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Introduction
As the old saying goes “businesses don’t plan to fail, they fail to plan”.  Even though the best planned business needn’t necessarily succeed, those that have a plan have a significantly increased chance of succeeding.  

It is thus a NEIS requirement that you complete a business plan for your proposed business.  
The completion of the plan also demonstrates your level of competency on many of the units from the Certificate IV in Business (Small Business Management).

The business plan is made up of 9 main sections and appendices.    
Your trainers will lead you through the requirements of each section, but the best time to start your business plan is RIGHT NOW.  Remember, every effort you put into your plan pays off in your business. 
General formatting

Do not use a question and answer format.  Instead, use the notes and questions as a guide and create paragraphs/flow charts or tables (as directed) that answer the questions as appropriate.
· Note:  Feel free to download an electronic copy of this plan guide (see below) and to cut and paste tables into your document

All of the headings in Bold Italics in the business plan guide should be replicated in your plan, unless they are totally irrelevant to your plan.  This is especially important in the Executive Summary. 
Do not be tempted to skip any sections.  This business plan template has been devised to satisfy not only the requirements of running a small business, but also as a tool that allows your assessors to determine your level of competency on the Certificate IV in Business (Small business Management) 40401. 

Your trainers will be going through various sections of the business plan in class and will offer advice and instruction on how to fulfill the requirements.   

If at any time, you feel that you do not understand a section or are concerned about an aspect of the course, contact the trainers and ask for a one-on-one session. 

Hand-in requirements

At the end of the course on Competency Check day, you will be required to hand-in;

· A master copy of your business plan 

· Note:  Do not include Original documentation.  Make copies.

· A second copy of your business plan 

· Two copies of the Executive Summary

Please ensure that you:   

· Use A4 sized paper

· Type your document/ ensure that it is clear and legible

· Bind or clip together your plan so that it is secure

Downloading documents

Electronic copies of this business plan guide & the financial tables (Excel spreadsheets) are downloadable from: 

www.easternsuburbsbec.com.au/ESBEC/NEIS
Partnerships

Please note that the use of “you/your” in the following document aims to include all parties in the business plan. 

If your business involves a partnership, a partnership agreement must form part of the documentation included in the business plan.

Units of competency

Successful completion of your business plan indicates competency on a number of units from the Certificate IV in Business (Small Business Management) BSB40401.

These are summarized in the table below according to the corresponding section of the business plan
. 

Unit Number

Unit Name

BSBSBM301A

Research business opportunities


BSBSBM401A

Establish Business and Legal Requirements


BSBSBM402A

Undertake Financial Planning


BSBSBM403A

Promote the business

BSBSMB404A

Undertake business planning

BSBMKG401A

Profile the market

BSBMKG402A

Analyse consumer behaviour for specific markets

BSBCMN405A

Analyse and present research information

BSBCMN407A

Coordinate business resources

BSBCMN408A

Report on financial activity
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NEIS Business Plan Guide

Section 1:  Cover Page & Executive Summary

Cover Page

The cover page should contain the following information:

· The name of the business (if registered)

· Your name

· Your address

· Your phone number

· Your fax number (if applicable)

· Your mobile number (if applicable)

· Your email address (if applicable)

· Your business website address (if applicable)

Executive Summary

Written last, the executive summary should function as a standalone document that summarises your business.  It is concise and should take up no more than 2 pages. 

The aim of the executive summary is to give the reader a snapshot of the business concept, why the opportunity exists, and how (through market penetration and financial support) you will use this opportunity. 

The Executive Summary must contain all of the following information: 

1. Mission statement

2. Business name

3. Business Entity Company/Sole trader.
4. Business Ownership
5. Insurance required.

6. Business activity 
This summarises what your business actually does. 

7. Business location 
 Type in your business address, whether it is home-based or in commercial premises and if there are any capital gains tax implications.

8. Background & Experience 
Here you are demonstrating how your qualifications and experience will make the business successful. 

9. Research undertaken 
Summarise your process for finding unsatisfied market demand

10. Target market & Competitive Advantage

11. Marketing strategy
 How are you going to reach your target market 
12. Pricing method 

13. Break even point 

14. Business capabilities
15. Business gaps and remedies
16. Finances 
Do you require financing?  If so, how much? How do you propose to source this finance?
17. Cash Flow summary 

	
	First Year
	First Quarter Year 2

	Total business cash inflows
	
	

	Total Business cash outflows
	
	

	Cash on hand at end of period
	
	

	Debtors
	
	

	Creditors
	
	

	Stock on hand
	
	


18.  Prospects of business being self-supporting after 12 months:

Very High

High

Average

Low

Very Low
19. Summary

Just a paragraph -  an overview why this will work

Section 2:  Vision and purpose. 
Vision
Consider the following questions and then write a brief paragraph encapsulating their essence.  This forms the Vision statement of the business
· What is your ultimate vision for this business?

· Where can you see yourself and your business in 5 years?

· What are the major achievements of your business?

Mission
Consider the following questions and write a brief paragraph that summarises your answers.  This forms the Mission Statement of the business.

· What is the ‘business’ of the business?

· What is the role and purpose of your business?

· How will you achieve your vision?

Product/Service & Features

Your business will be offering a product/products, a service or both.  

· Describe your product/service, including all features and the benefits it brings to your target market.
· Describe any additional products & services you may add in the future
Section 3:  Researching & Evaluating the Business Concept

Personal

In this section, you present yourself as the owner/manager of the business and then do a detailed, personal competency, capabilities and gap analysis.
· What personal capabilities do you bring to the business that will help ensure its success? Put your answer into a statement.

· Do a detailed capabilities and gap analysis that realistically represents your capabilities, competencies and gaps– using the table below. 
· Develop remedies to overcome the gaps you have identified
Personal

Listing of your personal capabilities
	Personal Capabilities

	


Listing of your personal gaps
	Personal Gaps

	


Remedies for your personal  gaps
	Gap
	Remedy

	
	


· You will need to provide a copy of your resume which details your educational and work history.    This is attached in the appendix and should include any information that is relevant to your competence in managing this small business. 

Business
Next you need to present the business concept and then do a detailed competency, capabilities and gap analysis.

 The Business Concept
· What is the essence of the idea/concept? Briefly summarise this into a sentence or two. 
· Complete a business competency, capabilities and gap analysis and present the results in a table. 
· Develop remedies to overcome the gaps you have identified
Business

Next you need to present the business concept and then do a detailed Capability and Gap analysis.

· What is the essence of the idea/concept? Briefly summarise this into a sentence or two. 

· Do a Business Capabilities and Gap  analysis and present the results in the following tables. 

Listing of Your Business Capabilities
	Business Capabilities

	


Listing of Your Business gaps
	Business Gaps

	


Remedies for your business gaps
	Gap
	Remedy

	
	


External Influences

This section explores the macro environment in which your business exists.  You will need to consider the external forces or events that could influence the demand/desire for your product/service.   You will need to consider each of the following and write short paragraphs about how  changes – positive and negative - in each could influence your business.
	
	Positive
	Negative

	1. Political 
	
	

	2. Economic
	
	

	3. Social – Cultural 
	
	

	4. Technological 
	
	

	5. Environmental/ Natural 
	
	

	6. Legal
	
	


Trends

Your business is part of an industry which is subjected to the influence of trends.  These trends may be social, political, environmental, economic or technological.  A trend is defined as a pattern greater than 12 months in length. 
Consider the following questions and summarise your answer into a paragraph.

· What industry is your business a part of?

· When did the industry begin?

· How has it evolved?

· What is the strength of the industry?

· Is there any new technology in the industry?  Will there be any in the near future that will influence the industry?

· Are the local markets within the industry expanding or contracting?

· What trends could influence the desire/demand for your product or service?

Overview of competition

 Almost all businesses have competitors, both direct and indirect.  They are part of the make-up of a healthy market.  Your competitors can teach you a lot about your own business.

· Who are the top 12 competitors who already fulfill customer needs?  (Provide name & location and what they are charging for this service) 

Consider the following questions and summarise your answers into a paragraph or two.   
NB:  At this point you are providing an overview of the competition.  You will provide a much more detailed analysis of the competition in your marketing section.  

· What is the extent of current competitor activity?
· Does my product or service have barriers to entry?  
· What types of skills or abilities, for example, are required to operate an business of this nature?  Are these easily obtained? 
· How long would it take someone commencing ‘afresh’ to replicate the world’s best in this area and surface as a dominant force in the industry?

Entry Conditions 

· How will you know whether to proceed with this business and commit resources and schedule events? Explain your answer in a paragraph.

 Exit conditions

· Under what conditions would you exit the business?  (Consider more than just economic reasons & explain your answer in a paragraph)

Risk Management

Consider in what way your business is vulnerable.  

· Write a paragraph that designates at least 3 areas of risk and possible management solutions.  

Note:  As this is a general overview, only broad statements are required here.  

Section 4: Strategic Planning
Primary business outcomes

· What are the overall results that you desire to achieve in your business?

12 month outcomes

· What outcomes is the business to accomplish within the next year?

2 year outcomes

· What outcomes is the business to accomplish within two years? 

Problems and solutions

Your business will no doubt face some challenges.  Consider these and tender some possible solutions.  

Present your results in a table:  

	Anticipated Problem / Challenge
	Possible Solution

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Business Planning systems

Your business will respond to market changes, creating a need for continuous business review.  Consider how you intend to measure your business performance through answering the following questions and putting your answer into a paragraph. 

· How often will you undertake business planning?  
· Who will be responsible for tracking the progress of the business? 
· What systems will you put into place to ensure that this occurs?  

Section 5:  Management
This section deals with how you intend to manage your business on a day-to-day basis.  It is essential that you are equipped with the legal and financial knowledge & requirements for your business to run. 

Legal 
· List the legal obligations that you have with this business.  If your business is in an unregulated industry, consider what the end-user expectations are.

· What statutory bodies govern your business?

Insurance

· What specific insurance is required for your business? 

NOTE: It is a NEIS requirement that your business is insured.  You will need to obtain a minimum of three quotes and provide evidence of the quote you select in your business plan.  If accepted onto NEIS, you will need to pay the premium (or the first installment of the premium) within two weeks of being on the program.  Failure to do so will result in suspension from the program.  

Taxation

· What taxation system applies to your business?

GST

· Have you/ will you be registering for GST?  

· To answer this question, you need to consider the following;
· Is your business likely to turnover $50 000  in the first year?

· Do you intend to claim back the GST claimed on items purchased for your business?

· If you answered ‘yes’ then you will need to register for GST. 

BAS Timetable
As a new business, you will more than likely be expected to submit 4 quarterly taxation payments throughout the financial year.  

· Work out your BAS payments schedule and present the results in a table:

For example, if your business is to start in February 2007, then the Financial quarter will be 1 and the year will be 2007, the Calendar Date & Month will be 31st March and the year will be 2007.
  

My business will start on:  Insert business start date here

	
	Financial
	Calendar

	BAS reporting over 2 years
	Quarter
	Year
	Date & Month
	Year

	First
	
	
	
	

	Second 
	
	
	
	

	Third 
	
	
	
	

	Fourth 
	
	
	
	

	First
	
	
	
	

	Second
	
	
	
	

	Third
	
	
	
	

	Fourth
	
	
	
	


Licences
· What licences are required for your business?

You will need to provide evidence of the licence in your business plan.  If your business does not require a licence, state this. http://bli.net.au/
Trading name

· What is the business trading name?
· Have you checked for availability?
· Have you registered this name?  (This is not mandatory through the training component.  However, if you intend to trade under the name, you must register it before embarking on the NEIS program). 
Note that you cannot use an existing business name or company that has traded before.

NSW Department of Fair Trading  133 220  www.fairtrading.nsw.gov.au
Domain Name

· Do you intend to have a web-site?  

· If so, what is the domain name that you propose?

· Have you checked for availability?

· Have you registered the address?

http://www.auda.org.au/
Business Structure

Your business may be managed under various structures, including Sole Trader, Partnership or Company.  
Consider the following and then write your response into a paragraph. 

· What business structure will your business operate under?

· Why have you chosen this structure?

· What are the advantages of this structure?

· What are the disadvantages of this structure?

· Consider, for example, flexibility, liability and responsibility that is associated with each structure

NOTE:  If you intend to run a partnership, you must have a partnership agreement and have a copy of it in your business plan. 

Logos/Intellectual Property

Your business may have a particular logo or idea that is unique.

· Does your business have a logo?

· Does your business involve intellectual property?

· How do you intend to protect these?

· For information about logos/intellectual property, see  
Australia (Intellectual Property)-1300 651 010  www.ipaustralia.gov.au
Office Location

· Where do you intend to trade?
· Do you require council permissions/ a lease?

· Will you have customers that visit you?  What are the implications of this in terms of insurance, parking stipulations and so on? 

· If trading from home, what capital gains tax implications are there?

NB:  If you are signing a lease, do not sign in anticipation of approval. You must seek legal advice before signing a lease
Customer relationships
Your customers may be external or internal to the business.  Consider the following:

· How will you nurture the key relationships with your customers?

· How will you manage customer records?

· How will you manage customer/staff information?
· How will you manage customer complaints? 
· How will you explain your products & services and the benefits your customer will gain from buying from you?  (Complete the table below – this is your sales pitch)

	Sales Pitch

	


Key roles

There will be a number of key relationships that you will need to establish and maintain in order to successfully manage your business. 

Describe who is to play the following roles in your business and why you have chosen them.

	Service
	Name
	Reason for choice

	Legal support/lawyer
	
	

	Accountant
	
	

	PC support
	
	

	ISP support
	
	

	Banking and finance (name the institution)
	
	

	Telecommunications (name the company) 
	
	

	other 
	
	


Occupational Health and Safety (OHS)

Your business will be subjected to occupational health and safety requirements.  Look these up on the Workcover NSW site: www.workcover.nsw.gov.au
Then, summarise your findings indicating what areas of OHS legislation apply to you and how you intend to meet these obligations.

Restrictions/Requirements

Consider any other restrictions or requirements that apply to your business and detail them.

Section 6:  Finances
It is of vital importance to the success of your business to effectively plan and manage your financial resources.  

There are two main considerations:  Your personal financial situation and your business one.   This section covers both.  
There are a number of financial tables that need to be completed for this section.  For your convenience, they can be downloaded from 
www.easternsuburbsbec.com.au/esbec/NEIS/ 

Personal Financial Plan

What income do you intend to derive from your enterprise over the next year, 2 years and 5 years?  

· Present your results in a table

	Year 1
	

	Year 2
	

	Year 5
	


Personal Assets and Liabilities
Your assets are what you own and your liabilities are what you owe.  Once you have calculated out these factors, you will have a figure that indicates your net worth.

· Complete  Excel spread sheet titled Net Worth

Start up Funds

In order to start your business, you must have enough cash/assets to meet the start up costs, or a strategy to obtain these funds. 

· Complete the Excel spreadsheet titled Start Up
· If you require start up capital you must provide evidence that this capital can be met.  You can do this through attaching a Bank Balance, a letter of confirmation that the money will be lent to you (family or friends) or a letter from the bank indicating that the money will be available to you. 
Personal Income and expenditure

NEIS provides you with funding so that you can run your business full-time.  Therefore, your personal income will be inextricably linked with your business income.  You will need to predict your personal income and expenditure over the next two years in order to accurately predict the amount of business income that will need to be generated to support yourself. 

· Complete the Excel spreadsheet titled Personal Ex

Cash Flow and  Balance Sheet
These worksheets provide the ability to analyse in a detailed manner the expected cash flow for your business over the next two years.  

· Complete the Excel spreadsheets titled Cash Flow (1), and Balance sheet (1), Cash Flow (2and Annual P&L
Breakeven Analysis

The breakeven point is the point at which your total income matches your total analysis.  Using the financial spreadsheets, work out the following and summarise the results to include in your plan. 

· At what point will the total income= total expenses?

· How many units are being produced at this point?

· What is the exact labour requirements at this point?

· What specific length of time into the project will this occur?

Financial Ratios

Financial ratios provide a good understanding of the overall financial position of your business.  

· Complete the following and provide your results in a table

	GP
	Gross Profit
	GTO-COS
	$

	GM
	Gross Margin
	GP/GTO X 100
	%

	TFE
	Total Fixed Expenses
	FROM COST ANALYSIS
	$

	TE
	Total Expenses
	COS+TVE+TFE
	$

	NP
	Net Profit
	GP-All other expenses
	$

	NPM
	Net Profit Margin
	NP/GTO X 100
	%


Section 7: Marketing

Overview
Marketing is a continuous requirement for your business.  Firstly, you need to analyse the overall market.   Consider the following questions and summarise your answer into paragraphs.
· What is currently in the market that is similar or close to your product/service in fulfilling a specific need? 

· Who is currently fulfilling the need or requirement of the customer? 

· How is product/service being accepted by the public/customers? 

· What is the direct value that the product or service adds to the customer? 

· If this product/service has not been implemented previously, why not? 

· What has prevented it from having mass appeal? 

· How advanced are the competitors in market penetration? 

· How responsive are the competitors? 

· What can you see that can add value to this idea/product/service to be of greater service to the customer? (E.g. greater simplicity, more features, more user friendly etc) 

· Who are the people that currently use a product/service of this type? 

· When did this type of product/service first originate? 

Marketing Segmentation/Customer profiles/Target market

 If you can target your product to a particular group, your business will be more focused and your resources less dissipated.  Consider the following questions and summarise your answer into a paragraph/paragraphs.

· Who were the first people to adopt usage of your type of product/service?

· Who is your ultimate customer? 

· Where are they located? 

· What is their average transaction size with you?

· How often do they transact with you? (How often do you provide them with goods or services?) 

· How do they pay you (mode-VCD, CASH, CHQ)? 

· Are you paid in advance for your services? What period of time?

· What other qualities do you see the ultimate customer having?

Next consider your customer buying motivations.  Answer the following and include them in your customer profile.

· Why do customers purchase goods and services of this nature

· What specific needs will the products meet?

· In what ways will you be doing this better than your competitor?

Customer Profiles

Define each of the following and include them in your plan.   Insert characteristics and qualities that are suitable for your business and customers. 
	Characteristics/ Qualities of my customers
	A - Outstanding/
ideal customer
	B –

 Excellent customer
	C – 
Good customer


	D – 
Average customer
	E – 
Poor customer


	Z – 
Customer from hell

	Benefits they seek
	
	
	
	
	
	

	Motivation for using product / service
	
	
	
	
	
	

	Frequency
	
	
	
	
	
	

	Average transaction
	
	
	
	
	
	

	Preferred method of payment
	
	
	
	
	
	

	Attitudes
	
	
	
	
	
	

	Demographics
	
	
	
	
	
	

	
	
	
	
	
	
	

	Size & type of Business
	
	
	
	
	
	

	Location
	
	
	
	
	
	

	
	
	
	
	
	
	


Market Research
The most useful method of ascertaining the market readiness for your product is to conduct market research.  

· How specifically, will you conduct your market research?

Questionnaires and Surveys 

A questionnaire or a survey can be extremely valuable, but it needs to be designed so that it will collect the most useful information for you.  When designing your questionnaire, consider the following and provide a brief summary of your considerations (as well as a copy of your questionnaire) in your plan.

· What information do you need to know from your customers in order to attract them and precisely fulfill their needs?

· What questions would make your marketing more precise?

Once you have collected the information, it will need to be collated and summarized.  (Remember not to survey just your family and friends.  There is a large chance they will provide you with the answers you would like to hear rather than the answers you will need to hear.  As much as possible, obtain answers from your specified target market.)
Analyse the responses and provide a paragraph or two, considering the following points.

· In summary what responses were received from the questionnaires? Include actual examples

· What patterns surfaced in the responses? 

· What new decisions can now make with a high degree of certainty as a result of this information? 

Competitor Analysis

Your competition is one of your most valuable sources of information. It is therefore extremely valuable to conduct a rating and SWOT analysis on as many competitors as possible.

· Find your top 12 competitors (this has previously been done in the research section) and list them in order from strongest to weakest.  Present your results in a table

	#
	Competitor Name

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	

	12
	


· Conduct a Competency, Capability & Gap Analysis on EACH of these competitors.  Present your results in a table.
	Competitor Name & description:
	

	Capabilities:
	

	Gaps:
	


How can you utilize the gaps of your competitors? 
I will utilise the gaps of my competitors by …..

Competitive Advantage
· Consider your own advantage over your competition and present the results in a table.  These characteristics are intended as a guide only – add your own and delete any that are not required. For “other’ list other features or benefits.  You can change these to suit your business and industry. 
	Competitor Advantage Analysis

	
	My Business
	Competitor 1
	Competitor 2
	Competitor 3

	Business Name
	
	
	
	

	Product Range/ selection
	
	
	
	

	Time in business
	
	
	
	

	Qualifications/ Awards
	
	
	
	

	Location / Distribution
	
	
	
	

	Image  
	
	
	
	

	Promotion 
	
	
	
	

	Advertising
	
	
	
	

	Branding/ Positioning
	
	
	
	

	Service levels
	
	
	
	

	Guarantees given
	
	
	
	

	User Friendliness
	
	
	
	

	Innovation/ Progress
	
	
	
	

	Size of company
	
	
	
	

	Other 
	
	
	
	

	
	
	
	
	


	Competitor Advantage Analysis

	
	Competitor 5
	Competitor 6
	Competitor 7
	Competitor 8

	Business Name
	
	
	
	

	Product Range/ selection
	
	
	
	

	Time in business
	
	
	
	

	Qualifications/ Awards
	
	
	
	

	Location / Distribution
	
	
	
	

	Image  
	
	
	
	

	Promotion 
	
	
	
	

	Advertising
	
	
	
	

	Branding/ Positioning
	
	
	
	

	Service levels
	
	
	
	

	Guarantees given
	
	
	
	

	User Friendliness
	
	
	
	

	Innovation/ Progress
	
	
	
	

	Size of company
	
	
	
	

	Other 
	
	
	
	

	
	
	
	
	


	Competitor Advantage Analysis

	
	Competitor 9
	Competitor 10
	Competitor 11
	Competitor 12

	Business Name
	
	
	
	

	Product Range/ selection
	
	
	
	

	Time in business
	
	
	
	

	Qualifications/ Awards
	
	
	
	

	Location / Distribution
	
	
	
	

	Image  
	
	
	
	

	Promotion 
	
	
	
	

	Advertising
	
	
	
	

	Branding/ Positioning
	
	
	
	

	Service levels
	
	
	
	

	Guarantees given
	
	
	
	

	User Friendliness
	
	
	
	

	Innovation/ Progress
	
	
	
	

	Size of company
	
	
	
	

	Other 
	
	
	
	


You should now have a good understanding of what it is that distinguishes you from your competitors.  This is your competitive advantage.  Consider the following and summarise your answer into the following format. 
· What is unique about the product or service that your enterprise is offering?

· How will the customer evaluate this product or service compared to competitors?

· Is your product/service outstanding?  If yes, what makes it outstanding?

The edge that I have over my competitors is….

My current charge out rate (amount I expect back from every hour in my business) is…. 
I am extremely good value in what I offer because………………

Marketing objectives

Consider your short term and long term marketing objectives i.e. how many customers you intend to attract.  
Then summarise your answers into tables.

· Short Term – What number of customers will you be servicing 30,60 and 90 days from now?
· Long Term –What number of customers will I be servicing 12 months from now?

	
	Period ending
	New customers for period
	Total customers serviced

	30 day  target
	
	
	

	60 day target
	
	
	

	90 day target
	
	
	

	
	

	12 month target
	
	
	


These objectives have been determined on the following assumptions:

Briefly describe your assumptions in 1 or 2 sentences. E.g. Based upon an average transaction of $ …….. 

Then, complete (or paraphrase) the following paragraph and include it in your plan.

 I currently have   #……….  customers who match my desired profile.

For me to be on target I require in total  ……… customers who match my desired customer profile.

The difference is ……….. .  Therefore my objective is to attract ………  new or additional customers plus 20% for attrition equals………….. in total. 
These total new customers will have been reached by…………….
Promotional Strategy

Now that you have a good idea of which customer you would like and how many you need, you can work out how best to attract them.  

Consider the following questions and summarise the answers into a paragraph.

· How specifically will I promote the product/service to the customer? 

· How will the ultimate customer find out about my service/product?

· How will the customer be reached and influenced?

· What is the most effective way to attract the required quality and quantity of customers?

Consider the marketing strategies for the next year of business.  

Consider the resources that are required, what strategies you will use for the target group, the period that it will take place in and the new customers anticipated for each period.  Then present your results in a table.

Promotional Strategy & Resources

	Specific Strategy
	Resources Required
	Budget 
	
	Period ending
	New customers for period
	Total customers serviced

	
	
	
	30 day target
	
	
	

	
	
	
	60 day target
	
	
	

	
	
	
	90 day target
	
	
	

	
	
	
	120 day target
	
	
	

	
	
	
	180 day target
	
	
	

	
	
	
	210 day target
	
	
	

	
	
	
	240 day target
	
	
	

	
	
	
	270 day target
	
	
	

	
	
	
	310 day target
	
	
	

	
	
	
	330 day target 
	
	
	

	
	
	
	365 day target
	
	
	


Marketing Budget

The previous table should give you a good idea of the resource requirements for your marketing plan.  Remember to include the results of this in your cash flow. 

	Marketing Resources Required 
	Annual Cost 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	TOTAL 
	$ 


Distribution Strategy:

Consider the following questions and summarise the answers into a paragraph. Briefly describe: 
· How will the customer have convenient and effective access to goods and services?

· Who produces and/ or  supplies your product?

· What intermediaries will assist in the distribution of your product/ services?

Price, Credit Policy, Price comparison

Consider the following and then summarise your answer into a paragraph
· What is the specific pricing decided upon for your product/service?

· What is the psychology behind this choice?

Section 8:  Operations
This section explores the nuts and bolts of how exactly your business will be run.  

Administration

Consider what specific record keeping procedure you have chosen, who will carry out the task, when and how.  Then summarise your results in a table.
	Operation
	Who
	When
	How

	Cash flow balance
	
	
	

	BAS statements
	
	
	

	Tax return preparation
	
	
	

	Accounts payable
	
	
	

	Accounts receivable
	
	
	

	Managing loans/finance
	
	
	

	Financial measurement
	
	
	

	Financial Analysis
	
	
	

	Filing & storage of business receipts
	
	
	

	Filing & storage of business documents
	
	
	


Procedures

Your business will be made up of a series of functions.  

· Create a flow-chart of your business operations. 

Stock & Raw materials

If your business requires stock or raw materials, you need to include this information in your plan.

It is a NEIS requirement that you have more than one supplier if your business requires stock or raw material purchases.  

· Name at least two suppliers from whom you intend to purchase your goods.  

· Include a letter in your business plan that indicates their willingness to provide goods to your business

Equipment & Maintenance

If your business requires equipment you will need to include this section.  

· What equipment does your business require

· Who will maintain this equipment

· If maintenance is frequent, have you catered for it in your cash flow?

Production/Project  Schedule

Consider the top 5 goals of your enterprise over the next 12 months, when you intend to embark on each goal and what resources are required.  

· Summarise your results in a table.

	Goal
	Date
	Resources Required

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	


Operations Summary

The operations summary provides an overview of your entire operations plan, dovetailed with the marketing and financial resources over the next 12 months.  In the first 3 months, you will need to do a specific week by week summary.  Then for the following 9 months, you will need to do a month by month summary. 
· Complete the following tables
	Month 1

	
	Operations
	Marketing
	Financial

	Week 1
	
	
	

	Week 2
	
	
	

	Week 3
	
	
	

	Week 4
	
	
	


	Month 2

	
	Operations
	Marketing
	Financial

	Week 1
	
	
	

	Week 2
	
	
	

	Week 3
	
	
	

	Week 4
	
	
	


	Month 3

	
	Operations
	Marketing
	Financial

	Week 1
	
	
	

	Week 2
	
	
	

	Week 3
	
	
	

	Week 4
	
	
	


	Months 4 – 12

	
	Operations
	Marketing
	Financial

	Month 4
	
	
	

	Month 5
	
	
	

	Month 6
	
	
	

	Month 7
	
	
	

	Month 8
	
	
	

	Month 9
	
	
	

	Month 10
	
	
	

	Month 11
	
	
	

	Month 12
	
	
	


Section 9:  Viability & Suitability

The final section explores the viability of the business and your personal suitability in managing it.  

Consider the following and then write a short paragraph summarizing the business viability

Viability


· Are you satisfied that you have located a niche market for your product/service?

· Are you satisfied that you have a unique selling proposition?

· Are you satisfied that you can target and meet market demand?

· Are you satisfied that trends, seasonal fluctuations and other external influences can be managed by your business?

· Are you satisfied that you have enough capital to fund through to the break-even point?

· Do you have sufficient resources (including your own time and energy) to meet business requirements?

Suitability

Throughout this planning process, you will have recognized the skills, talents and personal requirements for running a small business.  Consider the following and summarise your personal suitability for small business.

· Do you have the required qualifications to run your proposed business?

· Do you have the personal skills and talents required to run a small business?

· Do you have strong organizational skills?

· How are you catering for your perceived weaknesses?

Use this information to complete the final question in the Executive Summary- Prospect of the business being self-supporting over the next 12 months.

Appendices

· Consider which of these is applicable and append to your Master copy of your business plan. If you have not included the required documentation, your business plan may not pass through panel

1. Personal resume

2. Licences

3. Insurance quotation

4. Council approval

5. Partnership agreement 

6. Letters of commitment to purchase product or use services

7. Registration of business name certificate

8. Copy of contacts

9. Details of funding/ letters of funding support

10. Working with Children police clearance and Statutory Declaration

11. Marketing material

12. Photos of premises

13. Photos of products

14. Lease agreement

15. Patents/copyrights/trademarks

16. Supplier agreements
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