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BUSINESS PLAN

As an Enterprise Agency we strongly believe that preparing an initial Business Plan gives new businesses a significantly better chance of surviving, and indeed succeeding, especially in the crucial early stages.  However, a large number of new businesses still do not write such a Plan.

There are various reasons for this, but it is probable that of the many pro forma Business Plans on the market, most are fairly detailed, and may well be inappropriate to the needs of the majority of new businesses.

This Business Plan is deliberately simple, and is designed primarily as an aide memoire to try and ensure that you address the main areas that a new business needs to look at, and to then consider the implications of these and what else needs to be done.   You will never actually finish your Plan, as adjustments will need to be made in the light of how the original plans worked out.

Don’t worry if parts of this Plan don’t appear to apply to you.  For example a manufacturing or retail business will have different characteristics to that of a service business.   As long as you are confident that it isn’t relevant, then move on to the next section.  

You will have to make educated guesses as to what might happen, especially when looking at the financial estimates, and there is nothing wrong in this.  The important thing is to be able to justify to yourself why you made these guesses.  You probably won’t get them all correct, but the Business Plan that worked out exactly, has yet to be written!

Above all, remember that this Plan is for you, so don’t worry too much about how it might look to someone else.  By all means show it to others who might be able to pass on their experience, but the most important thing is that you understand, and have confidence in, your Plan.

Good luck!

BUSINESS DETAILS

	Your name(s)
	

	Business Name (if any)
	

	Business Address
	

	Telephone Number
	

	Type of Business
	

	STRATEGY



	Why do you want to run your own business?

	

	What are your ultimate aims?

	1

2
	
	By when
	

	
	
	By when
	


	What are your short-term objectives?

	1
	
	By when
	

	2
	
	By when
	

	3
	
	By when
	

	PEOPLE SKILLS



	What business skills and experience do you have that will help you run your own business?

	

	What other skills will you now need to acquire personally or by employing someone?

(You may find it easier to list these as you complete other sections of the Plan)

	

	By when


	

	PLANNING

	What will happen to your business if you are ill or injured?  If this is crucial, is there a contingency plan that you can put in place now?

	

	Will you trade as a:

 Sole Trader / Partnership / Limited Company?

	

	Will you (need to) register for VAT?

	

	Will you need to obtain any Licences, Planning Permissions etc before you commence trading?  If so, what will these be?

	

	When do you expect to start trading?
	By when
	

	
	

	OPERATIONS & PRODUCTIVITY
	

	
	

	How many hours per week can I work in my business?
	

	
	

	How many of those hours will be productive and how many administrative? (Don’t forget time spent on marketing, bookkeeping, negotiating, travel)
	Productive hours
	Admin hours

	
	

	Based on the above and my Personal Survival Budget, what should my hourly rate be?
	

	
	

	Will I have any key suppliers in my business?
	

	
	

	What equipment is essential for my business?
	

	
	

	Will I need premises?  
	


	CUSTOMERS & MARKETS

	

	What market research have you done?

	

	Who will be your customers?

(e.g.  type, size, geographical location of business, or if the general public, age, sex, socio-economic group etc)

	

	How have you worked out that there are enough of the above categories of customers to meet your Sales targets?

	

	YOUR COMPETITION

	Who are your main competitors?

List below their strengths and weaknesses?  (e.g. Price, Quality of service, Product range, Location)

	

	
	Name
	Strengths
	Weaknesses
	

	
	A
	[Click here]
	1
	
	1
	
	

	
	
	
	2
	
	2
	
	

	
	
	
	3
	
	3
	
	

	
	
	
	4
	
	4
	
	

	
	B
	[Click here]
	1
	
	1
	
	

	
	
	
	2
	
	2
	
	

	
	
	
	3
	
	3
	
	

	
	
	
	4
	
	4
	
	

	
	C
	[Click here]
	1
	
	1
	
	

	
	
	
	2
	
	2
	
	

	
	
	
	3
	
	3
	
	

	
	
	
	4
	
	4
	
	


	Based on the above, your main advantages over your competition are:

	1.
	

	2.
	

	3.
	


What will be your Unique Selling Point(s) (USP).    Unless you are lucky enough to be first in the market with a totally new product, at least some, if not all, of your business will have to come at the expense of your competitors.  They have a head start on you.  You need to be able to answer the following question:

“Why will customers buy from me in future, 

when they are quite happy at the moment dealing with their existing suppliers?”

MARKETING THE BUSINESS

How will you market your product/service?

List here the methods you intend to use.  State the frequency (e.g. ongoing, monthly, one-off), cost and timing.

	
	How often
	Cost
	When

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	


(Remember – there is more to Marketing than just deciding where to place advertisements.  Your marketing strategy should cover the whole range of what you will do to promote the public perception of your business)

	Who will be responsible for carrying out your marketing strategy, and monitoring on going performance?

	


FINANCE

START-UP COSTS

Will you require separate Business Premises or will you be working from home?

	
	*Have

already
	Need to

buy

	If separate premises:

	
	Type of premises
	
	

	
	Approx. size
	
	sq.ft
	
	
	

	
	Capital cost (if freehold or long lease)
	£
	
	£
	
	

	
	

	What other Start up costs will you incur?
	

	
	Equipment
	£
	
	£
	
	

	
	Furnishings
	£
	
	£
	
	

	
	Vehicles
	£
	
	£
	
	

	
	Opening Stock
	£
	
	£
	
	

	
	Other costs
	£
	
	£
	
	

	
	* Sub total
	£
	
	£
	
	

	
	Carry forward
	*£
	
	

	
	Maximum working capital requirement
	

	
	(from cash flow forecast)
	
	£
	
	

	
	TOTAL CAPITAL REQUIRED
	£
	
	

	How will you fund this requirement?
	

	*
	Value of items already owned
	£
	
	

	
	Own funds
	£
	
	

	
	Personal loans/gifts
	£
	
	

	
	Grants
	£
	
	

	
	Sub Total
	£
	
	

	
	

	
	Bank or other finance loans
	£
	
	

	
	Bank overdrafts
	£
	
	

	
	Other sources (
	
	)
	£
	
	

	
	TOTAL
	£
	
	


*  By including amounts in this way, you will have a more precise figure for your total input to this venture.

	How will you price your product(s)/service?

	

	On what basis will you calculate your sales levels for the first year?

	

	Based on this, what are your anticipated sales in the first year:
	£
	
	(a)

	

	Deduct variable costs:
	Goods or materials used
	£
	
	

	
	Direct wages/salaries
	£
	
	

	
	GROSS PROFIT
	£
	
	(b)

	

	Calculate your Gross Profit %
	Gross Profit (b)  X  100
	

	
	Sales  (a)
	=
	
	%  (c)

	

	Please note that not every business will have variable costs.  If this applies to you, then the above calculations and that of Break even point below, are irrelevant, and need not be done.  However, you should still remember the importance of ensuring that your anticipated Sales (a), exceed your annual Fixed Costs (d x 12).

	

	How much will your Fixed Costs be per month?

	
	Wages/Salaries (Net)
	£
	
	

	
	PAYE/NI
	£
	
	

	
	Rent, Rates, Water
	£
	
	

	
	Heating & Lighting
	£
	
	

	
	Telephones
	£
	
	

	
	Postage & Carriage
	£
	
	

	
	Insurance
	£
	
	

	
	Printing & Stationery
	£
	
	

	
	Travel & Vehicle costs
	£
	
	

	
	Bank charges
	£
	
	

	
	Loan repayments
	£
	
	

	
	Advertising
	£
	
	

	
	Repairs
	£
	
	

	
	Professional Fees
	£
	
	

	
	Personal drawings (if not Ltd Co.)
	£
	
	

	
	
	£
	
	

	
	
	£
	
	

	
	Sundry expenses
	£
	
	

	
	TOTAL
	£
	
	(d)

	
	

	

	What will be your Break even point?

	
	Total Fixed Costs (d)  X  100
	=
	
	per month

	
	Gross profit margin (c)
	
	
	

	


	Will your projected Sales be sufficient to cover this, ideally with a margin for error?  (If not what can you realistically change to correct the deficit?)

	

	Who will be responsible for keeping your books, and monitoring performance on a regular basis?

	

	CASH FLOW FORECAST

You will find a Cash Flow Forecast as a separate download on this Website, and this should now be completed.

To many people this is the most daunting part of the Plan, but you will have already calculated many of the figures required, and if approached systematically, completion should be relatively straightforward.

It may help you to consider the following points:

· At this stage you should only complete the “Forecast” columns.

· The line for “Sales” is to assist in calculating when receipts may be received.  The figures in this line should NOT be included in the actual calculations.

· Unless you have a precise figure for any item (e.g. a monthly Loan repayment), rounding amounts to the nearest £10 will be quite sufficient.

· You should include amounts in the actual month that you expect to pay them, or when you anticipate receiving the money.  This is especially important to remember when buying or selling on credit.

· You have already calculated your projected first year sales figure, but in most cases it would be wrong to merely divide this by 12 to arrive at the monthly figure.  Almost all new businesses take time to build up sales, and even then, it could be the second or third month before payment is actually received.

· Make sure you allow for seasonal fluctuations, whether this is because of the nature of your business itself, or because of outside factors such as Christmas and/or the holiday season.

· It may be that once you have calculated your Sales taking into account the above factors, your first year total could be significantly different to your original projection under “Financial Forecasts”, earlier in the Plan.  If so, you must take this into account, and, if necessary, recalculate those projections.

· Where VAT is payable on either a payment or receipt, include this amount in your forecasts.

· Make notes below as to how you have arrived at your estimates.

· The “Actual” columns should be completed month by month, once your business is under way.  By doing this you will be able to monitor very quickly how well things are going, and where necessary take action to rectify matters that are not doing so well.



	Notes to Cash Flow Forecast

	


PROFIT & LOSS FORECAST

As with the Cash Flow Forecast you will have already estimated many of the figures required, and a lot of these just need carrying forward.  It may help you to consider the following points that often cause confusion:

· If you are registered for VAT, all figures should exclude the VAT element.

· As opposed to the Cash Flow Forecast, it is the receipt or issue of invoices that dictate when a figure should be included.  This is important to consider around the beginning and end of your financial year.

· Unless you are trading as a Limited Company, in which case your salary will be included under Salaries/NI, personal Drawings are not included in the Profit & Loss.

· Depreciation will not form a “Cash” entry in your books, but is an allowance against tax.  This will be a calculation of, say, 25% of the capital cost of vehicles, equipment etc.  For further guidance on this, please contact your local Enterprise Agency or your Accountant.

· If you have raised a Loan, it is only the interest element that is included in the Profit & Loss, as opposed to the entire loan repayment that you will have included in the Cash Flow Forecast.

· Make notes below as to how you have arrived at your figures.

	
	£
	
	£

	Sales
	
	
	

	Opening stock (if any)
	
	

	Add  Purchases
	
	

	Deduct Closing stock
	
	

	Total of materials used
	
	

	Add  Direct wages
	
	

	Total Direct Costs
	
	

	

	Deduct
	
	

	Gross Profit
	
	

	

	Salaries & NI
	
	

	Rent/Rates & Water
	
	

	Heating & Lighting
	
	

	Telephones
	
	

	Postage & Carriage
	
	

	Insurance
	
	

	Printing & Stationery
	
	

	Travel & Vehicle costs
	
	

	Bank charges & Interest
	
	

	Advertising
	
	

	Repairs
	
	

	Professional fees
	
	

	
	
	

	
	
	

	Sundry expenses
	
	

	Total overheads
	
	

	
	

	Deduct
	
	

	Trading Profit (Loss)  (a – b)
	
	

	

	Deduct Depreciation
	
	

	Net Profit (Loss) before Tax
	
	*

	
	
	
	

	* If a * If a sole trader – does your net profit exceed your personal survival budget?



	
	
	
	

	NotesNotes to Profit & Loss




	If you have got this far, you have put in a lot of work, but you now have your basic Business Plan, and are well on the way to Starting-up!

However, if the Plan has identified areas where you need to acquire further skills, or you just need some general help with your Plan, don’t forget that EDEAL is here to help you.  We can provide help and advice, and we deliver Business Link Workshops specifically designed to help anyone wanting to set up their own business.  

If you haven’t done so already, get in touch with us, and see what else we can do to assist you make a success of your new venture.

And finally……!

As we said at the start, your Plan will never be completed, and it will need to be reviewed and adjusted from time to time in the light of what actually happens once you have opened for businesses.  Make a final note here as to how often you will review the Plan, and when the first review will take place.

	

	
	Review Plan (e.g. monthly, quarterly)
	
	

	
	

	
	Date of First Review
	
	


