Business Plan
This business plan is an opportunity to showcase a balanced overview of your business talking about what you have done and what you plan to do in the future.  It needs you to think through all aspects of your business and demonstrate to the reader how everything will work. 

Completing a business plan will take some time if you’re going to do it properly so, build this into your plan prior to submission to give you the best chance of success.  Some parts will be easier to complete than others, but just be honest about where you are with your thinking and in practice and use the guidance in each section to make completion easier.
 
This plan is not designed to trip you up and there are no trick questions.  We want you to showcase your business in an accurate way showing both the positive side of your plans but also that you have considered the risks that could impact your business as you grow.  

Tips for completing this Business Plan Pack
The best business plans aren’t long and complex; they explain only the most important information – what you want to achieve, how you will get there, and the things you need to do along the way.
It’s best to tackle a business plan in small chunks and ask someone to proofread it before submission. 
The Business Plan divided into sections to help show your growth strategy and develop your business. 
Use the guidance document to help you complete the sections.  
Some of the sections of the business plan have tables to record the financial parts of your business. 
Please keep to the sections where possible to ensure a uniform structure.  
Use the appendix section for any other relevant information or to expand on lengthy areas that do not need to be in the main body of the plan.

Appendix items are optional but can add value to by providing extra information that is relevant but has not yet been explained. These can include the following:

Sales and marketing materials.
Financial reporting and projections if additional to the financials section.
Charts, spreadsheets, graphs, tables, and other visuals that complement the other sections of your plan.
Contracts and Client agreements.
Leases, patent information, copyrights, and other licenses

Prior to submitting your business plan, please consult the guidance notes for help in completing your business plan.




Information

This section covers the basic information needed to assess your request.  
[bookmark: Text1]     
Business name: 

Owner(s) name: 
     
Business address and postcode: 

Business telephone number: 
     
Business email address: 

Business website address: 

Business social media account links: 
     
Have you started your business yet? 
 Yes
 No

If no – Have you tested the market to prove an opportunity exists?
 Yes
 No







1 - Your business offer

Use this section to expand on your product and service offering. 

1.1 What are you going to sell?
 a product
 a service
 both

1.2 Describe the current and future product/service you are going to offer:
Click or tap here to enter text.


1.3 Expand on your business offering:
Click or tap here to enter text.


1.4 Impact statement and company strap line:
Click or tap here to enter text.


1.5 Additional information:
Click or tap here to enter text.


2 - Market research and market strategy

The market research and competitors’ section outlines your understanding of your industry, the market you are operating in, your identified gap in the market, and your competition. This section helps to demonstrate that you've investigated and analysed the market, and you know who your clients and competitors are.  It shows you understand where your product or service fits in the marketplace. 

2.1 Market needs and competitor analysis:
Click or tap here to enter text.												


2.2 Market size and growth potential:
Click or tap here to enter text.											


2.3 Market research to support growth:
Click or tap here to enter text.														


2.4 Marketing strategy:
	What are you going to do? 	
Why have you chosen this marketing method?		Expected outcome 
     		     
		
		     




3 - Customer analysis

3.1 Are your customers:
 individuals
 businesses
 both

3.2 Describe your ideal customers:
Click or tap here to enter text.


3.3 What is your customer’s journey:  
Click or tap here to enter text.


3.4 What are your main sales platforms:
Click or tap here to enter text.


3.5 Have you sold products/services to any international customers already?
 Yes
 No

If you answered “yes”, give details:
Click or tap here to enter text.


3.6 Have you got customers waiting to buy your product/service?
 Yes
 No

If you answered “yes”, give details:
Click or tap here to enter text.


3.7 Additional information:
Click or tap here to enter text.
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4 - Competitor analysis and SWOT

4.1 Table of main competitors
	
Name, location
and business size 
	
Product/service
	
Price

	
Strengths
	
Weaknesses
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4.2 SWOT analysis for your business:
	Strengths (Internal)

[bookmark: Text44]     
	Weaknesses (Internal)

[bookmark: Text45]     


	Opportunities (External)

[bookmark: Text46]     
	Threats (External)

[bookmark: Text47]     



5 - Risk analysis & contingency planning

Incorporating these elements into your business plan showcases your commitment to identifying and managing risks within your business.  Risk analysis is a crucial component of a comprehensive business plan, and this section demonstrates your understanding of potential risks, and your ability to address and manage them: 

5.1 Risk analysis:
Click or tap here to enter text.									


5.2 Contingency plan:
Click or tap here to enter text.									


5.3 Monitoring and review:
Click or tap here to enter text.									


5.4 Legal and compliance:
Click or tap here to enter text.								




5.5 Supply chain/suppliers’ analysis:
	
Name and location of supplier

	
Items supplied

	
Payment arrangements 

	
Potential risk of dealing with this supplier?


	
	
	
	

	
	
	
	

	
	
	
	





6 - Financials

6.1 Forecast financials:

Please use the following embedded document to provide financial information for the next 12 months based on your assumptions. 

Please customise the form by changing the row labels or adding rows where required.

For companies that are already trading: If you are already trading and have any financial figures for the last year, please provide these with your application form as an Excel document.  If you do not have this, please provide as much accurate information as possible.




6.2 Personal survival budget
Please use the embedded personal budget planner to list your income and outgoings.  This will show you are able to support your day-to-day expenses and what reliance you have on taking money out of the business.    





Appendix
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Simple cashflow -  monthly


Simple cashflow - monthly
Year1

		

				Your business name here

				Cash Flow Forecast -First 12 Months

				This template provides a best estimate of the coming years cash in and out of your busienss.  Please enter all the things you pay for in each month that you realistically expect to achieve. You can customize the form by changing the row labels or adding rows.

				Don't insert data into those cells containing a formula.

				Why not keep an extra copy of the template in case you inadvertently spoil a formula?

				Cash Flow Forecast - First 12 Months

				Month:		Pre-Start		1		2		3		4		5		6		7		8		9		10		11		12		Totals

				Receipts

				Cash sales																												$0

				Collections from credit sales																												$0

				New equity inflow																												$0

				Loans received																												$0

				Grant																												$0

				Total Receipts		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

				Payments

																																$0

				Materials																												$0

				Employee wages																												$0

				Employee benefits																												$0

				Payroll taxes																												$0

				Rent																												$0

				Utilities																												$0

				Repairs and maintenance																												$0

				Insurance																												$0

				Travel																												$0

				Telephone																												$0

				Postage																												$0

				Office supplies																												$0

				Advertising																												$0

				Marketing/promotion																												$0

				Professional fees																												$0

				Training and development																												$0

				Bank charges																												$0

				Miscellaneous																												$0

				Owner's drawings																												$0

				Loan repayments																												$0

																																$0

				Capital purchases																												$0

				Other																												$0

				Total Payments		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

				Cashflow Surplus/Deficit (-)		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

				Opening Cash Balance		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

				Closing Cash Balance		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0
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Year2

		

				Your business name here

				Cash Flow Forecast -12 Months

				The closing balance from Year 1 has automatically been brought forward to start this second year.

				Cash Flow Forecast - Second 12 Months

				Month:		1		2		3		4		5		6		7		8		9		10		11		12		Totals

				Receipts

				Cash sales																										$0

				Collections from credit sales																										$0

				New equity inflow																										$0

				Loans received																										$0

				Other																										$0

				Total Receipts		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

				Payments

																														$0

				Materials																										$0

				Employee wages																										$0

				Employee benefits																										$0

				Payroll taxes																										$0

				Rent																										$0

				Utilities																										$0

				Repairs and maintenance																										$0

				Insurance																										$0

				Travel																										$0

				Telephone																										$0

				Postage																										$0

				Office supplies																										$0

				Advertising																										$0

				Marketing/promotion																										$0

				Professional fees																										$0

				Training and development																										$0

				Bank charges																										$0

				Miscellaneous																										$0

				Owner's drawings																										$0

				Loan repayments																										$0

																														$0

				Capital purchases																										$0

				Other																										$0

				Total Payments		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

				Cashflow Surplus/Deficit (-)		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

				Opening Cash Balance		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

				Closing Cash Balance		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0
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Year3

		

				Your business name here

				Cash Flow Forecast -12 Months

				The closing balance from Year 2 has automatically been brought forward to start this third year.

				Cash Flow Forecast - Third 12 Months

				Month:		1		2		3		4		5		6		7		8		9		10		11		12		Totals

				Receipts

				Cash sales																										$0

				Collections from credit sales																										$0

				New equity inflow																										$0

				Loans received																										$0

				Other																										$0

				Total Receipts		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

				Payments

																														$0

				Materials																										$0

				Employee wages																										$0

				Employee benefits																										$0

				Payroll taxes																										$0

				Rent																										$0

				Utilities																										$0

				Repairs and maintenance																										$0

				Insurance																										$0

				Travel																										$0

				Telephone																										$0

				Postage																										$0

				Office supplies																										$0

				Advertising																										$0

				Marketing/promotion																										$0

				Professional fees																										$0

				Training and development																										$0

				Bank charges																										$0

				Miscellaneous																										$0

				Owner's drawings																										$0

				Loan repayments																										$0

																														$0

				Capital purchases																										$0

				Other																										$0

				Total Payments		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

				Cashflow Surplus/Deficit (-)		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

				Opening Cash Balance		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

				Closing Cash Balance		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0
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Personal Budget Planner.xlsx
Sheet1



		Section 				Monthly cost (£)



						     

		Monthly costs		Mortgage/rent



				Council tax		     

				Utilities		     

				Water rates		     

				All personal and property insurances		     

				Clothing		     

				Food and housekeeping		     

				Telephone		     

				Hire charges (TV, DVD etc.)		     

				Subscriptions (clubs, magazines etc.)

				Entertainment (meals and drinks)		     

				Car tax, insurance, service and maintenance		     

				Children’s expenditure and presents

				Credit card, loan and other personal debt repayments		     

				National Insurance		     

				Other		     

				Total costs (£)		0

				Income from family/partner		     

		Monthly income



				Part time job

				Working tax credit		     

				Child benefits		     

				Other benefits		     

				Other		     

				Total income (£)		0



				Total survival income required (£)		0
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Guidance document 8-10 page business plan.docx
Guidance document 8-10 page business plan:

This guide will help ensure you provide all the relevant information to complete a plan that will enable the reader to fully understand your business and your growth plans.

Please include relevant information in the relevant sections within the plan.   

  

1 - Your business offer.



1.2 Describe the current and future product/service you are going to offer:

· What is your current offering? 

· Will this remain the same as you grow, or will you be offering something new?

· If you expand your offering, how do you plan to manage this?



1.3 Expand on your business offering:

· What features of your product or service are most important to your target market?

· How does your offer differ from others already in the market and where are you positioned in the market?  Do you plan to be at the upper end of the market, middle of the market or at the bottom of the market?

· How does your offer meet your customers' needs.

· What will your products and services cost?

· What value does your product offer to your clients and the local area? 



1.4 impact statement and company strap line:

· Please provide a short description about what impact your product or service will have on the local economy and how this benefit can be scaled wider.

· This can include staff being employed, sustainability goals, Equality and Diversity commitments, local supply chain, how you’re trying to change buying habits in your sector for example.

· What is your company strap line and what does this tell the reader about your business and its values.  



2 - Market research and market strategy

The goal of the market research section is to demonstrate that you've done your homework and have a deep understanding of your industry, customers, and competition. This will help showcase to the reader that your business is well-positioned to succeed in a competitive market environment.



2.1 Market Needs and Competitor analysis: 

Market Needs – 

· Describe what the needs, problems, and challenges are that your target market faces. 

· Explain how your product or service addresses these issues and provides value. 

· This section should demonstrate a deep understanding of your customers' pain points.



Competition Analysis – 

· Identify your main competitors, both direct and indirect (those who do what you do and those who could do it). 

· What are your competitors’ strengths, weaknesses, pricing strategies, and any other relevant factors. 

· Highlight what sets your business apart from the competition and what your competitive advantages are.



Market Trends – 

· Discuss the current and projected trends in the market that could impact your business. 

· This might include changes in consumer preferences, technological advancements, regulatory shifts, or macroeconomic trends. 

· Explain how you plan to adapt to or capitalise on these trends. 



2.2 Market Size and Growth Potential:

· Provide estimates of the size of your market and who the main suppliers or providers are within the sector you’re selling into.  

· Explain the size, growth rate, and key trends affecting the industry. 

· Include any relevant historical, current, or projected changes that could impact your business.

· What is the growth potential within the market, what growth do you want to achieve in the next year, and when you expect to achieve this.  





2.3 Market research to support growth: 

· What activities have you carried out to support your growth plans?

· What information or data did these activities show?

· What did you learn from this exercise and how has this influenced your decisions? 

· Based on your market research what is the potential for growth within your market? 

· What is your strategy to grow and how does your evidence support this.



2.4 Marketing Strategy

· Please use this table to provide details of the 3 main marketing strategies you plan to carry out to grow or scale your business. 



3 - Customer analysis

The goal of this section is to paint an accurate portrait of your typical customer. The more specific and detailed you can be, the better you'll be able to tailor your business strategies to effectively target and serve their needs.



3.2 Describe your typical customer:

Demographics – 

· Provide a demographic of your client including age, gender, location, income level, education, and occupation. 

· This helps paint a picture of your customer base.



Psychographics – 

· Discuss their psychographic traits, including lifestyle, values, interests, hobbies, and attitudes. 

· This information helps create a deeper understanding of their motivations and behaviours.



Needs and Pain Points – 

· Explain the needs, challenges, and pain points your typical customer faces. 

· Highlight how your products or services address these issues effectively.



Behavioural Patterns – 

· Describe their buying behaviour, consumption patterns, and preferences. 

· This could include how often they make purchases, their preferred shopping channels, and any trends in their behaviour.



Buying motivations – 

· Identify what motivates your typical customer to make a purchase. Is it convenience, quality, cost savings, status, or something else? Understanding these motivations will help tailor your marketing and product strategies.



Communication Preferences – 

· Discuss how your typical customer prefers to receive information. 

· Do they rely on social media, email newsletters, traditional media, or word-of-mouth? 

· This information guides your communication strategies.







3.3 Customer journey?  

Customer Journey – 

· Map out the typical customer journey, from initial awareness of your products or services to making a purchase and becoming a loyal advocate. 

· This helps you understand touchpoints and tailor your marketing efforts accordingly.



Segmentation – 

· If your customer base is diverse, consider segmenting it into distinct groups based on common characteristics. Describe each segment's unique traits and needs.



Size of Target Market – 

· Provide an estimate of the total addressable market (TAM) and the segment of the market you are targeting. 

· This demonstrates the potential scope of your business opportunity.



Long-Term Value – 

· Highlight the potential lifetime value of your typical customer. Discuss how you plan to cultivate repeat business and foster customer loyalty.



3.4 What are your main sales platforms?

· Please describe how you sell to your clients and where possible provide a breakdown of the income streams in percentage terms.



4 Competitor analysis and SWOT:

A SWOT analysis is a strategic planning tool that identifies and evaluates your internal strengths and weaknesses, as well as your external opportunities and threats.



4.1 Competitor table 

· Please complete details of your main competitors.



4.2 SWOT Analysis

Strengths:

· These are the internal things that your business does well that give you a competitive advantage. 

· Examples of strengths could include:

Brand reputation and existing client base.

Skilled workforce.

IP or technology.

Processes.

· Identify what your business does well and what sets it apart from competitors. Consider areas where you have a clear advantage.

Weaknesses

· These are the internal limitations or challenges your business faces.

· These are areas where your business may be at a disadvantage compared to competitors. 

· Examples of weaknesses could include:

· Lack of resources.

· Outdated or slower technology.

· Inadequate marketing.

· The inability to be flexible to customers’ needs.

· Reliance on other people including international suppliers.

· Gaps or a weakness in your supply chain.

· Be honest about your business's limitations and areas that need improvement. This helps you identify areas for growth and development.

Opportunities: 

· These are external factors in the market or environment that your business could capitalise on.  Consider how your strengths can be aligned with these opportunities.

· These are areas where your business could potentially grow or gain a competitive edge to win more clients or expand your offering. 

· Examples of opportunities could include: 

· Emerging market trends.

· Changing consumer preferences.

· Technological advancements.

· New or emerging market segments.

· The ability to be more reactive to clients’ needs as a smaller entity.

· Look for trends, changes, or gaps in the market that your business could capitalise on. 

Threats:

· Threats are external factors that could negatively impact your business. 

· These are challenges that your business should be prepared to address or mitigate but may not be able to control. 

· Examples of threats could include:

· Increased competition

· Economic downturns

· Regulatory changes

· Shifts in consumer behaviour.

· Assess the potential risks and challenges your business might face a this will help you to be proactive and have plans in place to address or mitigate these threats should they happen.



5 Risk analysis & contingency planning:

Here are key aspects to consider and comment on in your business plan's risk analysis and contingency planning section:

5.1 Risk analysis:

Identification of Risks – 

· Clearly list and describe the potential risks your business might face. These could include: 

· Market risks (demand fluctuations, competition)

· Operational risks (supply chain disruptions, equipment failure)

· Financial risks (cash flow problems, economic downturns)

· Regulatory risks (changing laws, compliance issues)



Risk Assessment – 

· Evaluate the probability and potential impact of each risk. This helps prioritise which risks deserve more attention and resources in your contingency planning efforts. 

· Categorise risks as high, medium, or low based on their severity and potential impact they could have.



5.2 Contingency plan:

· Contingency plans outline specific actions you would take to mitigate the impact of each identified risk. 



· You should outline:

The steps to be taken.

The person responsible for managing the risk.

Timelines



For instance, if your business heavily relies on a single supplier, your contingency plan might involve developing relationships with alternative suppliers.



5.3 Monitoring and Review:

Monitoring and Review –

· Explain how you will regularly monitor and review the effectiveness of your contingency plans. 

· Will you set up key performance indicators (KPIs) that act as early warning signs for potential risks.



Insurance and Risk Transfer – 

· Discuss any insurance policies you have in place to mitigate certain risks. This shows that you've considered financial protection in case of unexpected events.



Leadership and Decision-Making – 

· Clarify who makes the decisions on risk in the company and if you employ any external representatives to support you.  

· Please confirm if you a member of any professional body and if so what support they provide to you.  



5.4 Legal and Compliance:

Legal -

· Consider any legal processes you need to have in place.  

· These will include contractual agreements with your supplier or customers.  

Compliance -

· Please state if you are a member of any professional sector bodies.

· Please advise if you are registered with HMRC and if you are fully up to date with any owing tax charges.

· Please confirm that if you are a limited company that your company is up to date you’re your submissions to companies house. 



5.5 Supply chain/suppliers’ analysis:

· Please explain who your main suppliers and/or contractors are.

· Explain how you currently manage your working capital cycle (the money needed from the time someone orders to when they make payment).

· How will you manage this as you grow – What additional funding will you need aside from the grant to manage the growth?

· Explain how your supply chain works, where your suppliers are based, explain your supply chain.

· Say how your manufacturers can meet the demands presented by the planned growth and if not, how will you manage this?

· What or who are your secondary suppliers?





6 Financials:



6.1 Forecast financials:

· This forecast should reflect your expected growth over this time.

· Please make sure the information you provide is as accurate as possible and use this section to provide any required information to support any exceptional items or growth.

· Enter your best guess and realistic figures including any grant funding and any additional funds that are being used to support the business. 

· Information provided should be realistic and if you need to add any further explanation, please do this within this section.    

If you are already trading:

· Please provide the information for the last years income and expenditure.  

· If you have not completed a full year of trading, please provide as many months as possible.

· If you have not traded yet, please state this in your application in this section and move on to complete the forecast only.  

6.2 Personal survival budget

· Please use this section to demonstrate your required drawings from the business.  

· This is to ensure that the business can support your needs and confirms the grant will not be required for personal costs.  
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