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Executive Summary 

[bookmark: _GoBack]The purpose of this report was to produce an analysis for the CEO of Unity Group Wales (UGW). Exploration in the internal and external environment that impact the charity built the main body of the analysis. A PESTLE and SWOT analysis was used to conduct the analysis. Due to the word constraint of the report only the ‘economic’ and ‘technologic’ factors were explored in depth. However, a full PESTLE and SWOT analysis can be found in the appendices section. The SWOT analysis was used to summarise the key points. The main theme that derived from the analysis was ‘funding’, thus the report explores this theme in more detail. Extensive research was carried out to produce the content of the report. The main recommendations of the analysis were for UGW to become more self-sufficient in an unstable economic climate and that technological advancements need to be made for UGW to become more digitally included within third sector. A general recommendation is to enhance the research and literature concerning smaller third sector organisations and their operational concerns as research around this matter is particularly scarce, which was a limitation to the analysis.    





















1. Introduction 

Established in January 2010 as a Lesbian, Gay, Bi-sexual and Transgender Charity, UGW has recently transformed its services and outreach clientele. UGW now offers support for homelessness and vulnerable people regardless of their sexual orientation or gender identity - whilst still offering a range of services for the LGBT+ community. As UGW operates as a non-profit entity it is essential that funding streams are available to allow the continuation of its purpose. This report will interrogate the external and internal factors that affect UGW and recommendations for HR strategy. 


1.1  Methodology 

Exploring external and internal factors enable HR to develop an analysis of opportunities and threats that impact UGW (Leonidou, et al., 2017). This can improve the existing environment and enable decision making to stay within the hierarchy of UGW. Teller & Kock (2013) explains that the success of a business lies in strategic risk taking. Environmental analysis can often make businesses too cautious, thus a strategic approach is needed when conducting the analysis.
The PESTLE model has been used to create the analysis of this report. PESTLE is an acronym for Political, Economic, Social, Technology, Legal and Environment (CIPD, 2017). Newton (2014) describes the PESTLE as a tool to explore the internal and external factors that affect businesses and to inform strategic planning. Thomas (2013) clarifies that the PESTLE framework can be used to develop critical awareness of the external influences affecting charities – thus applied to analyse UGW’s current environmental factors. However, the CIPD (2017) outline that the PESTLE can capture too much information leading to a ‘paralysis of the analysis’ and is often based on assumption. Financial instability within the third sector can make it difficult to implement the outcomes of the PESTLE framework. A Strengths, Weaknesses, Opportunities and Threats (SWOT) analysis will also be used to evaluate the four elements affecting UGW. The strengths and weaknesses will identify the internal factors and the opportunities and threats will identify the external factors – it is flexible, simple and encourages strategic thinking (CIPD, 2015). However, the SWOT has been critiqued for its lack of structure causing key elements to be missed out (Singh & Chaudhary, 2014).    




2. Analysis
 

2.1  Table 1: PESTLE Analysis and HR strategy for Unity Group Wales
(See appendix i for.CIPD PESTLE template)

	
	External factors
to consider
	External factors
affecting UGW 
	Importance to 
UGW 

	Political
	Political parties

Government legislation

Policies

The Charity Commission 
	Changing governments can impact charitable organisations (Alcock & Kendall, 2011). Grotz (2009) expanded on this by stating that political legacies usually have a vast amount of differing perspectives based upon a large extent of constraints, agendas and beliefs that drive the protagonists of a political party. The conservative – led coalition government in 2010 sought out to reduce the UK’s financial deficit, which had considerable impacts for government funded third sector institutes (Macmillan, 2011). 
The charity commission is the main regulator of all UK charities and commissioned by the government to ensure charities uphold their responsibilities in law. However, a damning report from the National Audit Office (NAO) in 2013 (Morse, 2013) highlighted the commissions ineffectiveness as a regulator by not delivering value for money. The NAO has produced a 2017 report which show the commission has made significant improvements. However further recommendations have been made for developing a sustainable funding model to continue the transformation of the commission and its longevity (Morse, 2017). Ineffective regulation in charities can have a detrimental impact on UGW through decreased public trust, ineffective policy making and inefficiency of daily operations (Cordery, et al., 2017). However, Mayer and Wilson (2010) argued that governmental spending cuts force regulators to cut costs and find efficiencies.   
	Low







High













Medium

















Low / medium







Medium

	Economic
	Brexit 

European funding

Flexibility and resilience within the economic climate

Sustainability

National Living Wage
	The reality of Brexit is causing consternation amongst third sector organisations, with the looming reality that EU funding will be cut across all UK sectors, including the third sector (Etherington, 2017). Old expectations and conventions will need to be reconsidered about how the economies finances are distributed and spent. Woolford (2016) reiterated the pressure that is mounting on the UK government after the Brexit vote to substitute the £5.3bn in EU regeneration funds previously offered for 2014-20, to aid local councils and charities for the continuation of development of altruistic and transformational projects. Impoverished areas are set to lose EU funding completely affecting the charitable organisations that operate within these areas. UGW will need to be more resilient and flexible, to build on its capacity and think in more creative ways to obtain funding and grants for original ideas that benefit the wider community. Sustainability can be achieved by working with partnership charities and winning government contracts that coincide with UGW’s strategies.    
	High 
















High










Medium








	Social
	Local community

Change management

Public need

Social cohesion

Public image 
	UGW is heavily embedded within the community it operates. Therefore, UGW abide by their diversity and equality policy to ensure everyone is entitled to support regardless of their situation (Ozturk & Tatli, 2016). Recently, UGW has undergone an identity crisis with a sudden change in direction and service provision. This sudden change was demanded and led by the local community. However, the change has impacted certain members of the LGBT+ community, who feel they cannot get the support they seek, due to the change in direction (Doppelt, 2016). It is important the UGW continues to advocate, have sustenance and encourage all issues regarding LGBT+. As UGW is the only centre of its kind in Wales, it is important not to lose sight of its original mission statement. 
Not only does UGW offer support services to its service users, but also opportunity. UGW has a plethora of volunteers who learn valuable skills in the work it does with the most vulnerable people in society. Monthly training provided by the HR team enhances their life skills that they can apply in every day scenarios (Lassiter, et al., 2014). 
With Brexit almost a reality, UGW must encourage social cohesion. Many of its clients identify as LGBT+ asylum seekers. Meleady (2016) has argued that Brexit will give extremists the ‘excuse’ to demonise immigrants.  
The need for UGW to avoid the perception of impropriety is crucial. As UGW is heavily dependent on the public to support the cause, UGW need to be uncontroversial in its approach when communicating with society. When operating within its online platforms, it is essential that UGW only ‘share’, ‘comment’ and ‘post’ items of information that will not offend or injure any person’s well-being. This will avoid putting the reputation of UGW into disrepute.   
	Medium /
High







High











High












Medium















High











High

	Technologic
	Internet 

Social media 

Fundraising innovations

Contactless
Technologies

4th Industrial revolution 
	Turkle (2017) describes technology as the architect of our intimacies. Society lives in an era where our life story, personal data and troubles can be easily accessed in a click of a button. Most businesses and charities alike, rely on the internet to survive the ever-growing technological field (Pavlik, 2013). With billions of members on Facebook, it is essential that charities infuse the interest of its supporters by engaging them on a digital level and to a wider audience. Local charities can appeal to people worldwide, a feat not achievable without the internet. Facebook offers a platform to interact, get involvement in campaigns and seek out donations. Making the internet a valuable place to ensure the survival of a charities services. 
Innovations into ‘ways of fundraising’ has been on the rise. Recently, many National charities have trialled contactless technologies, as oppose to the traditional ‘shake of the bucket’ fundraising. Although this may appeal to a wider community, issues with internet connectivity and the fact that not everyone has converted to contactless cards will become major obstacles if UGW were to solely adopt this form of technology.    
	





Medium










Medium / high











Medium



	Legal
	Charities legal obligations

Regulation

Charity commission 

Trustee responsibility
	All charities have legal duties to uphold (Benson, 2015). The charity commission offers a guidance to best practice. The specific legal obligations that UGW must follow are:
· Always act in the charities best interest. Therefore, is essential to resolve any conflicts of interest.
· Resources must be managed responsibly. The implementation of appropriate financial controls, helps minimise risk.
· Always act with reasonable skill and care. When unsure of an issue, UGW must always seek out the correct professional advice to ensure the best possible outcome. 
UGW’s board of trustees cannot act in breach of their legal duties and are responsible for such consequences if they negatively impact the charity. Trustees also have a legal duty to protect the charities finances, assets and reputation. This requires UGW to have a strong sense of management of the charities resources to meet the legal responsibility of protecting UGW from undue risk. There are various legal rules that have been recently updated in the Charities Act (2016) regarding fundraising. As the rules are complex it is essential that UGW ensures that their fundraising activities comply with the legal rules. UGW can also follow the commissions ‘code of fundraising practice’ as an outline of expected standards for charitable fundraising.
	High




























High

















High

	Environmental
	Energy saving systems

Promotion of health and relief of poverty

Reducing costs with existing systems 




	The charity commission will not enforce the need to be eco-friendlier – this is up to the board of trustees to improve UGW’s premises and install energy saving systems (Commission, 2013). Such systems can reduce electricity bills and improve the charities environmental impact. A suggestion is that UGW can generate income as a fundraising activity, by selling the surplus electricity that has been ‘eco-produced’ back to the National grid (Nowak, et al., 2014). It will also reduce its carbon footprint, along with the reduction in electricity bills.
UGW has a responsibility for the promotion of health and relief of poverty. It is important that the charity delivers environmental projects to combat sickness and climate change to reduce the effects of such factors (Frumkin & McMichael, 2008).
The cost of shutting down computers, switching to a ‘green’ supplier and turning down thermostats is zero. This will make UGW more eco-friendly whilst reducing energy costs. This will help build a better reputation and increase donor confidence.
	Low / medium 



















Medium






High 



Economic

In a new age of austerity, third sector organisations operate in environments to permit self-sufficiency, collaboration and competency (Wade-Berg & Robinson-Dooley, 2015). Morris and Barr (2013) explicated how cuts in local authority funding can have a direct impact to funding grants for the third sector. Although charities can gain assistance from transitional funding from governments and local authorities, they will have to survive on their modernisation and resilience (Beathea, et al., 2014). Like private enterprises, charities must pay administrative and fixed costs which require revenue streams (Bishop, et al., 2016). The Justice for All Survey (2012) found that nearly half of advice giving charities are funded by local authorities, whilst NCVO (2017) found that government spending accounted for £15.3bn (34%) of all third sector income. NVCO further explored the loom of Brexit and found that European funding was thought to be worth approximately £350-450m to the economy in 2014/15. European funding has a direct impact on how the UK government distribute their funding to local councils - who aid charities (Di Cataldo, 2017). Swansea City Council (SCC), funded by the Welsh government, act as a source of support. SCC’s 2016/17 Revenue Budget Report highlighted funding gaps for third sector spending as a temporary measure to recoup their finances, whilst emphasising a restructure to their funding strategy (Hawes, 2016). Their recent 2017/18 report, references third sector funding being cut by a further 10% - contradicting the ‘temporary measure’ that was put in place back in 2016/17 (Hawes, 2017). It is in the interest of the HR team to expand the self-sufficiency of UGW to ensure the survival of its services.  
Capitalism has proliferated throughout the world by broader processes of globalization (Glyn, 2007). Boldizzoni (2016) claimed that for capitalism to survive in the future, organisations must focus on profit making. Capitalism and charity seem like a paradoxical combination. However, Germak (2014) highlighted that running charities against a profit-making business model may help with their financial burdens. Non-profit organisations need to feast on the tools of capitalism, as the uncertainty over funding opportunities increases (Saunders, 2013). Kissel (2017) contends that altruistic capitalism should continue the form of socialism. Although the values of socialism best fit UGW’s ethos, capitalism could generate a form of independent income - inspiring the growth and survival of the charity. Many third sector organisations such as MIND, British Red Cross and Oxfam all have one common denominator – they turn a profit by offering consumers the opportunity to purchase goods from their charitable shops. Charitable ‘profit’ should only benefit its ‘primary purpose’ (Ebrahim, et al., 2014). The Charity Commission regulate what type of trading is allowed between primary purpose and ancillary trade (Clifford & Mohan, 2016). Primary purpose trading (trading to help charities aims and objectives) allow charities to trade and make profits, with tax exemption. Gebauer and Saul (2014) found that adopting a ‘member motivator’ funding model enables charities to raise money from their service users, which contributes to operational costs. Local MIND charities demonstrate best practice by successfully raising money from its members.                       
	   
Technology 

The internet provides a reality that integrates with the physical world (Welbourne, et al., 2009). Facebook membership is a staggering 2.07bn active users in Q3 2017 (Facebook, 2017). UGW uses Facebook along with a traditional website. Social media has become a progressive strategy, connecting charities with their supporters (Zhu & Chen, 2015). Castillo et al., (2014) highlight the importance of such platforms to boost donations, share success stories, encourage campaigns and network with like-minded organisations. Social media builds two-way communications to engage its supporters. Emotional connections can also be made through videos, images and human reaction, giving supporters the scope of what the charity is about – offering a human angle of the story being told (Moreno-Munoz, et al., 2016). This encourages involvement on a digital level by ‘re-tweeting’, ‘liking’, and uploading experiences. This level of endorsement from the wider community can prove powerful and valuable, demonstrating levels of support and appreciation that might not otherwise be conveyed in a physical reality.              
Technological advancements within the third sector can be seen (Wang, et al., 2017). Ainsworth (2011) emphasised that charities need to link HR strategies with current technology for greater levels of succession. Modern society considers monetary payments as secondary too contactless transactions. Castella (2017) conducted research into the move away from ‘traditional cash buckets’ with Charities such as Oxfam and UNICEF. They trialled the use of portable payment boxes that would facilitate the use of ‘chip and pin’ and ‘contactless’ payment methods to encourage digital donations. However, charities were reluctant to roll out the technology due to problems with internet connections within their territories. Although this cost can be high for small charities, traditional banking methods and security can also incur charges. UGW will need to keep up with technological advances in banking or risk losing out on the innovated idea of ‘contactless fundraising’. 
      









2.2  Table 2: SWOT Analysis for Unity Group Wales
(See Appendix ii for SWOT analysis template)

	Strengths
	UGW is a well-established local charity, with an extensive, diverse service user base. It has a competitive advantage over many likeminded local services as it is open seven days a week, and offers a variety of niche services. With UGW’s recent expansion of services, a client base of around 80 – 100 people a day is in operation. UGW has an extensive outreach base, reaching out to over 19,000 people in 2017. UGW has also built up strong relationships with third party organisations, which include South West Wales Police, Drug Aid Cymru and Crisis. This enables strong community links and the ability to signpost service users when UGW cannot facilitate the support. Yoruk (2016) highlighted that third party relationships can help boost the reputation and charity rating in the public domain.

	Weaknesses 
	Offering a range of diversified services has been essential for UGW’s survival. However, a larger premise is needed for UGW to implement this properly. When the building is at maximum capacity, services users may have to be turned away – which is a problem many small, successful charities face. UGW’s main competitors are agencies such as ‘Stonewall’ and ‘Shelter’. Although the ways of working are different the clientele are in similar situations and experience the same issues, which makes applying for funding competitive (Gleasure & Feller, 2016). As UGW relies solely on funding from third party organisations, it creates instability in the services it provides. UGW is also at a technological disadvantage as it does not have the digital capacity as other larger charities have such as Oxfam (Tomkys & Lombardini, 2015)  

	Opportunities
	The goal of UGW is to offer outreach services on a national scale. UGW can do this based upon their recognition of their past and present achievements within the charitable work it does. Identifying areas across wales and the UK at large where a lack of services exists such as the work UGW provides, can offer the chance for national expansion. The expansion of services can offer an array of differing funding streams. UGW also has the potential to open a charity shop, as it has regular clothing and furniture donations. This will enable UGW to sell donated items and make profit for its primary purpose (Ebrahim, et al., 2014). UGW can inform strategic decisions to ensure it is self-sufficient in the wake of Brexit, where government spending is cut across third sector organisations (Birrell & Gray, 2017)

	Threats
	Brexit will prove a challenging time for all charities (Etherington, 2017). This will increase competition for financial resources, whilst increasing the demand for charities (Scharf, 2014). Although UGW is extremely diverse in the services it offers, it faces rivalry from other third sector organisations. The competitive nature of charities is usually competing for service users, funding initiatives and government contracts (Dahl, et al., 2015). The financial unpredictability of the third sector often poses as the biggest threat for UGW, as it cannot continue to survive without the financial backing. In times of financial hardships, supporters usually must cut back on charitable donations. With more people on the bread line and using ‘food bank services’, is proving a difficult time for small charities as donations and financial support can dwindle. However, recently UGW have had a massive surge in supporters setting up ‘standing monthly orders’ to support the cause. 




3. Conclusion and recommendations

The effect of funding cuts to local authorities’ impact on public services and third sector organisations (Clifford, 2017). UGW heavily depend on funding from SSC and other grant initiatives to survive. UGW’s total annual revenue is placed in the bottom 3% of all UK charities, raising funds of £0 - £100,000 (.GOV, 2017). UGW needs to become self-sufficient and less reliant on funding from third party organisations (McKay, et al., 2015). The recommendation is to market UGW’s training packages (LGBT+ issues in the workplace) extensively to a wider audience which can bring revenue of up to £2k per session (Richardson, et al., 2017). This has successfully been trialled with South Wales Police. Investing in a consultant who specialises in funding applications would increase the chance of winning substantial funding bids (Dean & Wood, 2017). UGW often loses out on funding bids to National charities such as Stonewall and Shelter. Although primary research is conducted within the charity, further statistics into service user experience can enhance the quality of funding applications. UGW should also adopt the ‘member motivator’ fundraising model, targeted at the more niche LGBT+ services that UGW provide.        
The lure for charities to turn to capitalism is considerably large (Wolinsky, 2017). Donation based charity shops can be profitable and aid UGW’s primary purpose (Liu & Ko, 2014). The recommendation is for UGW to acquire a separate premise to trade donated clothes and furniture to earn sustainable income for the charity (Norum, 2017). UGW’s primary purpose is stated within the charities constitution. This will need to be amended to reflect a new purpose of trading to make a profit, allowing for tax relief exemption. Tax relief can also be achieved by having beneficiaries of UGW either work or volunteer at the shop, who benefit from UGW’s primary purpose. Breen (2015) questions the sanctioning of charitable trading, further explaining the unfairness of tax law when charitable businesses become profit-making. The shifting nature of boundary lines between non-profit and profit, along with the challenges integral to reforming the legal principles that allow tax exemptions would be notoriously difficult to change - as profit made by charities must be used for its primary purpose and not for private investors or shareholders (Caviola, et al., 2014). All monies raised by UGW through charitable shop profit will be spent in accordance to the mission statement. A projected business cash-flow chart for 2018/19 has been drafted (see appendix iii).             

Technology plays an instrumental role in the success of a charity. UGW needs to focus on implementing digital inclusion into its strategy - in line with rapid evolutions of digital technology (Kilgour, et al., 2015). UGW need to adopt a ‘go to online destination’ by offering leaner and agile approaches within the digital world. Video archives can be stored via YouTube and picture galleries uploaded to Instagram. Discussions can be shared on LinkedIn and Twitter, as oppose to a traditional forum. Traditional formatted webpages often get lost in a quagmire of irrelevant and broken sources, which is often an issue for UGW. Expansion onto current platforms will enhance the ease of access, whilst expanding its outreach. Wallace et al, (2017) investigated the younger generations Conspicuous Donation Behaviour (CDB) of their offline donation behaviour against their social media platforms. Results found that there was an increase in altruistic behaviours when transpired into their virtual form, which highlights the importance of UGW capturing the imaginations of millennials and the generation Z online. However, this can exclude the groups of society that categorise under traditionalists, baby boomers and generation X who can be digital avoidant (Wiedmer, 2015). However, Yeo et al., (2017) found that ‘baby-boomers’ donated more online that millennials. Lucas (2017) found that online donations are facilitated by public recognition, as supporters want to show their donors they have done a good deed. UGW can engage in its supporters by asking them to do a physical challenge, and post it online - like the ‘No Make-up Selfie’ campaign that made a significant contribution to Cancer Research UK. A balance is needed to enable all generations to access UGW’s online platforms. A slick and simple approach will be user friendly to individual levels of digital competency. 
Innovations to how UGW collect donations will be paramount in the future. The introduction of contactless methods may wield higher donations as people carry more money in their ‘digital wallets’ (Fujiki & Tanaka, 2014). However, the persuasiveness of contactless technologies may enhance the human – computer interaction. Many people still have a lack of trust with the banking system today, thus take a more traditional approach in terms of how they handle their finances – avoiding contactless methods with fear of potential fraud (Harasim, 2016). Oliveira et al. (2016) recommended that greater awareness of contactless technologies can be gained through social marketing campaigns and enhancing technological adaption studies. Digital grants are available to UGW to enhance their digital capabilities. NICVA offer a programme called the Charity Technology Exchange (CTE). The CTE would allow for UGW to purchase software, including such chip and pin terminals at a fraction of the retail price (around 92%-96%). Approaching the trust to source discounted digital technology will be extremely beneficial in advancing UGW onto a greater digital platform, whilst being cost effective. The recent introduction to virtual reality (VR), has become an exciting opportunity for people to experience a world that exists outside their own reality. Guerra and Kastle (2017) conducted a study incorporating VR in their fundraising activities. They found that higher amounts of supporters were gained and more donations received. UGW could use VR effectively to show potential donors the hardships the community can encounter. VR devices can also create empathy and understanding. However, Vranjes et al. (2016) found that VR devices can negatively impact a persons’ emotions. This will be considered if UGW implements VR devices in fundraising.    
Businesses must work in volatile, uncertain, complex and ambiguous environments (Alkhaldi, et al., 2017). The HR team at UGW will need to respond adequately to the PESTLE and SWOT analysis to ensure its sustainably and survival in the VUCA environment in which it operates in.  
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12-MONTH CASH FLOW FORECAST

JASON MCGUCKIN

Key:

UNITY GROUP WALES

07/12/2017

Select your starting month:

January

Cash in-flows Description (as required) Starting point 1 2 3 4 5 6 7 8 9 10 11 12 TOTAL

Anticipated sales Clothes and furniture  £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £97,500

Value of your Start Up Loan Government start up loan £20,000 n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a £20,000

Other sources of cash or equity Revenue  £52,908 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £52,908

Existing assets for business purposes £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

Enter other £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

Enter other £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

Enter other £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

Enter other £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

£80,408 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £7,500 £170,408

Cash out-flows Description (as required) Starting point 1 2 3 4 5 6 7 8 9 10 11 12 TOTAL

Cost of sales High donantion turnover to sell stock  £0 £250 £250 £250 £250 £250 £250 £250 £250 £250 £250 £250 £250 £3,000

Existing assets for business purposes £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

Rent or premises costs Rent is based on a typical space in Swansea £2,500 £1,000 £1,000 £1,000 £1,000 £1,000 £1,000 £1,000 £1,000 £1,000 £1,000 £1,000 £1,000 £14,500

Business rates for your business premises Charity exemption  £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

Utilities (gas, electricity, water) Based on current costs £0 £210 £210 £210 £210 £210 £210 £210 £210 £210 £210 £210 £210 £2,520

Insurance Based on current costs £0 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £1,200

Telephone and internet Based on current costs £0 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £480

Marketing and advertising expenses £0 £125 £125 £125 £125 £125 £125 £125 £125 £125 £125 £125 £125 £1,500

Vehicle running costs £0 £250 £250 £250 £250 £250 £250 £250 £250 £250 £250 £250 £250 £3,000

Equipment purchase or leasing Purchase off a til and essential equipment  £3,500 £50 £0 £50 £0 £50 £0 £50 £0 £50 £0 £50 £0 £3,800

Postage, printing, stationery £350 £30 £30 £30 £30 £30 £30 £30 £30 £30 £30 £30 £30 £710

Transport and delivery £1,500 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £2,700

Professional fees (legal, accounting etc.) Will manage the accounts in-house £3,500 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £3,500

Your salary (if PSB is in deficit)* n/a £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

Your salary (over and above your PSB needs)* n/a £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

Staff costs / Volunteer expenses  £0 £1,500 £1,500 £1,500 £1,500 £1,500 £1,500 £1,500 £1,500 £1,500 £1,500 £1,500 £1,500 £18,000

Start Up Loan monthly repayment* 3 year start up loan  n/a £608 £608 £608 £608 £608 £608 £608 £608 £608 £608 £608 £608 £7,301

Enter other £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

Enter other £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

Enter other £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

Enter other £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

Enter other £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0

£11,350 £4,263 £4,213 £4,263 £4,213 £4,263 £4,213 £4,263 £4,213 £4,263 £4,213 £4,263 £4,213 £62,211

Your net cash flow (A-B) £69,058 £3,237 £3,287 £3,237 £3,287 £3,237 £3,287 £3,237 £3,287 £3,237 £3,287 £3,237 £3,287 £108,197

Your monthly opening business bank 

account balance

£0 £69,058 £72,295 £75,581 £78,818 £82,104 £85,341 £88,627 £91,864 £95,150 £98,387 £101,674 £104,910 £108,197

Your closing cash position

£69,058 £72,295 £75,581 £78,818 £82,104 £85,341 £88,627 £91,864 £95,150 £98,387 £101,674 £104,910 £108,197 £108,197

These cells auto-calculate and 

are locked so you can't edit 

Insert your own text/numbers 

into these cells as relevant.

YOUR NOTES OR COMMENTARY

Use this space to explain any of the information you have provided in the fields above.

This cash flow projectory has been based on estimated costs for year one of trade.

MONTHS

Total cash in-flows (A)

Total cash out-flows (B)

MONTHS


Microsoft_Excel_Worksheet.xlsx
PSB Guidance





				GUIDANCE ON USING THIS TEMPLATE TO CREATE
YOUR PERSONAL SURVIVAL BUDGET





				A Personal Survival Budget (PSB) details your average monthly income minus all the costs and expenses you would incur in a typical month. As the name suggests, this is a personal budget – not a business budget – that is designed to help us determine whether or not you will be able to meet your monthly Start Up Loan repayments.



				BEFORE YOU GET STARTED:



				The template is designed to be as easy to use as possible - simply enter your figures into the orange coloured cells on the template and all of the green coloured cells will auto-calculate based on your responses. The formulas in the green cells are locked down so you will not be able to edit these.



				Don't worry if you're unsure about any thing as you're working through this document. Your first draft won't necessarily be your final submission and your Business Adviser will be able to work with you to refine and develop this if needed.



				We recommend completing your PSB before your business Cash Flow Forecast (CFF), because your PSB helps you work out what amount of money you need to draw from the business to meet your existing personal expenses. 



				To help you get an overall view on your sitaution, we have linked both spreadsheets so that the balance of your PSB automatically appears in your  CFF.





				TIPS:



				*		For an explanation of the terms included on the PSB template, simply hover over the cells that have a red triangle in the top right corner and you will see some further instructions and guidance related to that item. If you're still unsure, your Business Adviser will be able to work with you once you have submitted an initial draft.



				*		Your PSB is for PERSONAL income and expenses only, not business related items.



				*		The template lists a range of common options but they might not all be applicable for you. Simply add or remove items as relevant.



				*		If your personal expenses are more than your personal income, you will need your business to generate enough money to cover these expenses.



				*		Your PSB should reflect your expected expenses for the first month after you draw down a Start Up Loan.



				*		Before completing this, you may find it helpful to reference your last three-months of bank statements to see how much you normally earn and spend.



				*		If any of the numbers you enter result in a negative balance then this negative balance will be displayed in red to draw this to your attention. Ideally, you want to avoid negative totals or balances, so think about what you may need to and can feasibly change in order to achieve this.



				*		Use the commentary box at the bottom of the template to explain any assumptions you've made or notes you'd like to discuss with your Business Adviser.



				*		If you want to see what formula is being used to calculate any of the green cells, or find out which cells are being used in the calculation, simply click on the cell and the formula will display in the Formula Bar at the top of the page.



				*		For free and impartial advice on your personal budgeting, contact the government-backed Money Advice Service via their website or telephone. Go to http://www.moneyadviceservice.org.uk or call: 0800 138 7777 (calls are free).









Personal Survival Budget (PSB)





				PERSONAL SURVIVAL BUDGET



				Enter your full name								Key:

				Enter your company name										These cells auto-calculate and are locked so you can't edit them.

				Enter date										Insert your own text/numbers into these cells as relevant.





				Personal income

Jane Cormack: Explanation:

This section is where you list all of the sources of personal income you earn in a month. Among other things, this could include your salary from an employer, your personal savings, your benefits payments or even returns from an investment.

The number of items you include will depend on your personal situation and if any of the items listed do not apply to you, simply enter the number zero in the relevant field.		Description (as required)

Jane Cormack: Explanation:

Add a brief description for any items to help your Business Adviser understand each source of income.				Monthly net income (£)				Annual net income (£)

Jane Cormack: Explanation:

This is calculated by multiplying your anticipated monthly income by 12.

				Employment (net income)

Jane Cormack: Explanation:

Your net income is the amount of earnings you receive each month once any deductions, like pay roll taxes, retirement plan contributions have been removed.						£0				£0

				Benefits payments

Jane Cormack: Explanation:

There are a range of benefits that you might receive that you can list here: housing benefits, child benefits, carers and disability benefits, benefits for families, low income and Jobseeker's Allowance. 

If you are currently receiving housing or council tax benefits, we suggest that you enter the full amount of rent and council tax payable in the Personal Expenses section below (excluding these benefits) because once your business starts trading, you may lose these benefits or have them reduced. 

Talk to your local Jobcentre if you're unsure what benefits you are registered for or want to understand what impact your business will have on these benefits.						£0				£0

				Enter other

Jane Cormack: Explanation:

Use this field if you have any other sources of income that are not covered in the above. 

For example, if you are currently drawing on your personal savings, how much do you take-out each month? 

Or you may currently earn a monthly income or return on a financial investment, like an investment property.						£0				£0

				Enter other

Jane Cormack: Explanation:

Use this field if you have any other sources of income that are not covered in the above. 

For example, if you are currently drawing on your personal savings, how much do you take-out each month? 

Or you may currently earn a monthly income or return on a financial investment, like an investment property.						£0				£0

				Enter other

Jane Cormack: Explanation:

Use this field if you have any other sources of income that are not covered in the above. 

For example, if you are currently drawing on your personal savings, how much do you take-out each month? 

Or you may currently earn a monthly income or return on a financial investment, like an investment property.						£0				£0

				Enter other

Jane Cormack: Explanation:

Use this field if you have any other sources of income that are not covered in the above. 

For example, if you are currently drawing on your personal savings, how much do you take-out each month? 

Or you may currently earn a monthly income or return on a financial investment, like an investment property.						£0				£0

				Total income across all sources:

Jane Cormack: Explanation:

Your total income is made up of all your individual sources of income added together.						£0				£0



				Personal expenses

Jane Cormack: Explanation:

This section is where you list any of the expenses you personally incur in a typical month. Among other things, this could include your home rent or mortgage payments, personal loan repayments, council tax, utilities bills, childcare or school fees, personal savings or monthly grocery bill. 

Please note we are only interested in the money that you personally spend each month, so if you share the rent or utilities payments with your partner then you only need to list the amount that you pay - not the whole rent owed on the property.

Similarly, if you currently live with your parents and pay contributions towards their mortgage, you only need to list the amount you pay to them each month. The number of items you include will depend on your personal situation.		Description (as required)

Jane Cormack: Explanation:

Add a brief description for any items to help your Business Adviser understand each of the expenses you list.				Monthly net expenses (£)				Annual net expenses (£)

Jane Cormack: Explanation:

This is calculated by multiplying your anticipated monthly expenses by 12.

				Rent or mortgage payments						£0				£0

				Council tax						£0				£0

				Utilities						£0				£0

				Phone and internet						£0				£0

				TV Licence						£0				£0

				Personal and property insurance						£0				£0

				Grocery shopping						£0				£0

				Transport costs						£0				£0

				Car tax and insurance						£0				£0

				Subscriptions						£0				£0

				Clothing						£0				£0

				Leisure and entertainment						£0				£0

				Money put into savings						£0				£0

				Enter other

Jane Cormack: Explanation:

Use this field if you have any other expenses that are not covered in the above. 

For example, you might have another personal loan, other than your Start Up Loan, that you are currently making repayments towards.

Or if you have children, think about any costs you incur on a monthly basis like school fees, childcare, extra curricular activities etc.						£0				£0

				Enter other

Jane Cormack: Explanation:

Use this field if you have any other expenses that are not covered in the above. 

For example, you might have another personal loan, other than your Start Up Loan, that you are currently making repayments towards.

Or if you have children, think about any costs you incur on a monthly basis like school fees, childcare, extra curricular activities etc.						£0				£0

				Enter other

Jane Cormack: Explanation:

Use this field if you have any other expenses that are not covered in the above. 

For example, you might have another personal loan, other than your Start Up Loan, that you are currently making repayments towards.

Or if you have children, think about any costs you incur on a monthly basis like school fees, childcare, extra curricular activities etc.						£0				£0

				Enter other

Jane Cormack: Explanation:

Use this field if you have any other expenses that are not covered in the above. 

For example, you might have another personal loan, other than your Start Up Loan, that you are currently making repayments towards.

Or if you have children, think about any costs you incur on a monthly basis like school fees, childcare, extra curricular activities etc.						£0				£0

				Enter other

Jane Cormack: Explanation:

Use this field if you have any other expenses that are not covered in the above. 

For example, you might have another personal loan, other than your Start Up Loan, that you are currently making repayments towards.

Or if you have children, think about any costs you incur on a monthly basis like school fees, childcare, extra curricular activities etc.						£0				£0

				Total expenses across all areas:

Jane Cormack: Explanation:

This total is all of your personal expenses added together.		

Jane Cormack: Explanation:

This section is where you list all of the sources of personal income you earn in a month. Among other things, this could include your salary from an employer, your personal savings, your benefits payments or even returns from an investment.

The number of items you include will depend on your personal situation and if any of the items listed do not apply to you, simply enter the number zero in the relevant field.		

Jane Cormack: Explanation:

Add a brief description for any items to help your Business Adviser understand each source of income.		

Jane Cormack: Explanation:

Your net income is the amount of earnings you receive each month once any deductions, like pay roll taxes, retirement plan contributions have been removed.						£0				£0



										YOUR MONTHLY BALANCE

Jane Cormack: Explanation:

This is the remaining MONTHLY balance once you remove all your expenses from your total current income. 

If this figure is negative (in defecit), it means that your personal expenses are greater than your personal income each month and your business will need to bring in sufficient income to help you cover these costs. This figure will auto-populate the 'Your salary (if PSB is in deficit)' line in your Cash Flow Forecast on the next tab.

Conversely, if the figure is positive (in suruplus), it means you are earning more income than you are generating costs, which means that any money you take from your business as a salary will be a bonus. This means the 'Your salary (if PSB is in deficit)' line in your Cash Flow Forecast on the next tab can stay at 'zero'. 
		

Jane Cormack: Explanation:

There are a range of benefits that you might receive that you can list here: housing benefits, child benefits, carers and disability benefits, benefits for families, low income and Jobseeker's Allowance. 

If you are currently receiving housing or council tax benefits, we suggest that you enter the full amount of rent and council tax payable in the Personal Expenses section below (excluding these benefits) because once your business starts trading, you may lose these benefits or have them reduced. 

Talk to your local Jobcentre if you're unsure what benefits you are registered for or want to understand what impact your business will have on these benefits.		

Jane Cormack: Explanation:

Use this field if you have any other sources of income that are not covered in the above. 

For example, if you are currently drawing on your personal savings, how much do you take-out each month? 

Or you may currently earn a monthly income or return on a financial investment, like an investment property.										YOUR ANNUAL BALANCE

Jane Cormack: Explanation:

This is the remaining ANNUAL balance once you remove all your expenses  from your total current income. 

This annual figure will not be used in your Cash Flow Forecast but may be useful for your reference.


				

Jane Cormack: Explanation:

Use this field if you have any other sources of income that are not covered in the above. 

For example, if you are currently drawing on your personal savings, how much do you take-out each month? 

Or you may currently earn a monthly income or return on a financial investment, like an investment property.						£0				£0









				Your notes or commentary

Jane Cormack: Explanation:

This is a good place to write any notes that you want your Business Adviser to take into account when reviewing your Personal Survival Budget.

														

Jane Cormack: Explanation:

This is calculated by multiplying your anticipated monthly income by 12.		

Jane Cormack: Explanation:

Use this field if you have any other sources of income that are not covered in the above. 

For example, if you are currently drawing on your personal savings, how much do you take-out each month? 

Or you may currently earn a monthly income or return on a financial investment, like an investment property.		

Jane Cormack: Explanation:

Use this field if you have any other sources of income that are not covered in the above. 

For example, if you are currently drawing on your personal savings, how much do you take-out each month? 

Or you may currently earn a monthly income or return on a financial investment, like an investment property.		

Jane Cormack: Explanation:

Your total income is made up of all your individual sources of income added together.		

Jane Cormack: Explanation:

This section is where you list any of the expenses you personally incur in a typical month. Among other things, this could include your home rent or mortgage payments, personal loan repayments, council tax, utilities bills, childcare or school fees, personal savings or monthly grocery bill. 

Please note we are only interested in the money that you personally spend each month, so if you share the rent or utilities payments with your partner then you only need to list the amount that you pay - not the whole rent owed on the property.

Similarly, if you currently live with your parents and pay contributions towards their mortgage, you only need to list the amount you pay to them each month. The number of items you include will depend on your personal situation.		

Jane Cormack: Explanation:

Add a brief description for any items to help your Business Adviser understand each of the expenses you list.								

Jane Cormack: Explanation:

This is calculated by multiplying your anticipated monthly expenses by 12.		Use this space to explain any of the information you have provided in the fields above.































CFF Guidance





				GUIDANCE ON USING THIS TEMPLATE TO 
CREATE YOUR CASH FLOW FORECAST





				A Cash Flow Forecast (CFF) is an estimation of the money you expect to bring in to and pay out of your business over a period of time. Importantly, it should reflect all of the activity you have described in your Business Plan.



				BEFORE YOU GET STARTED:



				The template is designed to be as easy to use as possible - simply enter your figures into the orange coloured cells on the template and all of the green coloured cells will auto-calculate based on your responses. The formulas in the green cells are locked down so you will not be able to edit these.



				For an explanation of the terms included on the CFF template, simply hover over the cells that have a red triangle in the top right corner and you will see some further instructions and guidance related to that item. If you're still unsure don't worry: your first draft won't necessarily be your final submission. Your Business Adviser will be able to work with you once you have submitted an initial draft.



				We recommend completing your Personal Survival Budget (PSB) before your CFF, because your PSB helps you work out what amount of money you need to draw from the business to meet your existing personal expenses. 



				To help you get an overall view on your sitaution, we have linked both spreadsheets so that the balance of your PSB automatically appears in your CFF.





				TIPS:



				*		Your CFF is for BUSINESS revenue and expenses only, not personal items.



				*		All values should be in GBP (£) and should include VAT if required.



				*		The template lists a range of common options but they might not all be applicable to your business. Simply add or remove items as relevant.



				*		This is a 12-month forecast and while these figures will no doubt change over that trading period, it is a good amount of time for you - and us - to see how sustainable your plans are.



				*		You will be asked to choose a start month for your CFF. Make this the first month after you plan to secure your Start Up Loan.



				*		Make sure that any assumptions you make regarding your cash in-flows and cash out-flows are both realistic and supportable. If you're starting a new business, we suggest being conservative with the cash flows you enter for the early months of trading.



				*		If your business is already trading, your Business Adviser may request further information from you regarding your trading figures to date.



				*		If any of the numbers you enter result in a negative balance, then this negative balance will be displayed in red to draw this to your attention. Ideally, you want to avoid negative totals or balances, so think about what you may need to and can feasibly change in order to achieve this.



				*		It's important that your CFF corresponds with all of the objectives and activities you have outlined in your Business Plan. For example, if you have detailed plans for a three-month marketing campaign in your Business Plan then the costs for running this campaign should be clearly visible in your CFF.



				*		If you want to see what formula is being used to calculate any of the green cells, or find out which cells are being used in the calculation, simply click on the cell and the formula will display in the Formula Bar at the top of the page.



				*		Use the commentary box at the bottom of the template to explain any assumptions you've made or notes you'd like to discuss with your Business Adviser.











Cash Flow Forecast (CFF)





				12-MONTH CASH FLOW FORECAST



				JASON MCGUCKIN																										Key:

				UNITY GROUP WALES																												These cells auto-calculate and are locked so you can't edit them.

				12/7/17																												Insert your own text/numbers into these cells as relevant.





				Select your starting month:

Jane Cormack: Explanation

Your forecast will run for 12-months from the start month you choose. This may be the month you expect to start your business or, if you have already started trading, the month you would like to receive the loan, if successful.

Click on the cell to reveal a drop down list.		January

										MONTHS

				Cash in-flows

Jane Cormack: Explanation

This is where you list any money that you have coming in to your business such as product or service sales, equity or other investments and your Start Up Loan.

The number of items you include will depend on your business model, but a typical revenue section usually includes between three and six items. If any of the pre-listed items are not relevant to your business, simply mark '0' in in the value field; and equally, if there are any items missing from the list, you can add them in the free fields at the bottom of the table.		Description (as required)

Jane Cormack: Explanation:

Add a brief description for any items to help your Business Adviser understand each cash in-flow.		Starting point

Jane Cormack: Explanation

Enter any money that you have prior to starting your 12-month forecast in this column. Leave it blank if this does not apply to some/any of your items.		1		2		3		4		5		6		7		8		9		10		11		12		TOTAL

Jane Cormack: Explanation:

This column will give you the 12-month total for each of your cash in-flows.

				Anticipated sales

Jane Cormack: Explanation:

This is value of the sales you anticipate making in the next 12-months.				

Jane Cormack: Explanation

Enter any money that you have prior to starting your 12-month forecast in this column. Leave it blank if this does not apply to some/any of your items.		Clothes and furniture 		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£97,500

				Value of your Start Up Loan		Government start up loan		£20,000

Jane Cormack: Explanation:

Enter the full value of the Start Up Loan you are applying for in this cell.		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		£20,000

				Other sources of cash or equity

Jane Cormack: Explanation:

This might be money that you have personally put into the business or money that your business partners, private investors or other individuals have contributed. This could also be money that you have been gifted or inherited.				

Jane Cormack: Explanation:

Enter the full value of the Start Up Loan you are applying for in this cell.		Revenue 		£52,908		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£52,908

				Existing assets for business purposes

Jane Cormack: Explanation:

An asset is an item or resource with value that you own and control and which has the potential to help you generate cash flow, reduce expenses or improve your sales in the future. 

For example, this could be a vehicle, equipment or raw stock that you have purchased to produce your goods and/or services. 

Please note, in order to balance this source of revenue, it will also be automatically reflected in the cash out-flows section of your cash flow forecast down below. That's because any value coming into the business has to have come out of somewhere.				£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has any other income or cash in-flows that are not covered in the above. 

Provide a description of these items in the next field.				£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has any other income or cash in-flows that are not covered in the above. 

Provide a description of these items in the next field.				£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has any other income or cash in-flows that are not covered in the above. 

Provide a description of these items in the next field.				£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has any other income or cash in-flows that are not covered in the above. 

Provide a description of these items in the next field.				£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Total cash in-flows (A)

Jane Cormack: Explanation:

Your total cash in-flow is made up of all your individual sources of revenue added together.				£80,408		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£7,500		£170,408



										MONTHS

				Cash out-flows

Jane Cormack: Explanation:

This is where you list any of the costs your business incurs, how frequently it incurs them and when these costs will take place. 

The number of items you include will depend on your business model.

If any of the pre-listed items are not relevant to your business, simply mark '0' in in the value field; and equally, if there are any items missing from the list, you can add them in the free fields at the bottom of the table.		Description (as required)

Jane Cormack: Explanation:

Add a brief description for any items to help your Business Adviser understand each cash out-flow.		Starting point		1		2		3		4		5		6		7		8		9		10		11		12		TOTAL

Jane Cormack: Explanation:

This column will give you the 12-month total for each of your cash out-flows.

				Cost of sales

Jane Cormack: Explanation:

This is costs you expect to incur in order to produce all of your anticipated sales for the next 12-months. 		High donantion turnover to sell stock 		£0		£250		£250		£250		£250		£250		£250		£250		£250		£250		£250		£250		£250		£3,000

				Existing assets for business purposes

Jane Cormack: Explanation:

Any assets or resources with value that you own and control and have the potential to help you generate cash flow, reduce expenses or improve your sales in the future need to be reflected in both your cash in-flows and cash-out flows. 

This row is automatically populated based on what you entered in the cash in-flows section above. 																														

Jane Cormack: Explanation:

This column will give you the 12-month total for each of your cash in-flows.		£0

Jane Cormack: Explanation:

This is automatically populated based on the total amount of existing assets you declared above in order to balance your books.		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Rent or premises costs

Jane Cormack: Tip:

You may be leasing your own venue, paying a membership fee to a hotdesking work hub, or working in a retail space. What cost do you incur to do this each month?				

Jane Cormack: Explanation:

This is automatically populated based on the total amount of existing assets you declared above in order to balance your books.		Rent is based on a typical space in Swansea		£2,500		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£1,000		£14,500

				Business rates for your business premises

Jane Cormack: Tip:

If you have a business premises or work from a home office, then it is likely that you will have to pay business rates to your local council.

Check with your Local Authority if you're not sure.		Charity exemption 		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Utilities (gas, electricity, water)

Jane Cormack: Tip:

You can group all of your utilities together into one monthly line item. 

This might include things like your gas, electricity or water payments you make for your business. 

If you work from your home office, you may be entitled to charge a portion of your utilities expenses against the business.		Based on current costs		£0		£210		£210		£210		£210		£210		£210		£210		£210		£210		£210		£210		£210		£2,520

				Insurance

Jane Cormack: Tip:

It is important to consider business insurance to cover you for any range of circumstances that may emerge that are out of your control.

This could be anything from premises, stock or equipment insurance to personal or employee liability insurance.		Based on current costs		£0		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£1,200

				Telephone and internet

Jane Cormack: Tip:

Telephone and internet access is likely to be essential for almost every business type. 

Think about all the costs you incur for this line item across your business, including the cost for each individual staff member if relevant.		Based on current costs		£0		£40		£40		£40		£40		£40		£40		£40		£40		£40		£40		£40		£40		£480

				Marketing and advertising expenses

Jane Cormack: Tip:

Think about what you have detailed in your business plan. 

What are the regular marketing and advertising costs that you incur to promote your business and drive sales? 				£0		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£125		£1,500

				Vehicle running costs

Jane Cormack: Tip:

If you use a vehicle to operate your business, how much do you spend each month on fuel, insurance, registration, repairs?				£0		£250		£250		£250		£250		£250		£250		£250		£250		£250		£250		£250		£250		£3,000

				Equipment purchase or leasing

Jane Cormack: Explanation:

This is the cost of purchasing or leasing equipment to produce your product(s) and/or service(s), or the use of software to support you in delivering your product(s) and/or service(s).		Purchase off a til and essential equipment 		£3,500		£50		£0		£50		£0		£50		£0		£50		£0		£50		£0		£50		£0		£3,800

				Postage, printing, stationery

Jane Cormack: Tip:

Every business incurs administrative costs, whether it is postage stamps to send out your product(s) and/or service(s), stationery products for you and your team, or printing facilities.				£350		£30		£30		£30		£30		£30		£30		£30		£30		£30		£30		£30		£30		£710

				Transport and delivery

Jane Cormack: Tip:

If you run a product based business then you may incur monthly fees for transport and delivery of your goods.				£1,500		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£100		£2,700

				Professional fees (legal, accounting etc.)

Jane Cormack: Tip:

Think about any professional services you need to use in order to manage your business. This might be on a retainer or ad-hoc basis.

For example, a lawyer, accountant, designer or marketing consultant.		Will manage the accounts in-house		£3,500		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£3,500

				Your salary (if PSB is in deficit)*

Jane Cormack: Explanation:

These cells are designed to auto-populate based on the responses in your Personal Survival Budget (PSB). It will only display figures if your PSB is in deficit, as this means you will require you will need to take more from the business each month in order to meet your personal expenses. 

If your PSB  is in surplus, then these cells will stay blank as this means you are already meeting your personal expenses every month without drawing additional money from your business.

To see whether your PSB is in surplus or deficit, go to the Personal Survival Budget tab and see the final row entitled 'Your monthly balance'.

If you haven't completed your PSB yet, then this will remain blank until you do.
																														

Jane Cormack: Explanation:

This column will give you the 12-month total for each of your cash out-flows.		n/a		£0

Jane Cormack: Explanation:

These cells are designed to auto-populate based on the responses in your Personal Survival Budget (PSB). It will only display figures if your PSB is in deficit, as this means you will require you will need to take more from the business each month in order to meet your personal expenses. 

If your PSB  is in surplus, then these cells will stay blank as this means you are already meeting your personal expenses every month without drawing additional money from your business.

To see whether your PSB is in surplus or deficit, go to the Personal Survival Budget tab and see the final row entitled 'Your monthly balance'.

If you haven't completed your Personal Survival Budget yet, then this will remain blank until you do.		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Your salary (over and above your PSB needs)*

Jane Cormack: Explanation:

This is for any additional money you would like to take from the business as your salary, above and beyond your Personal Survival Budget (PSB) needs. 

For example, if your PSB is currently in surplus (you already have enough money to meet your personal expenses) but you would like to take a further £200 for yourself from the business each month, then this should be added in here.				n/a		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Staff costs / Volunteer expenses 

Jane Cormack: Tip:

If you hire staff, whether full time or part time, then this is where you can reflect the amount of money you spend each month on staff salaries, national insurance contributions and staff pensions etc.						

Jane Cormack: Explanation:

These cells are designed to auto-populate based on the responses in your Personal Survival Budget (PSB). It will only display figures if your PSB is in deficit, as this means you will require you will need to take more from the business each month in order to meet your personal expenses. 

If your PSB  is in surplus, then these cells will stay blank as this means you are already meeting your personal expenses every month without drawing additional money from your business.

To see whether your PSB is in surplus or deficit, go to the Personal Survival Budget tab and see the final row entitled 'Your monthly balance'.

If you haven't completed your Personal Survival Budget yet, then this will remain blank until you do.		£0		£1,500		£1,500		£1,500		£1,500		£1,500		£1,500		£1,500		£1,500		£1,500		£1,500		£1,500		£1,500		£18,000

				Start Up Loan monthly repayment*

Jane Cormack: Tip:

For help figuring out your monthly loan repayment amounts, try the free loan repayment calculator on our website. 

Visit: https://www.startuploans.co.uk/loan-repayment-calculator/ 
		3 year start up loan 		n/a		£608

Jane Cormack: Tip:

Your monthly loan repayments will be the same each month. Simply enter the monthly amount in this first cell, and this will automatically carry it across for the full 12-months.

For help figuring out your monthly loan repayment amounts, try the free loan repayment calculator on our website. 

Visit: https://www.startuploans.co.uk/loan-repayment-calculator/ 		£608		£608		£608		£608		£608		£608		£608		£608		£608		£608		£608		£7,301

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has any other expenses or cash out-flows that are not covered in the above. 

Provide a description of these items in the next field.				£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has any other expenses or cash out-flows that are not covered in the above. 

Provide a description of these items in the next field.						

Jane Cormack: Tip:

Your monthly loan repayments will be the same each month. Simply enter the monthly amount in this first cell, and this will automatically carry it across for the full 12-months.

For help figuring out your monthly loan repayment amounts, try the free loan repayment calculator on our website. 

Visit: https://www.startuploans.co.uk/loan-repayment-calculator/ 		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has any other expenses or cash out-flows that are not covered in the above. 

Provide a description of these items in the next field.				£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has any other expenses or cash out-flows that are not covered in the above. 

Provide a description of these items in the next field.				£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has any other expenses or cash out-flows that are not covered in the above. 

Provide a description of these items in the next field.				£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Total cash out-flows (B)

Jane Cormack: Explanation:

Your total cash out-flow is made up of all your expenses added together.				£11,350		£4,263		£4,213		£4,263		£4,213		£4,263		£4,213		£4,263		£4,213		£4,263		£4,213		£4,263		£4,213		£62,211



						Your net cash flow (A-B)

Jane Cormack: Explanation:

Your net cash flow tells you the difference between what is coming in and what is going out of your business on a monthly basis.
		£69,058		£3,237		£3,287		£3,237		£3,287		£3,237		£3,287		£3,237		£3,287		£3,237		£3,287		£3,237		£3,287		£108,197



						Your monthly opening business bank account balance

Jane Cormack: Explanation:

This is the amount of money that you have available for your business at the start of each month. You'll see this number will auto-update for each month, based on the previous months' cash flow. 

		£0

Jane Cormack: Tip:

If you're not currently trading, then leave this cell as zero / blank.

If your business is already trading, then you should enter your current business bank account cash balance in this cell.		£69,058		£72,295		£75,581		£78,818		£82,104		£85,341		£88,627		£91,864		£95,150		£98,387		£101,674		£104,910		£108,197



						Your closing cash position

Jane Cormack: Explanation:

This is your anticipated financial position at the end of each month, once you have brought in all your revenue, paid all your expenses and balanced your books. 

This figure is calculated by adding together whatever money is recorded in your net cash flow for a particular month with the opening balance at the start of that month.
		£69,058		£72,295		£75,581		£78,818		£82,104		£85,341		£88,627		£91,864		£95,150		£98,387		£101,674		£104,910		£108,197		£108,197





						YOUR NOTES OR COMMENTARY

Jane Cormack: Explanation:

This is a good place to write any notes that you want your Business Adviser to take into account when reviewing your Cash Flow Forecast.

This might be if something needs further explanation or if you want to more clearly reference a figure back to something in your Business Plan.

						Use this space to explain any of the information you have provided in the fields above.

						This cash flow projectory has been based on estimated costs for year one of trade.









Dates

		January

		February

		March

		April

		May

		June

		July

		August

		September

		October

		November

		December
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