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Business Name: 


Business Start Date:        

Name:
    



Address:

Telephone Number:


Email Address:      


Web Address:  


Circulation

(If applicable)

Please type directly into the boxes or copy and paste, they will expand as you type.

Executive Summary: Outline your idea – Include a clear overview of the product or service, how the proposal evolved , what will the overarching principles of the business be. What will the brand identity stand for. Where the business will be based, who is involved, the proposed start date of trading, legal status of the business, overview of start up funding and financial assumptions.
	


Legal status of business: (Sole trader, Partnership, Limited Company) 

	


Mission Statement: Your guiding principles, objectives, ethics, reason for being in business – keep it simple!  (To do what …For Whom…How…)
	


Business and Personal Objectives: Time bound objectives for the business and personal development.
	Business Objectives

	Year One

· 

	· 

	· 

	Year Three

	Year Five

	

	Personal Development Objectives

	


Background & skills: Your background, your career, your qualifications, your expertise
	


Key People: Who will be involved and in what capacity, include any unpaid help and support you may have from family and friends. Include your business support network and professional advisors
	


Plant & Machinery: What capital equipment do you need to operate this business?

	


SWOT

	S


	W

	O


	T


Start-up Costs: What do you need before you start trading, how much have you spent on stock and initial equipment? Remember to include legal costs, insurance etc. How did you/will you fund the purchases e.g. loan, personal, savings.

	Description
	Cost
	How Funded

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL
	
	


Legal Considerations : What legal & structural considerations have you researched and what issues must you address related to the setting up of your business

	Business Structure
	

	Financial Issues i.e. Tax &NI
	

	Health & Safety
	

	Premises & Planning
	

	Licenses
	

	Environmental policies
	

	Employees
	

	Insurances
	

	Intellectual Property
	

	Data Protection
	

	Disabled customers
	

	Terms & conditions
	


The Product/Service: Outline the product/service lines in detail. How will they be produced, delivered, paid for. Who will be key suppliers? What will be the benefit to the customer? How will they develop in the future?
	


Market Research: What do you know about your market, where do you fit, what research have you already done and what you will continue to do?
	


Competitor Analysis: Who are your competitors, how do you compare with them on product, service and price?
	


Unique Selling Point: What makes you special and unique (Unique Selling Point).

	


Customer Profile : Who are your ideal customers (men, women, age, income, location?). The more you can identify your customer the more you will sell. 
	


Marketing Plan: Identify your product or service, what will bring customers to you, how will you keep them, where will you sell i.e. web, shop, how will you promote yourself to customers, what is your price position, what is your niche
	


Finance and Accounting:
Pricing Strategy: What are your base prices, what are your margins, what credit terms will you offer, what is your break-even point.
	


Open Excel File MasterCashflow.xls to complete your business plan.

Personal Survival Budget:

The excel template will help you work out how much you and your family need to survive over the first 12 months. Very few businesses make much money in the first year so don’t worry. This is a good exercise for you but it is your private information, if you don’t want anybody else to see them just delete the figures after you have finished.  

Profit & Loss:
We have prepared an excel template 12 month profit and loss account – you can use this to put it all your numbers and get an idea of what it will take to make a profit and be successful. You can also use this as your actual profit and loss accounting spreadsheet when you start trading

Cash Flow Forecast:
We have prepared an excel template 12 month cash flow forecast, from this you can get a clear idea of how your business is progressing. When you start trading you can change the forecast for actual and have a monthly overview of your business.
Cash Flow Assumptions
List factual information and explanations to substantiate the figures in your cash flow. 
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