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Introduction

You have had that lightbulb moment, you have found an angle, a niche, a gap in the market, you are ready to start a business and are keen to get started.

HOLD UP!!
Just ask yourself one more time, exactly ‘why’ you want to get involved in the world of running your own business. The strength of your reasoning and clearer your end goal has a significant correlation with your chances of success. We always use the analogy about getting in your car without a destination, you just wouldn’t do it, so why start your business in the same way.
A lot of the time your business your vehicle to achieve your personal goals, whether that is early retirement, more time with your family or simply just more flexibility within your working life. Whatever it is, it’s your goal, there is no right or wrong answer, the main thing is that you have an end goal, as it will keep you focused when times are tougher.

You may not want to state all your personal goals within this business plan, but it is important your business goals are in alignment with your personal goals and to give yourself the best possible chance of achieving your dreams and goals, you need to plan ahead, and a solid business plan is the first step.

So, before you rush to, print business cards and letterheads, employ staff and get to work, it is vital you ensure you have thought through all areas.

Less than half of new businesses make it past year 5 and even fewer become ‘successful’ so it is vital you do everything you can from the start to ensure you are one of the ‘successful’ ones.
Your business plan will be your reference point as to ‘why you are doing this’ and therefore you can use it as a source of motivation and a reference point to keep you focused and on track.

The aim will be to impress potential investors and lenders and get them as enthusiastic in your business as you are, so be detailed enough to make an impact but not too detailed so it will bore and confuse.

As your business grows your business plan will evolve with it, so enjoy creating your first draft as you can rest assured it will regularly be revised for the better.

We have set out the following template to help you get started on your journey to not only creating a business, but achieving your dreams.
Front Page
This page should include:
· Company/Business name 

· Company/Business Logo

· Title (Business Plan)

This will be the first page anyone sees, so it is important to make it look attractive and easy on the eye, so avoid making this page detailed.

Key Information
This page, shows at a glance business contact information. It is vital this is clear and correct and matches externally held records from bodies such as Companies House. Remember potential investors will be looking at this, you do not want to make any silly mistakes that could mislead them/cause them to lose confidence 

Business name:

If a company, state the name registered at companies house, also list any trading names where applicable.


Company director details (for companies and LLP’s):
List out all directors, also state the company secretary, if the business has one.


Owner/Shareholder details:
List out all owners and shareholders, together with their shareholdings and share capital details


Registered Office (for companies and LLP’s):
This will be the registered address as shown on Companies House


Company Number (for companies and LLP’s):
As shown on the certificate of incorporation


Business trading address:
State all addresses if the business has more than one trading address.     


Business telephone number:
State all contact numbers if more than one     


Business email address:
State all e-mail addresses if more than one.

It generally looks more professional to have a domain name linked to your company, addresses which feature generic names such as outlook/yahoo etc are more tailored to personal accounts and could send out a negative message.
Business website address:

State all web addresses if more than one.
If you do not have a website, refer to your plans to set one up. Given how technology has evolved and potential customers are highly likely to look at a website ahead of a purchase, people reading your plan are likely to critique and question why you do not have one.

     
Executive Summary
This page summarises the key elements of your business in one very succinct page. If an investor/lender could only see one page of your plan, this would be it, and after reading this you want to entice them to read the rest, so this is where you need to show why your business is a worthwhile opportunity for them. You may want to complete this last as it is essentially a summarised version of the rest of the plan.
Business outline and summary:

Insert a basic summary of your business idea, why you are starting this business and why there is a need for your product/service, what is it you are going to sell and to whom     
Mission Statement
What are your businesses key aims 


Values
What are your businesses core values and why

The market:

Describe the market and conclude on market research carried out as to why your product/service is saleable.
The competition:

Summarise analysis of competition in the market and emphasise your unique selling points.
Business aims:

Insert a description of what you are hoping to achieve  from the business


Financial summary:

Summarise the forecast financial figures in this section, remember, this should summarise the key figures, not repeat the whole appendix. Here you can emphasise the scalability and growth potential of your business. 


Requirements:
If you are looking for funding at this point, summarise and specify the funding you are looking for and what it will help the business achieve.




Your Story
This section is all about the owner/s story. A lot of time you will be the thing that sways the lenders decision of whether to invest or not. This is especially true if you are looking to raise equity finance as the investor will be going into business and working with you. You must be investable and this page gives you the chance to show your passion and why lenders can have confidence in your ability to make the business a success.

Why do you want to run your own business?

Tell your story, why you have got into this line of work, why you have decided to take the leap and set up your own business, what you are hoping to achieve personally. It is important to say what you feel and not what you expect people want to read. Explain your vision for the business both in the short term and the longer term, and how you see it growing and being successful.
Previous work experience
Provide details of your working history, a track record in your given sector will help show your capabilities.
Qualifications and education
Explain the education you have had, qualifications you have achieved and if you have won any awards or other forms of recognition put them in this section     
Additional information
Add in anything else about yourself and/or your business partners you feel is interesting and worth adding.
Your Products/Services
This section is to give the reader a clear understanding of the product/services you will be selling
Describe the basic product/service you are going to sell:

What is it and what/who is it used for, if you are selling a product, describe any technology used at the design/implementation stage and how it has been brought to life.

What are the products/services unique selling points, why is it special and why will people choose you over a competitor.

Are you selling more than one product/service?
Usually, when starting out it is best to focus on one core product, if however you are selling more than one product or service, use this section to demonstrate the viability of selling multiple products/services from the start, explain how they complement each other. If you have a portfolio of products and services and will not be selling them all from the start, explain why and set out the timeline for them all to be released.     
Any additional useful information about your products and services:

     
Your Customer
This section is to introduce your customer, to allow the reader to visualise your ideal customer and the likely make up of the customer base.

Who are/will be your customers:
Are they individuals/businesses or both, are you targeting a specific age group or other demographic. How frequently are they likely to buy your product.
Where are your customers based?




Why and when will your customers buy your product or service?





Have you sold products/services to customers already?

The more sales you have already made, especially if they involve recurring contracts, the stronger your business will look. If there is a waiting list for your products/service from interested potential customers, state and explain this here.


Additional information:

Any additional information regarding your customer you feel is relevant
The Market

This section is to introduce the market, to give the reader a clear understanding and allowing them to gauge scalability
Give a background to the Market:

Explain the market, size, demographic, trends, seasonality and a brief history. If it is growing emphasise this as most investors will like to see clearly scalable businesses.
Analysis of market research:
Give a brief analysis of your desk and field research findings, what have you learned and have you found anything you can exploit. If you have carried out any test trading, explain this.
     
Sales and Marketing
This section is to explain how you will generate business, how you will advertise and the costs of doing so, and how you will build relationships with your customers.

Describe your strategy for generating business:

Where will your business come from, will it be door to door sales, social media and e-mail marketing, television and radio advertising.

Explain to whom and at what time the advertising will be targeted.

Explain how you see the marketing campaign evolving in the future.

Give details on the expected costs both for now and in the future.

What factors will help your customers choose which business to buy from?

Why will your business be the preferred supplier and how will this correlate with your marketing campaign 

Explain your plans for a customer relationship model (CRM)

Current customers are the best source of feedback and also help generate repeat business, this is where you can lay out your strategy for interacting with your customers and the part they will play in the lead generation campaign.
Your Competitors
This section is to provide clarity over the competitors, it is important you stress why your business will achieve competitive advantage. It also provides a view of strengths and weaknesses you may face while evaluating opportunities and threats to your business.

Competitors Details
Provide details of your competitors on both a local and worldwide scale, state their name, location and a rough estimate of the size of their business, together with information on what particular produce and services they are competing with you on (if not all) and state their price points/structure. Evaluate their strengths and weaknesses and set out how customers will choose your business over theirs both now and in the future.

SWOT Analysis

Provide details of your strengths, weaknesses, opportunities and threats. You can do this in the form of a table. Strengths and weaknesses are generally internal and opportunities and threats are usually from an external perspective.

	Strengths

     
	Weaknesses

     


	Opportunities

     
	Threats

     


Unique Selling Point/s (USP):
Expand on your businesses USP’s what separates you from the rest, why our business. Mention about any intellectual property such as patents, trademarks, copyrights or licences you have in place to ensure customers do not copy you or your product/service.

Operations
This section is to explain how you will operate the business, how you will produce and deliver your product and service. As well as various other considerations potential investors and lenders will want to give consideration to.
How will the product/service be produced:
Explain how your product or service will go from idea to ready to sell

Where will the product/service be made:
If you are assembling the goods abroad, you will need to demonstrate an awareness of the local market in the country of production as well as your knowledge on the relevant rules and regulations around importing and fair labour treatment
How will your product/service be delivered:
Explain the methods you will use to deliver the product/service to your customer

Payment methods and terms:
How will your customers pay you, if you offer any terms other than instant payment, specify the terms and the procedure you will implement for dealing with outstanding/late payers

Details of suppliers:

Specify the suppliers names and where they are based, their likely prices and the payment terms you are likely to receive from them, state why you will be using that supplier (possible synergies/brand alignment). Also mention how you see your supplier make up changing over time. Be wary of potential overreliance on a particular supplier.

Assets and Equipment
Provide details of any assets the business owns, property, vehicles, equipment, plant and machinery all fall into this category, if a particular asset gives the business a competitive advantage, then state here and explain why. Expand to forecast the equipment the company is likely to need going forward and ensure it is reflected in the cash and balance sheet forecasts.
Transport:

What forms of transportation will the business need
Legal and Insurance requirements:

What forms of insurance does the business need and have in place. Give details of conversations with specialists around legal areas such as employment contracts, terms and conditions and intellectual property where applicable.

Books and record keeping:

How will your accounting records be maintained. For start-up businesses it may be cost efficient to maintain your records yourself initially, 
Management and staff:

Who will be working with you, what type of character will they be and what skills do/will they need to fit into your business.

Set out the organisational hierarchy for both now and how you see it developing and state the employees specific job roles and responsibilities

Systemisation:

One important thing many new businesses overlook is the power of systemising and documenting what you do. It not only ensures consistency, but it facilitates training as well as business growth. 
     
Targets and Information Reporting:

Who will be responsible for collating and providing the business owner with at a glance information relating to various areas of the business and how and what will you set as targets to ensure you continue to push the business to meet its objectives.
Additional information:

Insert any other relevant information not already covered above 
Costs and Pricing
Use this section to demonstrate your pricing strategy and how you will achieve a sufficient profit on each job you carry out. You need to demonstrate your pricing is realistic and your testing/market research corroborates customers buying from you at this price.
How will the product/service be priced:
Explain your pricing structure in detail, are there stages, if the pricing staggered, does volume/quantity ordered affect the price, will you reward loyal customers under a loyalty scheme, do you offer finance or discounts for quicker payments product or service will go from idea to ready to sell

Monitoring and reporting:
Explain how you will monitor and report to ensure you are achieving the intended profit per sale.
Goals and Growth
This is where you think strategically about the plans for your business, most small businesses never get this far, as their keenness to jump in and start trading, results in them working harder and harder in their business without giving sufficient thought to the future of the business as a whole.

Short-term goals and milestones for the business:

Set out what your short term goals are, why you feel these are adequate and how they will fit into the long term vision for the business, show how you will measure and monitor these and  whether you will set targets across the business to help push towards these. It generally helps to do things bit by bit and set milestones, to give you the regular feeling of achievement. What you state here should corroborate with what you are including in your financial forecasts.
Long-term goals and milestones for the business:

Set out your vision for the longer term of the business, what will it look like when you achieve what you want to achieve from it (i.e. different business segments, your key people and roles, premises and locations, customers etc) and how are you planning to scale it to this level. Describe how you will maintain control and keep to the standards you want for the business as you look to move away from the day to day work over time and transform your work in more strategic and growth focused.
This is not expected to be hugely detailed at this stage it is more of an overview but it needs to be ambitious but realistic to attract investors and lenders.
Remember, these goals should align with your personal goals

Financial Forecasts
This is where you show the businesses viability from a financial perspective, you need to include performance (profit and loss forecasts), position (balance sheet forecasts) and cash flow (cash flow forecasts) and include the following key elements:
Profit and loss:

Turnover/Sales
Opening Stock
Direct costs – these are costs directly related to the making and distribution of the product/service and are heavily linked to movements in turnover
Closing Stock
Gross Profit – It is also helpful to show the gross profit margin
Expenses – these are all the fixed costs that generally are not linked to movements in turnover
Net Profit
Taxation
Profits after tax
Dividends to shareholders
Profits after tax and dividends (also known as reserves)
Balance Sheet

Fixed Assets – Plant and Machinery, Equipment, Vehicles, Property
Current Assets – Such as, cash balance, money your customers owe you (debtors), stock, any money you have paid in advance for future periods.
Current Liabilities – Taxation liabilities, money your suppliers owe you (trade creditors), any money you have received in advance from customers for future periods
Long Term Liabilities – Such as a bank or other loan 
Share Capital & Reserves – The number of shares issued and paid and the profit after tax and dividends.
Cash Flow

The cash flow forecast will be made up of all your business incomings, less all your outgoings, 
Make sure VAT is implemented into the forecast (if necessary), 

Ensure you reflect timing differences, so for example if most of your customers will be given 30 day terms, turnover/sales for month 1 will not be received (and therefore not shown on the cash flow forecast) until month 2.
*It is a good idea to make clear the assumptions you have made to avoid any confusion later on

It is also important to put together a personal money plan alongside this, so you can test whether based on the projected business forecasts you can generate sufficient income to support your lifestyle.

If you have not yet carried out any forecasts and need some help compiling them or are unsure whether they look strong enough, please get in touch with us and we will help analyse and test them for robustness. 
