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Executive Summary
This section will be a summary of the whole business plan and should be written last.
Suggest no more than two pages.
Include everything that you would cover in a five-minute pitch, such as:
· Business name, legal structure & date of establishment
· Background, personal (CV) and the business
· The business ‘Purpose’, ‘Vision’ and ‘Strategy’
· The Business Model and the product (goods or services) 
· The Market – target market, market trends, market gaps, competitive environment
· Business objectives in the first and next three years, target sales, staff employment 
· Brief financial information – provide an overview of your projections and details of funding or investment requirements.
Make it enthusiastic, professional, viable and concise.








SWOT Analysis
A SWOT (Strengths, Weaknesses, Opportunities and Threats) analysis will make you consider your business’ market, its competitors, its resources and potential problems. 
Strengths and weaknesses look at internal factors that originate from the organisation itself. A strength could be the skills and experience you and your staff whilst a weakness could be the quality of the product or service you provide. Ensure you consider organisational structure and skills.
Opportunities and Threats are generally external factors that impact on your business such as market and consumer trends, technological changes and economic factors. 
	
Strengths

· Advantages of proposition? 
· Capabilities? 
· Competitive advantages? 
· USP's (unique selling points)? 
· Resources, Assets, People? 
· Experience, knowledge, data? 
· Financial reserves, likely returns? 
· Marketing - reach, distribution, awareness? 
· Location and geographical? 
· Price, value, quality? 
· Accreditations, qualifications, certifications? 
· Processes, systems, IT, communications? 
· Cultural, attitudinal, behavioural? 
· Management cover, succession?
· Philosophy and values?

	
Weaknesses

· Disadvantages of proposition? 
· Gaps in capabilities? 
· Lack of competitive strength? 
· Reputation, presence and reach? 
· Financials? 
· Own known vulnerabilities? 
· Timescales, deadlines and pressures? 
· Cash flow, start-up cash-drain? 
· Continuity, supply chain robustness? 
· Effects on core activities, distraction? 
· Reliability of data, plan predictability? 
· Morale, commitment, leadership? 
· Accreditations, etc? 
· Processes and systems, etc? 
· Management cover, succession?

	
Opportunities

· Market developments? 
· Competitors' vulnerabilities? 
· Industry or lifestyle trends? 
· Technology development and innovation? 
· Global influences? 
· Niche target markets? 
· Geographical, export, import? 
· Legislative changes? 
· Tactics (e.g. surprise, major contracts)? 
· Business and product development? 
· Information and research? 
· Partnerships, agencies, distribution? 
· Volumes, production, economies? 
· Seasonal, weather, fashion influences?

	
Threats

· Political effects? 
· Legislative effects? 
· Environmental effects? 
· IT developments? 
· Competitor intentions - various? 
· Market demand? 
· New technologies, services, ideas? 
· Vital contracts and partners? 
· Obstacles faced? 
· Insurmountable weaknesses? 
· Loss of key staff? 
· Sustainable financial backing? 
· Economy - home, abroad? 
· Seasonality, weather effects?



PEST Analysis 
A PEST (Political, Economic, Social and Technological) analysis will confirm that you have looked at the bigger picture whilst conducting your SWOT analysis and writing your business plan. 
A PEST will include factors such as changes in legislation, changes in interest rates, changing attitudes and lifestyles and growing use of the internet. 
	
Political

· ecological/environmental issues
· current legislation home market
· future legislation
· European/international legislation
· regulatory bodies and processes
· government policies
· government term and change
· trading policies
· funding, grants and initiatives
· home market lobbying/pressure groups
· international pressure groups
· wars and conflict
	
Economic

· home economy situation 
· home economy trends 
· overseas economies and trends 
· general taxation issues 
· taxation specific to product/services 
· seasonality/weather issues 
· market and trade cycles 
· specific industry factors 
· market routes and distribution trends 
· customer/end-user drivers 
· interest and exchange rates 
· international trade/monetary issues

	
Social

· lifestyle trends 
· demographics 
· consumer attitudes and opinions 
· media views 
· law changes affecting social factors 
· brand, company, technology image 
· consumer buying patterns 
· fashion and role models 
· major events and influences 
· buying access and trends 
· ethnic/religious factors 
· advertising and publicity 
· ethical issues
	
Technological

· competing technology development 
· research funding 
· associated/dependent technologies 
· replacement technology/solutions 
· maturity of technology 
· manufacturing maturity and capacity 
· information and communications 
· consumer buying mechanisms/technology 
· technology legislation 
· innovation potential 
· technology access, licensing, patents 
· intellectual property issues 
· global communications




Marketing

Marketing Strategy

· Market Positioning
· Segmentation
· Targeting 
· Growth Strategy
Market and Competitor Research
Market and Competitor research is key to proving the need for your business and demonstrating that it can grow. This section is essential, and it is important you provide as much evidence as possible.
Market Research
· Target geographic market – local, UK, overseas. 
· Define where you currently/plan to sell.
· Size of your target market and what will be your share of this market? Back this up with evidence.
· Is the market static, declining, growing or seasonal? Why?
· Detail any market research information obtained from reference books/internet which provides information on national trends or trade trends for your industry/service.
· Include information on any primary research (i.e. questionnaires) that you have carried out to support the viability of your business idea in your chosen area and explain the results. 

Competitor Research

· Who are your major competitors and where are they based?
· What are the strengths and weaknesses of your competitors? Explain why you are better than them.
You may find a competitor analysis table useful for this section.
	
	Competitor Analysis

	Competitor
	Strengths
	Weaknesses

	1.
	 
	 

	2.
	
	 




Marketing Plan 

The Marketing Plan must detail your objectives for sales / customer acquisition and how you will go about achieving this.

Product

This section is all about what you will be offering and why people will purchase it from you.

· List all of your major products or services.
· For each product and service you should:
· Describe its most important features. What is special about it, the USP
· Describe its benefits. That is, what will the product do for the customer
· Provide how products are made/services are provided
· Describe any after-sales service that you will provide.
Note the difference between features and benefits and think about them.
For example, a feature of a car could be that it has Air Conditioning whilst the benefit would be that the driver is kept cooler in the summertime. Another example could be provision of training workshops; a feature could be specific advice around CV writing and interview techniques whilst the benefit would be that those individuals could then apply for work confidently and professionally. 
You build features into your products or services so that you can see the benefits. 
	Features and Benefits Analysis

	Feature
	Benefit

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	




Price

You need to describe your pricing strategy. The price of the product or service is the amount you charge your customer/the market for providing the product or service.
There are two crucial points to consider when setting your price:

1. The price and sales levels you need to set to make sure your business is profitable
2. How your product or service price compares with the market/your competition

· Detail your costs, what does it cost to produce your product or service? (Make sure you take into account both fixed and variable costs).
· Explain your pricing strategy and how it fits with what is revealed within your competitor analysis and market research (see the following section). Are your prices lower, higher, the same? Why? 
· Explain how important your pricing is as a competitive factor; is your target market likely to make purchase decisions based mainly on price or are there other factors?
· If you are going to have more than one product or service, you need to consider all of the above for each.
This section is all about your pricing strategy
· Aim for a value based rather than merely a cost plus strategy. 
· How will you maintain your pricing and margin?

Promotion

This section is all about your activities to generate enquiries / sales

· What marketing activities will you use? Website; leaflets; advertising (e.g. business directories, newspapers, magazines); email marketing; newsletters; social media; partnership marketing; public relations. 
· On what scale do you intend to use these methods?
· What budget have you set for Marketing?
· Explain the priorities in which you intend to/already carry out each activity; provide details of timescales and costs.  





Operations

People

In this section you need to show what skills you and your staff/partners possess that will ensure the business will be successful.

· List the key people that will be/are involved in the business and provide a brief description of the skills, experience, qualifications and knowledge that they have (relevant CVs can be included in the appendix).
· Details of your management team.
· Mention whether you are planning on taking on staff and when you will do this.
· Consider providing a graphical outline of the structure of the company including numbers of staff and reporting lines. 
· Also include information of any advisors/mentors
Processes
This section is about the daily operation of the business, its processes, equipment and environment. Essentially the value chain.
· Detail what equipment and facilities you will need/already have to operate.
· Discuss efficiencies and KPIs
· Are these processes documented or audited
· Explain how you will/do distribute your product to clients if relevant and explain why this method is most cost effective. 
Premises
This section is about the business location and premises. 
· Include details such as where you will/already operate from; 
· Details of commercial premises, the type of building; 
· Rented or leased.
· The amount of space that you will require/currently have.
· Explain why the choice is appropriate i.e. reduced costs, access to market, ease of access for clients, parking requirements.



Suppliers
This section is about the supply chain. 
· Include details of key supplier arrangements 
· Just in time.
· Preferential/exclusive terms
· The amount of space that you will require/currently have.

· Is the supply chain fully integrated?


.











Financials

Profitability and Margins 

[bookmark: _MailAutoSig]This section details the company’s past financial performance. Historical accounts including the last 2 year P&L are crucial to demonstrate a track record of profitability and growth. In addition an analysis of the key metrics is important:

· Gross Margin.
· Net Margin.
· Gearing
· Liquidity Ratio.

Costs Management 

It is important to demonstrate an ability to manage/control costs in a growth business.

Financial Controls 

What monitoring and controls are in place. What management accounting systems and processes are operated.









Financial Requirements

· You will need to provide financial information for the first 3 years and, if you are already trading, provide historical financial information too.
· If you need to raise finance, then clearly detail what funding you need and exactly how it will be used.
· Detail any other sources that you may be approaching for funding (grants/loans)
· If you are applying for loan funding explain how you will be able to repay the loan. 















Financial Projections 
The financial projections in your plan are extremely important as they translate what you have said about your business into numbers and figures. However, it is also important that you explain how you have reached them.
As a minimum you should be including a 3-year profit and loss projection and 2-year cash flow forecast and sales forecast (see below). You may also want to include a breakeven analysis.
Profit and Loss Forecast
An income and expenditure forecast is a statement of how you expect the business to perform over a given period, taking into account the profit that you would expect to achieve (in relation to your expected income) and the costs of providing your product or service.
Breakeven Analysis

A breakeven analysis predicts the income volume, at a given price, required to cover total costs. In other words, it’s the sales level that is the dividing line between operating at a loss and operating at a profit.

Expressed as a formula, breakeven is:
	Breakeven Sales          =
	Fixed Costs

	
	1 - Variable Costs



Cashflow Forecasts
Cash flow forecasts can help you identify any gaps in your cash flow (money that comes into your business = income; and out of the business = expenditure), thus enabling you to know where the cash shortfall is at any given time. A basic cash flow forecast should include: 
· Receipts – any money that is due in within that period (i.e. income).
· Payments – all payments made by the business and when you expect to make them (i.e. wages, payments to suppliers)
· The net cash flow – total receipts less total payments due.


Sales Forecast
A sales forecast is essential; it should be a month-by-month forecast of the sales you expect to achieve. When calculating these figures make sure you consider any seasonal trends you may encounter; for example, if you are selling ice creams you would expect to see lower sales volumes in December compared to those in June. As a new business with no experience to base these figures on you should use your market research to help you estimate your sales volumes. 










Risk Analysis

You need to show that you have considered any risks that your business may face and how you may be able to overcome them by way of a risk analysis. This is important in any event however when tendering for a contract it is more than likely that the tendering organisation will want to see your risk analysis to ensure that you won’t let them down with product or service delivery:

· Describe what you consider to be the ‘key’ risks to the business i.e. service or product delivery, premises, income generation, suppliers, economic climate.
· Describe the contingency plans that you have in place to address these ‘key’ risk areas.










Appendices
Support your business plan with evidence of the elements and activities you have mentioned in the plan.  It is essential that you include your financial projections, but you may also want to consider attaching:
· CV’s for yourself and other members of your Management Team
· An organisational structure (people and responsibilities)
· The market research that you have carried out e.g. questionnaires and any analysis that you have carried out on the results.
· Any other supporting material that you feel is relevant.













