Business Plan





  Section 1

Top of Form

Enter information in the boxes and use the Tab key to move to the next area or shift / Tab to move

to the previous area
Name of The Business

	     


Type of Business
	     


Area of Location of Business

	     


Legal Status of the Business

 FORMCHECKBOX 
Sole Trader
      FORMCHECKBOX 
 Partnership
 FORMCHECKBOX 
Limited Company
  FORMCHECKBOX 
 Franchise
Business Address


	     


Telephone Number

	     
	     


Regulatory Requirements

Licenses

	     


Other Authorisations

	     


Section 2

The Owners
Name(s)

	     
	     


Age(s)

	     
	     


Marital Status

	     
	     


Experience

	     
	     


Qualifications and Training

	     
	     


Section 3

Market Research
Product / Service Description

	     


Demand for the Product / Service

	     


Number of Competitors identified

	     


Target Customers

	     


Researched customer’s needs and wants

	     


Competitor Analysis

	Name
	Location
	Strengths
	Weaknesses
	Key Benefits

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Marketing Mix

When making buying decisions people are influenced by five factors. The percentage split between these five factors (derived from you Market research) will enable you to target your promotional, sales and advertising activities.

	Product or Service
	     %

	Price
	     %

	Promotion or Image
	     %

	Place / Availability
	     %

	Customer Service
	      %

	
	

	Total
	100%


Section 4

Resources Required
People

	Name
	Responsibility
	Background

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Premises

	Type
	Size
	Location
	Available / To Arrange

	     
	     
	     
	     


Plant, Machinery & Equipment

	Item
	Estimated Value
	Available / To Arrange

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Raw Materials

	Item(s)
	Source
	Terms (Credit / Cash)

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Section 5

Running Costs
(Projected for 12 months)

Direct Costs (Stock / Materials, etc.)

	Items
	Annual Costs

	     
	     


Overheads

	Rent / Rates
	     

	Heat / Light / Power
	     

	Insurance
	     

	Telephone
	     

	Wages / Salaries
	     

	Drawings
	     

	Motor Expenses (Petrol / Tax / Repairs, etc)
	     

	Travel Expenses
	     

	Stationery
	     

	Promotion / Advertising
	     

	Professional / Legal Fees
	     

	Interest on Loans
	     

	Bank Charges
	     

	Depreciation
	     

	
	

	Total
	     


Section 6

Costing & Pricing
(Use the relevant calculation)

1
Calculating total cost (used in retail / Manufacturing)

     
Overheads (inc drawings)
x 100

= 
%



   Annual Direct Costs

     
Direct Cost per item  x % = Proportion of Overhead 


The ratio may be used to calculate the cost of products

2
Calculating total cost (used when providing a service / time based)

     
       Overheads
      = Overhead recovery rate per hour


  Fee earning hours

     
Direct cost + recovery rate x hours to complete job = total cost

3
Set the selling price considering

     
· Mark up %





     
· Competitor Pricing



     
· Market Pricing

Section 6

4
Costing the Job

	Job Description
	Hours to complete
	Direct Cost
	Selling Price

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Totals
	     
	     
	     

	Average
	     
	     
	     


5
Calculating Average Gross Profit Margin

Average Gross Profit (Difference between Av Direct Cost and Av Selling Price

     
     
Average Gross Profit  
x 100

= Average GPM%
Average Selling Price

Therefore to calculate annual direct costs as a percentage of annual sales = 100 – GPM%

     
Section 7

Sales Forecast
Forecast of Sales

(When providing a service)

     
Annual Fee Earning Hours
 =
Available Hours per month

     12

     
   Monthly Hours    

 =  
No of Jobs per Month

Av Hours to do Job

     
No of Jobs per Month x Av Selling Price = Av Sales per Month


Complete Annual Sales Forecast

	Month
	Av Monthly Sales
	% Start Up Adjustment
	Adjusted Sales
	% Seasonal Adjustment
	Forecast Sales

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	
	
	
	
	Total
	     


Remember not to use pence when completing forecast.

Section 8

Breakeven
     
Forecast of Sales Turnover






     
Total Overheads for the year


Contribution to Overheads

     
Average Sales Value (A)





     
Average Direct Cost (B)



     
Contribution (A-B)






Annual Volume of Sales

     
 Overheads 


=
Units per year

Contribution

Number per week to breakeven

     
 Annual Volume 

=
Units per week

Working Weeks

Number of Weeks to Breakeven

     
Working Weeks x Selling Price x Volume   = Weeks

Turnover

In terms of value

     
Annual Overheads

=

£  

  Average GPM%

Section 9

Sales Activity Plan

	
	Per Year
	Per Month
	Per Week

	Target Sales Turnover
	     
	     
	     


     
Average Sale / Order Value

	
	Per Year
	Per Month
	Per Week

	How Many Sales / Orders Required
	     
	     
	     


	Method of Generating Sales

	Activity
	When

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Section 10

Start Up Costs
Financial Viability

a) Start Up Costs (e.g. Insurance, rent pre-payments, stock, etc)

	Item
	Cost

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	Totals
	     


b) Capital Equipment (e.g. plant equipment, vehicles, etc)

	Item
	Cost

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


	     
	     

	Totals
	     


     
Costs at a




     
Costs at b



     
Total Start Up Costs



Section 11

Cashflow

     
Injection of loan capital


     
Injection of own capital


     
Credit terms Given


     
Credit terms taken


Other Assumptions

     
Section 12

Profit Forecast
     
Sales Turnover


     
Less Direct Costs


     
Gross Profit


     
Overheads (not inc drawings)


     
Net Profit


     
Less Drawings


     
Retained Profit


Section 13

Funding
Owners Assets

	Value of House
	     

	Value of other Property
	     

	Savings
	     

	Surrender Value of Insurances
	     

	Value of Vehicle
	     

	Other
	     

	Total Assets
	     


Owners Liabilities

	Outstanding Mortgage
	     

	Outstanding Loans
	     

	Total Liabilities
	     


	Net Assets
	     


Section 14

Professional Support & Associations

	     

	     

	     

	     

	     


Bottom of Form

