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   Dear Mr. Afzal,
We want to express our desire to tell you briefly about our Business Plan created.

Shortly, we are a Cleaning Company called ‘Golden Swan’. Our platform provides cleaning to the client's house and is based in an office. 
Our company offers cleaning services with detergents and the necessary equipment on behalf of the company.
Our team is formed of 5 persons which all are involved in. Each person has a specific position/obligation, according with their experiences and skills.
Because we started already our business and everything is going well, we do not want to lose our costumers and we run to do everything on our own, and to give the best costumer service to our clients which we have formed already.
It is a little hard now, until we hire new staff and until we arrange things so that it will be comfortable for everyone (customers and employees), slowly in the future.


Sincerely,

The Golden Swan Team



                      
 SKILLS AND EXPERIECE ABOUT ALL OUR MEMBERS

1. Rusu Andreea Lenuta (1906868)

[image: ]
     I come from Romania and I am 21 years   old. I am a mom ,which  stays at home and clean after her baby every single day, that is way I know how important is to have a clean house , a safety place for our families, but also, being a mom I need time to spend with the little one. I think a cleaning company is the best thing which can help every mom or family, to do not waste their time cleaning the home.

Experiences:
For three years I was a nanny. At the same time, I worked as a cleaner for an agency, but so it was for a longer period of time.(2015-2019)
 Education:
 I studied at:
· "Ion Nistor -Technological High School" 
· 1 year at Barnet Southgate College
· University of Wales Trinity Saint David- “Certificate in Higher Education for skills in the workplace” (October 2020- August 2020)
Skills and Abilities:
A summary of my best skills:
· Able to make a decision under pressure
· Time management skill
· Good organizational skill
· Attention to details and accuracy
What I should improve to my skills is that, to make presentations and speak in front of a group of people. There's always room for better, and we'll always have something new to learn.

2.  Nicoleta Ciobanu (1907756) 

[image: ]

Education:
· College Stefan Procopiu Vaslui, Romania (2010-2014)
·  London Lashes Academy (2018-2019)
Experience:

My work experience is not much for 24 years old, but I had a lot to learn from it.
    I started working as a junior tailor at a company named Design and Alter for a period of 1 year I was just learning new things and developed my skills, after that I was promoted as a workroom assistant and I was still doing alterations.
    In 4 years my skills developed so much and what I can say and being relevant to this assessment is that I learned how a small business operate, that every penny is counted and is important to keep tracking on everything you buy for the company, also be opened about what is in trend, how can we improve our productivity, how to promote the company. It was really fun but also a lot of pressure being in charge of everything in the workroom. Having a business is not easy but at the end of the day you think about it and you are proud of what you accomplished.

I also worked for Harrods for a period of 9 months, I can’t say I learned new things because I didn’t stay too long to do that, but two skills I improved there, first it is my English, I “climbed” two or three more stairs on my English leader, and second is my confidence talking with clients. 




3. Natalia Pinzaru (1906870)
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EXPERIENCE
    I have 2 years experience in the hospitality field as a waitress. I worked side by side with different life stories and speakers of other languages. This has helped me a lot in perceiving things in my environment that are good and unfulfilling at work, how to behave with people from different cultures and to learn to respect everyone equally. I was chosen as a supervisor for calm behaviour and critical thinking. I managed to handle various trainings for others in which I put a lot of effort and they were successful in the restaurant. 
   Also, I was given many responsibilities such as monitoring the products in stock in the bar section, labelling the products with expiration dates, receiving the deliveries, keeping track of the goods, the products and their listing.
TRAINING
   During my jobs and activities I have had many trainings. These trainings were conducted for the purpose of the companies where I worked either to cope better with the tasks that I had to do or they wanted to teach me things that I may have no idea about. Here, I refer to the work in restaurant and the trainings that are done at the beginning in all areas. I learned things like: how to make a designer coffee or other drinks from the menu, how to serve costumers, how to approach them in situations where the costumer is really right, the importance of the consumption compared to daily income, how to sell good food and expensive, how to deal with a day when I have a large flow of costumers. 
   I believe that learning these things has helped me to be confident in my own strengths and cope and put in practice in our own business.
EDUCATION
University of Wales Trinity Saint David, London – present;
New Ham College, English course – 2017- 2019;
Bachelor Degree in Social Work, State University of Moldova, 2011 – 2015.
4.  Pavel Alexandru Tirnoveanu  (1907764)

[image: ]

Education: 
Ion Mincu Construction College (2008-2011) 
Stefan Procopiu College (2011-2013)  
University of Wales Trinity Saint David – (2019-2020)- In progress 

Experience:
General constructor / Decorator (2010-present)
Electric Waste Collections/Recycling (2012-2014)
Car Wash (2014-2015)
Cleaning (2015-2016)
Groundworker (2016-present)

Skills: 
· Good organizational skills; 
· Leading a team if necessary/required;
· Working under pressure;
· Team player; 










5. Daniela Vidrascu (1817905)
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Education:
· “High school Alexei Mateevici” 2001-2010

· “Finance and Banking College of Chisinau“ 2010-2015

· “University of Wales Trinity Saint David “2019-present


  Experiences:
· Consultant at “Calvin Klein “

· Consultant at “ELITASIG “(car insurance agency)

· Sortation Associate at “Amazon “warehouse

· Picking and packing at “Craft Shop”


      Skills and abilities:

· Able to make the right decision 

· I am communicable 

· I like to work in a group

· I am a good organizer
 

A summary about me:
     I graduated my first school “Alexei Mateevici” in 2009, then I studied in the Finance and Banking College of Chisinau in Republic of Moldova and graduated with the speciality in finance and banks.
My first job In my country was as a consultant at “Calvin Klein”, I worked for about 1 year , then I started working at an insurance agency which was namely specialized in car insurance .After 5 months of activity ,our team had been reduced. Due to lack of employees I had to work in the finance department. Thus, I worked for about 4 months in this department accumulating a little practice and now I think I will need what I learned at my first job here.
My abilities that my boss observed and mentioned in my reference letter are: I can be calm when things are not going very well, I found a solution to any problem, I did not remain indifferent when employees were needed and I was willing to help. In our business plan I chose financial plan because I’m sure I’ll handle this chapter and I want to improve me more in this sphere.
My first job in UK was at an Amazon warehouse, I had the function of Sortation Associate. there I learned very well what it means to work in a group, each one had its own function but at the same time they depended on the function of the colleagues, in conclusion it was a group work. 
From 2019 I started studying at “University of Wales Trinity Saint David “to develop myself better.
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1. Executive summary 

    Golden Swan is a company that provides cleaning services for the residents of N-V London, where we have our office, but also for those nearby who want our services. Our customers can simply book us by installing our app, our services being for everyone’s pocket. For the first time we try to be our own employees and clean our relatives' houses, recommending them to other people. We will also try to hire a small number of people, around 10-15, who will be divided into part-time and full-time work. 
      To begin with, advertising will be done through posters, leaflets but also a facebook page will be created for this purpose, considering the budget we have. The budget held is worth (?), Which will be divided in the most practical way, to invest in this business, considering all the necessary resources. Any opportunity in the future to collaborate with other companies, and any contract made with our customers is an honour and a pleasure to show them the capabilities we have and the services we provide.

2. Business description and history
     Golden Swan is a cleaning service company. This is located in N-V London and surrounding areas. The services we offer are those of cleaning houses and offices, maintenance.  We emphasize the quality of the products and the work of our employees, so they are constantly checked by a supervisor. We're the kind of company we're always at your disposal. We are suitable for families who do not want to waste their time cleaning the house, or even for those with offices, who care about their image. Our company can create the program you want to fit in the desired amount. So that these things are appropriate to your needs. When your home or office is in our hands, you will not have to worry because we will always seek things to be perfect and impeccable, so we are always ready for even the most unexpected moments.
       Our services are extensive. From cleaning the bedrooms, changing the bed linen, cleaning the bathrooms so that no stains remain, the kitchens being the most used place in a house, we will pay special attention, cleaning from the oven to the stove and to the smallest corner of your house, and we don't stop here, we will also clean your windows, vacuum, wipe dust, mop and polish every corner of your home and your offices.
       Our cleaning group is made up of exceptionally prepared people in all parts of support for building cleaning, and we think our clients are looking for this type of company that gives indetailed attention to be everything perfect. We want these things to please your expectations.
      Our company offers our customers the following:
· Prices of our services being for everyone's pocket
You can rely on our team to create a program for your needs, accessible to your budget. For us it is not a problem if you will need every day, or once a week , even once a month, we will make it so that we can help you by providing our services for your home or office. For all this you can rely on the services of Golden Swan.
· High quality services
Golden Swan is a cleansing organization whose representatives are extraordinarily prepared for cleaning offices and houses in the most current cleaning system. We will always have at hand products that will not harm your things, remaining no damage behind us, just cleaning, that's all you'll notice.
· Satisfied customers for our services
     We want every experience of our clients to be a pleasant one, wanting to see on their faces the thanks for our work. We'll make it so that every customer can share their opinions about our services, so that there's no dissatisfaction on their part. Our company supervises controls the work of our employees every time, so we will avoid inconvenience. That's why we're going to have a connection with our clients, and they can make their point of view.
· Other things that can help you in our choice
Golden  Swan is stationed to pay for the damage done, if there are, our coma is also a registered one. Every employee of ours will be checked in detail, before they will employed, because we want not only a clean house/office, but also a safe one. Golden Swan doesn't want to put intruders in our clients' homes but help to make your life easier.

Our objectives:
Like any company, the objectives are very important to us but also to those who sponsor us. These things being very important and motivating us to fulfill our purpose. That's why we divided them into three categories.
· Short Term Objectives –To establish a good brand to customers and gain brand loyalty in its first three months of operation by prevailing a socially responsible enterprise.
· Medium Term Objectives - Establish sustainable business by the end of the first year
 -To maintain a high standard of workmanship, which produces a quality product.
· Long Term Objectives-Produce net profits


Mission:
Our mission is not an easy one, we can say that we give every effort that our clients are satisfied and satisfied with what we offer, so that they can afford our services at affordable prices to each person. Therefore, we want our customers satisfied at the end of the day.

 Vision:
Like any company that is in its infancy, our dream is to be among the top lists of companies for cleaning your homes and offices. We want to offer our clients everything that is good, in such a way, to be recommended further, and let the world know that we are the best cleaning company. We want not only to help them for short periods, but also to end up making contracts with them on long.
Also a collaboration with a company that produces the products we need to provide our services would be a benefit, so that we would save money through discounts, we recommend their products.

3. Business Structure
An organization is a social entity that has a collective goal and is connected to an external environment. 
[image: ]




· Pavel Tarnoaveanu is the director for that company. All at once he will be IT Manager. Paul is responsible for notifying clients about the progress of each stage in what we do and evaluating them at the end of the day. As a director he will be responsible for any decision made in the company. He is the one who will want the success of the company above all. The position of director is not just by name, it comes with a lot of responsibilities, so they must be reasonable, well prepared and take care of everything around them in the company.
· The person responsible for marketing will be Nicoleta Ciobanu. She will be the one who will make contracts with the clients, who will negotiate with them. Also she will take care of our site, advertisements and relationships with our clients. Its role is crucial for any company, because it will have to know how and in what ways to promote our company. To attract new customers always and to keep the old ones. In this way we will grow on the market, until we reach the top of the list of cleaning companies.
· Andreea Lenuta Rusu will be human resources manager. This will be responsible for the safety of the company, also its role is to help the company does not break the law. Also, any problem or dispute will emerge, she will be the person who will have to jump to help maintain a positive balance between employees. The development of the business will depend on the ideas of this person.
· The basic role will be played by Daniela Vidrascu, Finance Manager. She will handle the company's finances. Here she will take care of the company's budget, reporting the transactions that will be made, the money that will be spent or collected. Daniela will have to give great importance to the market, compare and find the idea by which we can save or make the most profit.
· Another important role in a company is that of Operation Manager, in our company it will be occupied by Natalia Pinzaru. She will be that person who will oversee the entire business. For the success of each company, this is the most important role, without it or even with the wrong coordination everything can fail. The basic skills that they should possess are those of being a good listener in order to solve the problems arising, to be motivated in what they do, without giving up. And the communication is not lacking, being the prism of all of them.

4.  Market analysis and needs

For our company I will oversee making a strategy and develop our marketing. This will include: 
· Customers range 
· Analysis of the market
· Competitors 
· Target
	Our target customers

	Demographic details:

	Age:
	Gender:
	Income:
	Types:
	Target regions:

	· 25-30yrs
· 31-50yrs
· 51+yrs
	· Males
· Females
	£20.000
£99.000
	· Individual
· Businesses
· Families

	· Local
· County

	Estimative customers for this financial year.

	Our statistic estimates about 200 customers. This will be individuals and businesses and small percentage will be families.

	A brief about our target customers and who will they be:

	We aim for: 
· People who don’t have enough time to clean
· For business companies 
· Offices 



This customer are householders or businesses that require cleaning services at least twice a week. 
The householders are the ones that probably will require our services every day and the businesses will require at least twice a week.  Our estimations show 200 customers will book us on the first year, but this can change depending on word of mouth.

Market Needs
Golden swan will provide its customers with a professional, residential house and businesses cleaning services, aiming the top of the market. Our company seeks to fulfil the following benefits that are important to our customers.
· Professionalism: All our employees will be given a professionalism training, from how they will act on a job to conversation with the customers.
· Convenience: We will provide the services in a way that is convenient to our customers, this will include arranging services when the client is not home or before the people begin to work, for businesses.
· Trustworthiness: Many customers are concern about having other people in their houses. These concerns have been eliminated or significantly diminished through a full screening and training process for employees. Also, the company have been developed a method to be able to cover any loss or damage.

Market and competitors

We have researched the area which will be North-West London. We had some focus groups meetings and gave us a clear understanding about our competitors 
This is a list of our research:
•	Surveys & questionnaires
•	Focus groups
•	Personal experience
•	Family and friends
•	Other 
We have done questionnaires after cleaning the offices/houses of our clients or friends.
After doing this and gathering information’s we announced that we are doing a focus group meeting and invited our most prestigious clients to ask them more about our services, how they like our products and if they have questions. They talked about the experience and what needs improving and after that we decided to make some improvements for our company.

For the first few weeks we have done some services for ourselves and seen how we are doing and compared with other cleaning companies. Being in this fast-growing industry is not easy so we strive for perfection every day.
Doing these services for ourselves made us see from our customers perspective which is very good.


Some of us have a big family and we said that we should try and clean our relatives houses and ask for a fair feedback which lead again to more improvements about how long it should take or how to divide the prices between full house or just kitchen or just the carpets.
We looked up for a couple of our most known competitors that are in the area and took that as a comparison between them and us, to see what they have and don’t and what it works and make the company strong.
Below I attached 2 of the competitors and break it down into strengths and weaknesses.

	                                           Competitor 1

	Name, location, website:
	Average prices:

	Handy cleaning company
London
www.handy.com
	
£20 - £45

	Strengths:
	Weaknesses:

	
· They are well known
· Easy to book online
	
· Can’t cancel the booking
· Prices are too high 



	                                                                       Competitor 2:

	Name, location, website:
	Average prices:

	City wide cleaning services
London
www.citywidecleaning.com
	
£30 - £60

	Strengths:
	Weaknesses: 

	· Well known in London
· Wide variety of services
· Provide cleaning in all zones

	· They don’t have a well-organized website
· It takes too long to book 


	                                                                Our Business

	Why is our business better than the competition?

	· We have a higher quality of the products.
· An easy method to book by installing our app
· Wide range of services
· Professional cleaners
· Fair prices

	Strengths:
	Weaknesses:

	· Eco friendly products
· Fair prices
	· New in business
· Small budget 

	Current or future opportunities: 
	Current or future threats:

	· Fast growing business
· The demand of cleaning services is likely to enhance

	· New competitors
· Employee turnover 
· Smart cleaning devices























 The competition is high but that is because nowadays the demand in cleaning services is very high and people’s expectation as well. To stay in business for a long period of time, we have to provide an excellent service of cleaning and we are pride to say that we will beat the competition knowing that our products are the best and employees are highly trained.  
At this stage, the opportunities are in our favour but threats are yet to come as new technologies are developed into creating smart devices that would do some task in the cleaning domain, fact that will replace human labour and we will have to face this changes by finding new supportive ideas and sustain our business.
We started this company and focused on delivery the best services, our strengths are defined by eco-friendly products, fair prices, and highly trained people. Being new in business is not easy and we have to build trust with customers. The budget we have is enough to make us stand out and have a wide range of services.
Estimative increase of customers.

5. Promoting our business

At the beginning we will consider attracting people through leaflets and referrals of friends. We will include offers and ask for feedback.
We will show transparency and make fair charges by comparing our prices with others.
As for the publicity we will advertise a few posters of our company around the area that we wish to cover.

To attract more people we will also create a Facebook page where we can show real pictures of what we are doing something like before and after, we can post feedback from our clients to make others come to us and trust our services.
We are going to make business cards as well so every time we go to a new office or house, we can hand out one or more for future clients.
Promoting the business is easy if you have the money for it. So, in the beginning we will keep it to a minimum cost because the products need more capital to ensure what we are saying is happening, that means good services with great and eco-friendly products.
Making the promotions it will be easy because there are so many ways of doing that nowadays. But we must see if this is going to attract the customers that we need.
There are three promotions that we will invest the most and we are confident that will pay off by bringing more and more customers and this are:
· Facebook page 
· Posters
· Leaflets 

Facebook page 
Nowadays this is a must have as a company because is very easy to be found and you will get feedbacks more easily and referrals as well.
The cost for this promotion is not bad at all, for 1 week to ensure that more than 2000 people per day visit and see your page is about £60 and that will probably bring a lot of them to you. 
We will repeat this until we are satisfied with amount of people and then we will reduce the promotion. We hope that this investment will bring us clients and we think
In first year if we estimate 200 customers in year 5 of the business, we will estimate about 1300 customers by expanding in other regions as well. This will bring a favourable profit for us even if only 25% of the customers book us 100%. that is one of the best. This will be on the top of the list as a way of promoting our business.
Let say if 1500-2000 people like our page then this number will increase because some of them will contact us for sure and there will be some feedbacks and we’ll try our best to be positive.
Posters
Well this is going to be the second way of promoting our business and we believe that is a good one.
For this promotion we will pay a company to print and advertise banners for us, because this is a bit pricey, we decided to purchase only 100 for the price of £900 for 2 weeks. We believe that if this will be placed in crowded places is going to pay off by attracting people and businesses.This is another step for us to reach our objectives.

Leaflets 
This is another way that we decided to use to ensure that people hear about us and know that we are on the market.
Firstly, we will print about 10000 leaflets and split them into:
· Door to door
· Hand to Hand
 We decided that a company will do that for us and is going to be a bit cheaper than hire a direct person, because as an individual they ask for a higher price.
The door to door method of distribution we believe that is better, so we focus more on that, because when people will receive our leaflets, they will look at it and actually read it and then decide if they will need it in the future or throw it in the bin.
Hand in hand method of leaflets distribution is second because of the incertitude of people, they might not read the leaflet and that is going to cost money, as a beginner in the business we can not afford it.
The total amount per 10000 leaflets is about £45 and this is a good deal for a new company on the market that doesn’t have a big capital.

6. Operational Plan
	
Supplier 1

	O
 Organisation: Apollo Janitorial Supplies  Ltd

	
Relationship status: 


	
   Apollo Janitorial Supplies LTD is a limited company in London that service over 900 clients and stock 2000+ products. They have been successfully supplying quality of products for over 30 years and are the only independent Janitorial Supplies Company in the UK.
	
· Relational

· No contract (in progress);
· Contact under negation.




	Service provided:
	Key terms of the relationship:

	
· Offers help and advice on product and services;
· Despatching the products easily and on time;
· Machine repairs;
· Free emergency delivery direct to the store room.

	
· Pricing;
· Settlement;
· Deliveries;
· Returned goods;
· Special order items;
· Confidentiality.

	
Organisation: Design and Alter

	
Relationship status: 


	
  Design and Alter is a studio with over 25 years old of experience in tailoring and alteration. It is very popular in town and they are having diverse clientele.
	· Collaborative 

· No commitment;
· Project-based arrangement;




	Service provided:
	Key terms of the relationship:

	
· Provides best fit of uniforms;
· Offers comfort and higher quality of textile;
· Gives advice on choosing the right texture and accomplish the client’s needs;
· Takes the measurements and create the outfits exactly as the client wants. 

	
· Pricing;
· Confidentiality;
· Rejection of the goods;
· Cancelation.


	We currently employing staff:

Full time: 10                           Part time: 5


	The key staff roles within our business (job title, responsibilities, key skills):

	   
   In our initial start-up business cleaning we will choose to work in cleaning on our own, to keep the costs down and because we’re putting efforts to take off our business before hiring employees.

1. Pavel - Alexandru Tarnoveanu -> General Director of the Company;
                                                       IT Manager;

  As an IT Manager he will be responsible and accountable for the smooth running of our computer systems within the limits of requirements, specifications, costs and timelines. He will supervise the implementation and maintenance of our company’s computing needs.
In promoting the success of the company, Pavel as director must have regard to the interests of the company’s employees and the desirability of the company maintaining a reputation for high standard business conduct.
  Skills that make him to be good in candidacy of General Director and IT Manager:
· He is having excellent organisational skills, analytical and problem solving skills;
· Strong leadership and decision making skills;
· Good prioritisation skills and flexible enough to adapt plans;
· Great IT skills combined with a good head for business;
· Ability to understand and explain complex systems in simple terms; 

1. Nicoleta Ciobanu -> Marketing Manager;
                             Costumer Service Representative;

Her Responsibilities as Marketing Manager:
· Developing strategies that maximizes profits and market share;
· Identifying new customers;
· Supporting business and lead generation efforts;
· Creating promotions and adverts.

As Customer Service Representative she will have responsibilities such as:
· Provide appropriate and accurate information to incoming customer order status;
· To  ensure the costumer is satisfied with the service;
· Manage and prioritize multiple concerns at the same time;
· She must have positive attitude, when faced with misplaced criticism or frustration;
· She needs to move on from both success and failure.

Skills that make Nicoleta to be a good Marketing Manager and Costumer Service Representative:
· Written communication skills and excellent English;
· Knowledge in documentation and computer skills;
· Ability to create and develop product and pricing strategies, balancing firm objectives;
· Skills to create, manage and coordinate marketing activities and policies to promote products;
· A initiative person with a positive attitude to everyone;
· With ability to understand customer needs and desire;
· Resolving conflict and work under pressure;
· People oriented and attention to detail;
· Ability to analyse, observe, monitors and problem solving;
· Good organizational and planning skills.

1. Daniela Vidrascu -> Accountant;
                                  Financial Manager;

Financial Manager, Accountant responsibilities:
· Maintain cash flow by reviewing banking activity and reconciling monthly reports; 
· Develop and interpret databases and financial models; 
· Establish, monitor and achieve company financial goals; 
· Manage company budget to maximise revenue and identify potential areas of cost savings;
· Promote continual process improvements in specified budget areas; 
· Implement report production, productivity and quality standards presenting data to director, investors, etc.;
· Maintaining accurate financial records.
 Skills that Daniela can be a good Accountant and fantastic Financial Manager:
· Communication and business skills;
· Analytical, leadership skills;
· Interpersonal skills;
· Knowledge in this given field;

1. Andreea Lenuta Rusu -> Supervisor;
                                                 Recruitment Manager; 
As a Cleaning Supervisor  and Recruitment Manager she will be responsible for:
· The supervision of all cleaning staff focussing on their performance in terms of standards of cleanliness and their behaviour whilst on duty;
· Ensuring that a first class cleaning service is delivered to all areas of the buildings;
· Reviewing work schedules;
· Monitoring of all cleaning activities;
· Ensuring all staff are aware of the Health and Safety policies and procedures;
· Recruit, motivate and train (induction and on-going) employees.
Skills that make Andreea cope with these positions:
· She has excellent leadership skills;
· The ability to communicate  effectively with the staff and clients;
· Ability to lead and motivate a team;
· Has a client-focused approach and observes principles of good customer service delivery;
· Good listener and excellent understanding of recruitment processes;
· Critical thinking and problem-solving;
· Data analysis.

5. Natalia Pinzaru ->  Operational Manager;
                                    Inventory Control Manager;

 My responsibilities are:
· To ensure all operations are carried on in an appropriate, cost-effective way;
· Purchase materials, plan inventory and oversee warehouse efficiency;
· Formulate strategic and operational objectives, create purchase plan; ensuring the availability of stocks when needed;
· Ensure available stocks match customer needs;
· aintain daily invoices and shipment records to ascertain the state of all stocks; 
· Prepare inventory documentation;
· Improve operational management systems, processes and best practices.

Skills that make me capable for these positions:
· I’m organised and I have effective leadership skills; 
· Good communication skills;
· Excellent logistical, critical thinking skills;
· Computer skills, large knowledge in Excel;
· Problem solving skills;
· Ability to work under pressure and understand business needs.

	We intend to employ staff within next 12-months:
Full time: 10                               Part time: 5


	The key responsibilities and skills we are going to give to the new staff:

	  Finding suitable workers is often a fairly easy task, as cleaning is a job that all types of people can do. At the our beginning we might don’t need to check whether people have the right qualifications or experience, as long as the employees are hardworking, full of energy and trustworthy then they’re good to go. But in the future we want to train our staff or to consider about their personality.
Cleaning skills and qualifications that we will mind to consider :
  Knowledge and experience in cleaning and sanitising rooms to varying levels to meet requirements, willingness to learn new cleaning methods and how to use various pieces of equipment, ability to adapt to different situations and change work processes to accommodate customer needs, ability to take criticism, listening skills - to make sure that they are meeting the needs of their clients for cleanliness and sanitation standards, good customer service skills, reliability, organisational skills, integrity and honesty, high energy levels. 
Being able to handle cleaning chemicals safely and cleaners must be able to multitask and stick to their  while also responding to incidents as they occur throughout the day. Other essential cleaner skills will include:
· Communication;
· Interpersonal skills;
· Proactivity;
· The ability to work independently with minimal supervision;
· The ability to follow health and safety standards.
Cleaner’s  Job Duties:
· Dusting and polishing furniture and fixtures;
· Cleaning and sanitising toilets, showers/bathtubs, countertops, and sinks;
· Maintaining a clean and sanitary kitchen area;
· Making beds and changing linens;
· Washing windows;
· Vacuuming and cleaning carpets and rugs;
· Sweeping/vacuuming, polishing, and mopping floors;
· Sorting, washing, loading, and unloading laundry;
· Ironing clothing items;
· Using any cleaning equipment such as vacuums, mops, and other cleaning tools;
· Keeping bathrooms stocked with clean linens, toiletries, and other supplies;
· Cleaning mirrors and other glass surfaces;
· Emptying trash receptacles and disposing of waste;
· Steaming and cleaning draperies;
· Washing blinds;
· Tidying up the rooms.

	 Our business will operate in:
· In the clients’ houses;
· In a small office;         

	Laws and regulations, we have considered for our business: 

	To back up the safety culture that’s at the heart of everything our industry does, there’s a  list of regulations to assure our employees’s  safety at every minute spent at workplace. Below, I will mention list of legislation relevant to cleaning product manufacturers. We are going to be responsible for ensuring compliance with all relevant legislation. 
To be seen the ‘Detergent Regulations’  on European Chemicals Agency and Health & Safety Executive.
The Health and Safety at Work etc Act 1974 which is available at legislation.gov.uk.
For further information about Health and Safety in Cleaning Industry visit https://www.hse.gov.uk/cleaning/.
This site provides occupational health and safety advice for people working in this industry.
It provides information to employers on how to comply with health and safety law.

Also to be seen ‘Health and Safety Executive (2006)’ Manual cleaning and disinfecting surfaces, ‘Health and Safety Executive (1988)’ The Control of Substances Hazardous to Health Regulations.

	Insurance we intend to put in place for our business:

	   
   Business Insurance can cover us against losses if things go wrong in the course of our business activities.
Employer’s Liability (EL) Insurance, under the Employers’ Liability Act 1969 (see https://www.gov.uk/employers-liability-insurance, for more information). This is a legal requirement if we have even one employee. It will protects us against the cost of compensation claims if one of our staff gets injured or ill through working in our company. 
Employers’ Liability Insurance covers:
· Full-time and part-time employees;
· Self-employed contractors we hire;
· Temporary staff, apprentices and volunteers;
· People taking part in work experience or training schemes.



 
7. Technology Plan
 
My position within our cleaning business is as Director and, also IT Manager. My job is to determine what is it from our company that could benefit from the use of technology and what types of technological systems we should approach in order to have a smooth course with our company. 
Here is a list of key issues when choosing technology (Abrams, 2010):  
· Function 
· Ease of use  
· Cost 
· Security 
· Ability to be upgraded and expanded 
· Integration with existing data and technology systems 
In today’s world, every business needs technology so as a cleaning services company we also need to use technology if we want to stay on the market and make our business prosperous. To get to that point we will have to choose the best products and systems to meet the business needs. 
As a start I will refer to the functionality of our company and the type of technology we will need to make the business function in normal parameters. At the beginning we will create an online page where our customers can use it to book appointments, pay online and, also, they can leave reviews regarding their opinion upon the services we are offering. We will use the best systems to make our online platform easy to use for our consumers. In order to make our platform safe we are going to use security assistance so we can avoid the loss of data, theft of personal information and, also using this type of assistance we will give our customers the opportunity of making secure payments without taking any risks.  
To make sure that our website is secure I will use an SSL Certificate. 
What is SSL? SSL or Secure Sockets Layer is notable for being a part of HTTPS, a protocol for securely browsing the web. 
This system it will help our business because its purpose is to give a padlock to the website that will be shown in the browser bar as a reassurance that the customers are safe while they are using our platform.  
Because we are a young business, we are trying to keep the costs low and this security certificate it will only cost 79.99 pounds per year. Also, as standard facilities we have an office where our customers can visit us for making appointments or companies that are looking forward to signing up contracts in order to benefit from our services.  
The office will be secured by an alarm system and, also, video cameras. For this to be done I will contact an alarm systems company and depending on the business needs will choose the appropriate system that can keep our office secure. The cost for this security system it's going to be a little higher at the beginning because of the actual installation of sensor and cameras system which will be around 550 pounds and after that, the same price will be charged but only once per year.  
The provider will choose is ADT Burglar Alarm and it is going to have direct Police Response in case of break in. 
Our website will be linked to the company’s email address on which will receive all the appointments. 
In the following years, as the business will flourish, I will upgrade our website by introducing a function for the people that are looking for jobs. This function will give to work seekers the possibility of sending CVs and booking job interviews. To be even more secured, the selection of new staff will be made by having a full verification of our employees. DBS check will be required in order to access the criminal record of anyone that is selected to be employed in our cleaning company.  
Also, work experience and at least two job references will be required. The job will be given to the right candidate and it will be only after everything is checked upon that person. 
We will apply all this measures in the staff selection because we are always looking after our customers and we want to know that their houses or offices are safe, and the job is done by honest and trusted professionals. 
Cleaning services are not usually considered as a hi-tech industry but with the introduction of smart machinery, different kind of programmes and systems all this is changing. 
As cleaning services provider, we must embrace innovation in order to improve our standards, reducing the costs and keeping the environment safe. Our interest is to improve performance and reducing costs by using smart tech but also, we are looking forward not to reduce the human workforce and trying to combine smart function with human action. 
The human touch- Talking about automation usually makes you think that this could have a negative impact on staff and all the work if left to be done by smart machinery. Whilst automation could offer a real help, we think that the best way is a combination of smart machinery and well-prepared staff on the ground. 
Now days, the online world is growing rapidly making it a lot easier to find out about the newest cleaning solutions and this could represent a threat to the classic methods of cleaning. To keep stable on the market we will work hard and make sure that our services are over the customers' expectations. 
There are still a lot of cleaning tasks that require a human touch, so we keep close to our customers' needs and provide them the best combination of trained staff and smart cleaning technology. 
Beside improving performance and reducing many costs that are included in cleaning, innovation must be well-chosen by reducing the impact on the environment. 
As termination of the Technologic Plan, our mission is to invest in technology that saves water, chemical-free cleaning solutions and providing the greenest cleaning services to our customers. 
 
8. Management and Organisation: 

As any other business, our company needs a proper model of how we should manage and organise the business. It is very important to have a good management and organization in order to have a successful business. When starting a cleaning business, there are two types to consider: 
· Residential cleaning- Residential is referring only at cleaning private homes. These jobs can be done by only one person once you start building your clients list. As soon as the client base begins to grow you may increase the number of staff. 
· Commercial cleaning- This type of cleaning business involves a larger number of staff as the properties could be large buildings with offices.  
Even we are a fresh business and new on the cleaning services market, we are ambitious, and we are going to cover both residential and commercial cleaning in order to make our company known and this way the number of our customers will increase. 
Contact Management System- as the client list is secure, is good to consider a CRM System. 
CRM also known as Customer Relationship Management is a system that can help you having a close relationship with the clients by keeping track of their data and offering them loyalty promotions. 
This system will also allow us to store information regarding our customers. The information will include contact details such as name, address, phone number and email address. Also, this system will include information about payments, record of activity, booked or reschedule appointments and any other notes from the staff members. 
Cleaning equipment can vary depending on the ground you are covering. The domestic cleaning does not involve the use of a lot of equipment because for the job to be done we only need basic materials such as cloths and dusters, solutions, hoover, bucket and mop. 
However, commercial cleaning it is not the same and it involves much higher costs that usually is including: 
· Cleaning products 
· Industrial vacuum cleaner 
· Sweeping machine 
· Van for keeping the machinery and for transportation to the jobs 
As a new business, we will also need to consider the approach of an invoicing and payment system to manage the cash flow. For new companies, managing cash flow can be hard to work out.  
The approach of this payment system is a way to keep us away from any trouble or in case that the clients become unreliable. When it comes about domestic cleaning, many people are expecting to pay cash-in-hand.  
Cash-in-hand method can have a negative impact on the cash flow and when it comes about professionalism, so introducing a smart payment system is a good and safe idea. 
Being a fresh business, we look forward on keeping the costs low so having an advance payment system will be an idea for the future of the company. To keep costs as low as possible we will go for the option of accepting mobile card payment. 
Up to date regulations- there is no need of a license when starting a cleaning company but having a criminal record check for each staff member shows that we are trusted professionals and it also improves the image of the company and the team working within it. 
Training courses- not essential but for the company’s credibility, having an NVQ or a certificate for cleaning operatives it is important because it proves that we know what we are doing, working as highly trained personnel to reach the highest standards and meeting the customer’s needs. 
Also, Health and Safety Regulations are there to be consider, because cleaning usually can involve the work with potentially harmful chemicals that could be dangerous for the staff and environment. All staff must be inducted based on the latest Health and Safety and COSHH Regulations for them to respect the rules and dispose the materials in the appropriate bags or bins. 
In the end I will conclude that implementing smart machinery and combining it with the human action is the best solution of having a successful cleaning business. 

9. Sources of finance 

  In short, a pitch is a brief presentation of the business, the strengths and opportunities that the entrepreneur has identified and intends to develop. Without the necessary funding our business has either wouldn’t start or cannot be developed at a higher level. So, we as entrepreneurs will try to present our business idea to a public made up of private investors who have the right financial resources. Within the same event, it is usual for other business ideas to be presented, which gives investors the opportunity to select their project in which they invest.
   We participated in a financing contest of this kind, we successfully presented our idea and our idea convinced them to give us attention. Finally, our project was selected to be financed by private investors. IN THIS PROJECT WE WIN £ 500,000
We also have source of finance from sales of our services, which cost £ 60 with a profit margin of 19.68% meaning the company gets £ 11.8 profits from each sale and accumulating profits for future expansion. Based on our sales forecast we will make an average income from sales of £ 13500 per month for the year.




10. Balance Sheet 
   
	"Golden Swan" Cleaning Company
	

	Balance Sheet
	

	December 31, 2020
	 

	Assets
	 
	Liabilities
	 

	Cash
	3000,00
	Bank Loan
	2300

	Accounts Receivable
	1500,00
	Crystal Cleaning Supplies
	800

	Automobile
	3100,00
	Total Liabilities
	3100

	Cleaning Supplies 
	400,00
	 
	 

	Land
	18000,00
	 
	 

	Building
	12500,00
	Owner's Equity
	 

	Cleaning Equipment 
	2000,00
	J. Martin, Capital
	37400

	Total Assets
	40500,00
	Total Liabilities and Owner's Equity
	40500

	 
	 
	 
	 



With our first investment of £ 500,000 we were able to purchase a building and the land it stands on that is going to be our office and base of operations, an automobile that is going to be used for transportation of our workers to the homes and offices they will be cleaning, and equipment and supplies for the for the workers to clean. Of these the office is the biggest investment that accounts for £ 300500 but it is also the most important because it is a long-term investment that gives us freedom to not pay rent and the stability for our team and the ability to expand the company and increase our team without needing to move to a different location saving us a lot of time in the future. It is also a good asset because it can increase in value so we profit just by having it during an amount of time, so even if we would want to move and sell the property, we will profit from it even if we need to pay for maintenance for it. About £ 2000 are used for equipment which includes various instruments for cleaning like vacuum cleaners, mops, brooms, clothes for the workers, gloves, etc. and £ 400 pounds are used for the supplies like various detergents for different types of furniture and floors, and other surfaces, different types of sprays, one use towels and many other supplies for cleaning.

We also pay £ 191.6 per month to pay our a previously held loan.
Of course, there are also costs on the maintenance of the office which ironically also includes cleaning but also insurance, office supplies, and in the future expansions possibly new technology for the app development and IT department for the company, though that is a separate cost, and the equipment which amount to the sum of £ 100 per month in a total of £ 1200 per year which is mostly an average of changing parts once a few years, though some hours of work are also used up on the daily maintenance of the equipment, nevertheless these don’t amount to a big loss.
A big amount of the costs is the wages of the members of the team of which there are 5 full time which amounts to £ 18137,8 per year per worker for a total of £ 90688 based on the minimum wage in the UK which was changed from 1 April 2020 to be £ 8.72 from 8.21. (Low pay commission, 2020).
A smaller but albeit still significant cost is the car fuel and maintenance which amounts to £ 8082 per year based on 15000 miles and a minivan car, assuming there is not a significant difference in costs from the US except for petrol prices which are adjusted in the price to more accurately represent the prices in the UK which are higher than in the United States. (AAA, 2017)	
There are many standards to be respected in the cleaning sector like Health and Safety at work 1974, Health and Safety executive 1988, Health and Safety executive 2006, which again require a budget in order to insure against possible failures to meet these standards, called Employer’s Liability Insurance which costs £ 750, and covers the people working in the cleaning sector, in this case all members are insured with it.
A big expense but a justified one will be the development of the app for our company, because the app is guaranteed to bring us more customer but it is also a long term investment because it is expensive to develop at first, with the cost being £ 25000, which we will pay to IT company to make app. With the app we will be able to receive much more orders from more customers and we will be able to make more profit and as the customers that buy with the app already have it, they are more likely to keep buying from us, which means that we will have more loyal customers than rival companies and will be able to recover our initial investments very fast and efficient and also increase our sales very fast and make even more profits, and maybe expand to more workers and transports for our company. The app is the first step towards that big expansion planned for the future of the company in the twenty first century.




11. [bookmark: _Hlk27726957]Personal survival budget

	
Section 

	
	
Monthly cost (£)
(12.2019-05-2020)


	
A 

Estimated costs
	Property

	  £25416.66

	
	Member pay
	  £7557.30

	
	Automobile
	  £258.30

	 
	Equipment
	  £166.60

	
	Insurances
	  £62.50


	
	Office and equipment maintanance
	  £100

	
	Car maintainance
	  £673.5

	
	Cleaning supplies
	  £33.30

	
	App development
	  £2083

	
	Loan repayments
	  £191.6

	B 
	Total costs (£)
	  £36517.76

	
C 

Estimated income

	Income from sales
	  £ 13500

	
	Initial investment
	  £41666.66

	
D
	Total income (£)
	  £55166.66

	
E
	Total survival income required (£)
	  £18648.9
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12.Cashflow forecast

	
	Month
	Pre-start
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	Total

	[bookmark: Text166][bookmark: Text171]A
	Month name
	
	December
	January
	February
	March
	April
	May
	June
	July
	August
	September
	October
	November
	

	
	Money  in (£) 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B
	Funding from the investments
	500000
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	
	Funding from
other sources 
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	
	Own funds
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	
	Incomes from Sales
	0
	13500
	13500
	13500
	13500
	13500
	13500
	13500
	13500
	13500
	13500
	13500
	13500
	162000

	
	Other
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	C
	Total Money in (£)
	500000
	13500
	13500
	13500
	13500
	13500
	13500
	13500
	13500
	13500
	13500
	13500
	13500
	662000

	
	Money out (£)
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	D
	Loan repayments 

	0
	191.6
	191.6
	191.6
	191.6
	191.6
	191.6
	191.6
	191.6
	191.6
	191.6
	191.6
	191.6
	[bookmark: Text192]2300

	
	Personal drawings 
	[bookmark: Text193]0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	
	Employer’s Liability Insurance
	[bookmark: Text207]0
	62.5
	62.5
	62.5
	62.5
	62.5
	62.5
	62.5
	62.5
	62.5
	62.5
	62.5
	62.5
	750

	
	App development
	[bookmark: Text221]0
	2083
	2083
	2083
	2083
	2083
	2083
	2083
	2083
	2083
	2083
	2083
	2087
	25000

	
	Members’ Salaries
	[bookmark: Text235]0
	7557.3
	7557.3
	7557.3
	7557.3
	7557.3
	7557.3
	7557.3
	7557.3
	7557.3
	7557.3
	7557.3
	7557.3
	90688 

	
	Car maintenance
	0
	673.5
	673.5
	673.5
	673.5
	673.5
	673.5
	673.5
	673.5
	673.5
	673.5
	673.5
	673.5
	8082 

	
	Office and equipment maintenance
	0
	100
	100
	100
	100
	100
	100
	100
	100
	100
	100
	100
	100
	1200

	
	Cleaning supplies
	0
	33.3
	33.3
	33.3
	33.3
	33.3
	33.3
	33.3
	33.3
	33.3
	33.3
	33.3
	33.3
	400

	
	Equipment
	2000
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	2000

	
	Property
	300500
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	300500

	
	Automobile
	3100
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	[bookmark: Text234]3100

	E
	Total money out (£)
	305600
	[bookmark: Text208]10842.8
	10842.8
	10842.8
	10842.8
	10842.8
	10842.8
	10842.8
	10842.8
	10842.8
	10842.8
	10842.8
	10846.8
	[bookmark: Text219]435717.6

	F
	Balance (£)
	194400
	[bookmark: Text222]2657.2
	2657.2
	2657.2
	2657.2
	2657.2
	2657.2
	2657.2
	2657.2
	2657.2
	2657.2
	2657.2
	2657.2
	226282.4

	
	Opening balance
	194400
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	Closing balance
	226282.4
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     



12. Costs table

	Cost item
	What is included and how you worked it out
	Total cost

	[bookmark: Text249]Office cleaning
	[bookmark: Text250]Office cleaning includes cost of transport, equipment, salaries, supplies and a profit margin of 19.68% meaning a profit of 11.8 pounds. The cost is in the average for cleaning companies in the UK as is the profit margin of the company.
	[bookmark: Text251]60

	Private house cleaning
	Much like office cleaning, private house cleaning cost again contains the cost of transport, equipment, supplies and member sallaries included with a healthy profit margin of 19.68% , once again 11.8 pounds of profit added to the company
	60




Conclusion

  Golden Swan, the cleaning company, is created by our group. Following every step of this business plan, we will surely achieve our goals. Golden Swan having the amount of £500.000, this being used for the things necessary to create this business. In the coming years we will be in the top of the list of cleaning companies with a profit of at least 50%. Our clients choosing us for the punctuality, the price of our services but last but not least because we make sure that their goods have eco-friendly products, which do not cause them damage. Also, any future collaboration will do us an honor.
    Golden Swan operates and will always do so, according to state laws, taking care of both us and our employees, but most importantly our costumers. We must also be grateful to the competition, thanks to them we will always try to be above them in the list of cleaning companies ,because if they weren't, we wouldn't want to get even higher, not knowing our limits.  Any mistake encountered along this way, we will try to correct them. Because there will always be mistakes and problems everywhere, together we will get over them, but one thing is for sure, we will learn from them, which in the future will make us know how to coordinate the situation, because together we are more than a cleaning company.
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Supplies

Contract in Pricing;
progress; Settlement;

Contract under Deliveries;
negation: Returned goods;
and despatching Special orders

services easily and free items;

. emergency Confidentiality;
delivery

product

Design and

Alter Collaborative Ly Cms e

relationship

- No commitment;
Project — based Confidentiality;
arrangement; Rejection of the
goods;

comfort
and higher
quality of

textile right Cancelation;

meassuremens
and outfits

advice on
best fit of choosing

uniforms the right exactly as the
texture client wants
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WE HAVE ORGANIZED A
FEW METHODS ON HOW
WE ARE GOING TO
PROMOTE THE
BUSINESS.

*Facebook page /
*Posters

e| eaflets
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It is against the cost of
compensation claims in case
someone gets injured or ill

through working

Health
Business and
operates Safety
by Laws: Executive
1988
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Skills that make
Pavel to be good
as a Director:

v’ Strong
leadership;

v’ Organizational,
analytical and
problem
solving;

IT skills and a
good head for
business;
Understand
and explain
system in
simple terms;

Skills that make
Nicoleta to be a
good Marketing
Manager and
Costumer Service
Representative:
v~ Skills to create,
manage and
coordinate
marketing
activities;
People
oriented and
and positive
attitude to
everyone;

v’ Attention to
detail and
ability to
understand
costumer
needs;

Skills that make
Daniela to be a
good
Accountant and
fantastic
Financial
Manager:

Communicati
on and
business
skills;
Analytical,
leadership
skills;
Interpersonal
skills;
Knowledge in
finance
system;

Skills that make
Andreea cope
with positions as
Supervisor and
Recruitment
Manager:

v Good listener
and excellent
understanding
of recruitment
processes;

v Ability to lead
and motivate
ateam;

v Ability to
communicate
effectively
with the staff
and clients;
Client-focused
approach;

Skills that make
me capable for
these positions:

v’ Logistical,
critical
thinking
skills;
Problem
solving skills;
Organised
and | have
effective
leadership
skills;

Ability to
work under
pressure and
understand
business
needs;
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Technologic Plan

- Function

- Ease of use

- Cost

© Security

= Ability to be upgraded and expanded

 Integration with existing data and
technology systems
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We currently employing

staff: Within 12 months we are intend to employ:
; 3
Cleaner’s
Job Duties 4
|
Sweeping/vacuumin Sorting, washing, Vacuuming and Cleaning skills we
& polishing, and loading, and cleaning carpets consider for future
mopping floors; unloading laundry; and rugs;
staff:
| + Communication;
CI_:_E_ i"gta_'l‘d( Maintaining a « Interpersonal skills;
sanitising toilets, * Proactivity
showers/bathtubs, ?Iea”ka."i Washing windows; Tho bt o
countertops, and sanitary kitchen . ,’; al ‘.}yf OK}
sinks; area; ndependently with
minimal supervision;
[] [] [ « The ability to follow
Dusti d | health aj afety
b E_S '”fg 3"_t B 'roning clothing Making beds and standards;
POLSNE SUInLe items; changing linens;
and fixtures; ’
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Management and Organisation

What this will include:
sidential cleaning
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Health and
Safety
Regulations and
fraining courses

Considering the COSHH training
latest H.S.R provided
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Expenses breakdown

= Loan repayments = Personal drawings
= Employer’s Liability Insurance « App development
= Members’ Salaries = Car maintenance
= Office and equipment maintenance = Cleaning supplies

= Equipment = Property
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OUR SOURCE OF INCOME

1. Aniinitial
investment worth £500.000
from our pitch at a financial
contest

2. Our profits from the orders
of our customers
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CONCLUSION

This company will always strive for perfection and in the coming years we will be on top of
the market with the help of our customers.

Because we have:

Fairly prices
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With these plans implemented and a growing
customer base will guarantee our financial
success.
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