Executive Summary

Hope Cleaning Services was an idea of Dorathy Duru with her class mates. Our experience, services and our own way to have the job will bring a peace of mind and smile to customers, working as a family to provide a family service. The member of staff will be recruited based on their experiences of not only cleaning or knowledge of chemicals but also, after a deep CRB check, for their friendly and polite approach to customer as these businesses required most of the time a face to face with customers.

The company will raise quickly as this a mobile business, easily reachable and always available to do the job anywhere around London and anytime. 
We will be able after a year (maybe less), to return all the borrowed money and repay all the appliances.

The company will base in London and here is the organizational chart of the company:
1- Dorathy (CEO)
2- Fellipe (Office Manager)
3- Debora (Manager and HR)	
4- Uzma (Finance)
5- Noella (administration)


	Dorothy Duru (CEO)

	Fellipe (GM)
	Debora (HR)
	Uzma (finance)
	Noella (Admin)




The target will be primarily family houses, with a busy schedule or not; however we can accept to provide our services in different hotels and offices if requested.

We have a different range of services such as: 
· Carpets cleaning: remove all the stains and dirt
· Gardens maintenance: make sure that the landscape is clean and healthy
· Bedrooms cleaning: remove all the dust and empty bins and make sure that you keep the room in the highest level of cleanness.
· Windows cleaning: clean all the windows in the designated house
· Houses or apartments cleaning: clean every room, remove all the dust and dispose rubbishes.
· Ironing and washing: use the washing machine and dryer for the customer’s clothes (this could be done indoor or to the laundry) and iron them.
· Daily cleaning: keep the house clean in a daily basis (could be done 
· Rubbishes removal: dispose of all rubbish in the design property.
· End of tenancy cleaning: deep cleaning after at tenant as moved out from a house.

The competition is very high as this is an easy start business and the services are frequently needed. Here is the list of our competitors and their strategies: 
Diamond home support: This Company is based in Newham and provide its services only in this area with a local staff which make it’s more trustful for people leaving in this area, also provide service to elderly. 
Made2clean: Based in Ilford, they can arrange a face to face interview between the clients and the staff in which the client can decide if the staff can became his/her regular cleaner or not.

As an easy start company and a very high demanding market, the company will be fortunate to succeed.
Having a high demanding market includes having a high competition therefor we need to invest our equipment, training and primarily marketing, so for the first year, the company will need a net amount of £10.000 to start straight away

The company will be created regarding the need of the market and will have for vision to grow and to be extended in all UK providing different type of cleaning, from domestic to retail.
We are here to provide a service that will meet our customers’ needs, we carry out customers care and offer 100 % satisfaction guaranty and if you are not satisfied with the work we have done, we will come back to redo the job on your expectations and free of charge.
Our objectives will be: 
1. To become Number1 Company whose exceed customer’s expectation.
2. To increase our number of clients served by 20% per year through superior quality service.
3. To develop a sustainable business living off its own cash flow.
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INTRODUCTION

We all want to leave in a clean and fresh environment, however we don’t always have time to go through the everyday cleaning tasks as we often see ourselves trapped in our routine and don’t always give much time to our home.
A home should be a place where we are free of any worries, where we can relax thoughtless of any task to do, where we can enjoy a worm family food and Avery minute spend together without worry about the shores to be done.
That is why HOPE CLEANING SERVICE will always be there next to you, to give you a peace of mind while you are at work, on holiday or just have a busy schedule.
Just take your phone, compose our number and let us put a smile in your face.


 1. BUSINESS DESCRIPTION

HCS (Hope Cleaning service) is a cleaning company specialised in domestic cleaning. 
We will provide all type of cleaning services on an environmentally sound, completely trustworthy and professional manner. We will exist to attract and maintain customers, treat each one of them as a very special case. Once we adhere to this maxim, everything else will fall into place. 
Our services will be remarkable and our prices will be the lowest in the market.

Everyone can do the Cleaning and the market is full of competitors; HCS will bring to the public, new services, new equipment and an efficient, friendly and reliable staff.
As customers will open their houses to us and will trusts us with everything they have, the Company will take full responsibility of any damage or lost.

2. LEGAL AND LICENCE

“A partnership is the simplest way for 2 or more people to run a business together” (by UK GOV, 2017).
HCS will be established as a partnership company in which responsibilities such as losses in the business makes and profit will be shared.
A nominated person/partner will be responsible to manage the tax return of all and keep business records.
The setting up of certain business like cleaning do not require special licence but you must meet certain requirement like:  
-insurance: as an employer, you are legally obliged to have “employer’s liability insurance” to cover the cost of compensating employees who are injured or become ill through work (ww.abi.org.uk, 2017)
-renting a business property: you have some responsibilities by law.
-but most will depend on what is says in the lease.
-health and safety: you must carry out a health and safety risk assessment in the work place and take action to remove any hazards. The employer will normally be responsible for: fire safety, safety of electrical equipment, gas safety (you must maintain equipment according to the manufacturer’s instruction, which could mean an annual inspection by a registered gas safety engineer to make sure appliances and pipework are safe), enough space-ventilation /lightning, toilets and washing facilities, drinking water and safe equipment (www.uk/renting,2017).
HCS will take full responsibilities to train the staff and keep them updating of any regulations.

3. MANAGEMENT PROCESS


Ducker, 1989 said: “it is the correct design of structure which is of most significance in determining organisational performance.”

The President (CEO) Dorothy Duru has the function of managing the company and making                                      sure that the company reaches its goals on a daily basis.

  The management will be composed of:
 
1. FELLIPE: will be our General Manager and will be in charge of staffs and their enquiries, the training of new staff and will be dealing with all other enquiries related to staff.
2. Deborah: will be the office manager and HR. She will be in charge of the marketing. Dealing with existent and new customers and their enquiries and the sales.
3. UZMA: she will in charge of the finance and product development.
4. NOELLA: will be in the administration and will deal with all the paper work, emails and phone calls.

We will have a Regional Leader who will be in charge of staff in a specific area and he/she will be assisted by a Crew Leader who will be in charge of a group of staff in case of 2 or more staffs needed for 1 house.


4. MARKET SITUATION


The Company will be based in London. Our target clients are upper end of the market. 
The season will start primarily around May as summer (is approaching) and goes all the way till the end of the year (December). Summer is where we make more profit as most of our clients are away and want us to keep cleaning the house or having parties and will use our services for an after-party cleaning.
The company will start as a domestic cleaning company and will extend its services to hotels and offices in near future.
We are providing a quality service by qualify people and at competitive prices. Our services touch our client’s needs in their daily basis routine and help them to easy their tasks.
Based in a very busy city, with 10 staff members, on its own, HCS is targeting all type of residential houses, from family to single, mansion to studio apartment, we will be there to provide any type of services related to cleaning.
Our plan is to have a minimum of 100 houses contract within the first 12months; right now, we have in our agenda 20 houses of which:
-10 houses (3-4 bedrooms) who spend £14.00/hour in general cleaning, £24.00/hour in carpet cleaning and £10.75/h in garden cleaning.
 -5 apartment who spend £9.50/hour for general cleaning
 -3 double rooms who spend £24.00/hour for carpet cleaning
 -2 houses (5-6 bedrooms) who spend £16.00/hour in general cleaning and £15.00/hour in washing and ironing clothes.



5. MARKETING


5.1. Marketing strategy
This is the heart of our business as we are friendly, socialisation will be the main point of our strategy. The plan is to give to the general population certifiable motivation to use our services.
Our customers will be mainly professionals, families and those whom does not have a full-time job but chooses to do other things with their time.
We will offer a first free deep cleaning for the first 25 clients who will close the deal with us and 15% off to whom will recommend a friend.

We (staff member of HCS) are here to make you (customers) free.

Our target will be, by the next 12 months, to reach a maximum of 100 houses and to open, in a near future, different branches across the UK.
The residential market is a very complex market because the needs can be variants. Each customer has his/her own way to want things to be done and that makes the market very demanding and the service very needed. This is why we choose to enter into this business.
After reaching our first target, the next target will be hotels and offices. We hope by then recruiting 30 to 50 more staff members for this next step.

5.2. Marketing plans
We are going to use a quick and easy way to reach directly our customers such as: door to door, newspaper, leaflet, flyers, Facebook and Instagram.
For a start, is going to be a door to door so that we can introduce our company and services offered in the heart of our clients and as we are going along, customers will be offered after introducing a friend or family.

Here is a time table of our marketing plans:    



	Time
	Marketing plans
	Expectation

	1st 2-3 weeks
	door to door, Facebook, Instagram
	30 houses

	month1-month6
	newspaper, leaflet, flyers
	70 houses

	month6-1year
	website
	100 houses




Our marketing is handled by Deborah but all the team will work together on the door to door day and for the distribution of flyers and leaflets. The President (CEO), Dorathy Duru will be responsible to monitor the progress of the company and to make sure it’s reaches its goal.
We have a direct lane line for new and existents customers which is handled by Noella (our administration in charge) and the phone number can be found in every leaflet, flyers or newspapers and also, we have our own Facebook and Instagram pages.

We will be able to respond as quickly as possible, despite the traffic in London, as we have a mobile team.

We are expecting to make a maximum of £50.000 for the 1st year. This is our objective as this will help the company to survive and grow quickly.


6. OPERATIONAL REQUIREMENTS

The company will be based in London see below the office layout:
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The equipment needed are:


	broom £1.00
	air freshener £1.50

	dustpan £1.00
	all purpose cleaner £1.99

	vacuum cleaner £35.00
	antibacterial cleaner £1.99

	cotton mop £3.00
	baking soda £0.50

	extendable duster £5.00
	bleach £0.50

	bucket £1.00
	dishwashing liquid £0.50

	cuddy £3.00
	disinfecting wipes £1.00

	toilet brush £1.00
	fabric cleaner/spray £1.00

	scrub brush £1.00
	floor cleaner £1.50

	Hand Duster £2.00
	furniture polish £1.00

	microfiber cloths £1.00
	glass cleaner £1.00

	sponges £1.00
	laundry detergent £1.50

	Rubber gloves £3.00
	oven cleaner £1.50

	spray bottles £1.00
	white vinegar £1.00

	squeegee £1.00
	garbage bags £1.00



  

For a start, the company will need 10 actives and mobile staff members (including the management team), they will be responsible of:
· operates various mechanized cleaning equipment as vacuum, polisher…
· disposal of any rubbish
· mop floors in all resident’s rooms
· wash windows as scheduled
· cleaning any damp, dusty and dirty in every area and report anything to the regional team leader.

The staffs will be under a supervision of a regional supervisor (will need 3 for a start) who will have to make sure that: 
-each staff member is in the designated house
                                                   
-in case if no-show from staff, always have someone to back up
                                                   
-report any lost or damage to the office manager.

We will have different suppliers: 
1. LYRECO: a contract of 12 months (to be reviewed after) will be signed between the supplier and the company. The suppliers will be in charge of uniforms and all the chemicals needed by the company.
2.  MAPLIN: a contract of 24 months (to be reviewed) will be signed between both parties and this supplier will be in charge of all appliances (big or small) needed by the company.


Every chemicals, product and appliances will be stock in and by the company following their classification, labelling and packaging legislation to easy the job of whom will be in charge of checking every 6 months, that all compliances do meet the regulations regarding health and safety. 
A general procedure and a training need to be followed so that staff member will know how to handle all chemicals specially the ones with hazards groups such as toxins or flammables.

As mention above, this company do not need any license to start because it’s a small company.

The company will be insured by “loyalty insurance” and will be covered for: 
· carpet cleaning, window cleaning and disaster restoration
· Employer’s liability
· Accident options 
· Financials loss
· Product liability covered up to £10.000.000


7. TRAINING NEEDS


You do not need a degree to work with us, but some training might be irrelevant such as: healthy and safety course, slips, trips and falls, eye safety, sharp awareness, safety in the work place and control of substances hazardous to health. However we will be giving our staff a domestic cleaning course or a course to improve their skills such as “cleaning and support services skills level 1, 2, and 3”. 

   _the level 1 covers safety and hygiene, plus skills such as: choosing the right cleaning method for a surface, using electrical cleaning equipment, dealing with recyclables.
  _ the level 2 covers things like teamwork and communication and your choice of specialist cleaning skills.
  _ the level 3 covers the skills you need to supervise others, things like: planning, training and assessing risks.

 Apart from this course, staff needs to have skills like: customer service, attention to details, self-motivated, punctuality, friendly and honest

 
8. BUSINESS RISKS


· Damage to customer property: if any employee use the wrong cleaning solution on a client’s expensive hardwood floors, the Company could sued for the cost of replacing the damaged property.
· Third-party bodily injuries: in case a client’s slips while you are cleaning and falls on the just-mopped floor, the clients can hold the company accountable for the employee’s medical expenses.
· Damage to equipment: the company rely on the cleaning gear to run the business. In case something happens to the equipment, the company will be out of work until they can afford to replace it.
· Chemical exposure: in case the chemicals are not store properly, the company could be on the hook for pollution damages.
· Employee occupational injuries: as they are working in labour-intensive conditions, they are more luckily to suffer for bodily injuries. The company will be liable for their medical expenses.



Here are some ways to reduce the accidents, losses and lawsuits in the 1st place:

· Properly train the employees: They should know what protective gear to wear to reduce their exposure to hazardous fumes. Be sure to instruct them on proper lifting techniques and equipment operation. These can help them to avoid costly work injuries and keep your worker’s company rates reasonable.
· Use caution signs: Whenever there is a fall hazard (e.g. freshly mopped or waxed floor), place a floor-stand sign at either entrance to the area. That way, passer-by have the opportunity to take an alternate route or tread carefully.
· Store cleaning equipment in a fireproof place: this reduces the risk of losing gear in a fire. We should also be careful when storing certain chemicals. Carefully read storing instruction and follow through on them.
Keep in mind that even caution cleaning businesses can still experience unexpected losses. Accidents are unpredictable, which is why it’s best to supplement the Company risk management plan with adequate small business insurance.

We will offer an occasional contract to our staff which means they are free to go at any time and it will be based on zero-hour contract. In low season, it will necessary to reduce the staff member because we will experience a drop-in customer.

We will not allow any debts, Clients will be advised to pay 70% of the convenient amount before the job and the rest 24 hours after the job is done. In case of non-payments, the remain amount will be covered by the Insurance company.

The company will refer to a third party to solve any issues between partners.

If after a year, the company was not able to reach its sales target, the company will have to review its strategy and approach to the market. To do so, we will have to consider: 
1. The root cause: make a study of every lost cases and understanding their causes and eventually hot to do better next time.
2. The deal aspect: Try to redefine our deal to come up with something better for customers and suitable for the company.
3. Solution and decision: here we will have to review our marketing strategy and also our staff members and take some tough decisions if necessary.



9. ANALYSIS
 

9.1. Pest Analysis: our analysis is given below:
 
-Political; the political scenario matters greatly as there can be an inflation that could affect our prices and taxes.
 -Economic; this factor has the highest influence on a business. In case of a downturn (as has in 2008) which may result of people losing their jobs. The business will be affected as clients will not be able to afford the services.
-Social; this is a great impact to our business. The company aim to reach different houses regardless of the culture, colour or religion. We have to be individually in contact with our customers so that they can associate our services with themselves.
-Technological; the company needs to integrate with the advent of the modern technology. By using social media such as Instagram or Facebook to connect with people, the company will then increase the number of customers.


 9.2. Swot Analysis:
 -Strengths; our door to door marketing is one of our strength as people feel more secure when they talk face to face with the person.
 -Weakness; lack of website: most of our competitors do have a website that allows customers to book their services in a blink of eyes. HCS still working on its website.
 -Opportunities; working families with kids: this is a growing population both in their number and their choice of services. Those families have to income and less time to do the shores.
 -Threats; One of our competitor has the similar approach to the market as us and loyal customers. 
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11. APPENDICES    

Here are our CVs and training certificates                                                                                                     
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Galen Foster
1 Main Street, New Cityland, CA 91010
Cell: (555) 322-7337
example-email@example.com

Summary

Meticulous Custodian with more than 11 years providing janitorial services for schools and universities.
Organized, diligent, and skilled in handling multiple cleaning and minor repair projects at the same time.
Focused and dedicated to high standards of cleaning and service.

Highlights
« Detail-oriented « Organized
« Janitorial equipment familiari « Team player
« Buffing and waxing « Clean driving record
« Snow removal « Senvice-focused
« Excellent communication skills « Leafblowing
Experience
Bryant Custodial Services March 2009 to Current
Custodian

New Cityland, CA
Dust furniture, walls, machines, and equipment

Strip, seal, finish, and polish floors

Notify building managers about needed repairs and replacement equipment

Manage cleaning for dormitories, athletic buildings, academic buildings, and office areas.
Empty all trash cans and replaced liners.

Keep all janitorial equipment in a clean, sare and operable condition

Travel to and from work sites in a timely ms

Move and carry equipment and furniture.

Maintain bathrooms and showers and swept and mopped floors.

New Cityland Community College June 2006 to February 2009
Custo

n
New Cityland, CA

Safely operated equipment such as vacuum cleaners, floor buffers, and carpet machines.
Polished fumiture and metal fixtures

Gathered and emptied trash and recycling bins,

Dusted and mopped all hard surfaces.

Scraped gum off of hard surfaces and carpet

Wet and spot mopped public corridors, washrooms, and classrooms,

Raked leaves, cut and watered grass, and picked up garbage to maintain grounds.

New Cityland High School January 2003 to May 2006
Cafeteria Custodian

New Cityland, CA

Removed soiled service ware and set tables with clean silverware and glassware.

Restocked cleaned cafeteria items and materials.

Inspected previously washed dishes to check for cleanliness.

Collected breakfast and lunch garbage after each meal period.

Operated janitorial equipment properly and safely

Cleaned teacher break rooms, including sinks, countertops, appliances, tables, and chairs.
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HARRY
EDWARDS
CLEANER

PERSONAL SUMMARY

ACADEMIC

KNOWLEDGE OF

CLEANING SKILLS
AQUIRED WHILST
STUDYING

PERSONALSKILLS

SELECTED
ACHIEVEMENTS

REFERENCES

A well presented and hatd wording college leaver who takes pride in his work and
who & dedicated o making sure overytvng looks geaming. Harry is a relisble
lteam player who s more than able to work in commercial premises offices, as
well a5 areas open to the public. Having knowiedge of alectricaly powered
scarubbing and polshing machines. wel prck-up machines and carpet deaning
machines, he can ensure that al areas are maintaned to a cean and hygienic
standerd. Right now he Is looking for his fiest job as a deaner. and would like to
join a friendly, enthusiastic and happy team

Coventry North College 2011 -2002

Diploma in Health & Safety Pass
Bimmingham South High School

Maths. 2008 - 2011

Englsh Pass

Geography Pass

Phiysics Pass

Business Studies. Pass

Physical Education Pass

o COSHHprocedures o Vacuuming *  Bufing

*  Mopping foors + Dusting *  Spot dean carpets
«  Polshing foors *  Carvaletng *  Window dleaning

+  Knowdedge of cleaning and de-scaling tolets and showers, internal glass,

*  Using electrical equipment (polshers, vacuums, steam machines) in 3 safe
and proper manner.

o Able to comply with all relevant Health & Safety Legialation

o Safely removing litter, Squids, broken glass and waste 10 disposal points

»  Aware of comect diliton rates, and using equipment according to
‘manufacturer’s instructions.

«  Identiying any defective eloctrical sockets, ighting, vandalism etc

*  Making sure oll deaning equipment is maintained and stored in an appropriate
manner

«  Comectly logging ¥ activites in the dady log
*  Knowledge of how 10 remove stans and also pest / nsect control

An awareness of and commisnent to, Equal Opportunities in service delvery
Physicaily fit, able 10 stand for long periods of time doing foutine manual work,
Friendly and approachable demeanor.

Providing an excellent level of customer service to members of the public by
being polite and courteous at all bes

*  Observant. good eye for detail and be able to work under pressure.

Passed course handing chemicals and ceaning agents.
Passed COSHH course.
Started a campaign at school to ncrease awareness of Health & Salety issues.

Harry is & keep sportsperson who likes to cyole, swim and play football. Having
lots of excess energy means that most weekends he Is playing one team sport or
another. He has a wade circle of friends and one a month goes traveding around
the country with some of them visiting different clties.

Available on request
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Presented to
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HiL. Country NEWS

May 18, 2017

Scott Coleman
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Gene Hughes

(55913227307 ©)-example-email@example.com

Main Street, New Cityland,CA 91010

Summary
Residential
quality
Highlights
¢ Sanitiingsuraces - Sock management
< Duepcie ¢ Linenca
P .
* Beach homes © Fenamardible
Experience
Qcean Housecleaing June 2013 to Current
New Cityla
Cleanbigh-ondbesch homes along the cos.
Completely organize, clean, and sanitize kitchens.
Straighten, clean, and restock bathrooms.
Sweep, vacuum, mop, or buffall floorin.

Deep clean problemareas ineach home.

West Coast Cleaning Service September 2009 o May 2012
Cleaner

House
New Cityland, CA
Sanitaed ol ink,showers i Kichen suraces.
Checked and changed linens throughiout hou
+ Wiped downand dustd e, srfces " baseboards.

Washed dishes and put away dry flat, table, and glassware.

: i a
sacuuming thoroughl.

« Laundered bedding and made up beds forclents.

Classcaid serice
NehCn)hnd ca

December 2006 to August 2009

Dismantled, ceaned, and replaced light fxtures
Spotcleaned stained funitureand cary
ecpi v

Collected, sorted and transported recyclable material.




