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1. EXECUTIVE SUMMARY
[We suggest you complete this section after you have completed the other sections of the Business Plan.]

An executive summary for a business plan should concisely highlight the most important aspects of the plan. Start with a brief introduction to the business, including its name and location. Outline the business's product or service it offers. Detail the market opportunity, explaining opportunities that exist and your target market. Summarize your competitive advantage and why your business stands out. Include a snapshot of your financial projections and funding requirements. Conclude with some short-term goals that the business is hoping to achieve. Keep it clear, compelling, and under one page – the Executive Summary will not be included in the word count.


2. THE BUSINESS IDEA

2.1 The Product/Service
Include the company name, location and industry it will be operating in. 
Briefly, what the business does and who for? 
Explain your product or service in simple direct terms.
What the features and benefits are of the product/service? What is the value proposition?
















2.2 SWOT Analysis Summary
Briefly highlight the key strengths and weaknesses from your SWOT Analysis on the business (Appendix A). Discuss the opportunities and threats you noted, and what you will do to reduce risk and maximise potential.




3. THE TEAM

3.1   Key Personnel
Fill in a section below for each member of the group. Briefly tell us who you are, about your relevant skills and experience, and your roles and responsibilities in the business. 

Name and Company Position:

Skills and Experience: 

Role and Responsibilities: 



Name and Company Position:

Skills and Experience: 

Role and Responsibilities: 



Name and Company Position:

Skills and Experience: 

Role and Responsibilities: 



Name and Company Position:

Skills and Experience: 

Role and Responsibilities: 



Name and Company Position:

Skills and Experience: 

Role and Responsibilities: 




3.2  Skills Gaps & Key Partners
In the below sections, identify the skills shortages your business has and what you’re going to do about it (staff, training or outsourced). 

3.2.1  Additional Staff Requirements (Roles and Responsibilities):
(What roles will you recruit for, why and what skills gap will it fill?)

·  
·  
· 

3.2.2  Training and Development:
(What training, provided by who, to fill which gap, how much – provide references):

· 
·  
· 

3.2.3  Outsourced Support / Key Partners:
(Who will you use and why, which specialist service will this provide your business, how much – provide references):

· 
·  
· 

4. MARKET RESEARCH

4.1  Market Information, Trends and External Factors
This is an opportunity to demonstrate how well you know the market your business will be operating in.
What facts and figures have you found from your research that offer credibility and support to your business proposal? (Statistics, data, percentages, financial figures, population and size, etc)
What trends have you identified from your market research that are important to your business idea?
Highlight the main, ‘interesting’ findings from your PEST analysis (Appendix B). What external factors have you identified that will have significant impact on your business, and what can you do about them?


4.2  Customer Profiles
Who is your business aimed at? Identify and discuss three distinct customer profiles from your research that you would target for your product and service. Include the differing demographics but also pinpoint why they might use your business (their likes, habits, behaviour, etc).

1. 


2. 

 
3. 


4.3  Competitor Profiles
Identify three distinct competitors that you will be competing with for customers. Individually discuss how are they different to your business? What are their strengths and weaknesses? How will you compete with them? What will be your USP in comparison? What’s your competitive edge/advantage?

1.  


2.  


3.  




5. MARKETING PLAN

5.1  Price
Give examples of how you are going to price your products/services in order to appeal to customers? What will your prices say about your product or service in terms of quality and affordability? How do they compare to competitors? Provide a price list if you wish in your Appendices.



5.2  Product
Give some ideas about the aesthetics of your product/service. How will it look, any design or packaging ideas, give some ideas around branding, etc. Include any designs, prototype designs, branding mock-ups, etc in your Appendices.



5.3  Placement
Where are your products and services going to sold online and offline? How are your products and services distributed/delivered to customers? 



5.4  Promotion
[This should be the biggest section of your marketing plan]
How are you going to raise awareness and promote your product/service? How are you going to create relationships with customers and encourage feedback and loyalty? Which forms of digital and traditional advertising will you adopt – be specific, and give examples?



6.  KEY RESOURCES
In the below sections, describe the key physical resources your business requires to start-up and operate. Include references to where you have sourced these options/solutions/information. 

6.1  Premises
What physical space do you need for your business? For production, sales, administrative work, etc. Where will this be located ideally and what are the costs for rent and business rates approximately? (Show citations for research)




6.2 Equipment
What are the most important things you will need to do your key business activities? What equipment, tools, technology, fixtures/fittings, etc do you need to operate effectively and competitively? Provide notes on potential suppliers, including costs and citations for the information.








6.3  Key Suppliers
What key suppliers do you need for your business to operate effectively that will be provide you with the ingredients, materials or functions to operate and sell to customers on a day-to-day basis? Provide notes on potential supplier names, including costs and citations for the information. 


7.  FINANCES AND START-UP SUPPORT
[A basic table/chart of figures similar to the below MUST BE INCLUDED IN THIS SECTION]

A basic understanding of the level of income needed to outweigh costs should be demonstrated here for your first year of operations. A summary of figures should be shown in table/chart format – an example is shown below. It should detail expected annual costs and annual income, and a summary of overall profit/loss. (Further financial breakdowns, including monthly cashflow forecasts can be provided if you wish in the Appendices)


	EXPENDITURE
	Year 1 
£

	Company Registration
	

	Rent/Rates
	

	Staff Wages
	

	Travel/Accomodation
	

	Telephone (mobile)
	

	Broadband
	

	Utilities
	

	Marketing and materials 
	

	Insurance
	

	Capital Expenditure/Equipment
	

	Training & Development
	

	Accounting/Legal
	

	Outside Services
	

	Stock/Materials Purchases
	

	Bank Charges
	

	Office Consumables 
	

	Loans Repayments
	

	Total Expenditure
	£     


	INCOME
	Year 1 
£

	Sales A ?
	

	Sales B ?
	

	Sales C ?
	

	Capital Introduced
	

	Funding 
	

	Loans/Borrowing
	

	Total Income
	£ 




	YEAR ONE PROFIT/LOSS
	£

	Total Income
	

	Total Expenditure
	

	
	

	Profit/Loss
	£

	
	















7.1 	Financial Summary
Explain how you have arrived at the figures in the previous chart. Provide detail for the main costs and areas of income shown (this should link to other sections in the business plan, including The Team, Marketing Plan and Key Resources). Without this section and explanation then your figures are meaningless – attention should be given to providing realistic, well-researched figures. 
You should also detail the start-up support you have found that is suitable/applicable for your business and industry. This should be included in the previous chart within Income.




APPENDICES
Three compulsory appendices are included (A, B, C) but you can also include additional appendices if you wish. Appendices contain any additional information such as raw data, tables, and supporting information such as screenshots, and additional evidence. The information in the appendices is relevant but is too long or too detailed to include in the main body of your work. 

Appendix A – SWOT Analysis



Appendix B – PEST Analysis



Appendix C – Copy of Pitch Supporting Material
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