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1. Summary

(Enter your text here)

The summary is the last part of the plan that you write, but should be included at the beginning of the plan. This allows busy readers to quickly see what the plan is about without reading all the details.

Use the summary to highlight the key points of your plan. If you are using your plan to raise financing, the summary needs to make the reader (eg the bank manager or a potential investor) want to find out more and read the whole plan.

2. Business overview 

(Keep this section brief)
Introduction

(Enter your text here)

A brief history of your business (or of the idea that has prompted you to start it).

The purpose of your business: what business you’re in and why you started it.

Note its location and explain if this is important (or a competitive advantage). 

Describe your products and services.

Current position

(Enter your text here)

What have you achieved so far?

Outline the current position of your business: where is your business in the business lifecycle (introductory phase, growth phase, mature, declining)? 

Explain what industry you operate in and where it sits in the business lifecycle (emerging industry, growth industry, mature industry, declining industry).
Competitive advantage

(Enter your text here)

What are the strengths and weaknesses of your competition?

Explain your competitive advantage(s) and the market niche(s) you’ve identified.

What makes you confident your business will continue to grow and endure? Why is your business model effective?

Growth plan

(Enter your text here)

Provide a brief overview here of what will be described in more detail in the rest of the plan.
Describe the current reach of your business and explain how this business plan will change that. Give an overview of your goals and the future you plan for your business. 

3. Business strategy

(Enter your text here)

Outline here your business strategy for:

· The next year

· The next 3-5 years (choose your own strategic horizon).
Describe your business objectives and goals (make sure they are specific and measurable).

Tactics

(Enter your text here)

Outline the gap between where you are now and where you want to be (as above).

Cover the main practical steps you have to take to get your business from where it is now to where you want it to go. What extra resources will you need?

Strategic issues
(Enter your text here)

Outline the external threats or opportunities that could impact on your business during your strategic horizon:

· The next year

· The next 3-5 years (or a horizon of your choice). 

Core values

(Enter your text here)

Describe the core values that underpin your business. Explain why these core values are crucial to your long-term business success, how they will affect customers (the benefits) and how they will help to motivate both you and your staff.

4. Marketing

SWOT and critical success factors

(Enter your text here)

Outline briefly your marketing strengths, weaknesses, opportunities and threats.

What are therefore the critical success factors for your business?

Market research

(Enter your text here)

Explain what market research you’ve done and methods you use.

Outline how ongoing market research is built into your daily business operations.

What target market(s) has your market research (and trading experience) established.

Explain how intimately you understand these markets (how close you keep to your customers) and how this feeds back into your business (improvements, product/service changes, etc).

Strategic alliances

(Enter your text here)

Explain what strategic alliances(eg. Hotels, gyms)  you have in place or are planning to increase your access to markets, etc.

E-commerce and technology

(Enter your text here)

Explain how you can use web site/Social media and technology in your business to lower costs, speed up business, access new markets, build online sales, etc.

Marketing plan

(Enter your text here)

Explain how you will promote your business to customers (eg advertising, exhibitions, PR). List the steps you will take to get customers in the door
Marketing budget

(Enter your text here)

Detail your marketing budget for the year. Explain how you will monitor it to manage and improve results.

5. Team and management structure

Skills, experience, training and retention
(Enter your text here)

Describe the skills, business track record and experience of yourself and key members of your team.

Outline your team. Explain the key staff, their positions and key responsibilities.
Briefly describe the incentives you’ve put in place (or are planning) to retain them and keep them motivated.

Describe your staff training programme and its budget.

If there are gaps in your team, or you need extra staff to fulfil your short and longer term strategies, outline the gaps here, and who you need to fill those gaps.

Explain how new staff will be trained.

Advisors

(Enter your text here)

Describe your core team of advisors (lawyer, accountant, consultants, business mentors you can access for advice, etc).

Management systems

(Enter your text here)

Briefly outline the management structure of your business.

Describe the business systems you have in place to manage efficiently(how to ensure quality?). Do you have written operations manuals in place or house rules for staff (always wear name badges, etc)?
What accounting software or systems do you use? How regularly can you produce financial reports on how you are doing?
How are you covering compliance issues(legal requirements for businesses) too: how you prepare for and deal with payroll and employment issues(if you have employees), tax and VAT obligations, health & safety, insurance etc. 

6. Financial budgets and forecasts

Start-up Costs
(Enter your text here)

Required start up costs including renovation, fixtures and fittings and equipment

Investment

Item




Cost

Cash Flow Forecast

Cash flow forecast – a projection of the costs that will be incurred on a monthly basis and the income that will need to be generated to cover theses costs

	
	
	
	
	
	
	
	CASH FLOW FORECAST FOR XXXX
	Year 1
	
	
	

	Period From: 
	
	
	
	
	
	
	
	
	
	
	
	
	

	to: 
	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	
	
	Month 
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	RECEIPTS
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cash sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Term loans
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other sources
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Receipts(A)
	 
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	PAYMENTS

	Stock purchases
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gross Staff Wages
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Rent, Rates and Insurance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Electricity and Heat
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Telephone, Post & Stationary
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fuel & Travel costs
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Advertising
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Loan Repayments
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Financial Charges/Interest
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	PAYE, PRSI, VAT
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Additional Equipment Expenditure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other payments
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total payments(B)
	 
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	NET CASH(A-B)
	 
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	OPENING BALANCE*
	 
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	CLOSING BALANCE**
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0


* Opening Balance – what you started off with on the 1st of the month(normally previous months Closing Balance). The January Opening Balance is what cash you have starting off to cover costs after you have paid all start-up costs. 

** Closing Balance – what you have at the end of the month(normally the opening balance plus the net cash)

*** to continue Cash flow for Year 2 take the December Closing Balance form Year 1 and put it in as the January Opening Balance for Year 2 and continue with forecast figures similar to year 1
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