[image: image4.jpg]I IORCHID



[Type text]
[Type text] [Type text]



	This is the business plan for:

	Business/company name: 

	Client name:
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	Name of Business
	

	Contact Name
	

	Business address
	

	Postcode
	

	Telephone Number
	

	Mobile Number
	

	Email
	

	Website
	

	Facebook
	

	Twitter
	

	Linkedin
	


	


Date: 
1. Business description
a) Please provide a concise description of your business idea identifying clearly the product or service you plan to supply and why you have decided to launch this new business into the market.  
	


2. About you
 What experience do you have of doing something similar or is it based on an interest or a hobby?  If available, attach your CV and copies of any relevant qualification certificates you hold.
	


3. Operational structure

	Legal Structure and why this one?
	

	Business trading  name: 

	

	Registered Business Premises: 

If Ltd:  accountant’s office or home.
Sole trader address used on CWF1
	


4. Market research 
Please describe your understanding of your target market.  
How have you researched it (primary and secondary research) and what results / conclusions did you come to? (feel free to attach any supporting documentation).   
	


Who are your competitors (what research have you done on this)?

	


What does your target audience look like? 
	


Explain why customers will buy from you rather than your competition.
	


 Is your business seasonal?  If so, how will you operate in these months?
	


5. SWOT analysis 
A SWOT analysis involves considering both the internal and external factors that may affect your business or project. Strengths and weaknesses are internal to your business. You can identify them by looking at your resources, skills, staff, products, processes, etc.  Opportunities and threats arise externally, so you will need to carry out a systematic review of the environment in which your business operates. This can include looking at market and consumer trends, competitor activities, changes in technology, legislation and financial issues.
	
	Issue
	How to be addressed / used

	Strengths


	
	

	Weaknesses


	
	

	Opportunities


	
	

	Threats


	
	


6. Marketing, advertising and promotion 
What are your key routes to market?  How will you attract customers to your business, and what cost will this incur? 
	


Identify when you will spend and a realistic monthly cost for each applicable item.
	METHOD E.G
	M 1
	M2
	M3
	M4
	M5
	M6
	M7
	M8
	M9
	M10
	M11
	M12

	Shop Signage
	
	
	
	
	
	
	
	
	
	
	
	

	Vehicle Signage
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	A Board
	
	
	
	
	
	
	
	
	
	
	
	

	Online advertising Preloved/Gumtree/Rated People/Ebay Etsy etc)
	
	
	
	
	
	
	
	
	
	
	
	

	Online Networking
	
	
	
	
	
	
	
	
	
	
	
	

	Blogging
	
	
	
	
	
	
	
	
	
	
	
	

	Facebook Fan Page
	
	
	
	
	
	
	
	
	
	
	
	

	Twitter
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Linked In
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Posters 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Competitions.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Local Radio
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Trade shows/Exhibitions
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Thomson Local & Online
	
	
	
	
	
	
	
	
	
	
	
	

	Yellow Pages.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Press articles and advertorials.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Classified advertisements.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Charity events.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Networking.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Telemarketing.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Sales letters.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Flyers and brochures.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	E-mail.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Postcards.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Sales agents.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Press releases.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gift vouchers.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Word of mouth.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	You Tube
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Business cards.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Catalogues.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Window displays.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Newspapers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other
	
	
	
	
	
	
	
	
	
	
	
	


7. Pricing 
	Description of Product or Service
	Costing break down
i.e. unit rate, day rate, job rate, hour rate etc
	How  have you  come to this pricing structure

	
	
	

	
	
	

	
	
	

	
	
	


8. Sales projections
Have you considered what level of sales you might achieve in your first year of trading and what gross sales income these might generate? Remember your sales will probably start low and build as you raise awareness amongst your customers. Take seasonal factors into account that might impact on your sales.

	What are your sales projections? Explain how you have come to your Sales Projection: 




9. Start up costs
Using the table below, list all items of equipment, machinery; vehicles etc. which you will need to operate your business, plus your assessment of the value of each item. Enter the assessed values in the “Owned” column if you already have the item but in the “Required” column if you still have to purchase the item.
	START UP COSTS
	 
	 

	Description
	Owned    £
	Required £

	Stock
	 
	 

	Equipment
	 
	 

	Machinery
	 
	 

	Tools
	 
	 

	ICT, Computer, Hardware & Software
	 
	 

	Telephone & Broadband
	 
	 

	Business Stationery 
	 
	 

	Marketing Materials
	 
	 

	 Signage 
	 
	 

	 Insurance
	
	 

	 Uniforms
	
	

	 Legal and professional fees
	 
	 

	Training
	 
	 

	 Property Purchase
	 
	 

	 Rent in Advance / security deposit
	 
	 

	 Planning Permission
	 
	 

	 Premises Refurbishment
	 
	 

	Fixtures and Fittings
	
	

	Other
	
	

	 
	
	

	 
	 
	 

	TOTAL VALUE
	
	


10. Sources of finance to cover start up costs

The total in the “Required” column shows the total funds required to finance the start up of your business. In the table below show clearly from where you plan to access the required funds.

	Source
	Amount (£)

	Own Capital (cash provided by you)
	

	Bank Loan
	

	Bank Overdraft Facility
	

	Other (Start up loan)
	

	Grants
	

	Other
	

	Total
	£


11. Business costs and overheads
Please list below the estimated costs of running your business and provide a brief explanation as to how you have arrived at these figures. 
	RUNNING COSTS


	 Monthly 


	Annual 

	
	
	

	Wages: staff
	 
	 

	Sub-Contractors
	
	

	Rent  & Business Rates

	 
	 

	Light / Heat / Power
	 
	 

	Telephone 
	 
	 

	Stationery/Post
	 
	 

	Business Broadband
	 
	 

	Insurance
	 
	 

	Advertising and promotion
	 
	 

	Repairs/Renewals
	 
	 

	Vehicle  & Travel Expenses
	 
	 

	Consumables
	 
	 

	Accountancy/Legal/Prof
	 
	 

	Loan 
	 
	 

	Bank Charges
	 
	 

	Training
	 
	 

	 Other 
	 
	 

	TOTAL VALUE
	
	


12. Personal survival budget 
	PERSONAL SURVIVAL BUDGET (monthly)
	INCOME

	INCOME SELF (Do not include predicted income from business)
	

	INCOME PARTNER
	 

	OTHER REGULAR INCOME
	 

	UNIVERSAL CREDIT
	

	CHILD SUPPORT
	 

	WORKING TAX CREDITS 
	 

	CHILD TAX CREDITS
	 

	CHILD BENEFIT
	 

	HOUSING BENEFIT
	 

	COUNCIL TAX BENEFIT
	 

	PERSONAL SURVIVAL BUDGET
	EXPENDITURE

	MORTGAGE/RENT
	 

	LOAN REPAYMENTS
	 

	COUNCIL TAX  
	 

	UTILITIES (GAS/ELEC, WATER)
	 

	TV LICENSE
	 

	HOUSE INSURANCE
	 

	LIFE INSURANCE
	 

	CAR INSURANCE/MOT/ TRAVELLING EXPENSES (FUEL/FARES)
	 

	TELEPHONE/TV/BROADBAND
	 

	MOBILE
	 

	CREDIT CARD PAYMENTS
	 

	CLOTHING
	 

	HOUSEKEEPING (FOOD/TOILETRIES/CLEANING PRODUCTS) 
	 

	OTHER
	 

	
	

	INCOME
	

	EXPENDITURE
	 

	BALANCE
	 


13. WHAT type of financial record keeping are you intending to use
	


14. Legal & regulatory requirements

Listed below are standard items which every business should consider.  For your own business, it is vital that you clearly investigate and identify other requirements specific to your business.  Add these to the list below.
	Legal Requirements – What steps have you taken to ensure that the business is legally compliant and its activities are protected?
	Yes
	No
	N/A

	Sole Trader or Partnership - have you registered with HMRC? 
	
	
	

	Have you arranged suitable services to manage book keeping for your business?
	
	
	

	Limited Company – have you registered with Companies House?
	
	
	

	Have you obtained Public Liability insurance?
	
	
	

	Have you obtained other necessary insurances? 
	
	
	

	Has your lease agreement been checked by a solicitor?
	
	
	

	Have you obtained the necessary local authority approvals?
	
	
	

	Have you obtained the necessary licences?
	
	
	

	Have you investigated Copyright protection? ; Intellectual Property, Copyrights, Patents
	
	
	

	Have you produced a Health & Safety policy? Health and Safety Regulation
	
	
	

	Have you produced an Environmental policy?
	
	
	

	Other potential legal licenses a business may need include: Food Hygiene and Safety; Online and Distance Selling; Data Protection 


	
	
	


15.  Cash flow forecast attached

Using all the financial information you have gathered, complete a Cash Flow projection.

Have you considered what level of sales you might achieve in your first year of trading and what gross sales income these might generate? 

Attached Cash Flow supports the monthly income required from the business:
Yes:         [image: image2.emf] 

       No:  [image: image3.emf] 


