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1.
EXECUTIVE SUMMARY
You should complete this section after you’ve written the rest of the business plan. Here you should highlight all the key messages from the rest of the document and sum up the following areas:

· Purpose of the plan

· Product or service and its advantages

· Market opportunity

· Management team

· Track record, if any

· Financial projections

· Funding requirements

If you are looking for external funding remember that potential investors often make an initial judgement based on the executive summary so their decision to read the main body of the business plan will depend on the information presented here. Use appendices at the back of the plan for more detailed information to support the main text of the business plan. 
2.
COMPANY DESCRIPTION
Describe the people involved in starting the business:

· Financial backers
· Company structure and areas of responsibility

· Shareholders names, no. of shares, % shareholding and cash investment to date (if applicable)
Products and services

Explain clearly what your product or service is and what it does.

· Background to its development

· Benefits and Features

· Unique selling points

· Advantages to customers

· Disadvantages or weak points

· Future developments 
Long Term Aim of the Business

Describe your long-term aim for the business.
Objectives

Break your long term aim down into specific milestones to be achieved by the company over the period of the business plan.
SWOT Analysis

Including a SWOT analyse is a simple way of illustrating the strengths and weaknesses of the business and product or service, the opportunities that exist in the marketplace, and the threats to the viability of the project. Complete the SWOT template below ore Download a SWOT template separately.
S.W.O.T. analysis Template

List each of your businesses strengths, weaknesses, opportunities or threats in the table below remember that some strengths may also be weaknesses and some opportunities may also be threats.

	Strengths
	Weaknesses

	eg. Cutting edge technology


	eg. One dominant customer

	Opportunities
	Threats

	eg. New overseas market

	eg. Larger competitor reducing prices


3.
MARKET ANALYSIS
This section covers market research and competitor analysis.  You must show that you understand your marketplace and that there is a viable market for your product or service. This will also justify the sales projections made in your financial projections.
Target Market

Describe the market to which you are planning to sell your product or service. You might want to break your market down into different segments describing their relative size and characteristics. 

You should estimate the value of your market segments so you can estimate your potential for sales. It is also important to understand what is happening in these segments if, for example, they are growing or declining. You can then adjust your plan to reflect your response to these trends.
Profile of Competitors

You need to know who your competitors are in your market place. You should illustrate who they are and where they are, what they sell and what their unique selling point is. 
4.
MARKETING AND SALES PLAN
Now you’ve explained your market you need to describe your strategies for reaching your target market. 
Marketing Plan
You marketing plan must describe in detail how you will position your product or service in the market and differentiate it from its competitors. You should set out:

· Your marketing objectives which usually reflect your overall business objectives
· Your brand positioning in the market place. You should be able to describe your positioning in terms of one or more of:

· Unique product features
· Added value to the customer
· Price positioning
· As a driver of efficiency 

· Greater compatibility with existing systems

· Include any independent validation or case studies
· How you will set the price charged for your product or service. This must match up with the figures in your financial projections. You will want to consider: 

· Competitors’ prices

· Level of competition in the market

· Perception of quality-price relationship by customers

· Production costs and overheads

· How you will promote your product to your key market segments. You might want to use one or more of the following:
· Advertising – where, when, how, to whom

· Public relations

· Direct marketing

· Website and internet marketing

· Exhibitions and conferences

· Word of mouth

· The resources you have to undertake your marketing

· If appropriate you will also make reference to:

· Potential customers have you already targeted
· Any product or site testing you have already undertaken

Sales Plan
Your Sales Plan will describe how you will sell your product or service to the target market. You might use one or more of the follow routes to market but for each you need to explain the advantages and practicalities of developing them and how they will deliver sales:
· Directly

· Retail

· Distributor

· Agent

· Sales rep

· Website

5.
MANAGEMENT AND STAFFING 
In this section you will outline the intended structure of the company in terms of your management team and the employees you will need to produce or supply the product or service.
Management Team

Describe the team of people who will be responsible for managing the business, their experience and expertise. You will need to consider how the key areas of your business will be structured. You might also need to explain how the management team will increase or change as the business grows.

Staffing

Explain how and in what areas your employee numbers will grow as your business expands. You should relate this to the skills and positions you will need rather than to individual people. It might be useful to include an organisation chart in this section.
Training Plans

Outline the planned employee and management development to be undertaken in order to maintain a skilled workforce.  This should also tie in with the future market developments and any new product or service developments.
Recruitment
Outline any planned recruitment activity including your policy and process for taking on new staff. 

6. 
OPERATIONS
You need to think about how you will operate your business. What you will need in terms of infrastructure to manufacture or deliver your product or service. You should consider:
· Premises

· Plant and equipment

· Production processes
· IT requirements
· Transport and delivery 

· Suppliers
· Insurance

· Licences and regulatory/compliance obligations

· Environmental impact
7.
FINANCIAL PROJECTIONS & KEY ASSUMPTIONS 
You need to set out your key financial projections and outline any assumptions you have used in the reaching them. Your projections should include a cash flow and profit and loss statement so you will need to think about items such as:

· Sources of income
· Number of employees projected for each year and their intended salaries

· Projected investment in equipment and materials

· Expected rent and rates charges

· Creditor days expected and debtor days allowed

· Expenses and overheads
8.
FUNDING REQUIREMENTS
Include this section if you are looking for external funding. State here the total funding requirements of the business, and how those are intended to be provided.  You will also need to state the approximate breakdown of how these funds are to be used within the business.

9.
RISK ANALYSIS
It is good practice to show that you have reviewed the risks that could affect your business and its likelihood of success. You should also indicate how you will review and mitigate these risks should they actually occur. Risks can include such things as:

· The impact of competitor action on your business

· Commercial issues such as an increase or decrease in sales, raw material prices or deliveries

· Operational issues relating to IT or production failure

· Staff including skills, availability and cost

· External issues such as changes in regulation, environmental or political changes

· Acts of God such as fire or flood

You may find it beneficial to use a business assessment tools such as a PEST analysis looking at the political, economic, social and technological external factors which may affect your business.

10.
APPENDICES


This should include any additional documents that support, or you make reference to, in your business plan. This may include:

· Your CV and (if relevant) those of your business partners and/or key employees 

· Certificates for relevant training courses

· Copies of a lease for any business premises you will be renting

· Any data of market research that you have done

· Financial forecast documents – cash flow forecast, profit & loss account (and balance sheet if relevant) 

· If you are purchasing a business that is already trading, include financial statements for that business
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