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Executive Summary    [This is written last and comprises of 3 paragraphs:
What is it that is being offered
What are the overall costs 
What benefits accrue such as anticipated profit

Table of Contents
1.	Introduction
· Who are we  [Description of your company and why it has been decided to buy new equipment or offer a new service]
· Service Description  [What is it that is being offered – note this becomes the first paragraph in the Executive Summary]

2.	Market Analysis
· Demographics [of the target customers – who are they male/female/gender does not matter; age; income; type of company if not individuals] 
· Trade/Legal Regulations  [What regulations affect the service being offered eg Drivers Hours if this is an LGV freight service]
· Environmental Impact  [How can your company minimise its impact upon the environment?]
· Competition  [Who are the competition and how is your offer better than theirs?]
	
3.	Financial Plan
· Estimate the price you will charge for your new service based on your costs
· Investment Appraisal  [PD01 A3 assignment – make use of your learning; include an assessment of sources of finance to start the business]
· Return On Investment   

4.	Marketing Plan   [Identify the Core, Actual and Augmented attributes of the service – PD01 A1 DRRE 2]
Market Penetration Strategies   [The 4 Ps:   What are/is the product/service being offered (Product);  How expensive is it to be and what determines this (Price) – for example benchmarking against competition? Where is this product/service to be delivered (Place)]
Advertising Media How will the product/service be advertised (Promotion)
	
5.	Management Plan
•        Company/Project Organization
•        Company Philosophy
•        Personnel Policies  [Two aspects:  One:  How are current employment, Health & Safety and discriminations laws to be monitored and implemented and Two: how do you keep your couriers motivated to achieve high productivity ie they actually deliver!!]
•        Training   How are staff to be trained/developed;   Discuss how teams are to be set up and how they are to be managed    
•        Recordkeeping (e.g., cost/inventory control)

6.      Implementation Plan  [PERT Chart: Make use of PD05 Project Management if you took it]

Appendices:
Supporting Documents
(investment appraisal cash flow, etc.)

