SMALL BUSINESS PLAN
(Courtesy of Innovative Business Resources) 
This provides you with an outline for your Basic Business Plan and indicates the information that needs to be included in each section.

1. EXECUTIVE SUMMARY

Write the summary when you have completed all other parts of your Business Plan, as you will then have a far better idea of what to include. 

DESCRIPTION OF THE BUSINESS:

Name of the business:
Insert the business name.
Name of the owner(s):
Insert the name(s) of the owner(s).
Structure of the business:
Select from sole trader/partnership/company.
Specific product or service:
Describe the products/services the business will provide and how they will benefit customers.
Business Goals and Objectives: 

Goals:
List the goals for the enterprise.
Objectives:
List the objectives for the enterprise.
The Target Market:
Briefly explain the industry and the target market, and how these customers will be reached and serviced.
Financial Assistance Required:
If applicable, briefly indicate the amount of money required, possible sources of funds and how the money will be used.
Financial Summary:
Estimate the end of period cash position of the business enterprise as presented in the cash flow. That is, how much profit do you think the business will make?
2.  THE BUSINESS CONCEPT

2.1  ABOUT THE BUSINESS
Describe generally the business idea, using the following headings as a guide:

2.1.1
Business Type

Which industry will be involved, for example, manufacturing, retail, service?

2.1.2
The Vision of the Business

Write a brief statement describing the vision of the business enterprise.

2.1.3
Business Goals

List the goals of the business enterprise.

2.1.4
Business Objectives

List the objectives of the business enterprise.

2.2  BUSINESS NAME

Describe the business name, and explain why it has been selected. Indicate whether the business name must be registered.

2.3  QUALIFICATIONS AND SKILLS

Briefly summarise the qualifications, skills and relevant experience that the owner(s) brings to the enterprise.

2.4  LEGAL BUSINESS STRUCTURE

2.4.1
Description

Describe the legal structure of the business enterprise. Select from: Sole Proprietor, Partnership, or Company.

2.4.2
Legal and Tax Implications

Explain the legal and tax implications of the business structure selected.

3.  MARKET RESEARCH

Remember that the Market Research section is an extremely important part of the Business Plan, because every other part of the Business Plan is dependent on the results of the Market Research. The viability of the business relies on the support of information gained from the market analysis.
3.1  MARKET RESEARCH

3.1.1
Methods Used

List the research methods used to gather information regarding the market for the products/services, for example, observation or face-to-face-interviews.

3.1.2
Results

Summarise the research findings under the following headings:
What products/services do the customers want?

Who are the customers most interested in the products/services?

How do the customers wish to access the products/services?

When do the customers wish to access the products/services?

Where do the customers wish to access the products/services?

How much are the customers willing to pay for the products/services?

3.2  CURRENT STATE OF THE INDUSTRY

Describe trends, opportunities and seasonal factors experienced by the industry.

3.3  MARKET SEGMENT

Describe the major market segments or customer groups relevant to the products/services.
3.4  CUSTOMERS

3.4.1
Customer Profile

Discuss who the customers are likely to be for the products/services. If applicable, classify them by market segments, for example, geographic location, gender, income, lifestyle, type of business, nationality, etc. or combinations of factors.
3.4.2
Customers’ Buying Motives

Describe potential customers' reasons for buying the product/ service, for example, price, quality, reliability, convenience, prompt efficient and friendly service, and expert advice. Use any of these as headings if they apply. If the customers' reasons are different, explain them here.
3.5 SWOT ANALYSIS

A SWOT analysis should be used to identify the strengths, weaknesses, opportunities and threats for the small business enterprise.

Strengths:

Weaknesses:

Opportunities:

Threats:

3.6  COMPETITOR PROFILE

3.6.1
Major Competitors

List the major competitors, and briefly describe their operations.

3.6.2
Competitive Advantage

Describe what makes the business different from those of competitors (eg. price, quality of service, reliability). That is, what is the competitive advantage of the enterprise?

4.  MARKETING PLAN
Remember that the Marketing Plan should provide an estimate of the supply of the products/services; state the price of the products/services and the terms of payment; and describe the location, how the products/services will be distributed, and the advertising and promotion strategies.

4.1  PRODUCTS/SERVICES DESCRIPTION

Describe the features and benefits of the products/services, and explain how these will meet the needs of the target customers.

Features:

Benefits:

Meeting customer needs:

4.2  PRICE OF PRODUCTS/SERVICES

What is the price for the products/services? Remember that the profit made should be sufficient to cover the costs of production, and overheads, and still leave a positive cash flow.

If there are multiple products, for example, a lunch bar, what value is placed on the average stale?

If selling a service, what will be the hourly rate?

If the price is an individual quote per job, and always varies, how was an average price determined?

4.3  PLACE - LOCATION AND DISTRIBUTION

4.3.1
Location

Describe the planned location of the enterprise.

4.3.2
Advantages of the Location

Discuss any advantages or disadvantages of the business site in terms of proximity to customers and suppliers, access to transportation etc.
Advantages:

Disadvantages:

4.3.3
Distribution

Describe the methods that will be used to supply and distribute the products/services. For example, will they be sold directly to customers, or will agents or distributors be used?

4.4  PROMOTION AND ADVERTISING

4.4.1
Promotion and Advertising Approach

Describe how the products/services will be promoted (brochures, direct mail, viral advertising, radio, newspaper advertisement, personal selling etc).

4.4.2
Basis of the Approach

Justify why the advertising methods indicated, have been chosen.

5.  OPERATIONS PLAN

Remember that the Operations Plan should describe how the goods will be produced, or the services provided; the key roles and tasks involved in running the enterprise, and who will perform what tasks; the procedures and policies that will be implemented; and how the performance of the enterprise will be monitored.

5.1  BUSINESS PREMISES

5.1.1
Details

Provide details of the proposed business premises, such as location, near supplies, near customers, or explain why the enterprise is being conducted from home.

5.1.2
Lease/Rental Details

If applicable, provide details regarding the rent or lease of the proposed business premises.

5.2  LEGAL AND ADMINISTRATIVE REQUIREMENTS

5.2.1
Local, State or Commonwealth Government Regulations

Discuss any local, state or Commonwealth government regulatory requirements that could affect the business (eg. local Council approval, health and safety permits).

5.2.2
Insurance

List the types and estimated cost of insurance cover that will be required for the enterprise.

	· 
	$

	· 
	$

	· 
	$

	· 
	$

	· 
	$

	· 
	$


5.3  PRODUCTION PROCESS

5.3.1
Description of Equipment

Describe all the necessary equipment that will be required for production to begin.

Equipment owned:
List the necessary equipment already owned

Equipment to be purchased:
List the equipment that will need to be purchased, and provide estimates of the cost of each item

5.3.2
Raw Material and Stock

Describe any raw material or stock required for the enterprise.

5.3.3
Processes involved in Production

Describe the process involved in producing the products, and indicate the time taken in each stage of the process.

5.4  ORGANISATION OF TASKS/DUTIES

5.4.1
Key Roles

Describe the key jobs to be performed in the enterprise.

5.4.2
Responsibilities

Indicate who will assume each of the roles listed above, and describe how those skills/competencies required in the business operations, that are not met by the individuals already involved, will be covered (eg. accountant to prepare tax returns).

5.5  MONITORING BUSINESS PERFORMANCE

5.5.1
Quality of Products/services

Describe how the quality of the products/services will be monitored.

5.5.2
Customer Service

Describe the steps that will be taken in providing customer service such as communication, technologies used, warranties and refunds.
6.  FINANCIAL PLAN

The Financial Plan should provide information regarding where the money to fund the enterprise is coming from; where the money earned from the enterprise is going to; whether the balance between money coming into and money going out of the enterprise is positive or negative; and how much money is required for the enterprise to operate.

6.1 SETUP COSTS 

 (i)
List the assets contributed by the owner(s) and their values.

(ii)
List all the costs to set up the business such as registration and licensing. 

(iii)
List any additional assets which may need to be purchased during your first 6 months of operation.

6.2  CASH FLOW FORECAST 

The Cash Flow Forecast shows the monthly flows of cash into and out of the business over the 6 month period. It indicates when money is expected to be spent and when it is expected to be received. 

6.2.1
Cash Inflows

Complete details of all cash inflows: for example, income from the sale of the products/services, any money borrowed and money contributed to the enterprise by the owner(s).

6.2.2
Cash Outflows

(i)
Include any asset purchases which will need to be made.

(ii)
Include payments for all expenses in the month in which they are incurred.

(iii)
Include any personal drawings for each month.

(iv)
Subtract total outflows from inflows to arrive at your cash surplus or deficit.

6.3  PROFIT AND LOSS PROJECTION

6.3.1
Profit and Loss Projection

A Profit and Loss Projection should be completed for 6 months of business operations using estimates of income and expenses.
