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*Insert date here* 
HBS/Bus Plan /Aug 09
	Introduction

“Planning is bringing the future into the present
 so that you can do something about it”


For any business to be successful, it needs to have in place a realistic working business plan. This in turn then helps you the business owner to drive your business forward. So as a new business starting out, you should really have a business plan in place. This helps to keep everyone involved in the business that much more focused. The secret is not to overcomplicate your business plan. The need is to keep it simple, focused and workable. This then allows you to periodically update it and thereby use it as a working document. Most businesses do their up-dates once a year. So now is the ideal time to put all ideas for your business in your business plan and at the same time use it to locate your business at Hayes Business Studios. 

Basically a business plan is a working document that describes the following amongst others:

1. It describes your business, what it does and your ideas.  

2. The business objectives for your business, short term (the coming year) and long term (the next 5 years or so). 

3. The various strategies you are going to use to help you meet the objectives you’ve just set for your business.      

4. The market your business is in and what marketing you plan to have in place to attract even more customers to help you meet your stated objectives.

5. The financial forecasts for the coming year, including cash flows etc. This measures your success and progress in meeting the objectives you’ve set your business. 

Please use this HBS Business Plan to assist you in developing your ideas and to structure the planning process for your business. It suggests key areas that you should pay attention to in preparing your business plan, whether you are selling products or services. As for the amount of detail you want to include, this is up to you. However the best advice is to try and keep it as simple as possible and to the point. By doing this, it is so much easier to update and keep it as a working document.  

“Failing  to plan……….planning to fail”
1.  Use your ‘Business Plan’ as a working document: 

By using it as a working document your business plan can assist you in doing the following amongst others:  

1. Helps you spot issues before they actually happen. This then allows you to put in place actions or systems preventing what you’ve identified from actually happening.   

2. Gives you much more of a financial structure to your business. Everything links together. You are much more in control of your company.  

3. Identify areas that need your urgent attention to help you drive your business forward.

4. Measure your success or how much more you still need to do to get your business back on track to meet your objectives and targets for the year. 

Your business plan should take an objective and honest overview of your business. Failing to do this, could mean that you and others will have totally unrealistic expectations of what your business can achieve and by when.  So when drawing up, reviewing or up-dating your business plan you must be honest and objective about your business and what it can achieve. This is in the coming year and in any future years.  

2.  Who else may want to see your ‘Business Plan’? 
   

The following may also want to see your business plan at any time in the future:  

1. Your Bank 

· This is especially if you want to raise money or want to secure overdraft facilities. 

· Without it, you will find it much harder to do any business with a bank or any other financial institutions. This could even be the case if all you want to do is ‘factoring’. 

2. Your Business Advisers 

· This is the first thing any business adviser needs to see along with various financial figures on your business. 

· This is so they can understand more about your business and where it is currently. From this and by talking to you….. they can identify what help you need and the alternatives available to you. 

3. Any Potential Partners or Investors  

4. Grant Providers 

5. Others 

That is why it is essential you keep your business plan up to-date as you’ll never be sure when you may need to use it. This is especially when you’re urgently trying to access help or advice all of a sudden for your business.   

3.  What should your ‘Business Plan’ include?

To make this a working documents that will met the needs of most wanting to look at your ‘Business Plan’, it needs to include the following amongst others: 

1. Executive Summary 

2. Your Business 

3. Your Products and Services

4. Your Markets and Competitors

5. Marketing and Sales

6. Pricing of your Products and Services

7. Management and Organisation

8. Your Business Operations 

9. Financial Information 

10. Risk Analysis /Assessment    

All you now have to do is complete your business plan by following the guidelines below. How you use the guidelines will very much depend on your business and the type of business.    

N.B. 
Use and refer to any document that you want included under ‘Appendices’. 


	
1.  The Executive Summary 


	
1.1  Guidance 


The executive summary is a synopsis of the key points of your entire business plan. It needs to include the highlights the various sections below. It needs to be concise, interesting and to the point. Because of this, it’s advisable to do this section once you have completed the rest of your business plan.  

This is not what an ‘Executive Summary’ should be: 

1. A brief description of our business and your products. It must really be a synopsis of your entire plan. 

2. An extended table of contents. You must ensure it shows the highlights of your plan rather than just restating the details from the various sections.
3. Please do not over ‘hype’ as experienced people will see through this. If necessary back your facts up with actual evidence etc. 
  

Use your own preferred style. Use headings and bullet points etc. It must be easy to read and to glance through.   


	
1.2  Now complete your ‘Executive Summary’. 
       Try and limit it to 250 words. Use short sentences and bullet points where possible:   



	
2.  Your Business


	
2.1  Guidance 


This part of the plan sets out your vision for your new business. So you need to cover the following:  


1. Who are you?  

· Give your personal details including employment record, experience and qualifications to-date. 

· Mention what relevant business training and experience your have had to take your business forward. Include your CV as an Appendix. 
2. Overview of your business:
· When you started and the progress you have made to-date.

· The type of business it is and the sector it is in.
· The current legal structure of your business. 

3. Your vision for the future and the business objectives for your business: 

· What is the overall vision for your company?
· What are your business objectives? These are normally measureable and will help you to monitor the success of your business. 

· Give short term objectives to be achieved over the next 12 months, your medium term objectives 1- 3 years and finally your long term ones of up to 5 years.      


	
2.2  Now complete this section on ‘Your Business’ using the guidance above. 
       Try and limit it to 250 words. Use short sentences and bullet points where possible:       




	
3.  Your Products or Services


	
3.1  Guidance 


Describe your products or services using the following: 

· What are the actual products or services you are offering? 

· What are the benefits from using them? 

· What aspects make your products or services different or better than existing ones offered by others?

· How do you ensure the supply of your product or services? 

· If you have suppliers who are they? What general terms of trading /credit/ discounts are they offering you? 

· How will you ensure the quality of your products or services?

· How do you plan to develop your products or services now and in the future? 

· Do you hold any patents, trademarks or design rights?       

  
Please avoid jargon. 


	
3.2  Now complete this section on ‘Your Products or Services’ using the guidance above. 
       Try and limit it to 250 words. Use short sentences and bullet points where possible:   




	
4.  Your Markets and Competitors


	
4.1  Guidance 


In this section you should define your market, your position in it and outline who your main competitors are. You should refer to any market research you have carried out. You need to show that you’re fully aware of the market place you’re planning to operate in and that you understand the trends and the drivers. 

Target Market:

· Briefly outline and describe the market you’ll be selling your products or services to.  

· What is its size, location etc and is there any data about its development? 

· What are the current issues and trends? 
· Can the market support other similar products or services? Will it ever become over saturated with similar products or services? 
· Support the above by giving examples of market research undertaken.   
Target Customer Base:
· Who are they actually? Define them in some detail (age, sex lifestyle, needs, etc or the type of organisation, local and size etc). 

· Where are they located locally, regionally, nationally or internationally?

· What are customers looking for? What are their needs?   

· How do you know they will be interested in your products or services? 

· Support the above giving examples of market research undertaken – actual evidence along with the source.  

Competitors:  
· Who are your major competitors at the moment or likely to be: locally, nationally and internally?

· What are they currently offering? 

· What share of the market do they currently have? Is it growing?

· What are the strengths and weaknesses of your competitors? Do this on each of your major competitors. 

· Explain how your offer is going to compete with these existing and other potential competitors. 
· Support the above with market research undertaken along with hard evidence. 

The Future:
· What changes are taking place currently in the market? Are these opportunities or threats? 

· Are they any further anticipated changes likely in the market and how do you expect your business and competitors to react to them? 
· What contingency plans have you put in place to cover various scenarios? How are you going to manage your risk on each?



	
4.2  Now complete this section on ‘Your Markets and Competitors’ using the 
       guidance above. 
       Try and limit it to 250 words. Use short sentences and bullet points where possible:       




	
5.  Marketing and Sales 


	
5.1  Guidance 

This section should describe the specific activities you intend to use to promote and sell your products or services. This is often the overlooked and weakest link in most business plans. So it’s worth spending some time on it. It needs to be realistic and achievable. 

A strong sales and marketing section in turn means you have a clear idea how to get your products and services out to your potential clients or individual customers. And to enable you to do this your plan needs to answer the follow: 

How do you plan to position your products or services in the target market? 

· What is your offer and what are your reasons for doing it this way (market evidence to support it)?  

· What are your unique selling points (USPs) and are they different to your competitors? 
· What are the main benefits from using your products or services?  
· Is there a need for any after sales service? 

· Do you offer any warrantee or guarantee? 

· What customer care will you have in place?
· How are you going to handle refunds or any returns?    
How will you promote your product or services? 

· Give in-depth details on the various sales methods you’re going to use to promote and sell your product or services e.g. Direct marketing, advertising, PR, email, Internet sales etc including your own customer data base. 
· Give the costs for each of your proposed marketing methods including timing (how often etc) and the resources you will be using to ensure you have everything in place. 
· How are you planning to identify the most effective sales /marketing methods? 
How are you planning to reach your intended customers or targeted audience? 

· Which customers are going to be the most profitable and why? 
· How will you ensure you actually reach your various targeted audiences? 

· Are their groups that can be targeted more effectively?

· How are you planning to monitor the responses on each?  
How will you actually be doing the selling?
· Are your proposed sales methods consistent with your marketing plan? 

· Do you have to meet your customers face to face or what? 

· How do you take an order and actual make a sale? Outline the proposed process.   

· How do you plan to deliver any of your bought products or services to a customer? 

· How are you going to track your orders? What customer data base are you planning to use?   


	
5.2  Now complete this section on ‘Marketing and Sales’ using the guidance above.  
       Try and limit it to 250 words. Use short sentences and bullet points where possible:   



	
6.  Pricing of your Products or Services  


	
6.1  Guidance 

The price you charge for each of your products or services is one of the most important business decisions you’ll ever make. Setting a price that is too high or too low will limit your business growth. At the very worst it could cause serious cash flow problems. 
When setting your prices make sure that the price and sales levels you are setting will allow your business to be profitable:

· How will you price your various products or services? Although prices need to be competitive, most businesses find that trying to compete on price alone is a poor strategy. What else are your customers interested in? Quality? Reliability? Efficiency? Value for money? 

· Where does your price stand with your major competitors or in your targeted market? 

· Are you going to offer any discounts and what are the terms going to be? 

· What is your price policy/strategy going to be short term and the long tem? How often are you going to review it? 

· Are you going to charge different prices for repeat customers etc? 

· Are you starting with a low price to gain a market share? 
· How are you going to deal with any changes in prices being offered by your competitors?  



	
6.2  Now complete this section on ‘Pricing of your Products or Services’ using the guidance 
       above. 
       Try and limit it to 250 words. Use short sentences and bullet points where possible:   




	
7.  Management and Organisation  


	
7.1  Guidance 

Your business plan needs to set out your own background and the skills you have to bring to your business. Also you need to outline the structure and key skills you need in place to manage and staff your business. You should identify the strengths in your existing team and how you plan to deal with any identified weaknesses. 

The management team: 

· Outline who is involved, their role and how it fits into the organisation. Include a paragraph on each, outlining their relevant experience and qualifications etc. 

· Are you using any advisers, such as business advisers, accountants etc. 

· What are the key skills you are looking for in your team (sales, marketing and financial management)?   

· And also include and cover those you will be recruiting in the next year. 

Staffing: 

· Give details of your workforce in terms of total numbers and by department. 

· What work do you plan to do internally? 

· Are you planning to outsource any of the work? 

· What are the likely salary levels to be and are there any other resourcing costs involved? 
Your business goals and objectives:

· Where do you want to see your business in 3 years’ time? 

· What are you putting in place to meet these objectives? 

· What additional resources do you need to meet these?  



	
7.2  Now complete this section on ‘Management and Organisation’ using the guidance 
       above. 
       Try and limit it to 250 words. Use short sentences and bullet points where possible:   




	
8.  Your Business Operations 


	
8.1  Guidance 

· Your business plan also needs to outline how you plan to operate.

· And what else do you need to build in for the future to take your business to the next level. 

Business Office Space needed: 

· Where are you currently working from and why does your existing space no longer meet your needs?  

· What are you specifically looking for in an office? 

· Where are you currently looking?  

· As you expand and develop how are you going to manage with the existing office space such as at HBS? 

Products or services being offered: 

· How does this impact on your office space? 

· Do you outsource any part of it including the delivery? 

· How are you going to meet any increase in demand for your products or services? 

· What extra resources will you need to deliver this? 
· As you expand your product range and services how are you going to meet these needs? 

Management Information Systems: 

· What established procedures do you have in place for: 

1. Stock control

2. Quality control 

3. Management accounts
· When were these set up and who manages them?
· What details do you keep on your existing customers? How do you keep it up to-date? Do you know who buys the most and how often etc. 

· How do you update or keep in contact with your existing customers about offers and new products etc. Do you have a newsletter that you send out to existing or potential customers? 
· As you expand and develop how are you going to meet these needs



	
8.2  Now complete this section on ‘Your Business Operations’ using the guidance above. 
       Try and limit it to 250 words. Use short sentences and bullet points where possible:   




	
9.  Financial Information 


	
9.1  Guidance 

As part of your business plan you need to provide some financial information about your actual business. Some of the financial information will be based on fact such as actual rent, salaries and other known and established information. However much detail will depend on estimates based on a number of given factors. It is important that you provide brief details on how you arrived at this forecasted information. 

Cash Flow Forecast:
· The aim here is to show that your business has enough cash /capital to meet any obligations on a day to day basis. 

· The cash flow forecast shows money/cash coming in and money going out month by month. Here HBS normally just asks for a one year forecast. In some cases cash flow forecasts required will be for much longer periods such as for year 2 or year 3. This will very much depend on the nature of your business and the amount of investment required. 

· Timing of receipts and when payments are due are vital. For example if you pay your business mobile contracts quarterly enter the figure in the month when the payment is due. 

· Consider the seasonal variations in your type of business. 

· New businesses often use over optimistic figures especially on sales.  So please give careful consideration to the general rise in sales as your business grows. Remember that sales are not based on hunches but rather on sound assumptions based on your market research etc. 
· Now please complete the HBS cash flow forecast for your first year. See the attached outline. 
Profit and Loss Forecast: 

· Don’t confuse your cash flow forecast with your profit and loss forecast. 

· Here for your business plan just supply the following information about your business: 

1. The level of profit you expect to make on each product sold or service you deliver.

2. The breakdown of the costs on each product or service you supply. 

3. A breakdown summary of your overheads (the operating costs). It should include the following amongst others: 

· Overall salaries of your staff. Build in national insurance contributions for your staff.

· The amount you propose to take out of the business by the way of drawings. 

· Rent, rates and utilities. 

· Telephone costs.  

· Equipment. 

· Administration costs.
· Insurance (service agreements, general insurance and key insurance etc).
Break-Even Analysis:  

· This is the point of activity at which your business is making neither a profit nor a loss. Your business can now survive without draining further cash resources.  

· Please give your breakeven point. How many sales do you need to make a month? 


	9.2  Now complete this section on ‘Financial Information’ using the guidance above.  
       Try and limit it to 250 words. Use short sentences and bullet points where possible. Cash Flow 
       forecast is separate – see above:  
 



	
10.  Risk Analysis / Assessment 


	
10.1  Guidance 

To support your financial information and forecasts it is good practice to show you have reviewed the risks your business could be faced with in the future, and that you have looked at contingences and insurance where applicable to cover these. 


Risks can and could include: 

1. Cover for yourself:
· What if you are taken ill suddenly or are unable to work for any period of time?  How is your business going to manage? 

· Have you got alternative ways to get to the office? 
2. Finance: 
· What if your debtors take longer to pay than you originally agreed? How are you planning to deal with any bad debts?

· How are you going to manage if the sales don’t come through as originally planned? 

· If the cash flow becomes very tight, have you got an emergency reserve you can call upon? 


3. Marketing: 

· If your marketing is not generating enough leads and sales, what other marketing are you planning to use. What are the costs involved and can the business afford it? 

· What are you planning to do if the competition gets very competitive? i.e. others enter your targeted market offering even better terms and prices? 

· How price sensitive is your market?

· Best to have several products and services that you can offer. Never have all your eggs in one basket. Are you planning to introduce other products or services?
· Have you got any other suppliers you can use if necessary? 

· How many clients are you selling or supplying to. Never rely on a few companies for the bulk of your business. How are you planning to diversify? 

· If your products have to be delivered have you go an alternative in place should you have problems with your existing delivery organisation?  
4. Operations: 

· Are all your computers linked together? What are you going to do if your IT system suddenly goes down? How you going to deal with unwanted viruses or computer breakdowns? What support do you have in place?
· What back up systems do you have in place for your financial management systems? 

· What cover are you going to have in place to deal with staff emergencies if someone goes sick, absent or suddenly leaves? 

5. Fire or floods: 

· Have you got measures in place to deal with this to ensure you don’t lose vital data and information?
· Is your insurance enough? 

· How soon can you start trading again?      

List any others applicable to your business and how plan to deal with them 

	10.2  Now complete this section on ‘Risk Analysis / Assessment’ using the guidance above.  
         Try and limit it to 250 words. Use short sentences and bullet points where possible. 



	Appendices 

N.B. 

Put all your appendices here (starting with ‘Appendix 1 with its title’ for example). 
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