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Sample Business Plan
Introduction 

In this part of the business plan the entity for which the plan is written should be outlined.  This includes the legal identity of the business, (limited company, partnership, sole trader etc.)

A description for the intent of the business plan would be appropriate here.  If the business plan is being developed for the benefit of potential investors, this should be outlined, as well as the scope of the investment required.

A description of key personnel, professional advisers and principal investors is also recommended here.

Indicate that the plan is confidential etc. For example, include paragraphs like:

This document is confidential and has been made available to the individual to whom it is addressed strictly on the understanding that its contents will not be disclosed or discussed with any third parties except for the individual's own professional advisers. 

Investment in new and small businesses carries high risks as well as the possibility of high rewards. It is highly speculative and potential investors should be aware that no established market exists for the trading of shares in private companies. Prospective investors are advised to verify all material facts and to take advice from a professional adviser before entering into any commitments.

This plan is strictly for information only and does not constitute a prospectus nor an invitation to subscribe for shares. Projections in the plan have been compiled by the promoters for illustrative purposes and do not constitute profit forecasts. The eventual outcome may be more or less favourable than that portrayed. 

History & Current Status

Briefly review where the entity or company has come from.  When did it start and how far has it progressed to this date.  If you are a start up, this section will be brief - however if you are an existing business, you may wish to allow 4 or 5 pages to bring the reader up to speed.  Identify all key personnel involved in the start up of the business - shareholders, technical staff, bankers, lawyers and investors. 

Develop a short summary of the entity's current status.  Include milestones achieved in terms of financial and sales goals.  Also include any advances in technical or service development.   

Where appropriate, a brief background of the company should also be inserted here.  Discuss the ideas that originally brought the entity into being - why did you start the business?

You may also like to list key initial customers and products

Progress to Date

Explain the development of the business to its present status. 

Use simple tables to summarise sales growth, customer/product segmentation, market shares, key product volumes etc. 

Indicate current order book in value/volume terms or relative to capacity.

Describe key events.  Put all details in an appendix. 

Financial Performance
Develop an overall review of the financial performance of the company to date.  Information in this area would include consolidated profit and loss statement and balance sheets.  If this is a start up venture then projected Profit and Loss statements are a must.  So as to allow the reader to digest all relevant information, the development of simple tables to illustrate key financial data is crucial.

You may wish to list here, all shareholders of the company if appropriate. 

If this is an existing company, then highlight the financial position to date vs budgeted position. By doing this you should be able to develop a projected outcome for the current year.

Mission & Strategy

Vision

A brief description of where you see the business in the next three to five years.  This description should include market share, product line depth, consumer perception of the entity etc. 

Mission

The mission statement is generally a short paragraph, which defines the entity's reason for being. 

For example:

Newco designs, develops, manufactures and markets xxx products/services for sale on the basis of xxx features to meet the xxx needs of xxx customer groups via xxx distribution channels in xxx geographic areas. It intends to expand/develop new/additional products/markets/channels by means of xxxx

Objectives

A brief description of the overall objectives of the business.  Is it to have fun, to make money, to save lives or to preserve a natural resource for future generations? 

SWOT Analysis

A SWOT analysis is a realistic look by the owners at the internal strengths of the business and the internal weaknesses that exist within the business.  For each strength and weakness identified, it is advisable to highlight what will be done to either enhance the effects of a strength  or conversely minimise the effect of a weakness.

The next step in SWOT analysis is the identification of external threats and opportunities.  Again, for each external threat identified an explanation of how the entity intends to minimise the impact of this threat on the operation of the entity.  For each external opportunity identified, an explanation of how this opportunity can be further exploited to the betterment of the entity.

List your SWOT's below

Internal Strengths


Internal Weaknesses


External Opportunities

External Threats


Strategies

Bullet point up to eight key strategies (actions, operating methods etc.) in relation to key functional areas - markets, sales, products/services, technology, finance, management etc.  These strategies need to be broad so as to allow refinement as the plan is implemented.

1

2

3

4

5

6

7

8

Goals

Develop a short list of prime goals and define them in terms of units to be sold, clients to be gained, marketshare to be established etc.  This will allow you to identify unrealistic goals and or targets, and amend them as and where necessary.  

Product/Service Description

What is it exactly that you sell?  Do you sell a broad range of products or services, or a more focused and narrow range?

This portion of the business plan is set aside for you to describe to both yourself and a prospective investor, what it is that you sell or offer, what advantages your product or service has over its competitors and what needs/wants do they meet for your target market.

Insert pictures or diagrams of the product or services offered by your company here if available.  Do not get to involved in technical issues at this point in time - these finer points can be placed in an appendix for the reader to digest at a later date.  This section is the "big sell' section - wow them with your brilliance!

Profile of Target Market(s)

Who are they, what do they look like and where do we find them.  This section of the plan is probably the hardest section to complete.  This section requires actual research that can withstand prolonged and often fierce scrutiny.  Do not just pull figures out of the air - these will deflate rapidly under cross-examination from a prospective investor or banker.  If you are putting actual figures or traits in print in this section - be prepared to back them up with evidence.

Indicate size

Segments

Trends

Competition 

User/customer profiles. 

Market Analysis

What makes the market you have chosen so special or attractive.  How has it developed over time? - Is it a new or emerging market? - If it is - what has changed to bring it about - is it changes in lifestyle - technology - legislation?

Where do you see your market in the next 6 months, 1year, 3 years etc? 

Highlight the segments that you are targeting. Explain the channels of distribution. Discuss product trends. 

Review any regulatory restrictions on trade including necessary permits and certificates required.

Discuss why the target market(s) selected are so attractive to your business and perhaps not to others.  Is this a niche which has naturally occurred in the marketplace or one that has be artificially created 

Use simple tables and charts to illustrate key points. Place detailed analyses in an appendix.

Competition

Identify all relevant competitors.  Do not identify every single competitor if the market is greatly fragmented - just go for those who can directly affect your ability to trade.  Profiling these competitors is also a good idea at this stage - where have they been - where are they going - and what is their likely reaction to your business entering their marketplace. 

If it is at all possible to identify competitors market share - illustrate this here.  This will give you and prospective investors a chance to see how realistic your own projected market penetration and thus market share, shape up against the rest of the competition.  It is important to make realistic projections as to your ability to capture market share - investors and bankers alike will watch this area with interest.

Use simple tables or pie charts to illustrate market share and market penetration for both your company and your competitors. 

Complete a brief SWOT analysis of your main competitors.  If you have more detailed information available about the Strengths and Weaknesses etc of your competitors, place this in the appropriate appendix.  This will help to identify further opportunity for your company and may also serve to set off alarm bells when identifying strengths of competitors for which you may have no defence.     

Customers and Potential Customers

Profile customers and explain how/why they will buy your products/services in preference to those of competitors. 

Once you have segmented your potential customer base - identify the following traits with respect to each segment

Price sensitivity 

Quality sensitivity

Distribution Networks

Promotional activities targeted at each segment.

Marketing Strategies & Sales Plans

In this section you will need to outline how you are going to market your products and services to your target market.  What strategies are you going to use?  What results do you expect from your marketing efforts - are they able to be measured?

Example

ABCco will use an aggressive pricing strategy when marketing product xxx to target market xxx.  Heavily discounted prices will allow for faster market penetration and product awareness within target market xxx

Development of entrance strategies for new products / services or indeed the entire company need to be illustrated and costed at this point.

What sales (volumes and prices) will be achieved in its main markets? Link your sales projections into the market share and size projections given above. Use simple tables and graphs to present key data. Include details in appendices. 

Other questions which may need answering in this section include:

What are your pricing policies and credit terms?

What discounts will apply? Will there be bad debts?

Discuss packaging, physical distribution, sales support and product support.

Indicate plans and costs for marketing, selling, promotion, advertising, representation etc. 

How competitive are your business's offerings in terms of price, quality, features etc.?

How will your business deal with these competitors? How will they respond? What are your business's contingency plans?

Review your marketing and sales plans and ask whether they will realistically achieve your projected sales levels and market shares.

 Manufacturing/Operational Plans

An overview of all manufacturing operations is expected here.  Locations of all major facilities and their adjoining support services can be illustrated using simple maps and diagrams.  Plant components and lifespan as well as capacity and plant utilisation should be laid out in a manner that is easily understood by the reader.  Simple tables (excel or similar) will allow you to do this.  Projected plant utilisation and capacity should also be shown in these tables. 

If at all possible, the production process should be broken down into easily read flow charts and diagrams.  This will allow the reader and a potential investor to better understand complex manufacturing or operational relationships at a glance.

Human resource requirements both in terms of expertise and contractual obligations (contractor vs employee) should be briefly explained in this section - however, specific contracts should be placed in an appropriate appendix.  You may wish to discuss required levels of education or industry experience held by staff or potential employees.

Specify key materials or goods to be purchased. Indicate prices, purchasing arrangements, stock-holding policies.

R&D and Technology


With respect to Research and Development, a brief outline of planning R&D developments up to the current day should be illustrated here.  This will allow the reader or investor to further understand the company's commitment or stance towards R&D.

Outline key staff involved in the R&D areas of the company.  Highlight any relevant technological advances and steps taken to protect those advances. Outline what aspects of the R&D process are contained on site and those which are sub contracted out.    An illustration of how intellectual property is protected should also be made clear at this point.

An indication of projected R&D expenditure for the coming year is advisable at this point in time.  Any industry benchmarks for R&D should be mentioned here also. 

Management & Administration

Who is ultimately responsible for overall management of the program?

Management

An illustration of the management team and the tasks that they will be charged with should be offered here.  If at all possible, insert brief CV's with more detailed information available in an appropriate appendix.

Develop a simple organisational chart to illustrate key relationships and reporting lines between staff etc.

An indication of possible remuneration for key staff can be included here if deemed appropriate.

If the company is using any external consultants, it may be of value to list those individuals or firms here.  The reason for this is to show an investor or the company itself, that it is drawing on this external source of information for a specific reason.  External consultants can play an important part in the overall direction and ultimate success or failure of a business, therefore it is logical to acknowledge their input at this point in time.

Administration

An outline of the administrative functions that occur within the company and those with immediate suppliers / customers and clients.  Do not become involved with complex issues at this stage - simply describe all relevant relationships.

Communications and IT capability as well as accounting functions should be illustrated here.  Highlight those who are responsible for overall administration. 

Financial Projections

This part of the plan shows us the financial projections for at least the following twelve months, - 2  to 3 years after that if possible is highly desirable.  Here you will show projected Profit and Loss Statements, Cashflows, Balance Sheets and all key ratios derived from these documents.  Keep in mind however that this section should allow the reader to identify trends and market changes over time.  To allow this to happen, take a high level approach to data display and place all detailed information in an appropriate appendix.

The figures shown here should bear testimony to predictions offered earlier in your document.  That is, if you have forecast a tremendous increase in sales or market penetration, the corresponding increases should follow through into your financial projections.  If this is not the case, you may need to re examine the statements put forth earlier in your plan - needless to say they will be tested under cross-examination.

Key Assumptions

This section will allow you to outline the key assumptions which have allowed the development of specific components of your financial projections.  While these assumptions may be crystal clear to the writer - they are often not so clear to the reader!  Key assumptions will include:

Assumptions on Sales

Assumptions Costs & Manpower

Assumptions on Internal and External funding requirements

Assumptions on Capital Expenditure over the forthcoming life of the business

Assumptions on Working Capital requirements 

These assumptions can be illustrated using both simple tables, or by spelling them out using short yet accurate paragraphs to explain the assumption and its relevance 

Income Statements

It is often better to illustrate trends identified within income statements by way of simple tables or charts - leave detailed information in the appendices.

Cash Flow Projections

Develop cashflow projections for at least the following 12 months.  These projections should be monthly projections. These projections should remain here, while further projections can be relegated to their relevant appendix.  If at all possible further projections should be illustrated quarterly. 

Projected Balance Sheets

When presenting projected balance sheets, you will need an opening balance sheet that is based on audited figures (for last year) or estimated data (for current year).

Sensitivity Analysis 

In presenting a business plan, great care has to be taken when forecasting future trends.  Sensitivity analysis allows the writer to offer the reader several scenarios from which too chose.  This essentially allows the writer to offer best, medium and worst case scenarios to the reader.  When planning these scenarios you may wish to take into account:

Costs relating to delays in Start up

Higher than projected Sales/Overheads

Lower than anticipated market penetration

Aggressive competition

When producing your best case scenario, remain conservative and practical.  Develop break even points for all scenarios described.

Ratio Analyses

Compare projected financial ratios with industry norms. Justify any significant deviations.

Funding Requirements & Proposals (optional)

Now is the time to justify your funding requirements from potential investors.  It is important that you remain realistic when asking investors for funds - do not ask for the moon and promise the stars if your figures produced earlier do not clearly show this!

What financial instruments do you see as the optimum choices for funding your venture? - Equity partnerships, grants, personal loans, bank loans, etc.

What security will you offer to a prospective investor?  This section allows the writer to justify how much funding is required, who it should come from, what form it will take, what you intend to do with the funding (be honest) and what risks the investor is likely to bear.

Implementation

In this section you are asked to pull all the pieces of the puzzle together.  Explain how and when all critical decisions will be made and how they are reflected in the plan so far.  Simple illustrations can make this often difficult section quite simple.  The Gantt Chart below should assist you in illustrating your ideas to an investor and indeed yourself.

It is wise to illustrate a very conservative implementation timeline - there may well be delays and the accommodation of this should be illustrated in your implementation timetable
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Conclusion

You are nearly finished! This last section will allow you to sum up your proposal and explain to the reader why your company will succeed.  A few simple paragraphs are all that is required here.  The reader has already waded through a fair amount of technical and non-technical data about your company - they do not want a re hash of what they have just read.  

Keep it brief and positive!

Appendix and Appendices  

This section is for just as important as the body of they plan itself.  Here lies the detailed data which an investor will scrutinise.  Make sure that this data is filed correctly in the logical appendices.  Each appendix should be aptly named and referenced in the body of the plan.
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