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Before completing your business plan please consider the following:

1. Do your research. You will need to make quite a few decisions about your business such as the idea, market research and finances before you can complete the template. Constructing the plan is a two way process with your mentor, however prior to the first meeting it is far more productive to provide a reasonably well researched plan.
2. The description is there to help guide you by providing some more detailed questions you may like to answer when preparing your response. Please note: If a question does not apply to your circumstances it can be ignored.
3. Actual vs. expected figures. Existing businesses can include actual figures in the plan, but if your business is just starting out and you are using expected figures for turnover and finances you will need to clearly show that these are expected figures or estimates.
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1. Summary

1.1. Current Situation
Explain here the existing business position.  Where is the business now and how did it get to this point.  Summarise the current issues, both positive and negative that are affecting the business.
1.2. SWOT Anaylsis

This is a summary of your business proposal.  You may prefer to complete this section last.

1.2.1 Strengths 

What’s good about your business plan and makes it likely to succeed.

1.2.2 Weaknesses 

What may be the problems with your business plan. Try and find the catches. It would be better speaking to other people and say what do you think may be the flaws in my plan, because you are not always good at spotting them on your own.

1.2.3 Opportunities

Where the opportunities for sales lie within your business plan to expand should you wish to at a later date. Explain that you may be able to improve organisational efficiencies by investing in certain things at a later date. You may be able to achieve certain economies of scale 

1.2.4 Threats

What will possibly cause the business to fail? Do not say my business cannot fail because it can. So if cash is important to be able to fund the ongoing activities of the business then identify that. If the fact that its easy for other people to come into the market and win your clients then identify that.

2. CV
2.1. Experience
Please send us a separate CV detailing your education and work experience
2.2. Qualifications
3. Business Proposal

3.1. Principle

Explain Your Idea for the business. This is the big idea and should not go into great detail. One paragraph should be sufficient to convey the thrust of it.

3.1.1 Products and Services 

What products and services are you selling

3.2. Reason for the Loan

Explain clearly what you need the loan for and provide a monthly forecast for the first year of trading. The forecast for future years need only be annual unless the business has a very seasonal cash flow in which case this needs to be identified..

3.3. Market

3.3.1 Market Analysis
Detail the results of the market research you have performed. Are there seasonal variations? What is the size of the market? What recent trends have emerged in the market? What growth potential is available and where do you fit in?
3.3.2 Target Customers and Customer Management
Identify your key customers. (These can be large consumers of your products or individuals whose satisfaction is key to the success of your business.) How will you target your products/service to them?

How will you maintain a good relationship with your customers? What techniques will you use? How will you keep your customers coming back? Have you introduced customer service standards? Do you follow any particular code of practice?
3.3.3 Growth Potential

What is the anticipated percentage growth of the product in the future? What will drive this growth?
3.3.4 Competitors 

You need to explain this in detail. So it would be worth spending the time researching who these organisations are and what turnover they have and what skills and USP’s they bring to the market, since you are endeavouring to do things better and more efficiently than they do. 

3.3.5 USP’S

Do not just say you are the cheapest but explore things like service quality and reliability. Your need to quantify your USP’s so that they are tangible and can have a value associated with them otherwise you will not be able to outgun your competitors.

3.3.6 Potential Hurdles
What are the potential hurdles that you will face establishing or growing your business and how will you overcome them.
3.3.7 Pricing Strategy

What is the price of your product/service? Do you have a particular pricing strategy? Why have you chosen this strategy?
3.3.8 Advertising and promotional strategy 

What strategies do you have for promoting and advertising your products/services in the next 12 months?
3.3.9 Place ( Delivery/distribution) 

How do you intend to deliver your product to the client in the most cost effective way possible and in a way you can effectively service. This tells you scope of area you will be able to trade in.

3.4. Other Considerations

Legal, Operational  or HR 
4. Business ASSUMptions

4.1. Sales Projections

Explain where you plan to get your sales from within the first 12 months and be realistic, do not be too optimistic as this will be fed into your forecast of figures and will directly affect our ability to loan the money.  If sales are forecast to grow, why do you believe this will be the case?
You will need to explain in general terms the breakdown of the sales from month 1 of trading or when the loan starts onwards.
4.2. Overhead Assumptions

Explain the breakdown of your overheads, as follows;

· How much you intend to pay yourself

· How many staff you intend to employ if any

· What kind of office accommodation you will be using if any

· What kind of equipment you will need such as telephones and computers and how much you intend that to cost

· Do you intend to fund a car and what are your assumptions about the car.

· Insurance costs etc
· Stock costs
· In other words every aspect of cost

We need you then lay down any expenditure on equipment that you may need to get the business going.

Forecasts:

3-year forecast: 1 year month-by-month; years 2 & 3: summary. 
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