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[bookmark: _Toc266296941]Executive Summary 
 
I am Katie Stokes, I currently work from home, bookkeeping for a family run Plumbing and Heating business. I have worked for this company for the last 4 years and I do their monthly accounts and quarterly VAT books ready for the accountant to sign off and send to HMRC. 
I ran my own business for over 6 years, which involved sorting all my own accounts out for HMRC. This is where I found a passion for bookkeeping. I have learnt all I know from working, but I am looking to complete 2 AAT bookkeeping courses, so that I also have the qualification certificates and a valid licence. As a bookkeeper I do not need any formal qualifications, but I will need to hold a valid AAT licence to be self-employed. 
My business plan involves opening a bookkeeping service, filing accounts ready for them to be sent to HMRC. This will be for other small businesses, locally and in the wider community. I have chosen smaller business, as I would like to keep a healthy work life balance, as I still have a young family to look after. As I work from home, I am not limited to how far away businesses are, as they will come to me. 
Within the local area there has been a large growth of self-employed businesses and small shop run businesses opening. Therefore, increasing my market and allowing me to offer my services to their businesses. There are only 2 other bookkeeping business within a 2mile radius of my property. Due to my services being from home, I can offer a more reasonable price as ill have lower monthly overheads but can still offer the same skills and expertise. 

 
Smart Objectives:
1) I want at least 3 clients by the end of year 1. I will achieve this by speaking to and promoting by business to smaller businesses. Posting leaflets along with business cards to these small businesses. 
2) I want to ensure that the AAT qualifications are completed before starting to ensure I hold a valid license to work as a bookkeeper. 
3) I will speak to and have an accountant by the end of year 1, who will oversee and ensure all accounts processed by my business are correct and ready to be sent direct to HMRC. 
4) By the end of year 2 I want to start investing back into the business by completing course that will allow me to qualify as an accountant by the end of 5years. This will mean saving £400 a month to go towards the accountancy course fees. This will mean all accounts will be completed and process by my business and then sent direct to HMRC. 











Introduction

My business idea is to expand on the work I already do, as a bookkeeper for a family run Plumbing and Heating business, but I will become self-employed, not employed. I hope to set up and expand my business so that I have at least 5 different companies on my books by the end of 5years. I want to do a Level 2 and 3 AAT bookkeeping course to hold the qualifications for this role and this will also give me a valid AAT license to practice as a self-employed bookkeeper. I intend on completing these courses prior to opening my business, as I will need to hold a valid AAT licence to work as a self-employed bookkeeper.
I will be the only person working within this company. I intend on making it a limited company, to offer a more professional look, but also to protect my own personal assets if any future problems arise. 
 I intend to provide a highly effective and friendly bookkeeping service to my clients. I will record and log all paperwork in an orderly manner ready for the accountant to sign off to send to HMRC. I will use an accountant for this, as this will offer protection over the work I do for my clients. If my clients wish to not to use an accountant, then I will file their accounts directly myself. 
This business plan will show how I intend to yield £5,000 over a 5-year period. Whilst receiving a monthly wage of £1,100 and continuing to keep money at an acceptable level should any unforeseen circumstances arise.
My future projections for my business will be to increase the number of clients I have, and the services I offer. By completing further training, I will be able to offer services such as payroll and self-assessments taxes. 
Over the last 6 there has been a large growth in small, self-run businesses in the area due to several new estates being built within the area. This opens and creates new opportunities to promote my business and bring in new clients. 
The nearest bookkeeping business is within 2.1 miles of my property they offer a similar service to what I will be offering. These businesses have premises and several staff, thus increasing monthly over heads. This is beneficial to me as I will be able to offer a lower price for the work I will do as I will have lower monthly overheads.



 







Financial Information
To start this business up ill use what I have in saving to complete the AAT courses before opening. Ill also have my monthly wage from current employer and I will continue to work for this company but not be employed by them. I will need a laptop, desk and printer and stationery to start up my business, all of which I currently have. Therefore, there will be no large cash out flow. To run this business successfully and enable future courses to be taken I will need a minimum of 5 clients on my books. I will need 2 clients on my books to break even every month and allow me to carry on earning what I did whilst employed. To be fully comfortable and profitable, I will need a minimum of 5 clients. As self-employed companies struggle within the first few years of business, I will look to have around 8 –10 clients on my books. This will also allow me to have a healthy work life balance but also have the flexibility that if I do lose clients, I will still have my 5 clients as minimum to allow comfortability and profit, whilst I advertise to take on more clients.
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As you can see from the graphs the business should always been in profit due to low over heads and the number of clients I have on my books. Over the years I will take more of a wage whilst retaining money in the business for the future courses, I will take. 









[bookmark: _Toc1787301188]Marketing
[bookmark: _Int_PhCbVynK]My target market will be small business, self-employed companies such as electricians, plumbers, painters and decorators etc... There are also a few boutiques locally. The market area within a 5miles radius is extremely large, there are over 50 business and boutiques who I could offer my services to. There is a local “hang me up” advertising company who place your details alongside other local business. As well as this ill post leaflets and business cards through the local businesses doors as well as advertising on social media outlets like Facebook. I will also rely on word of mouth from current clients to pass my details on to any company they know.
There are two bookkeeping companies within 2.1 miles of my property. They are larger business with more staff and higher monthly overheads. As the sole owner and working from home, my overheads will be lower. Therefore, I will be able to offer new companies a discounted rate to file all their books, whilst still allowing my business to make a profit. There are apps that you can use to file your accounts. These are basic and if you come into any problems there is no one available to offer help and support. Being a friendly and supportive person who is readily available, who can offer a great service at a lower price due to lower monthly overheads will allow me to create a unique selling point for future customers. 
My office hours will be 9am- 5pm, but if there is an issue, I will be available until 9pm weekdays.
 
“PEST analysis stands for political, economic, social, and technological.
This type of analysis is used to gauge external factors that could impact the profitability of a company” Kenton (2023). Based on this I need to ensure I have a full AAT license to be a self-employed bookkeeper. The economy is always changing, and business do go into liquidation. Therefore, I should try to have more clients (6-8) to ensure I always have my minimum number of clients needed to stay in profit. There are apps readily available which allow you to log your own accounts, but these are impersonal and if you have an issue there is no one available to offer support and guidance. 

“SWOT (strengths, weaknesses, opportunities, and threats) analysis is a framework used to evaluate a company's competitive position and to develop strategic planning. SWOT analysis assesses internal and external factors, as well as current and future potential.” Kenton (2023) My business strengths will be a strong brand with customers at the heart of all I do. I live in an area with little competition for the service I provide. I have over 6 years' experience of bookkeeping, so know what is expected to achieve customer satisfaction. Weakness will be having to use an accountant to submit the books I file, until I have completed the courses which will allow me to do it myself. If my laptop or printer breaks down, waiting for new will be time consuming and increase workload of the following days. Being a new business myself I will face starting up challenges but providing I apply myself these obstacles should be easily overcome. Working from home and offering my services to all will increase my opportunities of hopefully getting more clients. The threats towards the business will be other companies and potential future apps setting up and businesses who use my service closing permanently or taking their businesses elsewhere. 
Local business within 10mile radius of my property.
[image: ]
[bookmark: _Toc664245695]Revenue and pricing strategy

Based on the average day rate for local self-employed people, between £120- £180. I have based my daily rate around the lower figure to have competitive pricing with other local bookkeepers. I will charge a day rate of £100. I will do one set of books daily over 4 weeks to complete the month and then charge my clients £400 for that month. I will aim to have 4 new clients on my books by the end of year 2, meaning I will have a total of £1,600, plus my original client who pays £700 a month giving me a total of £2,300 a month. 
	Profit and Loss for Direct Finance Bookkeeping Services Ltd

	                                5th April 2023- 4th April 2024

	
	

	Clients 
	15,600

	
	

	Expenditure
	

	Stationary
	95

	Mobile phone
	420

	Car business insurance
	1440

	Public liability insurance
	92

	Gas and Electric 
	624

	D.B.S certificate
	88

	First aid kit
	23

	Office Furniture
	200

	Marketing
	720

	Printer Ink
	123

	Wages
	10,000

	
	

	Expenditure Total
	13,825

	
	

	Profit 
	1,775
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[bookmark: _Toc1397062115]Operations
My business will be run from my own property, there are only two other bookkeepers in a 2.1 miles radius and 4 in a 6mile radius. This is an advantage as there are few competitors in the area. The equipment used will be my laptop, printer and filing cabinet. The risks here are IT failure from the laptop and printer, meaning an unexpected expense. If this happens within the first few months of running then, it will mean the first year in business will not be profitable. To prevent this from being an issue, in year 2 of running ill look to put savings aside to allow for any future unexpected expenses.
As I will be the only person working for the business, there will be no staffing issues, but if there is a problem, for example sickness, I will have to continue working or work longer on other days to ensure my clients books are up to date. The business does not require suppliers as ink/stationary will be purchased by myself from a local store. One income source will be £700.00 a month and each new client I take on will be charged £400.00 for their monthly booking.
I will need a valid AAT licence to be a self-employed bookkeeper and all books I complete will have to be sent to an accountant so that they can be submitted to HMRC. This takes accountability off me until I have completed accountancy courses in the future. 
  
















[bookmark: _Toc1839398062]Conclusion 
 In conclusion, to run a successful business that is profitable, I will need a minimum of 5 clients on my books, with the possibility of having 2-4 more in case of any unforeseen circumstances, which could result in client loss. This will allow me to go on and complete future accountancy courses, allowing me to offer different services to future clients who may have larger companies, such as pay roll and self-assessments for tax. 
I will have to ensure my AAT license to be a self-employed bookkeeper is always in date and my client files are organised and filed properly to stop any issues arising. 
[bookmark: _Int_LNGX98HP]If executed properly this business could be highly successful and extremely profitable within 5 years. Allowing further training in the future, in other areas of accountancy, as well as having a good wage and a healthy work life balance for my family.
 
 
 
 
 
 
















[bookmark: _Toc514118582]References

Abrams R (2003). The successful business plan (4th Edition) The Planning shop.
https://books.google.co.uk/books?hl=en&lr=&id=hpFxjEsZLUwC&oi=fnd&pg=PR7&dq=business+plan+sample&ots=erQt3BaAPj&sig=XkS2DZdpNbzEOIGkVeiiCFg-XRY#v=onepage&q=business%20plan%20sample&f=false

Academia (2009). Start-up Sample Business Plan Academia. 
https://www.academia.edu/download/58559853/Business_plan_sample.pdf

[bookmark: _Toc250278853]Kenton W (2023). What Is PEST Analysis? Its Applications and Uses in Business Investopedia. 
https://www.investopedia.com/terms/p/pest-analysis.asp#:~:text=PEST%20analysis%20stands%20for%20political,the%20profitability%20of%20a%20company.
 
Kenton W (2023). SWOT Analysis Investopedia.
https://www.investopedia.com/terms/s/swot.asp

LET Training (2023). Business Operations skills and how they can help your business LET Training.
Business Operations skills and how they can help your business. (lettraining.com.au)

Looka (2023). Design your own beautiful brand Looka Inc.
https://looka.com/s/139432358
 
Suited (2023). Public Liability Configure Cover Suited Insure Ltd.
https://go.suited.insure/configure-cover.html

Training Link (2023) Get qualified in bookkeeping and accountancy Training Link.
Bookkeeping Courses | ICB & AAT Qualifications | Training Link (training-link.co.uk)
















[bookmark: _Toc813159077]Appendix A – 
 [image: ]
 
 Curriculum Vitae
Katie Stokes
24/02/1987
07450864961
Eitak_05@hotmail.co.uk
Newport, United Kingdom

Professional summary:
Experienced bookkeeper within a family run business. Ambitious and keen to always improve and refine knowledge and skills. Thrives in roles that push me to learn and adapt new skills.  

Employment history:
Stokes and Sons Heating Ltd
Jan 2018- Present
I currently do the accounts for this business, this includes sorting all receipts and invoices for each month, working out income and expenses monthly and then quarterly for VAT.

Katies’ Day Care
Sep 2011- June 2017
I was a childminder for over 6 years, i looked after children from the ages of 9 months to 8 years old. This job consisted of working closely with families to ensure the health and happiness of their child whilst in my care.  I had to do all my own and submit them to HMRC yearly. 

Education:
University Of Wales Trinity Saint David
Higher Certificate Leadership and Management
Feb 2023- November 2023 

Coleg Glan Hafen
A Levels
Psychology 
Sociology 
AS Biology 
St Telios Church in Wales High School
A Levels
History 
BTEC P.E
 
Future Courses: 
AAT Bookkeeping Levels 1-3 
 
Hobbies:
I am a sectional scout leader for 1st Rogerstone. I enjoy this voluntary position as it gives back to the community, especially the children from the local area. It allows them to experience things that they may never have normally had the chance to experience. 

I enjoy reading and walking in my free time. 

Skills: 
Communication skills
Listening skills
Leadership skills 
Multi-tasking skills
Accounting skills
Ability to use Microsoft word excel office and PowerPoint.
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Pre-startup_Month1 Month2 Month3 Month4 Month5 Month6 Month7 Month8 Month9 Month 10 Month 11 Month 12 TOTAL

1. CASH IN THE BANK

(Beginning of month) 1,000 700 314 20 145 270 376 178 703 1,208 1,319 1,444 1,949
2. INCOVE

(@) Customers 700 700 1,100 1,100 1,100 1,100 1500 1500 1500 1500 1900 1,900 | 15600
(b) Loan or other cash injection -

3. TOTAL INCOME
700 700 1,100 1,100 1,100 1,100 1,500 1,500 1500 1500 _ 1900 1,900 | 15600

4. TOTAL AVAILABLE
1,700| 1,400 1014 1,120 1245 1370 1476 1678 2203 2,708 2,819 3344 3,849

5. OUTGOINGS

Stationary 20 20 20 15 20 95
Mobile phone 35 35 35 35 35 35 35 35 35 35 35 35 420
Car business insurance 120 120 120 120 120 120 120 120 120 120 120 120 1,440
Public liabilty insurance 8 8 8 8 8 8 8 8 8 8 8 8 92
Gas and Electric 52 52 52 52 52 52 52 52 52 52 52 52 624
D.B.S certificate 88 88
First aid kit 23 23
Office Fumiture 200 200
Marketing 60 60 60 60 60 60 60 60 60 60 60 60 720
Prnter Ink 123 123
ATT courses 1,000 -

1) Sutota 386 295 275 275 295 598 275 295 290 275 295 275 3,825

(s) Loan principal payment -

(t) Capital purchases (specify) -

(u) Other start-up costs -

(v) Resene / Savngs -
() Owners witharawal 700 700 700 700 700 700 700 700 1,100 1,100 1,100 1,100 | 10,000

6. TOTAL PAID OUT

1,086 995 975 975 995 1,298 975 995 1,390 1,375 1,395 1,375 13,825

7. FINAL BALANCE

700 314 20 145 270 376 178 703 1,208 1,319 1,444 1,949 2,475





image.png
'7L

FINANCE DIRECT BOOKKEEPING




image7.png
Objoctives





image6.png
= Stationary = Mobile phone = Car business insurance
= Public liability insurance = Gas and Electric = DB.S certificate
= First aid kit = Office Furniture = Marketing

= Printer Ink = Wages




image4.png
50000

40000

30000

20000

10000

5 year profit prodictions

= Clientincome (monthly) B Total client income year

mm Total Expenses

mm Total Paid out

— \Wages

e Final Balance

. III
5




image5.png
= Heating and plumbing = Carpetners = Painter and decorators

= Electricians = Landscape gardeners = Hair dressers




