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Notes: 
· Not all sections may relate to your business so delete the ones that are inappropriate or that seem to be a repetition of others.

· Right-click in Contents and then click on “update Field” – the contents will then be updated for any changes you make to the text below. Do this as many times as you like.
· Do the same with the date on the first page.

· Remember to put your business name and period the business plan is for on the first page.

· Remember to put your business name on the footer – just double-click on one of the footers and you can change it. It will then be changed for all pages. Then double-click somewhere in main text to get out of footers.

· Finally, delete this section before presenting to investors!

1. Executive Summary
This is your “elevator speech” – imagine you’re promoting your business to a potential investor and you only have the time that you’re in the elevator with him/her. So this is one or two paragraphs that encapsulates your business – the ultimate “in a nutshell” essence of what it’s about and what it will deliver.
2. Mission Statement

What is the point of this business? What do you hope to achieve, overall?
3. Business Objectives

What are the specific points of the Mission Statement – what are the different aspects or functions that will help the business meet these objectives.
4. History Of The Business
What are the specific steps to being able to deliver that – include time/dates and people involved in each step.
5. Key Performance Indicators
How do you measure your performance – e.g. movie theatres and airlines may use bums on seats, shops may use spending per customer.
6. SWOT Analysis
Strengths – internal 

Weaknesses - internal

Opportunities - outside

Threats – from outside
7. History of the Business

How it came about, when it started, who has been involved ...
8. Products/Services
Be specific with your list of products and/or services.
9. Premises
Address and description of premise(s).
10. Intellectual Property
Do you own any patents, copyright or trademarks?
11. Market
What is the industry (or industries) you’re competing in and a little about it – is it expanding, changing in some way and does it have any particular characteristics. E.g. if you’re supplying the agricultural or sporting sector, it will be seasonal.
12. Customers
Who are your customers by:

· Type – business, individuals, government departments ...

· Geographic location.
· How do you access them – do you sell through retailers, internet, mail order, your own shops etc?
· Income, gender, ethnicity, age or other aspects that define them.
13. Competition

What does your competition look like – are they multinationals, “mom and pop” stores ...
Who are they? This may be just the main players or the ones closest to your profile.

14. Resources

What do you have at the moment, in terms of:
· Finance?
· Your skills and experience?
· Advisors?
· Financial partners?
· Staff and their skills?
15. Research and Development
If this is a new product, what has been done to get it to saleable stage?
16. Marketing Plan
What marketing research has been done?
How will you get your products/services to the market and paid for? Remember the 5 P’s of marketing, an easy way to categorise this:
· Product – what exactly is your product and/or service. This includes functionality, quality, appearance, packaging, brand, service, support and/or warranty.
· Promotion – how will the world find out about you? This includes advertising, public relations, message, direct sales, sales, media and budget.
· Place – where will you deliver to your customer? This includes locations, logistics, channel members, channel motivation, market coverage, service levels, internet and/or mobile.
· Price – includes list price, discounts, financing, leasing options, allowances.

17. Employees (Team)
Number and skills/experience of the main members of your team.
18. Staff Training
What has and will be done to upskill and maintain the excellence of your team?
19. Management
Who is the management team? Their names, skills, qualifications, contacts/influence, experience, resources.
20. Management Structure
How is the company managed – are you the boss and decide everything or do you delegate in some way and how?
21. Management Meetings
How often, who attends and what size of matters do you address?
22. Directors
Names of directors. You may also include their skills, qualifications, contacts/influence, experience and/or resources if relevant.

23. Directors' Meetings
How often, who attends and what size of matters do you address?

24. Stakeholders

Who has a stake in the success or otherwise of your business? The list could include:
· Shareholders

· Employees/Unions

· Customers

· The environment and/or your community

· Government
25. Benchmarking

How do you judge/measure yourself against others in your industry?
26. Quality Assurance

What quality controls do you have and what are the parameters of your quality?
27. Accountants
Name and contact details.
28. Bankers

Name of bank, name of your business manager and contact details.

29. Auditors
Name and contact details.

30. Legal Advisors
Name and contact details.

31. Insurance
Name and contact details of insurance companies for different insurances, including:

· Property insurance

· Loss of profits

· Key man insurance

· In transit and so on

32. Contingency Analysis
If the worst happens, what back up plans do you have?
33. Sensitivity Analysis

Similar to Contingency Analysis – given, say, an optimistic, a neutral and a pessimistic outlook, what would be the results in each of those scenarios.
34. Budgets and Cash Flow Forecasts

These would usually be attached as spreadsheets, on a monthly basis for the first year and an annual basis for any following years.
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