This Template Uses the Headings and Completion Notes (with amendments and additions from PNE) from the North East England Investment Centre

Pre-Start Business Plan 

BUSINESS PLAN

Business Name: _______________________________________________
Owner’s Name (or Owners’ Names): _____________________________________________________________
______________________________________________________________

______________________________________________________________

Business Address: _____________________________________________________________
______________________________________________________________

______________________________________________________________

Business Telephone Number: ______________________________________
Business email Address: __________________________________________

Home Address (if different from above): ______________________________
______________________________________________________________

______________________________________________________________

Home Telephone Number: ________________________________________

Home Email Address: ____________________________________________

Date: _________________________________________________________
Contents

· Owner’s (or Owners’) Personal Details
· Executive summary

· Business opportunity

· Who you are

· Overview 

· Products and services

· Your Markets and competitors
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· Customer base

· Competitors

· Future

· Marketing and Sales 

· Position

· Customers

· Pricing policy

· Promotion

· Customer reach

· Selling

· Operations

· Location

· Facilities

· Management Information

· Information technology

· Financial forecasts

· Risk analysis

Business Plan

It is essential to have a realistic, working business plan.  This should be a written document that describes a business, its objectives, its strategies, the market it is in and its financial forecasts.

The following guidance details the absolute minimum content the NEEIC would expect to see

Executive summary

Write this section last.  It should be a brief overview of the business and the key points of the entire plan. Cover the highlights within each section of the document – from the key features of the business opportunity through to the elements of the financial forecast

###########
FILL IN HERE

###########

Business Opportunity and Products and Services

This sets out for vision for your business, what you plan to sell or offer, why and to whom

Who you are

· Detail experience, ability and commitment to make a success of the business idea

· Education and qualifications, previous work experience, training, other relevant  information

· Business training, such as: book-keeping, marketing, sales or specific skill

· Include appropriate certifications

· Any future training you need which will help this business
###########

FILL IN HERE

###########

Overview of the business

· When it is intended to start trading and the progress you have made to date

· The type of business and the sector it is in

· Any relevant history – for example, if you acquired the business, who owned it originally and what they achieved with it

· The current legal structure

· Your vision for the future

###########

FILL IN HERE

###########

Description of products and services

Define

· What makes it different?
· What benefits the customer?
· Why customers would buy it – any special features?
· How to plan and develop the products and services

· Any patents, trade marks or design rights?
· Key features of the industry/sector

###########

FILL IN HERE

###########

Your Markets and Competitors

Why you think people will buy what you want to sell and how you plan to sell to them

Your market

· Its size

· Historical data about its development and key current issue, statistics, surveys, directories, field research

· Future trends or influences

###########

FILL IN HERE

###########

Your target customer base

· Who they are?
· How you know they will be interested on your products or services?
###########

FILL IN HERE

###########

Your competitors

· Who they are?
· How they work

· Share of the market they hold and your considerations for establishing your own market share or increased foothold

· What is your unique selling point that will mean customers buying from you as opposed to your competitors?
###########

FILL IN HERE

###########

The future

· Anticipated changes in the market

· How you expect your business to react?
· How you expect your competitors to react and what would give you advantage over them when reacting?
###########

FILL IN HERE

###########

Marketing and Sales

Position

· How do you plan to position your product or service in the market place?
###########

FILL IN HERE

###########

Customers

· Who are your customers?

· Details of any customers who have shown an interest

· Explanation of how it is envisaged to go about attracting new customers, advertising, posters/leaflets, shop window, etc.

###########

FILL IN HERE

###########

Pricing

· How much will you charge for different customer segments, quantities?
###########

FILL IN HERE

###########

Promotion

· How will you promote your product or service?
· Identify sales methods, e.g. direct marketing, advertising, PR, email, e-sales

###########

FILL IN HERE

###########

Reach

· How will you reach your customers?
· What channels will be used?
· Which partners will be needed in your distribution channels?
###########

FILL IN HERE

###########

Selling

· How will you sell?
· What is your sales plan?
· What are your considerations around which sales method will be the most effective and most appropriate for your market; such as telesales, Internet, face to face, retail outlet?
· Are your proposed sales methods consistent with your marketing plan?
· Have you the right skills to secure the sales you need?
###########

FILL IN HERE

###########

Operations

Outline of the operational capabilities

Location

· Do you have any business property?
· What are your long-term commitments to property?
· Owned or rented?
· Advantages and disadvantages of your current location?
###########

FILL IN HERE

###########

Production facilities

· Do you need your own production facilities or would it be cheaper to outsource any manufacturing processes?
· How modern are your own facilities?
· What is the capacity compared with existing and forecast demand?
· Will any investment be needed?
###########

FILL IN HERE

###########

Management-information systems

· Have you considered/established procedures for stock control, management accounts, quality control, performance?
· Can they cope with any proposed expansion?
###########

FILL IN HERE

###########

Information technology (IT)

· What do you need and how will it assist your business?
###########

FILL IN HERE

###########

Financial Forecasts

This effectively translates everything that has been said in the previous sections into numbers

Forecasts should include the following

Sales forecast – the amount of money expected to be raised from sales.  Forecasts should cover a range of scenarios.  Inclusion of subsidiary forecasts based on sales being significantly slower than predicted, suggestions include where sales start three months later than expected and another forecasting a 20 per cent lower level of sales

Cashflow statements – your cash balance and monthly cashflow patterns for at least the first 12 to 18 months.  The aim is to show that your business will have enough working capital to survive and all key factors such as the time of sales and salaries should be considered

Profit and loss forecast – a statement of the trading position of the business, the level of profit expected to be made given projected sales and the costs of providing goods and services and overheads.  Overheads including things like materials, stock, heat/light/rent, unproductive time, etc.

A variety of efficient and effective forecast tools exist in the market and the choice of the most appropriate will be left to individual choice.  

###########

INSERT FINANCIAL FORECAST PAGES AND EXPLANATIONS OF ASSUMPTIONS HERE

###########

Risk analysis

Alongside a financial forecast it is preferable practice to show that a full review of the risks a business could be faced with, and appropriate contingencies and insurance to mitigate.  Risks can include;

· Competitor action

· Commercial issues – sales, prices, deliveries

· Operations – IT, technology or production failure

· Staff – skills, availability and costs

· Acts of God – fire or flood

###########

FILL IN HERE

###########
































































PAGE  
Pre-Start Business Planning template
Page 11
13/01/2009

