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Notes: This draft business plan is intended to provide with the headings under which you can develop your business plan.

About the Business

	Proprietors Details:


	

	Name:
	

	Home Address:
	

	
	

	
	

	Postcode:
	

	Home Telephone:
	

	Mobile Number:
	

	e-mail address:
	

	
	

	Business Details:


	

	Business Name:
	

	Business Address:
	

	(if different from above)
	

	
	

	Business Postcode:
	

	Business Telephone:
	

	Business Fax:
	

	Business e-mail:
	

	Website Address:
	

	
	

	Business Status*:
	

	Intended Start Date:
	

	
	

	
	


* Sole trader, Partnership or Limited Company

Index / Contents

1.  Summary

A broad picture of what your business will do

2.  The Market

3.  Management & Personnel

4.  Products & Services

5.  Operations

6.  Marketing

7.  Finance

8.  Appendices

1 Executive Summary

Notes: This should give an overview of your business.  It should say clearly what products or services your business will provide, what form it will take (e.g. sole trader, partnership, limited company etc.).  It should be easy for other people to read and should give a good general picture of what you are planning to do and how you intend to do it.
Summary

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


2 The Market
Notes: It is important to know who your customers are likely to be and who your current and potential competitors are.  You should also consider why your customers will deal with you.

What market research has been carried out?

Who will your business be selling to?

What specific opportunities have been identified?

Who are your competitors?  Fill in the names of your competitors below, tick all the boxes that apply to them, then assess your own business in the same way.

	
	Competitor 1
	Competitor 2
	Competitor 3
	Your Business

	Business Name


	
	
	
	

	Low Price


	
	
	
	

	High Quality


	
	
	
	

	Good Service


	
	
	
	

	Good Location


	
	
	
	

	Flexibility

Ability to respond to different/changing customer requirements
	
	
	
	

	Reputation


	
	
	
	

	Delivery

Speed/reliability in providing product/service to the customer
	
	
	
	

	Other

Please specify
	
	
	
	


3 Management and Personnel
Notes: Who is going to manage the business, including roles and responsibilities.  CV’s should be attached for all proprietors, partners and directors.  Information should include skills and experience within chosen sector and any additional skills/training required to run the business.
4 Products and services
Our products/services will as follows: -

	

	

	

	

	

	

	

	

	


What is the estimated cost price of our average product or service is £

i.e. figure should include cost of materials, labour, packaging & delivery etc.

What is the estimated selling price of our average product or service is £

Who are your main suppliers and what terms of trade have been agreed?

What channels will your product/service be sold through? 

Tick all that apply

        Wholesale
Retail



Mail order
On the internet

On business premises
On customer premises


Other (please specify)

Operations
Describe the day to day running of the business including working/trading hours?
How many staff are required?  What will be their roles and rates of pay?  How will they be trained?  What contingency plans do you have in case of unexpected absence?
Where are your premises? What size is it, what is the rent/rates? What are the lease terms?  Is planning permission required to operate your business?  If so, has it been granted?
What equipment will you require?  What do you have already? How much will it cost? Can you lease instead of buy?  Can you use second hand?
Are there any special licences required?  If so, please give details
What insurances will your business require?
Are there any environmental issues relevant to your business? e.g. use of materials/chemicals, solid waste, health & safety etc.
Marketing Plan

How will your business be promoted? e.g. word of mouth, local/national press, leaflet drops etc.
What is your business’s unique selling point (USP)?  What would encourage potential customers to switch to you from their existing supplier?
How will you retain your customers?
Are there any threats which you have no control over that may affect your business?
Finance

What is your pricing structure?
What are your payment terms (both customers and suppliers)?

Items Required To Be Funded
Costs for the business will be: -

Deposit on premises
£

Refurbishment
£

Equipment
£

Professional fees
£

e.g. charges made by solicitors & accountants etc.
£

Stationery
£

Promotion and advertising 
£
Initial stock
£

Connection to utilities (phone, gas etc)
£

Working capital (wages, rent etc.)
£

Other (please specify)
£

Total
£

Financing costs

Personal cash
£

Other cash
£

Business Overdraft
£

Business bank loans
£

Business hire purchase/leasing
£

DSL
£

Grants
£

Other funding
£              
Source 





£
Source 





£
Source 





£
Source 




Total
£

Appendices

The following information should be included with your business plan: -

· CVs of yourself and your key staff.  Include information about any business failures and how problems were overcome.

· Names of any existing lenders or funders

· Details of existing loans or funds e.g. types, amounts, payment terms, outstanding balances etc.
You may wish to include the following appendices to improve your plan: -
· Market research results

· Documents supporting your assumptions i.e. sales projections etc.

· Further details of advance sales

This business plan should be submitted along with a 2 year cashflow projection (template provided if required)
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