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Summary Statement
Describe in brief an outline of your idea and estimated turnover – you could come back to this and do it once you have completed the rest of the plan

Personal Profile 
In here put about your background and qualifications and any relevant experience you have which will help you run the business.  Also talk about the team of people helping you if you are planning on having any employees, and experience / knowledge of your chosen industry.
Business Idea

Outline your business proposition, including future goals for the business and an overview of the service/products.  Include Unique Selling Points and hours/days of opening
Business Operations

Sole/Trader Partnership/ Limited Company/Other.

Business Name:- What have you done to check the name is already not being used?

What Insurances do you need? 

Professional Indemnity:-
Public Liability:-
Employer’s Liability:-
Product Liability:-

Vehicle Business Ins:-

Where will you go to get them?

Remember to display your public liability and employers liability insurance certificate in your premises.

 Will you register for VAT?

Yes            No

What other legal requirements relate to your business e.g Health and Safety regulations, Environmental issues and Licenses?
Do you have in place contingency plans for illness / disaster?  What are they?

Market Research

Please describe your understanding of the target market, how you have researched it and with what results. You should pay particular attention to your target customers, who they are and why they buy the product or service which you are offering. You should also explain your understanding of the competition you will face in the market.

What Customer research have you done and with what results?

Who are your target customers?

Why will they buy from you, for example what is your unique selling point?

Location- e.g What passing trade is there?

Advertising and Promotion

What methods will you use to advertise and promote your product or service, how often will you use these and what will it cost in total for the first year of business?

Method                                           Frequency                              Cost (£)

Business Premises

Where will your business be based:- At home        

Business premises.

If from home:

Will you need a landlords/mortgage providers permission?

Will you need planning permission?

Are neighbours likely to object?

Will insurance need amending?

If from business premises:-
Type of premises e.g. shop/warehouse

Size

Basis of Occupation e.g. Lease/rent duration, break clause etc

Costs- Business rates, water rates, Utilities.

Any refurbishments required?

Are the premises shared- if yes what arrangements are in place for access etc.
Staff

Are you going to employ staff either at the start of the business or the first year?

If yes how many and in which occupations (indicate full or part time)

How will you recruit staff and how will you pay them? E.g. PAYE / Sub-Contactor
Who else will be involved in the running of your business e.g. third parties

How would you check about employment law?

 Start Up Costs
Business equipment....

List all the items of equipment; machinery vehicles etc you will need to operate your business plus your assessment of the value of each item.

Item of Equipment                           Owned (£)                          Required (£)

                              Total Value            £                                                 £
Other start up costs
List any other items on which you need to spent money before you can start to trade. If you have already spent money on some items, enter the amount in the “Owned” column.

Item                                                             Owned (£)                  Required (£)

Equipment total b/f from previous sheet
Advanced Overheads

e.g Marketing, Insurance

Total Value

Source of Start up Costs

Own Capital  (cash provided by you)

Grants (please specify)
Loans (Please specify)
Bank Loan / Overdraft
Other (please specify)

                                            Total £
Personal Survival Budget   
          Self                          Partner
Domestic Rent/Mortgage

Rates

Gas/ Electric/ Fuel

Domestic Telephone

Food and clothes

Vehicle Costs

Loan repayments

Insurance/Pensions

Holidays/Christmas

Other Expenses e.g Childcare

Class 1 N.I

Total Expenses

Income from other sources

Business Overheads         
                            Monthly                         Annually
                                                                             (£)                                  (£)

Employee Wages

Light Heat and Power

Telephone Landline

Telephone Mobile

Stationery and post

Advertising and Promotion

Repairs and Renewals

Motor and Travel

Consumable Tools and Equipment

Accounts and Legal Fees

Rent and Rates

Insurance

Loan Repayments Inc Interest

Bank Charges

Other Expenses

Total:-

 Pricing Your Product or Service
Describe the basis upon which your product or service will be costed. Give examples of the prices you will charge. Show how prices have been worked out. How many hours/cost of raw materials etc.

  Sales Forecasting.

You now need to explain why you feel you can reach the break-even level of sales.

Explain what income you hope to achieve on a monthly basis. Allow for seasonality demands.

Future Plans for developing the business
Talk here about your plans to grow the business and if possible put in projected turnover for years 2 and 3.  Give examples of how you plan to develop it in the future.

Action Points

List action points which you need to do here 
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