
product must be explained in order that it is fully 
understood by the potential customer.

Sales Promotion: Sales promotion includes such 
schemes as free samples, contests and introductory 
offers. It is very important to link promotion to your 
cash fl ow.

Sales Management
Who will conduct the selling for your business and are 
they professionally trained to sell?

What selling methods will you employ, for example 
telephone selling, cold calling, following up leads from 
mailshots, 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 fi nally 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?

Sales Forecasts
You will need to prepare a sales forecast on which you 
can base monthly cash fl ows 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 suffi cient time to this.

The Operations’ Plan - how will you 
guarantee product/service quality?
“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 fi nd someone to make your 
product, sell it and deliver it.

Do not confi ne this section of your plan to a list of the 
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.

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 fi nished goods.

• Procedures for monitoring and controlling quality.

• Raw material sourcing - list your 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.

The Financial Plan - is this business viable?
This section of the business plan will provide the reader 
with the following information: 

• the total funding required to start the business  
 and the sources;

• a detailed set of cash fl ow forecasts for the 
 business; 

• a projected profi t and loss account for the 
 business;

• details on the costing and pricing of your product 
 or service.

Business Plan Template
Visit www.enterpriseboards.ie for access to a business 
plan template.

Guidelines on Preparing 
a Business Plan

Business planning is fundamental to 
success in business. It is the key to 
getting things done and making 
things happen. The fi nished business 
plan becomes an operating tool that 
will help you to manage your business 
and work towards its success. 

www.enterpriseboards.ie
Supporting local enterprise

Tá leagan Gaeilge den bhileog seo 
ar fáil ach í a iarraidh.
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Useful Tips
Things to bear in mind when writing the plan are 
as follows:-
Own the content
By preparing the plan yourself you will “own the 
content” and identify problems that are likely to arise. 
This will allow consideration of how you will solve 
them. If you have a partner in the business it is a good 
idea for you to work through the plan together. This will 
give you an insight into how you will work together in 
the business.

Ensure the plan fi ts you
If the small business is an extension of the owner 
manager then the plan must capture your personal 
motivation and direction. There is no use preparing a 
plan that is in direct confl ict with what you really want 
from business or life over the coming years. Not 
everything has to be committed to paper. It is more 
important that you have thought the issues through 
and that you and your family are comfortable with the 
direction, structure and pace of growth planned for 
the business.

Be realistic - err on the side of caution
Be careful about producing fi gures or projections that 
are clearly at odds with the experience of others in the 
same business. If you present a case which shows a net 
profi t of 10% of sales when the average in the industry 
is 4%-6% you will have to be able to show how you are 
going to achieve the difference. Remember the 
importance of realism. Over optimistic forecasts will 
put your investment at risk.

Be clear in your objectives
If the plan is to provide you with a direction then your 
objectives and goals should be clearly stated, realistic 
and attainable. The objectives as set out in the plan 
must be clear to the reader. They are in effect a measure 
of your ability to deliver as a manager.

Nothing will go exactly as planned
During the process of starting up and operating your 
business you will encounter various problems which 
cannot be foreseen. If you have a documented plan with 

identifi able goals, you will be able to see clearly the 
difference between what is actually happening against 
what you had planned would happen.

This gives you control over the situation and enables 
you to decide more clearly the corrective action needed 
to put yourself back on course.

Avoid padding
Keep the document brief and to the point. If it is a 
simple business the plan should refl ect this. If it is a 
complex business you may need to prepare a more 
elaborate, but equally realistic document.

Presentation
The plan should be typed and bound with a table of 
contents. It should be written to communicate rather 
than to impress, easy and simple to follow, with 
accurate text and fi gures.

The Structure of the 
Business Plan
A good business plan will contain the following 
sections:-
Executive Summary
The executive summary is an overall view of your 
business and its potential. It is a very important part of 
the plan. Many readers of business plans tend to skim 
through sections which are not of particular interest to 
them and focus only on the areas in which they have 
specialist knowledge. They will, however, always read 
the executive summary. It is essential, therefore, that 
you present the essence of your plan in a few short 
paragraphs at the start so that, even if much of it goes 
unread, the thrust of what you intend to do, your 
objectives and the way you are going to achieve them 
will be clear to the reader. It is important to highlight 
the ways in which the plan meets the assessment 
criteria of the reader.

Background and Description of the Business
In this section you should set out the rationale behind 
the business. If the plan is for an existing business this 
section will provide a brief synopsis of the business 

history to date. It is important to present the reader 
with a clear, unambiguous statement of what you 
propose to make or sell and why you perceive this 
product or service to be appropriate at this time.

Management and Organisational Structure
In this section you should detail how your company 
will be organised and managed. Clearly link the people 
in the business to the objectives set out in the plan. If 
the business is going to be initially organised and run 
by you as a sole trader, state this and provide a brief 
resume which summarises your relevant experience 
and establishes your suitability for the business. If you 
are planning to set up a larger company with a 
management team you must provide much greater 
detail of the organisational structure of the company. 
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 advice and assistance as you develop 
the business.

Market Research and the Marketing Plan - is 
there a market for the product or service?
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. You could be a retailer who has based your 
market research on a study of traffi c and pedestrian 
fl ows, activity patterns and competition. If you are a 
painter decorator you might have piloted the service 
for a number of months and now have a good basis for 
setting a realistic sales target. Whatever your business 
or method of researching it, you should now be in a 
position to answer the following questions.

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.

Target market - this is the market you intend to seek 

for your product or service. The larger your potential 
market the better but, more importantly, you need 
to know if it is growing, levelling out or declining.

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.

Product Range
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 
specialised knowledge; it could be very keen pricing.

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.

Channels of 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 to retail outlets or use 
wholesalers. You can sometimes beat the competition 
or generate much more profi t by using a unique 
distribution system.

How will the Product or Service 
be promoted?
The promotion of your business is divided between 
advertising, personal selling and sales promotion.

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

Personal Selling: A personal selling strategy is 
particularly effective and necessary when a >> 

Why prepare a business plan? 
A good, well-organised business plan will 
tell you if your idea makes sense. It is also 
the fi rst marketing aid that you will use to 
persuade interested third parties such as 
investors, banks and the State agencies of 
the potential viability of the business. 

Why prepare a business plan? 
- It will act as a map for the business.
- It will assist you with management control.
- It will help you brief key employees.
- It will help you secure fi nance.

Guidelines on Preparing 
a Business Plan
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Useful Tips
Things to bear in mind when writing the plan are 
as follows:-
Own the content
By preparing the plan yourself you will “own the 
content” and identify problems that are likely to arise. 
This will allow consideration of how you will solve 
them. If you have a partner in the business it is a good 
idea for you to work through the plan together. This will 
give you an insight into how you will work together in 
the business.

Ensure the plan fi ts you
If the small business is an extension of the owner 
manager then the plan must capture your personal 
motivation and direction. There is no use preparing a 
plan that is in direct confl ict with what you really want 
from business or life over the coming years. Not 
everything has to be committed to paper. It is more 
important that you have thought the issues through 
and that you and your family are comfortable with the 
direction, structure and pace of growth planned for 
the business.

Be realistic - err on the side of caution
Be careful about producing fi gures or projections that 
are clearly at odds with the experience of others in the 
same business. If you present a case which shows a net 
profi t of 10% of sales when the average in the industry 
is 4%-6% you will have to be able to show how you are 
going to achieve the difference. Remember the 
importance of realism. Over optimistic forecasts will 
put your investment at risk.

Be clear in your objectives
If the plan is to provide you with a direction then your 
objectives and goals should be clearly stated, realistic 
and attainable. The objectives as set out in the plan 
must be clear to the reader. They are in effect a measure 
of your ability to deliver as a manager.

Nothing will go exactly as planned
During the process of starting up and operating your 
business you will encounter various problems which 
cannot be foreseen. If you have a documented plan with 

identifi able goals, you will be able to see clearly the 
difference between what is actually happening against 
what you had planned would happen.

This gives you control over the situation and enables 
you to decide more clearly the corrective action needed 
to put yourself back on course.

Avoid padding
Keep the document brief and to the point. If it is a 
simple business the plan should refl ect this. If it is a 
complex business you may need to prepare a more 
elaborate, but equally realistic document.

Presentation
The plan should be typed and bound with a table of 
contents. It should be written to communicate rather 
than to impress, easy and simple to follow, with 
accurate text and fi gures.

The Structure of the 
Business Plan
A good business plan will contain the following 
sections:-
Executive Summary
The executive summary is an overall view of your 
business and its potential. It is a very important part of 
the plan. Many readers of business plans tend to skim 
through sections which are not of particular interest to 
them and focus only on the areas in which they have 
specialist knowledge. They will, however, always read 
the executive summary. It is essential, therefore, that 
you present the essence of your plan in a few short 
paragraphs at the start so that, even if much of it goes 
unread, the thrust of what you intend to do, your 
objectives and the way you are going to achieve them 
will be clear to the reader. It is important to highlight 
the ways in which the plan meets the assessment 
criteria of the reader.

Background and Description of the Business
In this section you should set out the rationale behind 
the business. If the plan is for an existing business this 
section will provide a brief synopsis of the business 

history to date. It is important to present the reader 
with a clear, unambiguous statement of what you 
propose to make or sell and why you perceive this 
product or service to be appropriate at this time.

Management and Organisational Structure
In this section you should detail how your company 
will be organised and managed. Clearly link the people 
in the business to the objectives set out in the plan. If 
the business is going to be initially organised and run 
by you as a sole trader, state this and provide a brief 
resume which summarises your relevant experience 
and establishes your suitability for the business. If you 
are planning to set up a larger company with a 
management team you must provide much greater 
detail of the organisational structure of the company. 
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 advice and assistance as you develop 
the business.

Market Research and the Marketing Plan - is 
there a market for the product or service?
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. You could be a retailer who has based your 
market research on a study of traffi c and pedestrian 
fl ows, activity patterns and competition. If you are a 
painter decorator you might have piloted the service 
for a number of months and now have a good basis for 
setting a realistic sales target. Whatever your business 
or method of researching it, you should now be in a 
position to answer the following questions.

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.

Target market - this is the market you intend to seek 

for your product or service. The larger your potential 
market the better but, more importantly, you need 
to know if it is growing, levelling out or declining.

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.

Product Range
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 
specialised knowledge; it could be very keen pricing.

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.

Channels of 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 to retail outlets or use 
wholesalers. You can sometimes beat the competition 
or generate much more profi t by using a unique 
distribution system.

How will the Product or Service 
be promoted?
The promotion of your business is divided between 
advertising, personal selling and sales promotion.

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

Personal Selling: A personal selling strategy is 
particularly effective and necessary when a >> 

Why prepare a business plan? 
A good, well-organised business plan will 
tell you if your idea makes sense. It is also 
the fi rst marketing aid that you will use to 
persuade interested third parties such as 
investors, banks and the State agencies of 
the potential viability of the business. 

Why prepare a business plan? 
- It will act as a map for the business.
- It will assist you with management control.
- It will help you brief key employees.
- It will help you secure fi nance.

Guidelines on Preparing 
a Business Plan
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product must be explained in order that it is fully 
understood by the potential customer.

Sales Promotion: Sales promotion includes such 
schemes as free samples, contests and introductory 
offers. It is very important to link promotion to your 
cash fl ow.

Sales Management
Who will conduct the selling for your business and are 
they professionally trained to sell?

What selling methods will you employ, for example 
telephone selling, cold calling, following up leads from 
mailshots, 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 fi nally 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?

Sales Forecasts
You will need to prepare a sales forecast on which you 
can base monthly cash fl ows 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 suffi cient time to this.

The Operations’ Plan - how will you 
guarantee product/service quality?
“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 fi nd someone to make your 
product, sell it and deliver it.

Do not confi ne this section of your plan to a list of the 
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.

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 fi nished goods.

• Procedures for monitoring and controlling quality.

• Raw material sourcing - list your 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.

The Financial Plan - is this business viable?
This section of the business plan will provide the reader 
with the following information: 

• the total funding required to start the business  
 and the sources;

• a detailed set of cash fl ow forecasts for the 
 business; 

• a projected profi t and loss account for the 
 business;

• details on the costing and pricing of your product 
 or service.

Business Plan Template
Visit www.enterpriseboards.ie for access to a business 
plan template.

Guidelines on Preparing 
a Business Plan

Business planning is fundamental to 
success in business. It is the key to 
getting things done and making 
things happen. The fi nished business 
plan becomes an operating tool that 
will help you to manage your business 
and work towards its success. 

www.enterpriseboards.ie
Supporting local enterprise

Tá leagan Gaeilge den bhileog seo 
ar fáil ach í a iarraidh.

000 CEB Insert 2.indd   1000 CEB Insert 2.indd   1 21/9/05   16:21:1621/9/05   16:21:16



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


