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	1. My details

	

	My business details

	Business name:
	Click here to enter text
	Business Idea:
	Click here to enter text
	Address:
	Click here to enter text
	Postcode:
	Click here to enter text
	Telephone number:
	Click here to enter text
	Home mobile:
	Click here to enter text
	Home email:
	Click here to enter text


	2. Executive summary

	

	My business idea

	Explain your business idea – a detailed description of your business, it’s important to have a clear understanding of what exactly your business will do (elevator pitch). 

	What are you going to offer to your customers, is it a product or service?
Why do you think there is a need for this?
Where do you think you will roughly sell this product or service?
Have you ever provided/done this work before or have been trained in this area?
What is the structure of the business? Sole trader/ Limited company etc.




	Business aims and objectives (short, medium and long-term)

	Business aims and objectives – a description of your short term (0–6 months), medium term (6 months – 1 year) and longer term (12 months and beyond) vision for the business.

	Paint a picture of how you expect this to look 3 months/6 months and 12 months from now?
3 Months:
Still the same product or service?
Still the same Geography or Demographic?
Still the same staff involved?
Still the same Pricing (introductory offers)?

6 Months:
Still the same product or service?
Still the same Geography or Demographic?
Still the same staff involved?
Still the same Pricing (seasonal pricing)?

12 Months:
Still the same product or service?
Still the same Geography or Demographic?
Still the same staff involved?
Still the same Pricing (seasonal pricing)?




	Personal profile (about you)

	Why are you interested in running your own business? Any previous work experience, qualifications and education? Training or short courses? CV. 
Personal aims and objectives – Year 0–1, Year 2–3 and Year 4–5. 

	Keep to Bullet points!
What do you hope to get out of this?




	My personal / business strengths, weaknesses, opportunities and threats

	Strengths 
	Weaknesses (how you will overcome them?)

	What are you good at?
Time keeping.
Attention to detail.
Customer focus.

	Bullet Points!
Going to use google calendar to manage my appointments for example.



	Opportunities
	Threats

	Changes to local economy.
Sector technology changes.
New trends in sector and locality.
New ways to promote.

	Easy to start so lower barriers to entry.
Market already flooded; how will you stand out.
Changing customer trends. 
Regulations and licenses etc.




	Personal profile (about you)

	Who will be involved in your business and what will their roles be?

	Which roles do you need to have to support this business and who will do those, and then will you pay them (if so, should appear in cashflow).




	3. Marketing

	

	Market research – customers

	This section is to describe the customers that might buy your product or service. 

	Explain whether your customers are individuals or businesses?

Explain your typical customer? (For example, if an individual, do you think your product/service will be? Look at possible age range, gender etc.) 

For businesses what sector are they in and what size for example SME’s or larger organisations. 

Where are your typical customers? (For example, are they local, national or worldwide.)

Explain how many customers you will have waiting to buy from you? (For example, do you have any potential customers.)




	Competition

	A competitor is any business that offers a product or service to yours. Find out information about your competitors. Try do this for the minimum of three competitors. 

	You will need to find their name, contact details, information about what product or services they offer and list 3 of their main strengths and 3 of their main weaknesses. 
(Competitor A)

(Competitor B)

(Competitor C)


	What is your unique selling point? What makes your business different from your competition?

	Price! 
Product! 
Quality! 
Location! 
Benefits!




	Market trends

	Desk research (secondary) – Involves researching your industry sector, for example, any important facts, statistics or events. Whether your product / service is seasonal or dependent on other factors (e.g. weather or local economy).

	Click here to enter text
	Field research (primary) – Have you completed any test trading? Have you sent questionnaires / surveys to any customers to see if they are happy with your product / services, price range etc.  
If yes, what was the outcome? If no, then what market research have you completed?

	Click here to enter text


	The 4 P’s of marketing (product, price, place and promotion)

	This section explains what your business is going to sell. Is your business going to sell a product, a service or both? Describe in detail the products or service you are going to sell (elevator pitch – how would you describe your products or services in 30 seconds).

	Bullet points or short paragraphs! 




	Price and costs

	Estimate average sales and services. What is the price of your product / service and how much is it going to cost you to deliver? (This then carries into the sales forecast in the financial sheets, and will also help you to understand which products are financially viable).

	Are you going to offer group or introductory discounts? 




	Place

	The routes to market and where you will advertise specifically (including the geographical area).

	Local or regional!





	Promotion

	This section describes which marketing methods you will use to promote your business, think about your ideal target client group. For example: 

	Word of Mouth
Business cards 
Flyers 
Directing marketing
Social Media 
Website
Tradeshows and exhibitions
Logos
Company branded clothing
Use of local media in a local newspaper 
Directories such as Yell.com 






	Marketing plan – short-term planned activities (1–3 months)

	Products
Pricing 
Place 
Promotion 
 



	Marketing plan – medium-term planned activities (3–6 months)

	Products
Pricing 
Place 
Promotion 
 



	Marketing plan – long-term planned activities (6–12 months)

	Products
Pricing 
Place 
Promotion 
 




	4. Other things to think about

	

	The legal stuff

	Are there any legal requirements? 
Any insurance required?
Any licenses required?
Are specific qualifications you need and are they up to date?




	The logistics

	 Premises – Where will you work? 
Will you require a vehicle/transportation? 
The hours you plan to work.
Will you need a part time job to support your income and how long do you think for?
Do you have any personal or family commitments?




	How are you funding your business?

	Please indicate what sources of funding you’re planning (loan, family / friends, grants or self-funded etc.) and how much you need to start up, along with a detailed list of the items you require funding for (if borrowing, there should be repayments to the source in the cashflow).

	Click here to enter text


	5. Personal survival budget

	

	Do not include and projected profit from your business as income

	

	Personal survival budget (monthly)
	Income

	Universal Credit
	£0.00
	Income partner
	£0.00
	Income part-time job (self)
	£0.00
	Child support
	£0.00
	Child tax credits / Benefit
	£0.00
	Council tax reduction
	£0.00
	Disability benefits (e.g. Personal Independence Payment)
	£0.00
	Other
	£0.00
	

	Personal survival budget 
	Expenditure

	Mortgage / Rent
	£0.00
	Loan / Credit card repayments
	£0.00
	Council tax
	£0.00
	Housekeeping (food / toiletries / cleaning products)
	£0.00
	Gas, electric and water
	£0.00
	TV license / Entertainment subscriptions
	£0.00
	Insurances (e.g. house, contents, life insurance)
	£0.00
	Car running costs (insurance / MOT / road tax / fuel)
	£0.00
	Other travel
	£0.00
	Telephone / TV / Broadband / Mobile
	£0.00
	Childcare / Children’s activities / Pocket money
	£0.00
	Pets
	£0.00
	Clothing
	£0.00
	Hobbies
	£0.00
	Socialising 
	£0.00
	Holidays / Days out
	£0.00
	Presents / Seasonal celebrations
	£0.00
	Class 2 National Insurance (sole traders / partners only – allow £14pm)
	£0.00
	

	Total monthly non-business INCOME
	£0.00
	Total monthly household EXPENDITURE
	£0.00
	BALANCE (Income minus expenditure)
	£0.00
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