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Executive Summary

This section is a summary of the entire plan and is usually written after the rest of the plan is completed. 

HISTORY OF THE BUSINESS

This topic gives a brief account of the activities of the Business throughout its existence. If the business is just starting it should explain where the idea came from, or why you are starting this business.  If the business is restarting you should explain why it was closed previously and what you have learnt from that experience.  

MISSION STATEMENT

Your Mission Statement explains the philosophy reason for your business’ existence. It should capture your commitment to customers, environment and to staff. Your Mission Statement should serve as a guide to your business’ development.  

Example: To provide our customers with business development and consultancy services that will enable them to compete forcefully within a competitive market while at the same time providing quality and efficient service.

BUSINESS GOALS AND OBJECTIVES

Goals 

Goals are futuristic targets you set for your business. Your goals should be specific and measurable. 

Objectives

Your objectives are the methodologies you will employ to achieve the goals you have established.

Example: Goal - Achieve sales of $2 million by the year 2015
 Objective – Increase sales by 10% annually for the next 3 years.  


	Goal #
	What is the target?
	When should it happen?
	What is needed to make it happen?

	1
	Sales of $2m 
	In year one
	· Additional promotion during the period
· Hire sales team in first qtr


	2
	
	
	

	3
	
	
	

	
	
	
	


KEYS TO SUCCESS

These are elements of critical importance for your business. Based on the nature of business these are areas that you believe will contribute significantly to your success. In other words – what do you have to do for your business to work? Additionally, identifying at least one unique way to create a competitive advantage will strengthen your chances of success. This unique position should be something that your competition has not included as part of their business strategy.  
Example: The Key to Success for John’s Training and Consultancy is Product Development – the need to continuously develop new products and improve on those that are known to the public. Our unique selling proposition is to use the latest in technology to deliver our services.
SWOT ANALYSIS

This is the summary of the company’s Strengths, Weakness, Opportunities and Threats (SWOT).  Your SWOT Analysis helps you to take an in-depth look at both the factors affecting your business internally and those affecting it externally.

Strengths and Weaknesses are elements that are internal to your business i.e. those which you can control. 

Examples:

Strengths – Your knowledge of the industry, experience and location 

Weaknesses – Limited working capital, inadequate staff complement.

Opportunities and Threats are issues that originate from environmental forces, most of which you have no control over.  However they affect your business just the same. 

Example: 

Opportunities – Greater awareness and acceptance of people with disabilities, more efficient software and technological aids

Threats – GCT imposed on computers and software, reduction of grant assistance from donor agencies. 

	Strengths
	Weaknesses
	Opportunities
	Threats

	1.
	
	
	

	
	
	
	

	2.
	
	
	

	
	
	
	

	3.
	
	
	

	
	
	
	

	4.
	
	
	

	
	
	
	


INDUSTRY ANALYSIS

This section of your plan helps you to analyse the industry to which you belong. Your analysis should take into account a description of trends within the industry, e.g. how has the industry changed in the past few years, which government regulations affect the industry, and who are the major players in the industry?

PRODUCT/SERVICE DESCRIPTION

This is where you describe clearly the product and services you will be offering to your customers. 

Example: John’s Training and Consultancy will be offering adult education and remedial reading to the target market. Our suite of services will also include assessment of learning disabilities, conflict management training and private tutoring. 

	
	Size
	Product Description
	Price of Package

	1
	
	
	

	2
	 
	 
	 

	3
	 
	 
	 

	4
	 
	 
	 

	5
	 
	 
	 

	6
	 
	 
	 

	7
	 
	 
	 

	8
	 
	 
	 

	9
	 
	 
	 

	10
	 
	 
	 


MARKET ANALYSIS

Target Market

Your target market is that segment of the market that you will be targeting.

Example:  The primary target market for our service will be Jamaicans with learning disabilities. We have broken down this market into three segments that include…

Customer Profile 

This is where you give details about your customers.  It should include their demographic situation, income level, etc. 

Competition 

Make a list of your major competitors and conduct an analysis of their strengths and weaknesses. Their strengths may include their range of products, while their weaknesses may include poor customer service or high prices.

	Competitor 
	Strengths 
	 Weaknesses 

	1.
	
	

	2.
	
	

	3.
	
	

	4
	
	


MARKETING STRATEGY

In this section of your plan you will explain the strategies you will employ to create a market presence. 

Promotions / Advertisement 

All businesses need to be promoted. You must devise a cost- effective method to reach your target market. If your target market is localized e.g. in May Pen, advertisement on national television may not be the must efficient and cost effective method.  

Example:  We will be undertaking a very aggressive promotional strategy. This strategy will involve the following methodology …  

Pricing strategy 

Perhaps the most important variable within your business planning is the pricing strategy you will employ. If your prices are too high then it may be out of the reach of our target market and if they are too low it may give impression that your services/products are below standards. Your pricing strategy should take into consideration the financial position of your target market, the going price of similar products and the quality of the product.

Distribution 

Your methods of distribution may include direct selling, outsourcing or e-commerce.
OPERATIONS

This section of your plan helps you to put into perspective how your business will function on a day-to-day basis.

Location  

Give a brief description of where you will be located. You should list the advantages of your location.

Example:  John’s Training and Consultancy will be located at 123 Main Street, May Pen. We will be occupying Shop #23 at the new Shopping Centre owned by Smiths Real Estate.  

Technology 

What type of technology will you be utilizing within your enterprise?

Example:  The success of our enterprise will depend on the efficient use of the latest technology. These will include Hooked on Phonics, Adobe Diagnosis Kit, etc.
Capacity 

You will need to make a projection of the amount of products/services you will produce or supply on a given day, week or month. This projection will be based on your staff complement, equipment, capacity and workspace.

Procurement 

This is where you will outline the source of your equipment and supplies and also the arrangement to be made for their retention.

Example: Equipment and supplies will be sourced from ATH Jamaica Limited, a leader in the field of Office supplies. ATH has developed a reputation for…

Strategic Alliances

The success of your enterprise may depend on your level of networking.  You will need to make a listing of all the major businesses and agencies that will add to the success of your business.

Example: Johns Training and Consultancy will be formulating networking relationships with the Ministry of Education Special Education Unit, HEART/NTA and JAMAL.

Operating Methods 

Give a brief description of how the business will operate e.g. credit arrangements, opening hours, discount policy etc. 

ORGANIZATION

In this section of your plan you will need to outline how your business will be organized. 

Ownership structure  

Who will own the business?

Example: Johns Training and Consultancy will be owned by… and operated as a Non-Profit Organization registered with the Council of Voluntary Social Services.

Management Team 

Make a list of your management team, their qualifications and their responsibilities. 

Example: Our management team will comprise a team of well-trained, experienced and dedicated individuals.  The team will include…

FINANCIALS

Breakeven Analysis 

This is where you calculate the amount of sales you will need to make to break even (i.e. not making a profit or loss)

Notes:

Cash flow is a projection of how money (cash) will move in and out of your business.

· Cash Inflow – This indicates the avenues from which money will come into the business 

· Cash Outflow –This indicates how money will leave the business or flow out of the business.

· Closing Balance –this is the difference between the money that flows into the business and the monies paid out. 

Example:

If your total Cash Inflow is $100,000 and your total Cash Outflow is $25,000 than your Closing Balance will be $100,000 -$25,000 = $75,000.

· Opening Balance – Your opening balance is the monies brought over from a previous month to the new month. This is the same amount of last month’s Closing Balance. 
     Example: 

The Closing Balance for month 3 will be the Opening Balance for month 4.  Please note that in Month 1 there is no Opening Balances. 

In this section you need to make some vital assumptions.  Your assumptions must be based on realistic projections and calculations.

Sale Forecast 

What amount of sales will you be making on a monthly basis? These are estimated figures, however they must be based on the expected result of the marketing strategy. The key is not to over-estimate, as this will set you up for disappointment. Try to be as realistic as possible.

	Product /

Service 
	Expected Sales Month 1 
	Month 2 
	Month 3
	Month 4
	Month 5
	Month 6
	Month 7
	Month 8
	Month 9
	Month 10
	Month 11
	 Month 12 
	Total

Expected

Sales

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Monthly 

Sales 
	
	
	
	
	
	
	
	
	
	
	
	
	


*Please note that 

1. Expected Sales per month is the total expected quantity multiplied by the unit cost. (Expected Sales = Expected Quantity x Unit Cost).

2. The figure in your total monthly sale forecast is the figure you will use as your revenue from sales in your cash flow.

Start-up cost 

If you are starting a new business, then you will be required to calculate the total  a mount needed to start this venture. This should also include the cost for all raw material and labour. If the business is an existing one and you are seeking funding you should also give a detailed listing of how much money you will need and what the money will be used for.

* Source of funding may either be: Loans, Grants or Equity.

Loans – These are sources of funding usually given by a bank or from a friend with repayment terms and, in most cases, with interest. 

Grants - These are moneys that are given to an investor without repayment terms or interest. In other words you don’t have to pay it back.

Equity – This is money that you or you business partner will be putting into the business.

	Quantity
	Item
	Unit Cost
	Total
	Source of Funding
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Client: 

VARIABLE COSTS

Month 1

Month 2

Month 3

Month 4

Month 5

Month 6

Month 7

Month 8

Month 9

Month 10

Month 11

Month 12

Labour Operartions (Wages)

Material Purchases

Utilities

TOTAL VARIABLE COSTS

FIXED COSTS

Salary

Debt Servicing

Insurance/Licensing

Income Tax, NHT, NIS Ed. Tax

Petty Cash

Promotion

Rent/Lease

Transportation

Contingency

Maintenance/Servicing

TOTAL FIXED COSTS

TOTAL OPERATING COSTS

Notes 

Your 

Variable Costs

 are those costs which vary based on production

Example: If you produce more in March than you did in February, then it is expected that you may have to purchase more raw material and utilize more utilities. 

Your 

Fixed Costs

 are those costs you will incur whether or not you are in production 

Example:  If you rent a property for $20,000 this sum is a fixed cost and whether or not you are producing, this cost will have to be paid. 
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Business Name 

 (A )Cash Inflow 

Month 0/Start-Up

Month 1

Month 2

Month 3

Month 4

Month 5

Month 6

Month 7

Month 8

Month 9

Month 10

Month 11

Month 12

Total 

Opening Balance 

Sales on Credit 

Cash Sale

Loan 

Equity

(B) Total Cash Inflow 

 (C) Cash Outflow 

Raw material Purchase 

Salarie

wages

Electricity

Water

Phone 

Promotions

Stationary

Transportation Raw material 

Transportation Finish goods 

Rent 

Loan repayment 

Insurance 

Maintainace 

Savings 

Other

Miscellanceous  

(D) Total Cash outflow 

Closing Balance = B-D
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Month 2

Month 3

Month 4

Month 5

Month 6

Month 7

Month 8

Month 9

Month 10

Month 11

Month 12

Labour Operartions (Wages)

Material Purchases

Utilities

TOTAL VARIABLE COSTS

FIXED COSTS

Salary

Debt Servicing

Insurance/Licensing

Income Tax, NHT, NIS Ed. Tax

Petty Cash

Promotion

Rent/Lease

Transportation

Contingency

Maintenance/Servicing

TOTAL FIXED COSTS

TOTAL OPERATING COSTS

Notes 

Your 

Variable Costs

 are those costs which vary based on production

Example: If you produce more in March than you did in February, then it is expected that you may have to purchase more raw material and utilize more utilities. 

Your 

Fixed Costs

 are those costs you will incur whether or not you are in production 

Example:  If you rent a property for $20,000 this sum is a fixed cost and whether or not you are producing, this cost will have to be paid. 
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 (A )Cash Inflow 

Month 0/Start-Up

Month 1

Month 2

Month 3

Month 4

Month 5

Month 6

Month 7

Month 8

Month 9

Month 10

Month 11

Month 12

Total 

Opening Balance 

Sales on Credit 

Cash Sale

Loan 

Equity

(B) Total Cash Inflow 

 (C) Cash Outflow 

Raw material Purchase 

Salarie

wages

Electricity

Water

Phone 

Promotions

Stationary

Transportation Raw material 

Transportation Finish goods 

Rent 

Loan repayment 

Insurance 

Maintainace 

Savings 

Other

Miscellanceous  

(D) Total Cash outflow 

Closing Balance = B-D
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		Cash Flow Projection

		Clients Name: Neil Allen

				Start-up		Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec

		Cash available at start of month

		Receipts: Cash Sales

		Receipts: Credit Sales

		Loan

		Equity

		Total Cash Available

		Expenditures

		Capital Expenditure

		Material Purchases

		Salary

		Wages

		Debt Servicing

		Insurance/Licensing

		Income Tax, NHT, NIS Ed. Tax

		Petty Cash

		Promotion

		Rent/Lease

		Utilities

		Transportation

		Farm Tools

		Contingency

		Maintenance/Servicing

		TOTAL EXPENDITURES

		Net Cash Balance available before debt servicing

		Debt Servicing: Principal

		Interest 13 %

		Cash Balance after Dept Servicing at the end of each month

		Notes





Sheet2

		Operating Costs

		Client:

		VARIABLE COSTS		Month 1		Month 2		Month 3		Month 4		Month 5		Month 6		Month 7		Month 8		Month 9		Month 10		Month 11		Month 12

		Labour Operartions (Wages)

		Material Purchases

		Utilities

		TOTAL VARIABLE COSTS

		FIXED COSTS

		Salary

		Debt Servicing

		Insurance/Licensing

		Income Tax, NHT, NIS Ed. Tax

		Petty Cash

		Promotion

		Rent/Lease

		Transportation

		Contingency

		Maintenance/Servicing

		TOTAL FIXED COSTS

		TOTAL OPERATING COSTS

		Notes

		Your Variable Costs are those costs which vary based on production

		Example: If you produce more in March than you did in February, then it is expected that you may have to purchase more raw material and utilize more utilities.

		Your Fixed Costs are those costs you will incur whether or not you are in production

		Example:  If you rent a property for $20,000 this sum is a fixed cost and whether or not you are producing, this cost will have to be paid.



shenry:
This is equal to Total Variable costs +Total Fixed costs



Sheet5

		






_1188719911.xls
Sheet1

		

				Projected Cash Flow

				Business Name

				(A )Cash Inflow		Month 0/Start-Up		Month 1		Month 2		Month 3		Month 4		Month 5		Month 6		Month 7		Month 8		Month 9		Month 10		Month 11		Month 12		Total

				Opening Balance

				Sales on Credit

				Cash Sale

				Loan

				Equity

				(B) Total Cash Inflow

				(C) Cash Outflow

				Raw material Purchase

				Salarie

				wages

				Electricity

				Water

				Phone

				Promotions

				Stationary

				Transportation Raw material

				Transportation Finish goods

				Rent

				Loan repayment

				Insurance

				Maintainace

				Savings

				Other

				Miscellanceous

				(D) Total Cash outflow

				Closing Balance = B-D
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