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Useful Tips

Things tobearin mind whenwritingthe planare
as follows:-

Own the content

By preparing the planyourselfyouwill“own the
content”andidentifyproblemsthatarelikelytoarise.
Thiswillallow consideration of howyouwill solve
them. Ifyou haveapartnerinthebusinessitisagood
ideaforyoutoworkthroughthe plantogether.Thiswill
giveyouaninsightinto howyouwillwork togetherin
thebusiness.

Ensure the plan fits you

Ifthe smallbusinessisanextensionofthe owner
managerthentheplan mustcaptureyourpersonal
motivation and direction. There is no use preparing a
planthatis in direct conflict with what you really want
frombusinessorlifeoverthecomingyears.Not
everything hastobe committed to paper.Itis more
important thatyou have thoughttheissues through
andthatyou andyourfamily are comfortable with the
direction, structure and pace of growth planned for
the business.

Be realistic - err on the side of caution

Be careful about producing figures or projections that
areclearlyatoddswiththe experienceofothersinthe
same business.Ifyoupresentacasewhichshowsanet
profitof 10%of sales whenthe averageintheindustry
is 4%-6%you will have to be able to show how you are
going to achieve the difference. Remember the
importance of realism. Over optimistic forecasts will
putyourinvestmentatrisk.

Be clear in your objectives

Ifthe planis to provideyouwith a direction thenyour
objectives and goals should be clearly stated, realistic
andattainable. The objectivesas setoutinthe plan
mustbecleartothereader.Theyareineffectameasure
ofyourabilitytodeliverasamanager.

Nothing will go exactly as planned

Duringtheprocessofstartingupandoperatingyour
business you will encounter various problems which
cannotbeforeseen.|fyouhaveadocumented planwith

identifiablegoals,youwillbeabletoseeclearlythe
differencebetweenwhatisactuallyhappeningagainst
whatyou had plannedwould happen.

Thisgivesyoucontroloverthesituationandenables
you to decide more clearly the corrective action needed
to put yourself back on course.

Avoid padding

Keep the document briefand to the point.Ifitisa
simplebusinesstheplanshouldreflectthis.Ifitisa
complexbusinessyoumayneedtoprepareamore
elaborate, but equally realistic document.

Presentation

Theplanshould betypedandboundwithatable of
contents.ltshouldbewrittentocommunicaterather
thantoimpress,easyand simpletofollow,with
accurate text and figures.

The Structureofthe
Business Plan

Agoodbusiness planwillcontainthefollowing
sections:-

Executive Summary

Theexecutivesummaryisanoverallview ofyour
businessandit’s potential.ltisaveryimportant part of
theplan.Manyreadersofbusinessplanstendtoskim
throughsectionswhicharenotof particularinterestto
them and focus only onthe areasinwhich they have
specialist knowledge. They will, however, always read
the executive summary. It is essential, therefore, that
you presentthe essenceof yourplaninafewshort
paragraphsatthe start sothat, evenif much of it goes
unread, the thrustofwhatyouintendto do,your
objectives and thewayyouare going toachieve them
will be cleartothereader.Itisimportantto highlight
theways inwhichthe plan meets the assessment
criteria of the reader.

Background and Description of the Business

Inthis sectionyou should setout the rationale behind
thebusiness.Iftheplanisforanexistingbusiness this
section will provide a brief synopsis of the business



history to date. It is important to present the reader
with a clear, unambiguous statement of what you
propose to make or sell and why you perceive this
product or service to be appropriate at this time.

Managementand Organisational Structure

In this section you should detail how your company
will be organised and managed. Clearly link the people
in the business to the objectives set out in the plan. If
the business is going to be initially organised and run
by you as a sole trader, state this and provide a brief
resume which summaries your relevant experience
and establishes your suitability for the business. If you
are planning to set up a larger company with a
management team you must provide much greater
detail of the organisational structure of the company.
This should include information about professional
advisers and/or technical experts you have retained to
help you overcome particular weaknesses and provide
you with on-going advice and assistance as you develop
the business.

Market Research and the Marketing Plan - is
there a market for the product or service?

You may have collected your information for this
section in a variety of ways. It is possible that you have
obtained advance purchase commitments from
buyers. You could be a retailer who has based your
market research on a study of traffic and pedestrian
flows, activity patterns and competition. If you are a
painter decorator you might have piloted the service
for a number of months and now have a good basis for
setting a realistic sales target. Whatever your business
or method of researching it, you should now be in a
position to answer the following questions.

Demand - this includes both the need for your
product or service and the extent of this need.
Evidence of the need must be clearly shown. You
should also indicate whether your product or service
is a repeat item which will be purchased again and
again by your customers or whether sales will be
once-off. Indicate if the product or service is likely to
be in demand over a long period of time or if it is a
short lived fad.

Target market - this is the market you intend to seek

for your product or service. The larger your potential
market the better but, more importantly, you need
to know if it is growing, levelling out or declining.

Competition - Regardless of the product or service
that you offer you will always have competition.
Reaction by your competitors may alter some of the
assumptions you have made in relation to price,
service, promotion or advertising.

Product Range

Detail the product range that will be introduced. It is
important to highlight the Unique Selling Points of your
product or service. It may be a totally unique product for
instance; it could be a service which includes

specialised knowledge; it could be very keen pricing.

Pricing Strategy

Pricing has to be carefully considered because the price
you select has an important effect on the image of

the product or service you are offering. If you choose
one price it positions your product for one market. At a
lower price or a higher price the same product would be
perceived entirely differently.

Channels of Distribution

You must decide the geographic area in which you

will market your product or service and whether it is
better to sell directly yourself, go to retail outlets or use
wholesalers. You can sometimes beat the competition
or generate much more profit by using a unique
distribution system.

How will the Product or Service
be promoted?

The promotion of your business is divided between
advertising, personal selling and sales promotion.

Advertising: Specify in the plan the papers,
magazines, directories such as Golden Pages,
radio or TV that you have identified as most
appropriate for targeting your customers. The
advertising message should be planned carefully
and repeated consistently for optimum impact.

Personal Selling: A personal selling strategy is
particularly effective and necessary when a >>



productmustbeexplainedinorderthatitisfully
understood by the potential customer.

Sales Promotion: Sales promotion includes such
schemes as free samples, contests and introductory
offers.Itisveryimportanttolink promotiontoyour
cash flow.

Sales Management

Whowillconductthe selling foryourbusinessandare
they professionally trained to sell?

Whatsellingmethodswillyouemploy,forexample
telephone selling, cold calling, following up leads from
mailshots, advertising etc?

Whatsalesvolumeandactivitytargets,suchascalls
perdayetc,haveyousetforeachsalespersonorselling
method?

Howlongisthesales processfromthecustomer
becomingawareofyourproductorservicetomaking
the buying decision, receiving the product or service
and finally payingforit?

Whatproceduresdoyouhaveforhandlingcustomer
complaints?Willyou makethe productyourself or buy
ineitherreadytosellorascomponentsforassembly?

Sales Forecasts

Youwillneedto prepareasalesforecastonwhichyou
canbase monthlycashflows and budgets.Whileitis
notalways easyforastart-up companytoaccurately
project sales you should use your market research to
giveasclearapictureaspossible.Therealismofthe
assumptions behind your sales forecasts is one of the
mostcriticalfactorsinthesuccessorfailureofthe
venture.Make sureyou give sufficienttime to this.

The Operations’ Plan - how will you
guarantee product/service quality?

“Operations”is the general name giventoall the
activities required to implement strategy. Once you
have decided what to sell,towhom and at what price
youmay stillneedto find someone to make your
product, sell itand deliver it.

Do not confinethis section of yourplantoalist of the
equipment you are proposing to purchase. Describe

instead thetypeandfunctionofthe equipmentyou
are buying sothat the readerwill have aclearimage of
your operational environment.

Describe the manufacturing process to be used and,
if appropriate, explain how your principal competitors
go about their manufacturing. Include the following
information.

- Adescription of the equipmentthatwill be
required and its capabilities.

- Adrawing of the layout of your production unit
showingthepathofmaterialsandfinishedgoods.

- Procedures for monitoring and controlling quality.

- Raw material sourcing - list your principal
suppliers, the terms of trade and any possible
vulnerability in this area.

- Employment - the proposed number of employees
ifanyandtheinitialtraining to be provided.

The Financial Plan - is this business viable?

Thissectionofthebusiness planwill providethereader
with thefollowinginformation:

- thetotalfundingrequiredtostartthebusiness
and the sources;

- adetailed set of cash flowforecasts forthe
business;

- aprojected profitandlossaccountforthe
business;

- detailsonthecostingand pricingofyourproduct
or service.

Business Plan Template

Visit www.localenterprise.ie/southcork for access to a
business plan template.




