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PRESENTATION POINTS 

A business plan should be a concise document.  The three most important areas of the business plan are:
(1)  the executive summary;

(2)  details about you and, where appropriate, your management team;

(3)  the financial forecasts.

If you are writing a business plan for yourself, then this can be a long, detailed and comprehensive document. A detailed business plan serves as a working template for your business. However, when the plan is written for a third party, i.e. a lender or investor, then the business plan must be a professional and more succinct document.  Focus on what the reader needs to know.
Tips:

· Keep re-writing the Executive Summary until it is clear, concise and comprehensive;
· The Executive Summary should be written last.  It is often the section, along with the strength of the management team, which forms the basis for a lenders initial acceptance or rejection;
· Avoid technician jargon and TLA’s (Three Letter Acronyms);
· Provide detailed financial information, supported by realistic assumptions;
· Keep it short – most business plans are too long.  
· Show the plan to friends and external advisers and ask for constructive feedback.
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1. Executive Summary
(Insert your text here)
As a guide, the executive sumary should be no longer than two pages of A4 and highlight the key points in the business plan. Use the summary to inform and interest the reader, encouraging them to find out more about the business and read the whole business plan.

The following key areas should be summarised in this section:

· Business Proposition - the background, history and current position of the business;
· Product Overview - details of different products and/or services together with unique benefits to the customer/client;
· Market Overview - analysis of current market developments;
· Target Customers/Clients - outline of different types;
· Strategic Alliances - details of key suppliers, sub-contractors, agents etc;
· Management Team - details of all key members of the team;
· Competition - main direct and indirect competitors;
· Operations – key operational issues e.g. manufacturing, distribution, human resources;
· Sales and Marketing - promotional strategy, distribution channels etc;
· Funding Requirements - how much is required, shareholders/proprietor’s stake and borrowing requirements. Intended use of funds;
· Key Financial Information - details of profit & loss and cash flow forecasts. 
2. Business Overview
Background
(Insert your text here)

· A brief history of your business or your business idea.
· The purpose of your business e.g. what business you’re in and why you started it.
· The length of time you’ve been developing the business idea.
· Work completed to date on the business or business idea.
· Any relevant experience you have.
Core values

Explain your core values and how these are integral to the development of the business. 
· Mission statement – Concise (one sentence) statement of what the business does and to whom.

· Vision statement – What you want the perception of your business to be.

· Value statement – Principals that guide the business.
Business model
(Insert your text here)
· Provide a detailed explanation of the business model including the processes involved. 
· Explain the proposals for developing the business in the future.  
Business goals and objectives
(Insert your text here)
Explain what, specifically, you aim to achieve e.g. a certain level of turnover/profit/market share, within a specified timescale.
When describing your business objectives and goals, ensure they are specific and measurable. Develop an action plan based on Specific, Measurable, Action, Resources, Time scale (SMART) goals and objectives.
Business expansion plans
 (Insert your text here)
· Provide details of the short, medium and long term growth ambitions for the business. 
· Outline the practical steps you feel are necessary to achieve these objectives.
· Identify what additional resources may be necessary to support this growth. 

. The proposals can be set out in the form of a Growth Directions Matrix. This will include an analysis of existing and new products/services together with existing and new marketplaces.
3. Strategic management & key business issues
Founders and key individuals

(Insert your text here)
Provide a short description of the founders, and where appropriate, key members of the management team.
Outline the management skills within your team:
· Define each management role and who will fill it;
· Explain your strengths and outline how you will cope with any weaknesses; 

· Describe the background experience of each team member;
· Detail how the key areas of production, sales, marketing, finance and administration will be covered;
· Outline how many 'mentors' and other supporters you will have access to. 
Strategic partners

(Insert your text here)
· Provide details of relationships with any key partners or suppliers that are currently in place. 
· Outline any proposals you may have to widen these partnerships to increase your access to markets or to leverage resources.
Critical success factors
(Insert your text here)
Provide an outline of the assumptions and issues critical to the success of your business.
Intellectual property

(Insert your text here)
· Provide details of any patents or other intellectual property within the business. 
· If you are considering protecting your product/service brand through trade marks or patents, you should outline the method and timescale of achieving such protection.

Strategic overview - SWOT
(Insert your text here)
Identify the strengths, weaknesses, opportunities and threats for both the business and for yourself individually.
Risk analysis

(Insert your text here)
· Look at the business and isolate areas where something could go wrong in the business.  
· Consider a range of what-if scenarios and consider what action you would propose in those circumstances. What contingency plans do you need?
4. Marketing

Product / service
(Insert your text here)
An outline of the business proposition, explain exactly what your product or service is. In particular:

· How is it differentiated from other products and services available in the market?;
· Describe the features i.e. details of the product or service you are offering;
· Dscribe how those features improve the life of the user e.g. benefits;
· Clearly outline the benefits as these are the reasons consumers will buy your product or service;
· How do you propose to deliver these products/services?
Marketing objective
(Insert your text here)
Outline, in a phrase, what you aim to achieve – define it by reference to a whole market, a niche, a profitable benchmark, a demographic area or possibly an ethical standard.
Marketing review
(Insert your text here)
· Provide background to the market/industry.

· Summarise information on general trends or developments in the market.

Market demand
(Insert your text here)
Why do you believe there is a demand for your product/service?
Focus on the segments of the market you plan to target - for example, local customers or a particular age group:
· Indicate how large each market segment is and whether it is growing or declining;
· Illustrate the important trends - and the reasons behind them;
· Outline the key characteristics of buyers in each segment (e.g. age, sex or income);
· Mention customers you have already lined up and any sales you have already achieved.

It can be useful to explain the market research you have done and the methods you have used to research the potential market:

· This can be in terms of desk research e.g. using directories (Yellow Pages, Thompsons Direct), trade journals, websites etc or Field Research e.g. Quantitative or qualitative research;
· Outline how ongoing market research is built into your daily business operations;
· What target market(s) has your market research (and trading experience) established;
· Explain how intimately you understand these markets (how close you keep to your customers) and how this feeds back into your business (improvements, product/service changes, etc).

Unique selling points
(Insert your text here)
Having found out information on your competitors, you need to work out how you can be better than them.  

Identifying your unique selling point (USP) serves to answer the question “why will people buy from you as opposed to your competitors?”.  Remember this is based upon benefits not features.  This can then be used to develop your promotional strategy.

Customer analysis
(Insert your text here)
You will need to distinguish between customers (to whom you sell directly) and users of the product or service:
· Profile the pople who will use your product/service;
· Detail different customer groups e.g. types of customers.
Competitor analysis

(Insert your text here)
What are the competing products and who supplies them? 
· List the advantages and disadvantages of all your competitors and their products. 

· Explain why people will change from competitors and buy from you instead. 

· Demonstrate that you understand your competitors' reaction to losing business and demonstrate how you will respond to it. 

· You must show you have done the market research needed to justify what you say in the plan. 

Unless there is a viable market and you know how you are going to beat the competition, your business will be vulnerable. You will need to find out who your direct and indirect competitors are.  Once you have established who they are, you can compare your competitors on specific issues e.g. price, location, style, primary services offered, promotional material etc.
Promotional strategy

(Insert your text here)
Describe the current marketing reach of your business (local, national, international?) and how you reach customers (e.g. through distributors, using the Internet).  

In terms of your strategy, what new markets do you plan to access:

· In the next year?

· In the next 3-5 years?

Describe how you plan to accomplish this.
You should outline what material you will use to promote your business.  This may include:
· Stationery, business cards, letterhead, compliment slips etc;
· Post cards;
· Promotional flyers;
· Folders (in which to place promotional material);
· Brochures;
· Information leaflets;
· Stickers;
· Merchandise e.g. pens, mugs, silk ties, baseball caps, notepads, screen guards, umbrellas, t-shirts, calculators etc. 
Pricing policy

(Insert your text here)
Explain the method used for pricing your products/services.  For example, influences on your pricing may include:
· Cost of production (or the cost of delivering the service); 

· Market expectation (what you feel the market can bear);
· Competition (where your pricing sits alongside your competitors);
· Distribution channels (if you are selling through a third party e.g. supermarket or agent, you will need to take their mark-ups into account).

5. Operations
Business structure/ legal entity

What is the legal structure of your business, i.e. limited company, partnership, sole trader. 
Premises
(Insert your text here)
Provide details of the premises from where the business will operate, including terms of lease, rent, rates etc. Include any licenses/permits/permissions held or required.
Plant machinery and equipment
(Insert your text here)
Provide details of any plant, machinery and equipment required.
Management systems

(Insert your text here)
· Describe the systems you have in place to manage the business efficiently. 

· What accounting software or systems do you use? 
· How regularly can you produce financial reports and analyse key business ratios?

· Cover compliance issues, show how you prepare for and deal with payroll and employment issues, tax and VAT obligations, health & safety, etc. 

Distribution

(Insert your text here)
Provide details of how your products or service will be reached by your customers, e.g. through distributors, direct sales, via the internet, etc.
If you are going to manufacture or distribute products, show how and where you are going to warehouse them and for how long. Consider any potential limits to production capacity.
Explain what facilities the business will have and how it will deliver the product or service to the customer.
6. Financial budgets and forecasts

 (Insert your text here)
Attach financial budgets and forecasts to the business plan such as:
· Capital expenditure budget;
· Sales forecast
· Profit and loss forecast;
· Cash flow forecast;
· Break-even analysis.
Provide brief notes on each of these forecasts. 

Your financial forecasts translate what you have already said about your business into figures. If the cash flow forecasts pinpoint future cash flow difficulties, explain how you plan to deal with these challenges.
A realistic sales forecast forms the basis for all your other figures. Break the total sales figure down into its components (e.g. different types of products or sales to different types of buyer).
Your profit and loss (P&L) forecast gives a clear indication of how the business will move forward. Summarise the annual P&L forecast for two years trading.
Your cash flow forecast shows how much money you expect to be flowing into and out of your bank account and when. You must show that your business will have access to enough money to survive:
· Demonstrate that you have considered the key factors affecting cash flow – e.g. level and timing of sales revenue, wages; 

· Show when there will be more money coming in than going out ('cash-positive'). 

For every forecast, list all your key assumptions (e.g. prices, sales volume, and timing). 

State what the finance you are seeking will be used for. Show how much will be for buying equipment and how much for working capital (financing stock and debtors). 
Detailed financial forecasts (monthly sales, monthly cash flow, P&L) should usually be put in an appendix. 
You may want to give other relevant information such as:
· Detailed CVs of key personnel (essential if you are seeking outside funding);
· Market research data;
· Product literature or technical specifications;
· A list of external data sources used in your research – this will add credibility to the information. 
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