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The reason for preparing this business plan is: 


• to approach a financial institution for finance. 


• to help set goals and objectives for the business. 


• to help communicate our business objectives to staff. 


• to clarify the direction of the business. 


• to provide a 'yardstick' to benchmark our performance. 

Our Business
Our main business is: 


Brief summary of what your business does.

We operate as a: 


Limited Liability Company, partnership, sole trader or whatever the legal definition is.
Our business vision is: 


Your business vision. Should be brief, to the point and easy to remember. An example might be……to provide the best quality and the best possible price. Of course your vision needs to be realistic and achievable. 

This vision assists us with all our business operations, and has been communicated clearly to all staff.  We strive to achieve our business vision every day, through both short and long term actions. 

People
The owner's information: 


Your name 

Role in business: 


What your main responsibilities will be. 

Experience: 


Briefly list your experience. This is not a CV so don’t go overboard.  

Skills/Qualifications: 


Self explanatory, but don’t just stick with formal qualifications. If you have a definable skill that will assist your business, then list it here.
Remuneration: 


Again self explanatory. It’s important that how much you are going to be paid or expect to be paid is put in here, since the people loaning you money will probably want to know and it will be in your financial plans. 

Key Employee 1: 


Their Name
Role in business: 


What your main responsibilities will be.
Experience: 


Briefly list their experience. This is not a CV so don’t go overboard.  

Skills/Qualifications: 


Self explanatory, but don’t just stick with formal qualifications. If they have a definable skill that will assist your business, then list it here.

Remuneration: 


Again self explanatory. It’s important that how much you will be paying your key staff is in here; again it’s for the people loaning you the money and for your own financial plans.
Repeat the key employee section as many times as you need to, but stick to the key people. If someone is being hired to lick envelopes, then leave them out, but if you have a key person who is taking care of vital administration work then include them.
In thinking about the people in the business, we have highlighted the following actions to be implemented over the following year: 
• Hire additional sales staff 

• Get all employees to sign an employment agreement 


• Check all staff are aware of what is happening in your business 


• Start an internal newsletter to improve staff communication 


• Ask key employees what motivates them 


• Look for gaps in skill levels in your business 


• Start holding regular meetings for staff 


• Identify key team members and ensure they have the appropriate skills in order to make decisions in lieu of owners. 
Try to keep your lists of actions short, remember you are going to be busy and there’s no point planning for things that there is no chance of achieving.
We believe that by implementing these action points, people skills and mix will be strengthened.  We are committed to ensuring that we have the best people in our business. 

Market Research
We will conduct market research on a regular basis, to determine the needs and wants of our customers, and to keep ahead of industry trends.  It is important that we find out what is happening in our industry. We acknowledge that good market research will help us understand our customers, and provide a range of business information that we can use in our day-to-day activities.

Customer research 

Being aware of where our customers come from and their specific characteristics allows us to tailor our products and services more effectively. This knowledge allows us to target similar people or businesses in the same area, and opens the opportunity of targeting similar customers in other regions. 

We have identified our customers as:  


Eg. Young mothers. Elderly people. Children. This is the information you gathered from research
Our customers are located: 


Again, this is the information you gathered from your research.
Target Market 

Our target market is:  


Who specifically are you going to sell too? Which market segment will you concentrate on? You can’t be everything to everyone.
These targets form the focus for our marketing. We intend to promote to these specific groups and tailor as many of our products and services possible for these targets. Targeting allows us to be more efficient with our resources, lower our promotional costs and helps us define the market we are in business to serve. 

From talking to our customers we have also found that our strengths lie in: 


What is so special about your product or service? What  do your potential customers really find appealing?
This feedback has helped us establish a competitive advantage over our competition, so we can provide superior products and services to our customers. 

Our major competitors are: 

Competitor One 


Their key strengths and weaknesses are:  


Be as specific as you can. What do they do well, what can you do better and why. The more information you have about your competitor means you will be more competitive, simple!
Competitor Two

Their key strengths and weaknesses are:  


Be as specific as you can. What do they do well, what can you do better and why. The more information you have about your competitor means you will be more competitive, simple!
Competitor Three

Their key strengths and weaknesses are:  


Be as specific as you can. What do they do well, what can you do better and why. The more information you have about your competitor means you will be more competitive, simple!
We view competitors as challenges that we can overcome, and have found ways to overcome or dilute any strengths, and take advantage of any perceived or real weaknesses. From this we have developed the following actions to strengthen our advantage over the competition:
· Advertise our free phone number

· Offer free in home demonstrations

· Highlight our local business ownership as opposed to our competitors national image.

Again try to make these actions achievable. There’s no point making one of your objectives a huge national advertising campaign if your budget doesn’t allow for it; it might be something as simple as handing out flyers or a special discount for repeat customers. Think outside the square.
Further research we intend to implement in the next 12 months includes: 


• Identify any new regions or markets 


• Check that what we are good at is a real competitive advantage 


• Ask customers if what we are good at is important to them 


• Identify what our competition is not good at 

Research is an ongoing tool and needs to be planned for. The minute you stop keeping an

eye on your competitors or talking to your customers then you can be guaranteed you 

are no longer in control of your own destiny.

Market research provides us with an overview of changing markets, customers, industries, products, services and technologies.  We recognise the need to continually collect information, but to also turn this information into practical steps. 

Market research provides us with an overview of changing markets, customers, industries, products, services and technologies.  We recognise the need to continually collect information, but to also turn this information into practical steps. 

Marketing
Our promotion is effectively targeted at our main customer base, and takes into account our past experience of what works and what does not.

Current promotional activities: 


What will your launch advertising and marketing program be. Try to be as detailed as possible and make sure you have a way of measuring your results.
 Our estimated yearly promotional cost is: 


Self explanatory. 

This is how we intend to monitor our promotional activities in the future:

 A good example of this is a coupon system, whereby customers clip coupons. It might be as simple as asking customers where they heard about you, but you need to know whether the budget is being spent wisely.

We know our customers are satisfied because:
· Through sales trends and staff feedback
· Customer count
Our competitors promote by:
· Limited local press advertising.
· Radio
· Internet
Further research we intend to implement in the next 12 months includes: 

· Start monitoring how customers hear about us 

· Target our advertising to specific customers 

· Check regularly what our competitors are doing 

· Investigate suburban newspaper advertising. 

Premises

We will lease the premises we will be located in. 

 The expiry date is: 


Date here
 Our next lease review is in: 


Date here
Action Points
Jan:

• Identify Financing Requirements

• Identify improvements required to building
• Begin building
Feb: 


• Attend business management training course
• Audit all staff to ensure training is adequate
• Launch local advertising campaign.


• Start an internal newsletter to improve staff communication 


• Ask key employees what motivates them 


• Start monitoring how customers hear about us 


• Check regularly what our competitors are doing 


• Communicate sales targets to all staff. 

• Set achievable targets and devise an individual incentive.

March: 


• Look for gaps in skill levels in our business 


• Start holding regular meetings for staff  


• Target our advertising to specific customers 


• Investigate suburban newspaper advertising. 

April:  


• Investigate website development
June:


•
Mid year Christmas party. A Chance to celebrate our first six months of business and reinforce our goals for the remainder of the year.
This list of action points needs to be very fluid. Things change. What’s needed today

might not be so important tomorrow. A good manager must be constantly reviewing the

goals and even more importantly, making sure EVERYONE knows what they are.
What now? 
Now that you have completed your plan it is important to keep it alive. Here are a few ideas on how to take your ideas forward and get the best value from the work you have done: 


• Keep your business partners and stakeholders involved and supportive of your plans. 


• Share your plan with your accountant. 


• Phone your Business Banking Manager to discuss the business plan and its outcomes. 


• Hold a partners'/shareholders' meeting to discuss the document and the next steps. 


• Discuss the document with your staff. 

Delivering on your plan  

To make sure you deliver on your plan and keep it up to date, try these steps: 


• Print out your Action Plan and put it on the wall. Tick off or highlight the completed actions so everyone can view progress. 

 
• Hold a monthly management meeting to go through the outstanding tasks. 


• Revisit your plan at least quarterly to allow for new priorities or to see how things have changed. 

When the time comes to present this to your bank, shareholders, investors, family, make sure you have it looking professional. Put it in a nice folder, refrain from smiley faces and love hearts and make sure you have your cash flow forecasts and profit and loss forecasts done. I like to include a copy of my CV as well, but that’s not required. Remember keep your plan concise but without glossing over or ignoring anything. One more thing, just because you are opening your own full service garage doesn’t mean its ok to go to the bank, accountants, lawyers dressed like a mechanic. You’ve got your nice shiny business plan, so buy a nice shiny outfit! If you are a man, wear a tie! If a woman, put your hair up! The business world is largely a conservative place, and when we are asking people for money or help we need to fit into their world not expect them to fit into ours.

Lastly…..

Celebrate your successes 

Above all, remember to record your successes and celebrate them with those that have helped you achieve each set goal. 

