INSTRUCTIONS TO COMPLETE THE MANUAL BUSINESS PLAN.

Complete the information shown in the cover sheet of the plan which includes business name, address, contact person, date etc.

It is usual to insert a confidentiality clause similar to the one shown. However you can amend this to your requirements.
1.0 Executive Summary

Executive Summary

The Executive Summary is an overall view of your business and it's potential. It is a very important part of the Business Plan. It should be brief and to the point. Since the Executive Summary is normally the first part of the plan an investor will read, it needs to be well written and stand out from the many other plans an investor will have received.

The four key ingredients to be highlighted are:

· Why will your project succeed?

· What experience you have in the selected market segment that will demonstrate to an investor your knowledge and expertise?

· State why you believe that the project will be viable and profitable.

· Will the business generate adequate profits and cash flow to repay loans advanced?

 You should also address the following:

· Business name, owners and location of the business.

· Products and services you intend to sell.

· Summary of target market and competitors.

· The amount of finance needed, for what purpose and the repayment terms sought.

· The amount of money, you the promoter, will invest in the business.

· What experience you have in the selected market segment that will demonstrate to an investor your knowledge and expertise?

· State why you believe that the project will be viable and profitable.

· Will the business generate adequate profits and cash flow to repay loans advanced?

2.    Aims Objectives & Vision:
2.1 Business Background of Promoters

What exactly will the business do? Be specific about the business you are starting

In this section you need to outline your reasons for starting the business as investors will need to know what really motivates you and will need to consider the following questions:

· Why are you going into business?

· What do you wish to achieve?

· Will the business supplement your main income or replace it?

· Are you starting the business to sell on at a later date as an investment?

· What level of employment will the business create?

The answers to these questions will flesh out the aims, the future development and strategy of the business. By defining your business vision you will be in a position to identify clear and challenging objectives. This will determine how to achieve the goals set as the business develops over time. Describe in detail but in plain language the product you intend to make or the service you intend to provide.

2.2 Business Description and Purpose

Show how your products / services will differ from your competitors, to attract customers. How will you differentiate your business? When describing your business clearly summarise the purpose of the business such that customers and potential investors will easily understand the business. Think of the core purpose, target audience and mission of the business.

3   Legal Status & Licences 

3.1 Introduction

Indicate whether you intend to operate as a sole trader, a partnership or a limited company. Your decision will impact on tax liability, cash flow and personal liability.

3.2 Licences
There are no specific licences required to operate the business. A Health and Safety Statement will be prepared prior to commencement of operations; the promoters will seek the assistance of a consultant in this area.

4.0 Management & Organisational Structure

In this section you should detail how your business will be organised and managed. Clearly link the people in the business to the objectives set our in the plan. If the business is going to be initially organised and run by you as a sole trader, state this. Provide a brief resume to summarise your relevant expertise and establish your suitability for the business. If you are planning to set up a larger business with a management team you must provide greater detail of the organisational structure of the business. This should include information about professional advisers and / or technical experts you have retained to help you overcome particular weaknesses and provide you with on-going 

5 Market Research & Marketing Plan
In this section you need to detail the market for your products / services. It is important that you know the customers and market segment you wish to target. So in the introduction give a broad outline of the market you intent to target and its characteristics. You may have collected your information for this section in a variety of ways. It is possible that you have obtained advance purchase commitments from buyers. Whatever your business or method of researching it, you should now be in a position to answer the 

5.1 Market Demand

This includes both the need for your product or service and the extent of this need. Evidence of the need must be clearly shown. You should also indicate whether your product or service is a repeat item which will be purchased again and again by your customers or whether sales will be once-off. Indicate if the product or service is likely to be in demand over a long period of time or if it is a short lived fad.
Consider if the market for your product/service will be affected by seasonality, fashion trends, weather, currency fluctuations, price etc.

5.2 Target Market

This is the market you intend to seek for your product or service. Generally the larger your potential market the better but, more importantly, you need to know if it is growing, leveling out or declining. Your intended group should have a close affinity with your service/product.Target groups will have a number of features in common e.g., age, gender, area of residence, lifestyle, social class, ,income, occupation etc. There may be potentially very lucrative niche markets available which you can exploit with limited competition. You will need to carefully consider any entry barriers that might exist and outline how you propose to overcome them.

5.3 Market Competition
Regardless of the product or service that you offer you will always have competition. Reaction by your competitors may alter some of the assumptions you have made in relation to price, service, promotion or advertising. You need to think about your potential competitors by bearing the following in mind:

· What are the alternatives for your product/service?

· Who and where are your competitors?

· What range do they offer?

· How broad is their range?

· What are their target groups?

· What are their strong and weak points?

· Have you identified any unique selling points?

· Consider how you might differentiate your product/service from competitors.

6 Product Proposition

Detail the product range that will be introduced. It is important to highlight the Unique Selling Points of your product or service. It may be a totally unique product, for instance, it could be a service which includes specialist knowledge or it could be very keen pricing. Does the product/service need to comply with industry or national standards e.g., BS, IS, CE etc. If that is the case then demonstrate in your plan how you propose to meet these regulations, cost involved and time period to become accredited. Will you target market require your operations to be accredited to ISO 9000 standard and if so how do you propose to achieve this?

6.1 Pricing Strategy

Pricing has to be carefully considered because the price you select has an important effect on the image of the product or service you are offering. If you choose one price it positions your product for one market. At a lower price or a higher price the same product would be perceived entirely differently. Always remember that once a price is established it is extremely difficult to change.

6.2 Product Distribution

You must decide the geographic area in which you will market your product or service and whether it is better to sell directly yourself, go the retail outlets or use wholesalers. You can sometimes beat the competition or generate much more profit by using a unique distribution system. Outline how you propose to get your product/service to your customers.

6.3 SWOT Analysis Strengths

You should now summarise and prioritise the market evaluation detailed in the previous sections. This is referred to as a SWOT Analysis. SWOT means strengths, weaknesses, opportunities and threats and is a very common method of identifying positive and negative aspects of the business, internally and externally. You commence by detailing the strengths of the business which makes your business unique and then proceed to list the weaknesses which are internal to the business. Then continue to list the external opportunities and threats as you perceive them.

6.3 SWOT Analysis Weaknesses

You should now summarise and prioritise the market evaluation detailed in the previous sections. This is referred to as a SWOT Analysis. SWOT means strengths, weaknesses, opportunities and threats and is a very common method of identifying positive and negative aspects of the business, internally and externally. You commence by detailing the strengths of the business which makes your business unique and then proceed to list the weaknesses which are internal to the business. Then continue to list the external opportunities and threats as you perceive them.

6.3 SWOT Analysis Opportunities

You should now summarise and prioritise the market evaluation detailed in the previous sections. This is referred to as a SWOT Analysis. SWOT means strengths, weaknesses, opportunities and threats and is a very common method of identifying positive and negative aspects of the business, internally and externally. You commence by detailing the strengths of the business which makes your business unique and then proceed to list the weaknesses which are internal to the business. Then continue to list the external opportunities and threats as you perceive them.

6.3 SWOT Analysis Threats

You should now summarise and prioritise the market evaluation detailed in the previous sections. This is referred to as a SWOT Analysis. SWOT means strengths, weaknesses, opportunities and threats and is a very common method of identifying positive and negative aspects of the business, internally and externally. You commence by detailing the strengths of the business which makes your business unique and then proceed to list the weaknesses which are internal to the business. Then continue to list the external opportunities and threats as you perceive them.

7   Sales 
7.1 Sales Management

Who will conduct the selling for your business and are they professionally trained to sell? A personal selling strategy is particularly effective and necessary when a product/service must be explained in order that it is fully understood by the potential customer or where the product/service is of a technical nature.

What selling methods will you employ, for example telephone selling, cold calling, following up leads from mail shots, advertising etc?

What sales volume and activity targets, such as calls per day etc, have you set for each salesperson or selling method?

How long is the sales process from the customer becoming aware of your product or service to making the buying decision, receiving the product or service and finally paying for it?

What procedures do you have for handling customer complaints? Will you make the product yourself or buy in either ready to sell or as components for assembly?

7.2 Sales Forecast

You will need to prepare a sales forecast on which you can base monthly cash flows and budgets. While it is not always easy for a start-up company to accurately project sales you should use your market research to give as clear a picture as possible. The realism of the assumptions behind your sales forecasts is one of the most critical factors in the success or failure of the venture. Make sure you give sufficient time to this.

7.3 Advertising

Specify in the plan the papers, magazines, directories such as Golden Pages, radio or TV that you have identified as most appropriate for targeting your customers. The advertising message should be planned carefully and repeated consistently for optimum impact.

7.4 Personal Selling

Specify in the plan the papers, magazines, directories such as Golden Pages, radio or TV that you have identified as most appropriate for targeting your customers. The advertising message should be planned carefully and repeated consistently for optimum impact.

8   Operational Planning

"Operations" is the general name given to all the activities required to implement strategy. Once you have decided what to sell, to whom and at what price you may still need to find someone to produce product on your behalf, in the case of a manufactured product, and sell / deliver in the case of a manufactured product or service. 

8.1 Manufacturing Process

Do not confine this section of your plan to a list of equipment you are proposing to purchase. Describe instead the type and function of the equipment you are buying so that the reader will have a clear image of your operational environment. In the operating budget you need to forecast:

· Turnover.
· Gross Profit
· Business Expenses
· Net Profit.
Describe the manufacturing process to be used and, if appropriate, explain how your principal competitors go about their manufacturing. Include the following information.

· A description of the equipment that will be required and its capabilities.
· A drawing of the layout of your production unit showing the path of materials and finished goods.
· Procedures for monitoring and controlling quality.
· Raw material sourcing - list you principal suppliers, the terms of trade and any possible vulnerability in this area.
· Employment - the proposed number of employees if any and the initial training to be provided.
9   The Financial Plan

This section of the business plan will provide the reader with the following information:

· The total funding required starting the business and the expected sources.
· A detailed set of cash flow forecasts for the business.
· Business Expenses
· A projected profit and loss account for the business.
9.1 Comments on Financial Plan

In this section you need to comment on the figures in the budget and justify the need for the investments outlined. In the event that additional future funding will be required then you should indicate the details, amounts and when they are expected to be needed. It is always wise to plan for the unexpected and in forecasting your funding requirements it is advisable to add in a safety factor by erring on the high side. It is far better to err high rather than low.

9.2 Cash Flow Projection

Once the cash flow projection is complete you will be aware of the working capital required for the business. The estimated expenditure and income received along with the timing needs to match the business you intend to run. These will be determined by the length of credit you obtain from your suppliers and the credit terms you give to your customers. Don't be too optimistic and remember to build in an amount for safety to allow for slippages.

You may have to prepare a monthly cash flow projection for year 1 and quarterly for years 2 and 3, depending on the requirements of your financiers. You need to ascertain what is required.

If only year one is required then you should insert a summary of the quarterly cash flows here. However if a three year period is required then you should insert a summary of the annual cash flow for years 1, 2 and 3. Refer your reader to the relevant appendix where this information is shown in more detail.

10   Financing the Plan

When this section is completed it will demonstrate that you have given consideration to the finance needed to meet the capital needs of the business.

The capital requirement field is filled in from the investment budget section, whilst the working capital requirement is provided from the cash flow forecast sheet.

You need to complete the right-hand columns showing where you intend to obtain the finance needed to match the capital requirement total.

	Capital Required
	Amount €
	Financed by:
	Amount €

	Fixed Asset Investment
	0
	Lease Finance
	0

	Working Capital Needed 
	0
	Equity
	0

	 
	 
	Grants
	0

	 
	 
	Term Loan
	0

	 
	 
	Investors
	0

	 
	 
	Bank Overdraft 
	0

	 
	 
	Seed Capital Scheme
	0

	 
	 
	Other
	0

	Total Required Capital
	€
	Total Finance Available
	€


10.1 Comments on the Financing Plan

You need to comment on the different sources of finance as outlined in the plan and how you intend to obtain these amounts. Consider alternative sources of finance in the event that you fail to secure those indicated. Also ascertain if you can proceed with less money than the capital requirements indicate and show how you can do this.

10.2 Profit and Loss Statements

In this section you should comment on the figures in the Profit & Loss Statement but I there is no need to comment on all of the figures, merely comment on those that stand out. You should comment on the forecasted profits for the first three years, profit margins and break-even sales. The break-even sales indicate the sales level you need to realise to achieve a break-even point.

Appendices Section

Profit & Loss & Cash Flow
It may be necessary to show these statements for the first three years of operation. This will depend on the requirements of the funding source. It is usual to compile a monthly statement and forecast for the first year of operation and quarterly for years 2 & 3.
Use the templates attached as follows:

Monthly Profit & loss Statement Year 1

Quarterly Profit & Loss Statement for 2nd Year

Quarterly Profit & Loss Statement for 3rd Year

Monthly Cash Flow Statement Year 1

Quarterly Cash Flow Statement for 2nd Year

Quarterly Cash Flow Statement for 3rd Year

 Include in this section CVs of the promoter, market research results and analysis along with any further information relevant to the business plan.
 

