would also rise. Be practical about assessing costs within the new business – to assist you, we have offered some headings which may apply.

The template has a suggested structure for the business plan; although the management summary is the first section in the plan, we recommend that you write it only when you have completed all the other sections, as it is designed to be a summary of the plan to assist the reader.

Before completing the document, you will need to have done some research into competitor activity, pricing, the market for your services/products, etc. Any evidence collected can be added to the plan as an appendix. 

Your mentor will assist if you have any difficulties.
Once you have completed the plan to your total satisfaction, including the numbers in the spreadsheet, please delete the guidance notes in blue, and delete this page, leaving just your document, and share it with your mentor.
BUSINESS PLAN FOR 





1. MANAGEMENT SUMMARY



2. COMPANY SUMMARY


3. PRODUCTS AND SERVICES


4. MARKETS AND MARKETING



5. YOUR OPERATION 


6. FINANCIAL FORECASTS



[image: image1.emf]£K (i.e. thousands of pounds)

PROFIT AND LOSS FORECAST Q1 Q2 Q3 Q4 TOTAL - YEAR ONE Q5 Q6 Q7 Q8 TOTAL - YEAR TWO

Sales Income 0 0

Other income 0 0

TOTAL INCOME 0 0 0 0 0 0 0 0 0 0

Premises - rent, rates 0 0

Property insurance 0 0

Equipment purchases 0 0

Stock/items to sell 0 0

Power/light/heat 0 0

Postage and stationery 0 0

Phones/Internet 0 0

Travel costs 0 0

Marketing costs 0 0

Professional fees 0 0

Finance/bank charges 0 0

Wages/salaries 0 0

National Insurance 0 0

Sub-contract labour 0 0

V.A.T./Tax 0 0

Other insurances 0 0

Vehicle purchase/hire purchase 0 0

Other costs - miscellaneous 0 0

TOTAL COSTS 0 0 0 0 0 0 0 0 0 0

GROSS PROFIT/(LOSS) 0 0 0 0 0 0 0 0 0 0


Insert company name here





Insert date here (month and year only)





(This section is a summary of the plan, so you will wish to complete this page after the other pages. It should be a summary of the key points from the plan, setting out the opportunities whilst also  recognising and recording any potential challenges or difficulties. It will usually be a maximum of one page long)








In this section you need to provide a summary of the company, including the following information.


Ownership – by whom?; limited company, sole trader, partnership?; in which sector will it operate?; who are the target audience?; what services and/or products will you provide?; the planned date of starting to trade; any issues around ownership of patents, designs, trademarks, etc.


This section will typically be three paragraphs long.








In this section you can give more details of the goods, products, services you aim to provide. Use non-technical language if possible, as other readers may be less familiar with the technicalities, and try to set out what you will offer, what percentage of your business each product or service will represent – e. g. in a florist’s shop you may be looking at bunches of fresh flowers 45%, bouquets 25%, tributes and wreaths 10%, pot plants 15%, balloons 5% of turnover. Include details of supplier routes you plan to use – e. g. the florist may source all cut flowers from a Netherlands wholesaler who delivers daily in the area – and try to set out customer benefits from your planned service. If there is a unique aspect to it – e. g. you would be the only supplier in Sussex of Albanian wines – spell out the benefits of that fact for the customer and for your business. If you plan to add other goods or services, indicate what they are and when they may be introduced within the business.








Use this section to set out your marketing strategy – e. g. selling direct to customers, selling to retailers, online sales, using distributors, etc. – and also to spell out the market in which you will be operating. Show who will be doing the selling and the marketing. If selling via more than one outlet – e.g. some online sales and some at craft fairs  – show the percentage planned for each.


 If you are able to indicate that a large percentage of your customers will fit one profile – e. g. University students, ladies of pension age, etc. – say so, and show how your marketing strategy relates to the target market. In this section you should also set out details of the competition in your sector, both direct competitors and those seeking the same customers’ money (as an example, a travel agent faces direct competition from the national chains of travel agents, but also faces competition for the customers’ disposable income from furniture retailers, TV/audio/computer sales, etc.)


Include your thoughts about pricing of your goods/products/services; is the market price-driven, can you get a price premium because your product is a luxury item and unique, etc.


Compare in this section what your competitors do to market their products and services, and how their prices will compare with yours.








Set out here your operational plans – who will do what, what services you will buy in [possibly book-keeping or web design, for example] . . . where the business will be based (home, a rented local unit, Enterprise Centre, etc), your management information system to allow you to keep track of your progress – possibly a simple spreadsheet initially, possibly ICT-based using a system like Sage, possibly using sales and order tracking systems – and any production issues   (e. g. if importing from the Far East what is the lead time for an order and at what stage do you have to pay for the goods); if planning one approach initially, then a change once established, show both here.








The really important part of planning a business is the financial forecast, to determine whether or not the operation is likely to make a profit. The attached sheet gives you a template which you may find helpful.


Also in this section explain where the initial capital will be coming from – savings, family and friends, bank or finance house, etc.





To use the spreadsheet:


Double click the spreadsheet 


Enter the numbers, remembering that the worksheet is in thousands of pounds, so £9,000 is shown as 9, £500 is shown as 0.5; use a minus sign for any negatives. The totals will adjust automatically.


Click out of the spreadsheet to save the figures
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		£K (i.e. thousands of pounds)

		PROFIT AND LOSS FORECAST		Q1		Q2		Q3		Q4		TOTAL - YEAR ONE		Q5		Q6		Q7		Q8		TOTAL - YEAR TWO

		Sales Income										0										0

		Other income										0										0

		TOTAL INCOME		0		0		0		0		0		0		0		0		0		0

		Premises - rent, rates										0										0

		Property insurance										0										0

		Equipment purchases										0										0

		Stock/items to sell										0										0

		Power/light/heat										0										0

		Postage and stationery										0										0

		Phones/Internet										0										0

		Travel costs										0										0

		Marketing costs										0										0

		Professional fees										0										0

		Finance/bank charges										0										0

		Wages/salaries										0										0

		National Insurance										0										0

		Sub-contract labour										0										0

		V.A.T./Tax										0										0

		Other insurances										0										0

		Vehicle purchase/hire purchase										0										0

		Other costs - miscellaneous										0										0

		TOTAL COSTS		0		0		0		0		0		0		0		0		0		0

		GROSS PROFIT/(LOSS)		0		0		0		0		0		0		0		0		0		0
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