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Business Address

 2 Redwood Court
The Terrace
Rhymni
Tredegar
Caerphilly
NP22 5DZ

Contact Information:

07814 758 036
jemmarees@outlook.com 
www.happyhoundhotels.com                                                                               
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Happy Hound Hotel was created from the business owners passion for animals, specifically dogs. Since having their dogs for the last six years, they appreciate how difficult it can be to go on holiday whilst ensuring their dogs are well cared for. Not content with the standard option of kennel boarding, they decided to create a hotel for dogs. Owners can go away on family holidays or short trips safe in the knowledge that their dogs will be looked after in a residential setting with the home comforts that they are accustomed to, lessening stress for both owner and pet. In addition, the hotel also offers daily boarding whilst their owners are at work.
The hotel will operate from the owners' place of residence; this will limit the number of dogs that they can care for at any one time to a maximum of four but ensures the service remains personal. Unlike many other dog boarding businesses, Happy Hound Hotel can offer both daily and overnight boarding. This is their unique selling point as many other companies can only offer one of these services. 
The business will be operational from August 2021 as a sole trader and will provide a safe and legally compliant environment for its guests. During the day, the hotel will provide regular walks, meals as directed by the guests' owners and mentally stimulating play. 
[bookmark: _Toc77132014]Business Overview
Dogs have been considered humans "best friends" for around 11,000 years; research into dog DNA confirms that dogs were domesticated before any other known species (Rincon, 2020). 
This is very apparent with the ability to purchase all kinds of paraphernalia for furry friends, from sparkly collars to bikinis, blankets with their faces on to engraved sleeping baskets. 
Research by Moneyexpert (2019) shows that 96% of pet owners consider their pet a family member, with 36% buying them a Christmas present and 12% buying pet furniture. In addition, an article featured on MoneyMagpie (Siobhan 2019) stated that in 2018 pet owners spent an estimated £1.5 billion on pet boarding alone. 
With the above statistics and the owners' personal love of dogs, there is a clear gap in the market to provide a bespoke daily and overnight boarding service. The majority of boarding and kennel services in Caerphilly allow numerous dogs to stay overnight in purpose-built kennels; these tend to be small areas where the dogs have access to basic items such as a dog bed and water.
Happy Hound Hotel is different; overnight stays are limited to a maximum of four dogs at any time. This ensures that they will have access to greater care and attention. In addition, the dogs will sleep in the owners' spare room, which has been specifically created for them with a human-sized bed. They also provide access to a web camera, where doggy parents can check in on their beloved pet at any time.
[bookmark: _Toc77132015]Mission Statement
Happy Hound Hotel prides itself on offering a home from home and works hard to ensure a consistently high level of care is provided to their customers family pets.

[bookmark: _Toc77132016]Market Analysis and Competition

According to a report by Experian Business Strategies (Gov.wales, 2006), between twenty thousand and one hundred and five thousand workers travel from their residence in Caerphilly to Cardiff (and surrounding areas) for work purposes. (Appendix 1) Also, approximately 30% of Welsh households own a dog (Pfma.org.uk, 2016) (Appendix 2). 
A recent article by (Gibbons, 2021) found that 68% of pet owners have engaged with their workplace to arrange flexible working to prevent leaving their pet/s home alone for long periods. 14% have considered installing a web camera to check on them throughout the day. The Pet Food Manufacturers Association (Pfma.org.uk, 2021) published their annual pet population data; this shows that dogs are the most commonly owned pets, along with cats at twelve million. However, this data includes further information stating that only 14% of pet owners have a pet-friendly workplace. 

[image: ][image: ](Pfma.org.uk, 2021)

Based on these statistics, there is clearly a need for these boarding services. After researching establishments local to their business, they found that although there are several competitors nearby, they do not offer exactly the same services as Happy Hound Hotel. 
Many competitors advertise via Facebook (Facebook.com, 2021). However, few of them have a dedicated website for customers. Happy Hound Hotel will utilise the inexpensive services of social media whilst linking potential customers to their dedicated website (Appendix 3). From here, customers are able to view the business details, make enquiries and book day or overnight services at a time convenient to them and without the need to speak to anyone. However, the Hotel does have an email address and telephone number should they prefer this option. 
Once established and actual customer figures are available, it may be necessary to employ the skills of a marketing company to generate traffic via social media and the business website. Costs have been allowed for in the first year of operation for marketing.
A comprehensive PESTLE and SWOT analysis have been carried out to provide awareness of opportunities and threats, strengths and weaknesses. [image: ]
[image: ]
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Advertising will initially utilise the free marketing features of Facebook (Facebook.com, 2021) and will look to consider other social media platforms. They have considered using an SEO (Search Engine Optimization); although this is not currently financially viable, they have not discounted this method and will relook at this in month six to ascertain the initial cost Vs potential customer growth.
The hotel's service will primarily target the working population; as suggested in the above research and statistics, pet owners have identified their need for pet care whilst they are at work. Since many pet owners travel some distance to their work premises, they cannot return home during the day to provide their own care. Happy Hound Hotels services provide peace of mind to the dog's owners that their pets are being looked after, exercised, and mentally stimulated whilst they are at work.
They will offer a combination of daytime and overnight boarding to suit the customers' needs. In addition, when guests board overnight, they will provide a dedicated bedroom with several options for sleeping. Guests can choose from a classic dog basket or an actual bed. 
[bookmark: _Toc77132018]Service Offerings
The primary services offered by Happy Hound Hotel are:
· Full day boarding
· Half-day boarding
· Overnight boarding 
(Appendix 4A&B)
Many companies offer either day or overnight boarding; very few offer both options. This is where the Happy Hound Hotel is uniquely different, they can facilitate both day and night boarding, and they limit the number of guests to a maximum of four. This ensures a more personal experience is maintained, compliance with the insurance company, and operating within their capabilities.
As the business is home-based, guests are less anxious and are not left alone for any length of time. The bedroom has been purposely created to mimic that of their owners, and they have the option to snuggle into a comfortable basket on the floor or beneath a soft duvet on a 'human' bed. By creating a 'home from home,' our guests' owners can be confident that their furry children are well cared for and that any separation anxiety will be minimal. 
In addition, the staff will either be employed with a Level 3, Ofqual qualification or will work to gain this qualification shortly after joining. This is to assure their customers that they are responsible and competent to provide the expected high level of care to their pets.
[bookmark: _Toc77132019]Pricing Strategy
After researching local companies and carrying out a price comparison matrix (Appendix 5), The hotel has decided to price at the higher end of the current market. The services offered by their competitors vary slightly; some offer day boarding and others overnight boarding, very few offer both services. There is a slight variance in standard hours. Happy Hound Hotel can price at the higher end due to its competitive advantage. They offer more bespoke service than their competitors by offering day and night boarding and have added value in that the pet owners have access to a web camera to monitor their pets overnight.  The business has considered owners of more than one dog and have priced additional dogs from the same household competitively at £15.00 for the same service, saving the customer £10.00.
The Happy Hound Hotels services will be priced as follows:[image: ]
They also offer a one hour taster session, this is a perfect opportunity for potential customers to visit the hotel before deciding to purchase a full session. 
[image: ]
(Wix.com, 2021)
Due to their intentional limited capacity, initial annual income has been projected at £15,480. The business owners spouse is employed elsewhere; this income has been considered, increasing the annual projected income to £82,000. Thus ensuring they can meet all financial obligations whilst supporting a new business.
[bookmark: _Toc77132020]Sales
Initially, the business will expect fewer guests; they will offer a discounted rate for taster sessions to attract customers and ensure that both the owner and dog are comfortable. This also allows time to assess the dog's behaviour and temperament to ensure that they are suitable to mix with other dogs whilst in the hotel.
As indicated in the advertising strategy and market engagement, the hotel will expect to book a minimum of 28 full-day slots, 40 half days and 8 overnight stays in the first month. The sales projection (appendix 6) has allowed for seasonal adjustments with busier periods around the holidays. 
[bookmark: _Toc77132021]Advertising and Promotion
Market research indicates that customers primarily engage with Facebook, where customers access the internet (Facebook.com, 2021). After their initial interaction, customers are likely to further research businesses through their website. With this in mind, the hotel has created a Facebook page that will also provide a link to the website. The initial market engagement has provided a good indication of how valuable the service is and has already generated the first 15 customers. In addition, the hotel expects to spend approximately £900.00 per year on marketing costs. This will include the cost of the website, marketing material such as flyers and business cards and the use of an SEO company around month six to generate additional customers.
[image: ]
Should the target market not have access to digital services, word of mouth is still a very prominent advertising method. This is partly due to the village location, which features a solid and connected community. However, this has been taken into account, and the hotel will produce and distribute flyers to promote the business and unique services.
[bookmark: _Toc77132022]Ownership and Management Plan
Having reviewed the benefits and disadvantages of both a Limited Company and a Sole Trader, Happy Hound Hotel will operate initially as a sole trader. The projected first years turnover will be less than £85,000, as this is below the VAT requirement threshold; they are not required to be VAT registered. (Government Digital Service, 2012). Once the business reaches the VAT threshold, it will register as such.
Due to the minimal start-up costs required and that business premises are not initially required, they do not envision applying for financial assistance in the short term. 
However, once the business has become established with a repeat customer base, the hotel will expand into a purpose-built building. At this time, they will need to employ additional staff member/s to facilitate more than four dogs attending at one time. This will eventually require larger premises. The hotel would need financial assistance and will look to incorporate the company and become Happy Hound Hotel Ltd.
The business owner is Jemma Rees (Appendix 7); Jemma will carry out the day to day administration and daily care of the guests. This is the most cost-effective start to the company; should the business grow quicker than expected, Jemma will seek to employ another staff member to assist in these duties.  
[image: ]
(Microsoft.com, 2021)
[bookmark: _Toc77132023]Operating Plan

All staff members will be required to obtain the Ofqual Regulated Level 3 Professional Day Care and Boarding certification provided by IMDT (2021). This ensures the hotel is fully compliant with the Animal Welfare Licensing guidelines issued in 2018 by DEFRA (OGL, 2018). After successfully completing training, IMDT will provide the 'Green Tick Level 3 Ofqual Qualification' logo, which the hotel will display on the business website and other marketing material.
The Hotel is currently restricted to allow a maximum of four dogs to attend at any one time; this ensures the hotel is compliant with insurance and that the staff can operate within their capabilities. This is a recommendation of the Canine and Feline Sector Group (CFSG, 2020), which states that there should be a maximum of four dogs to one staff member.
DEFRA, (2018) provide a PDF containing detailed guidance which recommends the minimum level of qualifications required and that a suitable training policy must be reviewed and updated on an annual basis and must include:
· Annual appraisal 
· Planned continued professional development
· Recognition of knowledge gaps 
· Use of online courses and literature 
· If no staff are employed, the licence holder must demonstrate their own knowledge development.
Happy Hound Hotel will ensure to follow this guidance and confirm that staff will be qualified to the higher standard Ofqual Regulated Level 3. 
Customers will be required to complete an induction form before visiting:
[image: ]
(Happy Hound Hotel, 2021)  (Appendix 12)
Due to the small size and limited complexity of the business, there is no need to purchase additional software for the daily administration. The hotel will utilise Microsoft's ((Office.com, 2021) outlook calendar to manage bookings. Customers will be able to make bookings and pay by card via the website. Equipment needed to operate the business is limited; the hotel can operate with a phone and a laptop. The hotel will have a website created using a template from Wix.com (2021). The website is compatible with mobile devices for ease of access.  
Initially, the business will operate from residential premises; this reduces the initial cost as business rates are not applicable and limits the number of guests. Although business rates do not currently apply, the hotel does require an animal boarding license to operate. (Caerphilly County Borough Council, 2014) The business shall be family run and managed until they warrant the additional cost of employing staff. 
The business owner will undertake relevant training and qualifications, such as Ofqual Level 3, before launch. Additional training is to be undertaken regularly updated to ensure that all guests are as safe and well cared for as possible. The hotel will make available its health and safety policy, risk assessment, training policy and qualifications for customers to view. This is a requirement stipulated by Legislation.Gov.UK (2018). In addition, the hotel has conducted a risk assessment for the premises, staff and guests (Appendix 8), and insurance will be provided by Protectivity (2021) (Appendix 10).
[bookmark: _Toc77132024]Financial Plan


Initially, Happy Hound Hotel will operate from residential premises, the owners' spouse continues to be employed elsewhere, thus ensuring financial obligations to general expenses and household bills are met.
The initial start-up costs are minimal (appendix 9), the owners are able to provide a small amount of capital (£12,000) to facilitate these costs. They are ensuring that the business begins without debt. 
After calculating the approximate cost per guest at £3.00 each, this includes treats and poo bags, as the owners are responsible for providing all other food. The cost of bedding and toys has been allowed for in the initial start-up costs. Based on this figure, half-day boarding is the most profitable option as the business will retain 92% of the sale price. Full day boarding is the least profitable as it would only retain 87% of the sale. (Figure 1. below)
Marketing efforts will focus on gaining regular half-day boards for the first six months of operation. After six months, the business will re-evaluate the profit and loss account to ascertain how profitable this has been and alter the marketing strategy accordingly. Insurance will be purchased annually from Protectivity (2021), which specialise in home boarding insurance (Appendix 10). 
Happy Hound Hotel are not required to pay business rates as they are operating from residential premises; this would become applicable when expanding into non-residential premises and is calculated using the property rateable value (Government Digital Service, 2012)
The sales forecast shows a projected annual income of £15,480.00 (Appendix 5). This is based on varying occupancy due to seasonal adjustments; the business anticipates many guests during the summer and festive periods. This is due to customers taking annual holidays or requiring additional sessions due to festive activities such as family gatherings or parties, where they are unable to take their dog with them and do not want to leave them alone for a potentially lengthy period.
The business has allowed a total of £600 per year for accounting purposes, initially, it will be managed by the business owner, filling their self-assessment tax returns by reporting on business income and expenditure, the business feels it is prudent to make an allowance for this, should they find themselves in need of professional assistance or advice. Once established and consideration is given to expansion, they will look to outsource any accounting needs.
The business account will open with a balance of £2,000.00, which has been generously supplied by the owners' parents. In addition, they have £10,000 in savings, which will be allocated to purchase necessary equipment such as beds, bedding, water bowls and toys. 
All banking will be with Starling Bank (2021). This business account offers several benefits and is targeted to SME's, Limited Companies and Sole Traders. The bank offers an account with no monthly fees and no fees to withdraw money. There is a 0.3% fee to pay money into the account, but as all transactions will be online, this does not apply. The account also offers access to bookkeeping tools for an additional £7.00 per month. This will allow the hotel to effectively manage its finances, tax and invoices. It also provides Sole Traders with HMRC Tax estimates. (GOV.UK, 2021)
Due to the capacity limitations, they do not require a large number of physical items. Again this will be reconsidered and re-calculated when they are in the position to expand. Happy Hound Hotel will utilise the free resources available online from Business Wales (2021); the website offers a variety of help and support. Either with helpful templates, signposting to additional resources, financial advice and support.
It is likely that they will need to source additional funds by way of a loan at this point. By delaying a loan request until established, the company will be in a more favourable position to apply, and they will have at least one year of accounts to be able to show actual sales and be able to forecast the following years profit accurately. The reputation of the hotel will have been built upon, the company more visible and less of a risk to lenders.
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Figure 1. (Microsoft.com, 2021)
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Curriculum Vitae
Jemma Rees
2 Redwood Court, The Terrace
Rhymney, Tredegar
Caerphilly, 
NP22 5DZ
Jemmarees@outlook.com
07814 758036

Personal Profile
An accomplished office manager with project management experience, successfully ensuring projects are kept to schedule and within budgets. Qualified Prince2 Practitioner and currently studying BA Hons Leadership and Management with The University of Wales, Trinity St David. I hold professional memberships with AXELOS, APM and ILM.
Skills
· Highly motivated, using my own initiative to achieve the successful outcome of projects
· Team Player, assisting and leading others to ensure completion of tasks on time
· Excellent communication, negotiation, and presentation skills
· Able to organise and prioritise tasks congruously  
· Computer literate in all Microsoft packages
· Training, professional development and mentoring of team members
Work Experience
July 2021 – Present
Planning Support Officer – Office for National Statistics
Supporting and assisting in the creation, planning and maintenance of high level plans to ensure successful project delivery. Mainly focused on the delivery of the Integrated Data Programme.
This includes:
· Stakeholder engagement
· Creation and tracking of project milestones
· Preparation and presentation of key artefacts
Boarding Kennels, Various - Voluntary work – August 2015 - Present 
Caring for a variety of canines whilst they reside in kennels and assisting with the daily office duties and administration.
Duties include, but are not limited to:
· Office management and ad hoc administration
· Daily walking, food and medication administering 
· Bathing as required, cleaning of kennels and general sanitation duties
Jan 2021 – June 2021
Community Benefits Officer, Blaenau Gwent County Borough Council – Temporary Contract
Working within the regeneration and Connected Communities Team to support and advise a variety of businesses after a successful tender award. Where specified I facilitate the delivery of community benefits via social clauses in line with government legislation.
This includes:
· Regular engagement with contractors, stakeholders and community groups to ensure the monitoring of KPI's, project milestones and community benefits.
· Quality assessing to apply relevant social clauses to tender documents and the scoring of submitted method statements for contract award.
· Management and reporting of community benefits to line managers and members. 
The ability to communicate effectively at all levels and through a variety of technologies is essential for this role.
Aug 2020 – Jan 2021
Office and Project Manager, Cerrig Limited, Cardiff
Managing the daily running of a busy construction office, site staff and the management of their sister company PEGMIST (MEP). There are several projects running at any one time across both companies which require exceptional multi-tasking skills.
Main Duties include but are not limited to:
· Assisting the director with all aspects of project management from inception to delivery.
· Bid Management
· Corporate Compliance
Take off's, invoicing, estimating, recruitment, implementation of processes, arranging of meetings and minute taking, HR functions and payroll.
 Nov 2015 – Aug 2020
 Booking clerk, Connells Survey and Valuation, Cardiff
I was responsible for several surveyor's ensuring full occupation of their time, making sure that they were booked for a full day's employment to maximise efficiency, value for money, accuracy & timeliness for each booking logistical planning was a critical skill needed to ensure the surveyors diaries were adequately booked each day. Strict adherence to service level agreements with each of our clients. 
This also involved managing estate and letting agents, vendors, purchasers, and tenants to arrange suitable appointment dates and times, the company provides services to the whole of the United Kingdom, 
Jan 2011 - Aug 2015
Office Manager, Gas & Electric Safety Systems, Somerset                     
As office manager, I was responsible for staff training, progress reviews to the companies own appraisal system. Implementing new office procedures.
I was instrumental in developing, testing, and improving a new software system for the company to manage productivity in a much more efficient way. I was also responsible for the personal management of large clients and their accounts, including their annual renewals.                                                                                          
May 2008 - Jan 2011 
Office Administrator, Gas & Electric Safety Systems Somerset                               
Duties included general office administration as required, scheduling and confirming appointments for engineers to attend, database management, invoicing and answering calls. Communicating directly with the customer taking bookings and answering their enquiries. Notifying the relevant governing bodies when electrical/gas works were being carried out. I was also responsible for credit control using the SAGE computer system.
Licenses
Full UK Driving License (No Penalty points)                
Education and Qualifications
IMDT
Ofqual Regulated Level 3 Professional Day Care and Boarding certification - Pass
University of Wales, Trinity St David
BA Hons Leadership and Management – In progress
ILM Level 4 – In progress
Axelos
Prince2 Foundation and Practitioner – Pass
	English                              GCSE B & C

	Mathematics                   GCSE D

	Higher Math's                  GCSE D

	IT Key Skills                      Level 1,2,3.

	Health & Social care       NVQ Level 1

	Confidence Course         PASS

	Introduction to counselling PASS
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(Caerphilly County Borough Council, 2014)
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Link to Induction form
https://docs.google.com/forms/d/e/1FAIpQLSepvFMK5QNlnutHtFXkp3BXEwZ5niHgswN7EWjBO8wCwNAOlw/viewform?usp=sf_link 
(Happy Hound Hotel, 2021)
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PESTEL Analysis

Economy Technology A ty Licensing Regulations 2018
on the 1% of October 2018 after a
review by DEFRA. The legislation details new requirements for Dog
Day Care and Home Boarding. It stated that staff will need to meet
the new higher standard regulation qualification: OFQUAL level 3.
“This must be present at the premises during the working day.
(Legislation.gov.uk, 2018)

Our company is situated in an
‘economically disadvantaged area
of Wales, indicating that may
households may not have access
to digital devices to access our
website/facebook.
(Facebook.com, 2021)

Currently the Interest rate is low at 0.1% (Bankofengland.co.uk,
2021) meaning that any necessary borrowing is more
affordable to repay. The Inflation rate is currently 2.1%,
suggesting our customers can expect to see a 2.1% increase on
prices. However, as prices rise we could use this to our
advantage by either not increasing our prices or implementing
aincrease below the national inflation rate.

Politics Environment
Social
Business rates will need to be calculated and paid to Approximately 30% of Welsh We will recycle all food packaging in line with guidance.
the local council. et E mm A FmEE Our waste will be disposed of hygienically an
We are under the VAT £85k threshold, therefore we 2016) current guidance.

are not required to register our business for VAT.

(Ciloart, 2021)
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We can only board a maximum of
four dogs at a ime
New small company
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GROWTH TIMELINE

e
First 6 Months

Happy Hound Hotel will focus

on building strong relationships

with their initial customers. This
will lead to word-of-mouth

customer referrals. Should this
generate sufficient interest

consideration shall be given to

offering a referral reward such

as a 10% discount.

6 Months - 1 year

The business will have
established a regular
customer base and have
formed quality relationships
with their returning
customers. Consideration
will be given to employing
an SEO to generate more
customers.

Year 1-2

During this period, the company
will reffect upon its achievements.
Plans for expansion will be
produced and new business
premises sought. It is at this time
that the hotel will become VAT
registered and incorporated
Financial assistance wil also be
required to secure a larger
premises and the employment of
suitable experienced and
qualified staff.

O
Year 2-5

Now that the company has a
larger established client
base and a reputation of

quality. The hotel will look to

expand upon the services
offered. Either qualified staff
will be sought, or the owner
will undertake additional
training to offer dog
massage and hydrotherapy.
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Cash-Flow-Forecast-and-PSB-unlocked-May-2021%20JR.xlsx
Months

		January

		February

		March

		April

		May

		June

		July

		August

		September

		October

		November

		December





CC 2

		Startup Loans Risk Assessment Matrix

		Applicant		CC Score		Cash (£)

		A1		1		5000

		A2		3		5000

		A3		4		15000

		A4		4		500

		A5		2		0

		A6		4		1000

		A7		1		10000

		A8		1		100

		A9		1		200

		A10		2		9000

		A11		3		12000

		A12		2		5000

		A13		4		15000

		A14		2		200

		A15		1		1300

				x		y

		X Axis		1		8000

				4		8000

		Y Axis		2.5		0

				2.5		16000



SUL Risk Assessment Matrix



Cash (£)	1	3	4	4	2	4	1	1	1	2	3	2	4	2	1	5000	5000	15000	500	0	1000	10000	100	200	9000	12000	5000	15000	200	1300	X Axis	1	4	8000	8000	Y Axis	2.5	2.5	0	16000	









CC 4

		Startup Loans Risk Assessment Matrix

		Applicant		CF/Month		Cash (£)

		A1		1		5000

		A2		3		5000

		A3		4		15000

		A4		4		500

		A5		2		0

		A6		4		1000

		A7		1		10000

		A8		1		100

		A9		1		200

		A10		2		9000

		A11		3		12000

		A12		2		5000

		A13		4		15000

		A14		2		200

		A15		1		1300

				x		y

		X Axis		1		8000

				4		8000

		Y Axis		2.5		0

				2.5		16000



SUL Risk Assessment Matrix



Cash (£)	1	3	4	4	2	4	1	1	1	2	3	2	4	2	1	5000	5000	15000	500	0	1000	10000	100	200	9000	12000	5000	15000	200	1300	X Axis	1	4	8000	8000	Y Axis	2.5	2.5	0	16000	









1 Actual Cash Flows





				ACTUAL CASH FLOWS: SIX-MONTHS



				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.





				Select your starting month:

Jane Cormack: Explanation

This tab should be based on the month looking 6 months back - e.g. so if today was June 2018, your starting month would be January 2018. The cash flow should break down your month to month income over the past 6 months.

Click on the cell to reveal a drop down list.

										MONTHS

				Cash in-flows

Jane Cormack: Explanation:

This is where you list any money that has come in to your business in the last six-months, such as product or service sales, equity or other investments or other forms of debt finance, like a 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 had at the start of this six-month period. Leave it blank if this does not apply to some/any of your items.		1		2		3		4		5		6		TOTAL

Jane Cormack: Explanation:

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

				Total sales revenue

Jane Cormack: Explanation:

Enter in the value of the sales you received each month for last six-months. 

If it's easier, you may wish to break this down into different sources of revenue using the blank fields below. If this is the case, provide a clear description of what you have included in each so it is clear to your Business Adviser.				

Jane Cormack: Explanation:

Enter any money that you had at the start of this six-month period. Leave it blank if this does not apply to some/any of your items.		£0		£0		£0		£0		£0		£0		£0		£0

				Sources of investment

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.				£0		£0		£0		£0		£0		£0		£0		£0

				Debt-based finance

Jane Cormack: Explanation:

Use this row for any debt based form of finance you have received, like a loan or credit facility. Please note, there should be evidence of this finance appearing in your business bank accounts.				£0		£0		£0		£0		£0		£0		£0		£0

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has had any other income or cash in-flows in the last 6 months 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

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has had any other income or cash in-flows in the last 6 months 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

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has had any other income or cash in-flows in the last 6 months 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

				Total cash in-flows (A)

Jane Cormack: Explanation:

Your total cash in-flow is made up of all your individual sources of income added together.																		

Jane Cormack: Explanation:

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



										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

Jane Cormack: Explanation:

Enter any expenses that you had at the start of this six-month period. Leave it blank if this does not apply to some/any of your items.		1		2		3		4		5		6		TOTAL

Jane Cormack: Explanation:

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

				Cost of sales

Jane Cormack: Explanation:

This is the costs you incurred to produce all of your sales over the last six-months. 				

Jane Cormack: Explanation:

Enter any expenses that you had at the start of this six-month period. Leave it blank if this does not apply to some/any of your items.		£0		£0		£0		£0		£0		£0		£0		£0

				Rent or premises costs

Jane Cormack: Explanation:

You may be leasing your own venue, paying a membership fee to a hotdesking work hub, or working in a retail space. What costs did you incur to do this for each of the last six-months?				£0		£0		£0		£0		£0		£0		£0		£0

				Business rates for your business premises

Jane Cormack: Explanation:

If you have a business premises or work from a home office, then it is likely that you will have been paying business rates to your local council.				£0		£0		£0		£0		£0		£0		£0		£0

				Utilities (gas, electricity, water)

Jane Cormack: Explanation:

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 made for your business in the last six-months.
				£0		£0		£0		£0		£0		£0		£0		£0

				Insurance

Jane Cormack: Explanation:

Did you pay insurance for any aspect of your business in the last six-months? This could be anything from premises, stock or equipment insurance to personal or employee liability insurance.				£0		£0		£0		£0		£0		£0		£0		£0

				Telephone and internet

Jane Cormack: Explanation:

Think about any costs you incurred for this line item across your business, including the cost for each individual staff member if relevant.				£0		£0		£0		£0		£0		£0		£0		£0

				Marketing and advertising expenses

Jane Cormack: Explanation:

Think about what money you used to promote your business and drive sales in the last six-months. 				£0		£0		£0		£0		£0		£0		£0		£0

				Vehicle running costs

Jane Cormack: Explanation:

If you use a vehicle to operate your business, how much did you spend each month on fuel, insurance, registration, repairs?																		

Jane Cormack: Explanation:

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

				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).				£0		£0		£0		£0		£0		£0		£0		£0

				Postage, printing, stationery

Jane Cormack: Explanation:

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. How much did you spend in the last six-months?				£0		£0		£0		£0		£0		£0		£0		£0

				Transport and delivery

Jane Cormack: Explanation:

If you run a product based business then you may incur monthly fees for transport and delivery of your goods.				£0		£0		£0		£0		£0		£0		£0		£0

				Professional fees (legal, accounting etc.)

Jane Cormack: Explanation:

Think about any professional services you used in the last six-months to manage your business. This might have been on a retainer or ad-hoc basis. 

For example, a lawyer, accountant, designer or marketing consultant.				£0		£0		£0		£0		£0		£0		£0		£0

				Your salary 

Jane Cormack: Explanation:

These cells are based on how much you have drawn from the business as a salary to cover your expenses in the last six-months. These drawings should appear on your bank statements and may have been withdrawn as a one-off payment each month or as numerous payments throughout the month.

Either way, reflect the total monthly amount in this row.				n/a		£0		£0		£0		£0		£0		£0		£0

				Staff costs

Jane Cormack: Explanation:

If you hired staff, whether full time or part time, then this is where you can reflect the amount of money you spent each month on staff salaries, national insurance contributions and staff pensions etc.				£0		£0		£0		£0		£0		£0		£0		£0

				Start Up Loan monthly repayment*

Jane Cormack: Explanation:

This should be the monthly repayments you made on your original Start Up Loan for the last six-months (unless you have already repaid your loan in full at any time durin this period).
				n/a		£0

Jane Cormack: Tip:

Your monthly loan repayments should have been the same each month, unless you repaid your loan in full at any time during the last six-months. 

Simply enter the monthly amount in this first cell, and this will automatically carry it across for the remaining six-months.
		£0		£0		£0		£0		£0		£0

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has had any other expenses or cash out-flows in the last six-months 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

				Enter other

Jane Cormack: Explanation:

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

Provide a description of these items in the next field.						

Jane Cormack: Tip:

Your monthly loan repayments should have been the same each month, unless you repaid your loan in full at any time during the last six-months. 

Simply enter the monthly amount in this first cell, and this will automatically carry it across for the remaining six-months.
		£0		£0		£0		£0		£0		£0		£0		£0

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has had any other expenses or cash out-flows in the last six-months 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

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has had any other expenses or cash out-flows in the last six-months 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

				Enter other

Jane Cormack: Explanation:

Use these fields if your business has had any other expenses or cash out-flows in the last six-months 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

				Total cash out-flows (B)

Jane Cormack: Explanation:

Your total cash out-flow is made up of all your expenses from the last six-months added together.				£0		£0		£0		£0		£0		£0		£0		£0



						Your net cash flow (A-B)

Jane Cormack: Explanation:

Your net cash flow tells you the difference between what came into your business and what went out of your business over the last six-months.		£0		£0		£0		£0		£0		£0		£0		£0



						Your monthly opening business bank account balance

Jane Cormack: Explanation:

This is the amount of money that you had 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: Explanation:

Use this field to insert your balance on your business account at the start of month one (six-months ago). 

For example, if six months ago was September 2017, you should insert your business account balance at the start of that day into this cell.You can review your business bank accounts for help working this out.		£0		£0		£0		£0		£0		£0		£0



						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.
		£0		£0		£0		£0		£0		£0		£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 Actual Cash Flows.

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.































Guidance





								Name:		Jemma Rees

								Company Name:		Happy Hound Hotel





				Guidance on using these templates for your Start Up Loan application

				 - First, save your name and company name on this document above
 - In this document, you will find three tabs, that need to be completed as part of your loan application
 - Don't worry if you need some help. At the top of each tab you will find both a description of each of the templates, as well as some tips on how to complete them
 - We suggest you complete each template in number order so that you can carry forward any of your workings
 - If you need some help completing these documents, you can submit them as a first draft, within the customer portal and one of our Delivery Partners will be in touch to provide further assistance
 - If you have already completed a Business Plan, Personal Survival  Budget or Cash Flow Forecast, you do not have to transfer the information into our templates
 - Our templates have been designed to support our application process, so we would encourage you to provide the information we have requested across these templates, to help us assess your application quicker, so please review your information before submitting
 - Finally, don't forget to save your document as you go through





				TIPS ON COMPLETING THE TEMPLATES



				*		The templates are designed to be as easy to use as possible - For the CFF, SA and PSB, simply enter your figures into the white coloured cells on the templates and all of the light blue coloured cells will auto-calculate based on your responses. The light blue cells aren't locked so be mindful not to change them;

				*		For an explanation of any terms included on these templates, 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;

				*		For the PSB and CFF, If you want to see what formula is being used to calculate any of the blue 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;

				*		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 can feasibly change in order to achieve this. Alternatively please provide details of how this negative balance will be covered (i.e. Business overdraft etc.) within the commentary box provided;

				*		The templates list a range of common options but they might not all be applicable for you. Add or remove items as relevant to you and your business;

				*		All values that you enter should be in GBP (£) and should include VAT;

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



				*		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).











(PSB) Personal Survival Budget





				Personal Survival Budget



				Your Personal Survival Budget (PSB) should detail your average monthly income minus all the costs and expenses you personally incur in a typical month. 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.
 - Your PSB should show PERSONAL income and expenses only, not business related items;
 - Your PSB should include all your credit repayments (loans, credit cards, etc) as part of your expenditure;
 - Before completing this template, you should reference your last three-months of personal bank statements to see how much you normally earn and spend;
 - If we have asked you for bank statements, please ensure your income & expenses align where possible (accounting for monthly averages);
 - Your PSB should reflect your expected expenses for the first month after you secure your Start Up Loan;
 - We have linked the PSB and CFF tabs so that the monthly balance of your PSB automatically appears in your CFF.  
 - This is designed to help you see how much money you need to draw from your business as salary in the future in order to cover your personal expenses;
 - If your personal expenses are more than your personal income, your monthly balance will be negative. In this instance, your business will need to generate enough money to cover the shortfall.



















												Key:

														These cells auto-calculate - you don't need to edit these.

														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 auto-calculated for you 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.						£3,200				£38,400

				Rent from 2nd property

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.						£500				£6,000

				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.										

Jane Cormack: Explanation:

This is auto-calculated for you by multiplying your anticipated monthly income by 12.		£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.						£3,700				£44,400



				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 auto-calculated for you by multiplying your anticipated monthly expenses by 12.

				Rent or mortgage payments						£800				£9,600

				Council tax						£210				£2,520

				Utilities						£200				£2,400

				Phone and internet						£150				£1,800

				TV Licence						£10				£120

				Personal and property insurance						£45				£540

				Grocery shopping						£200				£2,400

				Transport costs						£50				£600

				Car tax and insurance						£56				£672

				Subscriptions						£45				£540

				Clothing						£90				£1,080

				Leisure and entertainment						£150				£1,800

				Money put into savings						£500				£6,000

				Credit commitments (loans, credit cards etc)

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.						£50				£600

				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

				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.						£2,556				£30,672



										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 deficit), 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 surplus), 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'. 
				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.


										£1,144				£13,728





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































(SA) Sales Assumptions

																																						January

																																						February

				Sales assumptions																																		March

																																						April

				The Sales Assumptions template will help you work out your anticipated sales and cost of sales for your business for the next 
12-months. This will help your Business Adviser better understand any assumptions you have made in your forecasting.
 - You will be asked to choose a start month for your Sales Assumptions; this should be the next month after you expect to receive the loan;
 - The template will ask you to list the various product(s) and/or service(s) that your business offers and there is space for up to four items to be listed. If your business has more than this, consider grouping them together;
 - Work through this template in the order it sets out, as each section corresponds to the one that follows;
 - First you will be asked to write down the sale price of each item, and how much it costs you to produce for each individual unit;
 - Then you will asked to estimate the number of sales you will make for each item over the next 12-months. Once you have entered this information, this will be used to calculate your total anticipated sales and cost of sales for the remainder of the year;
 - The Sales Assumptions is linked to the CFF tab so that your total anticipated sales and cost of sales are automatically populated. If you need to make any changes, make them in the Sales Assumptions tab and the updates will appear in your CFF.																																		May

																		Key:																				June

																				These cells auto-calculate - you don't need to edit these.																		July

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

																																						September

																																						October

																																						November

																																						December

				Select your starting month:

Jane Cormack: Explanation

Your sales assumptions 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.				July



				1. Product breakdown



						Product / Service 1		Product / Service 2		Product / Service 3		Product / Service 4								Worked Example

Jane Cormack: Explanation:

This is a worked example to show you what to input into each cell.

				Product / Service name

Jane Cormack: Explanation:

List your revenue generating items in this row (whether it's a product or service). If you have more than four, consider grouping them together.		Full day Boarding		Half day Boarding		Overnight Boarding		Extra dog								T-Shirts

				Sale price (per unit) £

Jane Cormack: Explanation:

Enter the amount that you sell this item for on a single unit basis.		£23.00		£18.00		£30.00		£10.00								£25.00

				Cost price (per unit) £

Jane Cormack: Explanation:

Enter the total cost you incur in producing this item on a single unit basis.		£3.00		£1.50		£3.00		£0.00								£12.00

				Gross Margin (per unit)

Jane Cormack: Explanation:

Your Gross Margin shows the percentage of profit you make on the sale of each unit.

Your Gross Margin is calculated by subtracting your cost price from your sales price and dividing the total by the cost price. This is expressed as a  percentage; the higher the percentage, the more you are earning on every sale. 

These cells will auto-calculate for you.		87%		92%		90%		100%								108%



				2. Number of sales per month

				*Average sales volumes per day based on 30-days per month.



				Month		Product / Service 1

Jane Cormack: Explanation:

In these cells, enter the quantity of sales you expect to make for each item over the next 12-months. 

Think about when you expect to see sale peaks and troughs. Is your business affected by seasonality? If so, this should be reflected in your numbers.		Product / Service 2

Jane Cormack: Explanation:

In these cells, enter the quantity of sales you expect to make for each item over the next 12-months. 

Think about when you expect to see sale peaks and troughs. Is your business affected by seasonality? If so, this should be reflected in your numbers.		Product / Service 3

Jane Cormack: Explanation:

In these cells, enter the quantity of sales you expect to make for each item over the next 12-months. 

Think about when you expect to see sale peaks and troughs. Is your business affected by seasonality? If so, this should be reflected in your numbers.		Product / Service 4

Jane Cormack: Explanation:

In these cells, enter the quantity of sales you expect to make for each item over the next 12-months. 

Think about when you expect to see sale peaks and troughs. Is your business affected by seasonality? If so, this should be reflected in your numbers.		Total sales volumes 
per month

Jane Cormack: Explanation:

This will auto-calculate based  on the numbers you have entered for each item. 		Average sales volumes
per day*

Jane Cormack: Explanation:

This is based on an average of 30 days per month, and is calculated by dividing your total sales volumes by 30.				Worked Example

				1

Jane Cormack: Explanation:

Month 1 will be the starting month that you selected above in Cell D11.		28		40		8		2		78		3				30

				2		21		6		8		3		38		1				28

				3		22		8		12		3		45		2				30

				4		15		12		4		1		32		1				45

				5		14		10		6		0		30		1				44

				6		15		22		7		4		48		2				46

				7		9		20		2		1		32		1				50

				8		28		46		9		3		86		3				48

				9		19		44		3		2		68		2				51

				10		26		32		2		2		62		2				55

				11		25		31		2		3		61		2				55

				12		28		34		3		2		67		2				60



				Sales (£)

				You do not need to edit this section; this will auto-calculate based on your responses above. *Average sales value per day is based on 30 days per month.



				Month		Product / Service 1		Product / Service 2		Product / Service 3		Product / Service 4		Total sales value (£)
per month

Jane Cormack: Explanation:

These totals will automatically pull across into your Cash Flow Forecast.		Average sales value
per day*

Jane Cormack: Explanation:

This is based on an average of 30 days per month, and is calculated by dividing your total sales values by 30.				Worked Example

				1

Jane Cormack: Explanation:

Month 1 will be the starting month that you selected above in Cell D11.		£644.00

Jane Cormack: Explanation:

All of these cells will auto-calculated based on the information you provided above. To change their value, update the orange cells.		£720.00		£240.00		£20.00		£1,624.00		£54.13				£750.00

				2		£483.00		£108.00		£240.00		£30.00		£861.00		£28.70				£700.00

				3		£506.00		£144.00		£360.00		£30.00		£1,040.00		£34.67				£750.00

				4		£345.00		£216.00		£120.00		£10.00		£691.00		£23.03				£1,125.00

				5		£322.00		£180.00		£180.00		£0.00		£682.00		£22.73				£1,100.00

				6		£345.00		£396.00		£210.00		£40.00		£991.00		£33.03				£1,150.00

				7		£207.00		£360.00		£60.00		£10.00		£637.00		£21.23				£1,250.00

				8		£644.00		£828.00		£270.00		£30.00		£1,772.00		£59.07				£1,200.00

				9		£437.00		£792.00		£90.00		£20.00		£1,339.00		£44.63				£1,275.00

				10		£598.00		£576.00		£60.00		£20.00		£1,254.00		£41.80				£1,375.00

				11		£575.00		£558.00		£60.00		£30.00		£1,223.00		£40.77				£1,375.00

				12		£644.00		£612.00		£90.00		£20.00		£1,366.00		£45.53				£1,500.00

														£13,480.00

				Cost of sales

				You do not need to edit this section; this will auto-calculate based on your responses above. *Average cost of sales per day is based on 30 days per month.



				Month		Product / Service 1		Product / Service 2		Product / Service 3		Product / Service 4		Total cost of sales (£)
per month

Jane Cormack: Explanation:

These totals will automatically pull across into your Cash Flow Forecast.		Average cost of sales
per day*

Jane Cormack: Explanation:

This is based on an average of 30 days per month, and is calculated by dividing your total cost of sales by 30.		

Jane Cormack: Explanation:

Month 1 will be the starting month that you selected above in Cell D11.		

Jane Cormack: Explanation

Your sales assumptions 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.		

Jane Cormack: Explanation:

All of these cells will auto-calculated based on the information you provided above. To change their value, update the orange cells.														Worked Example

				1

Jane Cormack: Explanation:

Month 1 will be the starting month that you selected above in Cell D11.		£84.00

Jane Cormack: Explanation:

All of these cells will auto-calculated based on the information you provided above. To change their value, update the orange cells.		£60.00		£24.00		£0.00		£168.00		£5.60				£360.00

				2		£63.00		£9.00		£24.00		£0.00		£96.00		£3.20				£336.00

				3		£66.00		£12.00		£36.00		£0.00		£114.00		£3.80				£360.00

				4		£45.00		£18.00		£12.00		£0.00		£75.00		£2.50				£540.00

				5		£42.00		£15.00		£18.00		£0.00		£75.00		£2.50				£528.00

				6		£45.00		£33.00		£21.00		£0.00		£99.00		£3.30				£552.00

				7		£27.00		£30.00		£6.00		£0.00		£63.00		£2.10				£600.00

				8		£84.00		£69.00		£27.00		£0.00		£180.00		£6.00				£576.00

				9		£57.00		£66.00		£9.00		£0.00		£132.00		£4.40				£612.00

				10		£78.00		£48.00		£6.00		£0.00		£132.00		£4.40				£660.00

				11		£75.00		£46.50		£6.00		£0.00		£127.50		£4.25				£660.00

				12		£84.00		£51.00		£9.00		£0.00		£144.00		£4.80				£720.00

														£1,405.50







				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 Sales Assumptions

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.

														

Jane Cormack: Explanation:

These totals will automatically pull across into your Cash Flow Forecast.		

Jane Cormack: Explanation:

This is based on an average of 30 days per month, and is calculated by dividing your total sales values by 30.		

Jane Cormack: Explanation:

List your revenue generating items in this row (whether it's a product or service). If you have more than four, consider grouping them together.		

Jane Cormack: Explanation:

Enter the amount that you sell this item for on a single unit basis.		

Jane Cormack: Explanation:

Enter the total cost you incur in producing this item on a single unit basis.		

Jane Cormack: Explanation:

Your Gross Margin shows the percentage of profit you make on the sale of each unit.

Your Gross Margin is calculated by subtracting your cost price from your sales price and dividing the total by the cost price. This is expressed as a  percentage; the higher the percentage, the more you are earning on every sale. 

These cells will auto-calculate for you.																

Jane Cormack: Explanation:

This is a worked example to show you what to input into each cell.		

Jane Cormack: Explanation:

In these cells, enter the quantity of sales you expect to make for each item over the next 12-months. 

Think about when you expect to see sale peaks and troughs. Is your business affected by seasonality? If so, this should be reflected in your numbers.		

Jane Cormack: Explanation:

Month 1 will be the starting month that you selected above in Cell D11.				

Jane Cormack: Explanation:

In these cells, enter the quantity of sales you expect to make for each item over the next 12-months. 

Think about when you expect to see sale peaks and troughs. Is your business affected by seasonality? If so, this should be reflected in your numbers.		

Jane Cormack: Explanation:

In these cells, enter the quantity of sales you expect to make for each item over the next 12-months. 

Think about when you expect to see sale peaks and troughs. Is your business affected by seasonality? If so, this should be reflected in your numbers.		

Jane Cormack: Explanation:

Month 1 will be the starting month that you selected above in Cell D11.								

Jane Cormack: Explanation:

In these cells, enter the quantity of sales you expect to make for each item over the next 12-months. 

Think about when you expect to see sale peaks and troughs. Is your business affected by seasonality? If so, this should be reflected in your numbers.		

Jane Cormack: Explanation:

All of these cells will auto-calculated based on the information you provided above. To change their value, update the orange cells.								

Jane Cormack: Explanation:

This will auto-calculate based  on the numbers you have entered for each item. 		Use this space to explain any of the information you have provided in the fields above.

				We can board a maximum of 4 dogs at any one time. 





















































(CFF) Cash Flow Forecast





				12-Month Cash Flow Forecast



				Your Cash Flow Forecast (CFF) is an estimate of the money you expect to bring in to and pay out of your business over the next
12-months. Importantly, it should reflect all of the activity you have described in your Business Plan.  
 - Your CFF should show BUSINESS revenue and expenses only, not personal items;
 - Your CFF is FORWARD looking, reflecting future anticipated transactions into and out of your business;											
 - You will be asked to choose a start month for your CFF; this should be the next month after you expect to receive the loan and should match up with the month you selected in your Sales Assumptions;
 - Remember, some of the information that you have created in your PSB and Sales Assumptions will auto-populate in your CFF tab. These cells are green and you do not need to edit them;
 - Any assumptions you make regarding your cash in-flows and cash out-flows should be 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;
 - 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;
 - Your CFF is based on a future estimate 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.	

Jane Cormack: Explanation:

To save you entering this in every time, this field will auto-populate if you enter your details on the Actual Cash Flows tab.









																														Key:

																																These cells auto-calculate - you don't need to edit these.

																																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.		July

										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.

				Total anticipated sales

Jane Cormack: Explanation:

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

This row will auto-populate based on the figures you entered in the 'Sales Assumption' tab so there is no need to update these cells.				

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.		Starting business account balance		£2,000		£1,624

Jane Cormack: Explanation:

This row will auto-populate based on the figures you entered in the 'Sales Assumption' tab so there is no need to update these cells.		£861		£1,040		£691		£682		£991		£637		£1,772		£1,339		£1,254		£1,223		£1,366		£15,480

				Value of your Start Up Loan				£0

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		£0

				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:

This row will auto-populate based on the figures you entered in the 'Sales Assumption' tab so there is no need to update these cells.		

Jane Cormack: Explanation:

Enter the full value of the Start Up Loan you are applying for in this cell.		Savings 		£10,000		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£10,000

				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.		Vehicle		£15,000		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£15,000

				Wages (Husband)

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.		Monthly Wages 		£3,200		£3,200		£3,200		£3,200		£3,200		£3,200		£3,200		£3,200		£3,200		£3,200		£3,200		£3,200		£3,200		£41,600

				

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

				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.																														

Jane Cormack: Explanation:

This column will give you the 12-month total for each of your cash in-flows.		£30,200		£4,824		£4,061		£4,240		£3,891		£3,882		£4,191		£3,837		£4,972		£4,539		£4,454		£4,423		£4,566		£82,080





										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

Jane Cormack: Explanation:

Enter any expenses 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 out-flows.

				Total anticipated 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. 

This row will auto-populate based on the figures you entered in the 'Sales Assumption' tab so there is no need to update these cells.				

Jane Cormack: Explanation:

Enter any expenses 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.		£168

Jane Cormack: Explanation:

This row will auto-populate based on the figures you entered in the 'Sales Assumption' tab so there is no need to update these cells.		£96		£114		£75		£75		£99		£63		£180		£132		£132		£128		£144		£1,406

				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. 

The first cell in this row (highlighted in green) is automatically populated based on what you entered in the cash in-flows section above. 				£15,000

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		£15,000

				Rent or premises costs

Jane Cormack: Explanation:

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 row will auto-populate based on the figures you entered in the 'Sales Assumption' tab so there is no need to update these cells.		

Jane Cormack: Explanation:

This is automatically populated based on the total amount of existing assets you declared above in order to balance your books.		£560		£560		£560		£560		£560		£560		£560		£560		£560		£560		£560		£560		£560		£7,280

				Business rates for your business premises

Jane Cormack: Explanation:

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

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

				Utilities (gas, electricity, water)

Jane Cormack: Explanation:

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.				£90		£90		£90		£90		£90		£90		£90		£90		£90		£90		£90		£90		£90		£1,170

				Insurance

Jane Cormack: Explanation:

If you haven't already, 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.				£9		£9		£9		£9		£9		£9		£9		£9		£9		£9		£9		£9		£9		£113

				Telephone and internet

Jane Cormack: Explanation:

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

Think about all the costs you currently incur or will incur in the next 12-months for this line item across your business, including the cost for each individual staff member if relevant.				£105		£105		£105		£105		£105		£105		£105		£105		£105		£105		£105		£105		£105		£1,365

				Marketing and advertising expenses

Jane Cormack: Explanation:

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? 				£200		£0		£0		£0		£0		£0		£500		£0		£0		£0		£200		£0		£0		£900

				Vehicle running costs

Jane Cormack: Explanation:

If you use a vehicle to operate your business, how much do you spend each month on fuel, insurance, registration, repairs?				£320		£320		£320		£320		£320		£320		£320		£320		£320		£320		£320		£320		£320		£4,160

				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).				£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Postage, printing, stationery

Jane Cormack: Explanation:

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.				£150		£0		£0		£100		£0		£0		£50		£0		£0		£100		£0		£0		£20		£420

				Transport and delivery

Jane Cormack: Explanation:

If you run a product based business then you may incur monthly fees for transport and delivery of your goods.				£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Professional fees (legal, accounting etc.)

Jane Cormack: Explanation:

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.				£600		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£600

				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

Jane Cormack: Explanation:

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		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Start Up Loan monthly repayment - First Loan

Jane Cormack: Explanation:

This should be the monthly amount you pay for your Start Up Loan.
				n/a		£0

Jane Cormack: Explanation:

Enter the amount that will be debited from your account each month for your Start Up Loan in this first cell. 

This same value will then automatically carry across into the remaining cells in the row for the full 12-months.		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

				Qualifications				£350		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£350

				Boarding license

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: Explanation:

Enter the amount that will be debited from your account each month for your Start Up Loan in this first cell. 

This same value will then automatically carry across into the remaining cells in the row for the full 12-months.		£153		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£153

				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

				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.				£17,537		£1,252		£1,180		£1,298		£1,159		£1,159		£1,733		£1,147		£1,264		£1,316		£1,416		£1,211		£1,248		£32,917



						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.
		£12,663		£3,572		£2,881		£2,942		£2,732		£2,723		£2,458		£2,690		£3,708		£3,223		£3,038		£3,212		£3,318		£49,163



						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		£12,663		£16,235		£19,116		£22,059		£24,791		£27,514		£29,973		£32,663		£36,371		£39,595		£42,633		£45,845		£49,163



						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.
		£12,663		£16,235		£19,116		£22,059		£24,791		£27,514		£29,973		£32,663		£36,371		£39,595		£42,633		£45,845		£49,163		£49,163







						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.
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HAPPY HOUND HOTEL

Exceptional and personalised care for all

i Happy Hound Hotal, we do more than provide pet care - we care sbout your pet just 22 we care 3bout our own.
Not only are we arimsl lovers, but we slso have the exparience to provids the highest quaiy of services

ABOUT HAPPY
HOUND HOTEL

We set up Happy Hounds Hotel in 2021 to provide an incedible
experience for snimsls and owners. From small beginnings, we've.
dded 3 whole range of semvies, making us the premier Dog Hotelin
Rrymney. While we're proud of our fun and easygoing attiude, our

10 the safety and securiy of your pet quides everythir
wedo.





image17.png
7am- Drop oif and fre= play

8am - Breakfast and story

am - 1st walk for 45 minutes - 1nr
10am - Cuddles and napping

120m - Scheduled activity for mental
agility and engagement

1-1:30 short break with free play for the
day guests. Collection and drop off of helf
day guests within this time.
1:30-2:30pm Continuation of scheduled
activity

2:300m - fre= play.

3pm - 2nd walk 45 mins - 1hr

4pm - Dinner,cuddles and napping or
free play until home time at Spm

7am- Drop oif and fre= play

8am - Breakfast and story
am - Walk for 45 minutes - 1hr
10am - Cuddles and napping

120m - Scheduled activity for mental
agility and engagement

Colection between 1pm-1.30pm

7pm - Betime wind-down and tolet
break.

&-pm - Settled nto bed with snuggles
and toys, staftwill sty with them i they
are needed until they fallasleep

10pm - taff will lookin on them to
ensure they ar comfortabie

Sieepy time - Should our guests awaken
during the night, there are nanny cams to
check on them, ollet breaks aciltated f
nesded or cuddies and reassurance until.
they fellasieen

6am - tollet bresk, snugeles, fre= play
until our deytime guests arrive ot Tam

1pm Drop off and free play
1:30-2:30pm Continuation of scheduled
activity

2:30pm - fre= play.

3pm - Walk 25 mins - e

2pm - Dinner ang a story

5pm - Cuddles and napping orfree play
until home time.

7pm- collection

Vaccination card
Vet details

(Contact details, including ICE (in case of
emergency)

Should an aceident happen we shall
Initall administer basic first ad. Should
the situation require vet restment the
provided vet will be contacted fornital
consultation and appointment booking i
requires

Staft shall then contact the owner to
advise ofthe stuation and ction plan.
Requesting immediate collection should
& vetvisit b required.

Staft willstillcontact the owner should a.
Vet isitnot be required to advise of the
situation, treatment provided by staffand
wellbeing of the dog. The owner can
decide i they would like to arange
immediate collection or ifthey are
comfortable with the dog remaining on
site under supervision for the remaining

o be completed on our induction form.

Food
o be supplied by the owner in an airtight container/food can with the dog's name.
clearly marked (feeding instructions to be completed on the induction form)

Treats

o be supplied n origial packaging or an airtight container with the dog's name
clearly marked, feeding instructions to also be indicated on the item. - Happy Hound
Hotel have = supply of treats should you forzet 0 pack some, we also reward
‘xceptional benaviour with psiive reinforcement and the occasionsl reat.
Bedding/Toys

Alltoys and bedding willbe supplied by Happy Hound HoteL. You may provide any.
items ensuring that they are clearly labelied with the dog s name. Plesse note:we
cannot accept any liabilty for items lost or damaged.

Water

Clean and fresh drinking water wil be provided in several dishes. These will be
avalabie all day in various locations around the estabiishment ensuring consttuent
acoess as needed.

Nenny Cam

Forour overmight gussts, ther wil be & nnny cam plzced in the sissping arez to
‘ensure that ey can be monitored. Should you require 2ccess fo the fostage piease
request this from a member of staff upon collection.

Photo's and updates

Where reguired staff can provide text updates with pnotographs, his s to be agreed
prior o your visit. Please request this on your induction form.





image18.png
Full Day
Boarding
Company A

Company B

Company C

Company D

Half Day.
Boarding

Company A
Company B

Company C

Company D

Comparison

£17.95

£2000

Bhours &hours 12 hours
£15.00
£2000
&hours
£1495
£22.00
£15.00
12 hours
£15.00
£2000
£3000

Exira dog

Exiras Offered Exira Charges (112009

Pickup and
drop off

Pick up and

drop off

10% for

regular

customers

10% for

regular £1000
customers

Exira dog

Exivos Offered Exra Charges (00909

Pickup and
drop off
Pickup and
drop off

0% for W/ends

regular
‘customers 2000

£2000

Exira dog

Exiras Offered Exra Charges (112009

Wends
hekpy £2000
10% for

regular £15.00

customers




image19.png
1. Product breakdown

[Product / Service name Full day Boarding Half day Boarding Overnight Boarding Exira dog
s‘.m(wllﬂ)i £23.00 £18.00 £30.00 £10.00

unit) £ £3.00 £150 £3.00 £0.00
% A 0%

100%
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2. Number of sales per month
*Average sales volumes per day based on 30-days per month.

Total sales volumes Average sales volumes
Product / Service 1 Product / Service Product / Service 3 Product / Service 4 per month per day*
1 28 40 8 2 78 3
2 21 6 8 3 38 1
3 22 8 12 3 45 2
4 15 12 4 1 32 1
5 14 10 6 0 30 1
6 15 22 7 4 48 2
7 9 20 2 1 32 1
8 28 46 9 3 86 3
9 19 44 3 2 68 2
10 26 32 2 2 62 2
1 25 31 2 3 61 2
12 28 34 3 2 67 2
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Sales (£)

You do not need to edit this section; this will auto-calculate bas

d on your responses above. *Average sales value per day is bas

on 30 days per month.

Total sales value (£) Average sales value
Product/ Service 1 Product / Service Product/ Service 3 Product/ Service 4 = i
1 £644 00 £720.00 £240.00 £20.00 £1,624.00 £5413
2 £483.00 £108.00 £240.00 £30.00 £861.00 £2870
3 £506.00 £144.00 £360.00 £30.00 £1,040.00 £3467
4 £34500 £216.00 £120.00 £10.00 £691.00 £2303
5 £322 00 £180.00 £180.00 £0.00 £682.00 £2273
6 £34500 £396.00 £210.00 £40.00 £991.00 £33 03
7 £207.00 £360.00 £60.00 £10.00 £637.00 £2123
8 £644 00 £828.00 £270.00 £30.00 £1,772.00 £59.07
9 £437 .00 £792 .00 £90.00 £20.00 £1,339.00 £4463
10 £598 00 £576.00 £60.00 £20.00 £1,254.00 £41.80
1" £575.00 £558.00 £60.00 £30.00 £1,223.00 £4077
12 £644 .00 £612.00 £90.00 £20.00 £1,366.00 £4553
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Cost of sales
You do not need to edit this section; this will auto-calculate based on your responses above. *Average cost of sales per day is based on 30 days per month

Total cost of sales (£) Average cost of sales

Product/ Service 1 Product / Service Product/ Service 3 Product/ Service 4 = e
1 £84 00 £60.00 £24 00 £0.00 £168.00 £560
2 £63.00 £9.00 £24 00 £0.00 £96.00 £320
3 £66.00 £12.00 £36.00 £0.00 £114.00 £380
4 £4500 £18.00 £12.00 £0.00 £75.00 £250
5 £42 .00 £15.00 £18.00 £0.00 £75.00 £2 50
6 £4500 £33.00 £21.00 £0.00 £99.00 £330
7 £27.00 £30.00 £6.00 £0.00 £63.00 £210
8 £84 .00 £69.00 £27.00 £0.00 £180.00 £6 .00
9 £57.00 £66.00 £9.00 £0.00 £132.00 £440
10 £78.00 £48 00 £6.00 £0.00 £132.00 £440
1" £75.00 £46 50 £6.00 £0.00 £127.50 £425
12 £84.00 £51.00 £9.00 £0.00 £144.00 £480
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Risk assessment template

Company name: Happy Hound Hotel Assessment carried out by: Jemma Rees
Date of next review: July 2022 Date assessment was carried out: July 2021
What are the Who might be What are you What further action do  Who needs to  When is the
hazards? harmed and already doing to  you need to take to carry out the action needed
how? control the risks? control the risks? action? by?
GDPR Customers — Ensure we have a Regular reviews to ensure Jemma Rees Quarterly YES
Should a breach robust GDPR compliance
occur personal process and provide
information could | details on our
be made public website
Poor Health Customers and Ensuring that we Regular checks to ensure Jemma Rees Monthly YES
Business — loss of | have suitable breaks | that our health is not being
earnings to the and downtime to impacted unnecessarily
business and poor | recuperate
service to the
customers
Dog Bites Other dogs, All dogs visiting will | This will be attended to Jemma Rees and | As required and YES
business staff, be pre-assessed daily to ensure all Customers reviewed as
visitors — Dog and owners required | precautions are taken to required
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What are the

hazards?

Who might be
harmed and
how?

bites can cause
serious harm to
other dogs and
humans

What are you
already doing to
control the risks?

to complete forms to
indicate previous
issues and dog
behaviours and

What further action do
you need to take to
control the risks?

mitigate this risk. All
completed paperwork will
be thoroughly checked
whilst carrying out

Who needs to
carry out the
action?

When is the
action needed
by?

Done

temperament behaviour and temperament
assessments
Iliness of Guests Staff and guests — | Any dogs displaying | All guests will be asked to Jemma Rees and | As required YES
(Dogs) Dogs may become | poor health will not disclose their dog's medical | Customers
vicious or infect be permitted whilst ill | history and to sign our
other guests or after illness forms to ensure they are in
unless accompanied | good health and where
by a vet's report required to present a vet
report to accompany this
Contamination Staff and other Immediate clean up | Regular reviews of hygiene | All staff Monthly YES

from faeces

guests. Poor
hygiene poses a
risk to staff health.
If a guest has an
unknown illness
other guests could
become infected

and correct disposal
of waste. Good
hygiene is observed
with frequent
disinfecting of soiled
areas and hand
washing

practice. Procedures to be
updated as guidance
dictates
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Select your starting month: T sy |

Description

Cash in-flows A
(as required)

Starting point 1 2 3 4 5 6 7 8 9 10 1" 12 TOTAL

[Total anticipated sales Starting business| £2,000 £1624 £861 £1,040 £601 £682 £001 £637 £1772 | £1.339 | £1.254 | £1.223 | £1.366 £15.480
[Value of your Start Up Loan £0 n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a £0
Other sources of cash or equity Savings £10,000 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £10,000
Existing assets for business purposes [Venicle £15,000 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £15,000
[wages (Husband) Monthly Wages £3,200 £3200 | £3200 | £3200 | £3200 | £3200 | £3200 | £3200 | £3200 | £3200 | £3200 | £3200 | £3200 £41,600
£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
£30,200 £4,824 | £4081 | £4240 | £3891 | £3882 | £4,191 | £3837 | £4,972 | £4,539 | £4454 | £4,423 | £4566 £82,080
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Cash out-flows

Description
(as reauirad)

Starting point

1

2

7

9

10

1"

12

TOTAL

[Total anticipated cost of sales £2,000 £168 £96 £114 £75 £75 £99 £63 £180 £132 £132 £128 £144 £3,406
Existing assets for business purposes £15,000 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £15.000
Rent or premises costs £560 £560 £560 £560 £560 £560 £560 £560 £560 £560 £560 £560 £560 £7.280
[Business rates for your business premises £200 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £200
Utities (gas. electricity, water) £90 £90 £90 £90 £90 £90 £90 £90 £90 £90 £90 £90 £90 £1.170
insurance £300 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £300
[Telephone and internet £105 £105 £105 £105 £105 £105 £105 £105 £105 £105 £105 £105 £105 £1.365
Marketing and advertising expenses £500 £0 £0 £0 £0 £200 £0 £0 £0 £0 £200 £0 £0 £900
[Vehicle running costs £320 £320 £320 £320 £320 £320 £320 £320 £320 £320 £320 £320 £320 £4.160
[Equipment purchase or leasing £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0
Postage. printing, stationery £150 £0 £0 £100 £0 £0 £50 £0 £0 £100 £0 £0 £20 £420
[Transport and delivery £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0
Professional fees (legal, accounting etc ) £600 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £600
[Your salary (i PSB s in deficit)” nia £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0
[Your salary (over and above your PSB needs)* nia £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0
Staff costs £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0 £0
Start Up Loan monthly repayment - First Loan nia £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
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
Total cash out-flows (B) £19,825 £1,243 | £1171 | £1,289 | £1,150 | £1350 | £1,224 | £1,138 | £1,265 | £1307 | £1407 | £1,203 | £1,239 £34,801
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ash flow (A-B) £10,375 £3,581 £2,890 | £2951 | £2741 | £2532 | £2,967 | £2699 | £3717 | £3232 | £3,047 | £3221 | £37327 £47,280

op

Your closing

£10,375 £13,956 £16,846 £19,797 £22,538 £25,070 £28,037 £30,736 £34,453 £37,685 £40,732 £43,953 £47,280 £47,280
cash position

fougmenthly 20 £10,375 | £13,956 | £16848 | £19,797 | £22,538 | £25,070 | £28,037 | £30,736 | £34453 | £37,685 | £40,732 | £43,953 £47,280
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Cover Excess Ustual Price
Public Liabilty £1000000  £100 0  eneriee Oiscounted rice
Care, Cusmdyand Control of Animals £50,000 £50 [>) £114.79 or £8.71

e o per year per month
Non-negligent Cover £50,000 £50 (2]
L . Price includes IPT at 12% and a £5.85 policy fee
Loss of Keys £10,000 Zero (2] PAY MONTHLY
e S Pay a deposit of £27.69 which covers a 20% deposit plus the
Loss of Money - £1,000 Zero (2] polcy e, followed by 10 monthly instaments of £2.71 with
Owner Travel Expenses £1,000 £50 (2]
QUOTE SUMMARY
Equlpmemcwel £250 £75 (2] Quote Ref: PT1211441
e T Ao Activities: Dog Walking, Pet Home Boardi Pet
P“’f'ss'“"‘““de'“"“y £0 N/A o  Minding and all other listed activit
£0 N/A o Turnove £82,000
None N/A (2] COVER DETAILS
Puhl\c Llabll £1,000,000
Care, cusmdy and Control of Animl £50,000
Customise Your Coves Non-+ neghgem Cover: £50,000
L f Ke £10,000
Public Liability [>) ossotieys
Lnssoanney
£1,000,000 ‘ £2,000,000 ‘ ‘ £5,000,000 ‘ ‘ £10,000,000 ‘ Owner Travel EXPE"“S‘ £1,000
Equipment Cover £250
Professional Indemnity [>) Professional Indemnity: £0
R 0
‘ £1,000,000 ‘ ‘None
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Dog_home_boarding_conditions.pdf


 
 
 


 
 
 


1. INTRODUCTION 
 
1.1 Unless otherwise stated, these conditions shall apply to all buildings 


and areas to which dogs have access and/or which are used in 
association with the boarding of dogs. 


 
1.2 Whether or not the home boarding of animals triggers any planning 


requirements needs to be determined on an individual case basis.  
Consequently it is recommended that the planning department is 
contacted for advice as early as possible.  


 
1.3 The Licensee must ensure that the establishment is covered by 


adequate and suitable public liability insurance and, where necessary, 
adequate and suitable employers liability insurance. 


 
1.4 No dog registered under the Dangerous Dogs Act 1991 must be 


accepted for home boarding. 
 
1.5 Dog hybrids registered under the Dangerous Wild Animal Act 1976 


(e.g. Wolf Hybrids) are not to be accepted for home boarding. 
 
1.6 Entire males and bitches in season or bitches due to be in season 


during the boarding, must not be boarded together or boarded with 
resident dogs. Puppies under 6 months of age must not be boarded 
with other dogs including resident dogs. 


 
1.7 The Licensee must comply with the Animal Welfare Act 2006 and must 


ensure that the welfare needs of animals in their care are met.  
 
 
2. LICENCE DISPLAY 
 
2.1 A copy of the licence and its associated conditions must be suitably 


displayed to the public in a prominent position in, on or about the 
premises or made available to each boarder. 


 
 
3. NUMBERS OF ANIMALS 
 
3.1 The maximum number of dogs to be kept at any one time will be 


specified on the licence and will be determined following inspection of 
the premises. 


 


ANIMAL BOARDING ESTABLISHMENTS 
ACT 1963 


 
CONDITIONS OF LICENCE FOR HOME 


BOARDING ( DOGS) 
```````````````````````````````````````````````````````````


 







3.2 Dogs from different households may be boarded subject to the 
following: 
 
1. Obtaining specific written consent of each household showing 


confirmation that they are content for their dogs to be boarded with 
others. 


2. A mandatory, trial (documented) familiarisation session for all dogs 
prior to stay. 


3. Separation of dogs from different households in secure areas when 
left unattended. 


4. Separate feeding of dogs to minimise the likelihood of dispute and 
aggression. 


 
3.3 Where there is a resident dog or cat kept at the household, written 


consent from the owners of the boarded dog must be gained following 
a trial familiarisation session. 


 
3.4 The Licensee will be required to make an assessment of the risks of 


home boarding to include    
           the risk to or caused by children who are likely to be at the property. 
 
 
4. CONSTRUCTION 
 
4.1 Dogs must live in the home as family pets. There must be no external 


construction of buildings, cages or runs.   
 
4.2     The premises shall have its own entrance and must not have shared 


access e.g. communal stairs.  
 
4.3 There must be adequate space, light, heat and ventilation for the dogs. 
 
4.4    As far as reasonably practicable all areas/rooms within the home to 


which boarded dogs have access, must have no physical or chemical 
hazards that may cause injury to the dogs. 


 
4.5 There must be sufficient space available to be able to keep the dogs 


separately if required. 
 
4.6 If a collection and delivery service is provided, a suitable vehicle with a 


dog guard or cage in the rear must be provided. 
 
 
5. MANAGEMENT 
 
5.1 TRAINING 
 
5.1.1 A written training policy for staff must be provided. Systematic training 


of staff must be demonstrated to have been carried out. 
 







5.2 CLEANLINESS 
 
5.2.1 All areas where the dogs have access to, including the kitchen etc 


must be kept clean and free from accumulations of dirt and dust and 
must be kept in such a manner as to be conducive to maintenance of 
disease control and dog comfort. 


 
5.2.2 All excreta and soiled material must be removed from all areas used by 


dogs at least daily and more often if necessary.  Disposal facilities for 
animal waste must be agreed with the Licensing Authority. 


 
5.2.3 All bedding areas must be kept clean and dry. 
 
5.2.4 Facilities must be provided for the proper reception, storage and 


disposal of all waste.  Particular care should be taken to segregate 
clinical waste arising from the treatment and handling of dogs with 
infectious diseases. The final route for all such waste shall comply with 
current waste regulations. 


 
5.2.5 Measures must be taken to minimise the risks from rodents, insects 


and other pests within the premises. 
 
 
5.3 FOOD AND WATER SUPPLIES 
 
5.3.1 All dogs shall have an adequate supply of suitable food as directed by 


the client.   
 
5.3.2 Fresh drinking water must be available at all times (unless advised 


otherwise by a veterinary surgeon) and the drinking vessel cleaned 
daily. The water must be changed at least twice a day. 


 
5.3.3 Clients must be encouraged to provide each dog with its own bedding, 


bowls, grooming materials etc.  These items must be cleaned regularly 
to prevent cross-infection. The Licensee however should also be able 
to provide extra bedding material. 


 
5.3.4 Where necessary, eating and drinking vessels must be provided, and 


where so, they must be capable of being easily cleansed and 
disinfected to prevent cross-contamination.  They must also be 
maintained in a clean condition.  Feeding bowls must be cleaned or 
disposed of after each meal and each dog must be provided with its 
own bowl. 


 
 
5.4 KITCHEN FACILITIES 
 
5.4.1 Airtight containers must be provided for the storage of dry foods.  


Uncooked food and the remains of opened tins must be stored in 
covered, non-metal, leak proof containers in the fridge.  







 
5.4.2 All bulk supplies of food shall be kept in vermin proof containers. 
 
  
5.5 DISEASE CONTROL AND VACCINATION 
 
5.5.1 Adequate precautions must be taken to prevent and control the spread 


of infectious and contagious disease and parasites amongst the dogs, 
staff and visitors. 


 
5.5.2 Proof must be provided that boarded and resident dogs have current 


vaccinations against Canine Distemper, Infectious Canine Hepatitis 
(Canine adenovirus), Leptospirosis (L. canicola and L. 
icterohaemorrhagicae) and Canine Parvovirus and other relevant 
diseases.  The course of vaccination must have been completed at 
least four weeks before the first date of boarding or in accordance with 
manufacturer instructions.  A record that this proof has been supplied 
must be kept on-site throughout the period that the dog is boarded. 


 
5.5.3 Advice from a veterinary surgeon must be sought in case of signs of 


disease, injury or illness.  Where any dog is sick or injured, any 
instructions for its treatment, which have been given by a veterinary 
surgeon, must be strictly followed. 


 
5.5.4 A well-stocked first-aid kit suitable for use on dogs must be available 


and accessible on site. 
 
5.5.5 The Licensee must be registered with a veterinary practice that can 


provide 24-hour help and advice. The clients own veterinary practice 
must be known and consulted if necessary. 


 
5.5.6 Precautions must be taken to prevent the spread of fleas, ticks, 


intestinal parasites and other parasites in both boarded and resident 
dogs.  Proof must be maintained of all routine and emergency 
treatment for parasites. 


 
5.5.7 The premises shall be regularly treated for fleas and parasites with a 


veterinary recommended product.   
 
5.5.8 Veterinary advice must be sought in relation to cleaning substances so 


that they or their fumes cannot be harmful to an animal. 
                            
 
5.6 ISOLATION AND CONTAGIOUS DISEASE OUTBREAK. 
 
5.6.1 Dogs showing signs of any disease or illness shall be isolated from any 


other dogs until veterinary advice is obtained. There must be sufficient 
facilities within the licensed premises to ensure effective separation of 
any sick animal. 


 







5.6.2 The Licensee must inform the Licensing Authority on the next working 
day if a dog develops an infectious disease. 


 
5.6.3 Following an episode of infectious disease during any stay, the 


premises must undergo a reasonable quarantine period before new 
boarders are admitted. This period will be specified by the Licensing 
Authority as agreed with their authorised veterinary surgeon. 


 
5.6.4 The Licensing Authority must be informed of any animal death on the 


premises. The Licensee must make arrangements for the body to be 
stored at a veterinary surgeons premises until the owners return. 


 
 
5.7 REGISTER 
 
5.7.1 A register must be kept of all dogs boarded.  The information kept must 


include the following: 
 


• Date of arrival 
• Name of dog, any identification system such as microchip number, 


tattoo 
• Description, breed, age and gender of dog 
• Name, address and telephone number of owner or keeper 
• Name, address and telephone number of contact person whilst 


boarded 
• Name, address and telephone number of dog’s veterinary surgeon 
• Anticipated and actual date of departure 
• Proof of current vaccinations, medical history and requirements 
• Health, welfare nutrition and exercise requirements 
• Sundries provided by the owner e.g. food, bowls, bedding etc. 


 
The above must be signed by the owner or their representative. 


 
5.7.2  Such a register is to be available for inspection at all times by an officer 


of  Licensing Authority, veterinary surgeon. 
 
5.7.3 The register must be kept readily available for a minimum of 2 years 


and kept in such a manner as to allow an authorised officer easy 
access to such information.  


 
5.7.4 If medication is to be administered, this must be recorded.  It is 


recommended that medicines including wormers, flea control products, 
antibiotics etc be stored in a secure locked cabinet or similar at all 
times.  This is especially important if young children are in the home. 


 
5.7.5 Where records are computerised, a back-up copy must be kept. The 


register must also be available to key members of staff of the 
establishment at all times. 


 







5.8 SUPERVISION 
 
5.8.1 A fit and proper person with relevant experience and over the age of 16 


years must always be present to exercise supervision and deal with 
emergencies whenever dogs are boarded at the premises. This person 
must not have any conviction or formal Cautions for any animal welfare 
related offence. 


 
5.8.2 Dogs must be visited at regular intervals, as necessary for their health, 


safety and welfare, and must not be left unattended for longer than 3 
hours at a time and then not on a regular basis. 


 
5.8.3 No home where there are children under 5 years of age will be 


licensed. 
 
5.8.4 Only people over 16 years of age are allowed to walk the dogs in public 


places. 
 
 
5.9 EXERCISE 
 
5.9.1 Dogs must be exercised daily and/or in accordance with their owner’s 


wishes. If dogs are taken off the premises, they must be taken on a 
lead and only allowed off the lead with the owners written consent and 
must be supervised by a competent person over 16 years of age. 


 
5.9.2 There must be direct access to a suitable outside area. The area / 


garden must only be for use by the homeowner (not shared with other 
residents).  The area must be kept clean. 


 
5.9.3 The exercise/garden area of the premises and any other area to which 


the boarded dogs may have access, must be totally secure and safe. 
Fencing must be adequate to offer security to prevent escape and be 
safe, with no dangerous sharp objects or protrusions. Gates must be 
able to be locked. 


 
5.9.4 If there is a pond, it must be covered to avoid drowning. 
 
5.9.5 Dogs must wear a collar and identity tag during their time in boarding. 


The tag must display the name, address and telephone number of the 
boarding premises. 


 
5.9.6 The Licensing Authority must be informed on the next working day if a 


dog is lost. 
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Starling Bank

Starling
Bank Business Current Account
E® Interest 9 Monthly fee

No monthly fee
O% AER interest on in- Y

credit balances

Great for

+ No monthly fees. No fees for ATM withdrawals in the UK and
overseas. You won't get charged for card payments abroad and
you get Mastercard's globally accepted exchange rate

v SMEs, Limited Companies and Sole Traders. Apply for a free
digital business account in minutes and rest easy, knowing
your eligible deposits are protected up to £85,000 by the FSCS

+ Free QuickBooks, Xero & FreeAgent integrations. Add Starling's
Bookkeeping Toolkit for £7pm, the first month is free - organise
receipts, automatically categorise transactions, keep track of
tax and invoices. Sole Traders get HMRC Tax estimates

Overdraft
No overdraft facility

But be aware that

— You can deposit cash at the Post Office for a 0.3% fee
(minimum £3). Cheques up to £500 can be deposited digitally
in-app, cheques above that amount can be deposited via post,
both options are free

= All Directors with access to the account must be UK residents
and your business must be based in the UK

= You will need to provide evidence of your trading activities so
your business can be easily verified

Representative example and Need-to-knows

Starling Bank is not accepting overdraft applications outside of the government-backed lending schemes.
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