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1.  TITLE PAGE 
This should include the following:
· Title of the business plan (e.g. Business Plan for XYZ Pty Ltd)

· Business address, phone & facsimile numbers and email address of the business

· Date of the plan.

· Who the plan was prepared by.

· The number of the plan (i.e. current version)
2.  EXECUTIVE SUMMARY    
This section is the first one read but is usually the last section written. it should clearly emphasise what  the business plan entails and provide a good overview of the business. This section should usually be no more than one page in length.  
3.  THE BUSINESS  

In this section you provide an overview of your business, what kind of business you are involved in, the industry and other factors broken down into the following sections:

3.1
Mission Statement

This is a statement of who you are, what your business has to offer and what you aim to achieve. For example your aim could be to “become the best furniture manufacturer in Australia by providing the highest quality products and service at the most competitive prices”. 

3.2
Business Structure 

This should cover all the important details about your business such as size, set up and structure. Include details of all related entities as well. 
3.3
Main Activities & Business Premises

Describe the location of the business and if this has any special application or impact on the type of business you have. For example, are you exclusive to an area and do the majority of your customers come from within or outside that area? Main activities should cover exactly what it is you do and how you do it if you are a service based business. If you have a product/s or are in a retail set up, you need to state what the products are, how you sell them and so on. Your facilities should be detailed in this section.
3.4
Unique Features
Highlight the strengths of your business and what makes it stand out from competitors in the industry.  Mention any value added aspects of the business and what advantages you have over the competitors. 
3.5
Key Management & Staffing Strategy

The attributes of the owners and the employees are the key to the success of the business. Outline the key people making up the management team, even if it is just the proprietor/director. Also state the relevant and recent qualifications and experience of each person and attach their resume in the Appendices. 
Detail your staffing strategy and state your plans for hiring staff in the next six twelve and eighteen months including what positions they would be and how they will benefit the growth of the business. 
3.6
Business Advisers/Industry Contacts

Business owners require the support of expert advisers to advise them in every facet of the business. Here you should provide the contact details of your business advisers and any industry contacts including the external accountant, auditor, solicitor, banker and business coach.

3.7
Key Business Relationships

It may be beneficial to include key business relationships that have been formed including strategic alliances with competitors, suppliers, non-competitors and so on.

3.8
Performance Analysis 

Mention the past and present performance of the business. Consult your business adviser and your accountant for assistance with financial information if required.  
4.  PRODUCTS AND SERVICES
Provide a brief summary of the product/s and/or service/s that form the basis of your business. The detailed areas can be broken into the following parts: 
4.1
Description 

Describe the type of product/s and or service/s that your business provides. For example if you are a nursery with say a gift shop attached, this should be described as well as the types of plants and gifts that are sold, the service set up and the atmosphere.
4.2
Competition Analysis

The names of competitors should be listed together with their strengths and weaknesses. The competitive advantage that the organisation has should also be stated and what gap it intends to fill in the market place.
4.3
Opportunities/Future Developments 
Detail opportunities that might or will arise in the future and identify how you are going to take advantage of them for the benefit of the business. For example, if you are a furniture manufacturer, it could be that the introduction of new machinery and better quality wood products will allow you to deliver a more superior product to your customers.
4.4
Threats

Detail the threats that could impact on the success of the business or affect its expansion and outline how you are going to deal with these threats.  You should be realistic about these threats and try to decide what threats are specific to your product (s), service (s) or industry. For instance, if you were a corner store, large retail chains in your area would be a threat to the turnover of the business. 

5.  MANUFACTURING, PRODUCTION AND OPERATIONS  
Include a brief summary of the manufacturing or production process involved in your product (s) before detailing it in the sections below:  
5.1
Process/Operations

Describe the step-by-step process for the manufacture of your product. 
5.2
Quality Control

Identify what processes and standards are in place for your product to ensure it meets the specifications of the product as well as any additional requirements like safety, durability and other factors which may be placed on you by regulatory or industry bodies.
5.3
Strengths & Weaknesses


Describe the relevant strengths and limitations pertaining to your production or manufacturing process. For instance, in the production of wine, everything from the seasons, rainfall, and temperature to storage must be considered. Strengths and limitations can also apply to the product itself and what it is made from.
5.4
Expansion Plans 

Detail any expansion that is planned or forecast in the manufacturing  process and how it would be implemented for smooth operations.
5.5
Capacity

Outline the capacity in your manufacturing process (i.e. size, volume, staff and equipment).
5.6
Equipment Requirements
Provide a list of the equipment that will be needed to manufacture the product (s).

5.7
Material & Labour Requirements
Detail the material and labour requirements to run the manufacturing process including the names of suppliers and the staff required (state their name, title, role and briefly include relevant experience). 

6.  MARKETING
This is perhaps the most important part of the plan because it highlights the potential customers, the market size and the revenues can be quantified in this section.
6.1
The Market

Detail who and where your market is, especially since markets can and do change over time. Consider market research to determine if there is a demand or gap in the market for your product or service; what consumers think about competitors’ products or services and what they also think of your products or services.
6.2
Customer Profile 

Outline who your target customers are; their spending habits (what they like spending on, how much they spend), age, gender, where they are likely to live and what trends they are likely to be influenced by.
6.3
Strategy

Detail what strategy you’ll use to penetrate the market, or the part of the market that you want. For example if you run an up market café in the city, you might want to target high income individuals in all of the surrounding office buildings. By focusing on them you would be attracting people with high disposable income who enjoy fine dining and appreciate good food, wine, service and surroundings. These people could then become advocates of your business and refer their colleagues to you.  

6.4
Key factors Influencing The Market   

Document from your market research the trends, growths and threats that may affect your customers’ ability to purchase your products. For example, if you intend to open a video store, it would be useful to know how many households in the area have DVD’s, what the average age of each household is, how often they are bought or hired by each household and what factors make people want to purchase or hire DVD’s. 
6.5
Pricing Policy            

How your product is priced directly affects the success of the business. When determining your pricing strategy you should consider the total costs of producing the product plus a profit margin.  
6.6
Competition Analysis
List your main competitors (not all of them), including what they do or sell and how they do it. This is a good way to know how you can make your business unique and also improve on aspects that the competitors fail to do properly. 

5.7
Adverting & Promotion 

This is the key to increasing sales. You need to be known and build your reputation or brand in order to reach the customers you are targeting. Outline what means of advertising and promotion you’ll be doing. It could be anything from having an opening sale, advertising in local newspapers or specific journals, distributing flyers or brochures, using direct mail techniques, a media release, or developing a website with all your products on it. 
5.8
Sales & Distribution 

Detail your sales strategy and means of distribution. Sales relate closely with your promotion strategy, since making a sale is the end goal you are trying to achieve. For example, if part of your promotional activities in a new swim suit store will be to hold regular sales meetings you should outline when they would be held, how you would encourage buying (such as through point of sale giveaways), and how your staff will implement the sales strategy. Will they know the products well and be able to advise on fabric, shape and durability to assist the customer to purchase the best product for them. 
The means of distribution is closely related to your sales and could include opening a number of stores, using catalogues to sell your products, telemarketing or selling on the internet.
7.  INDUSRTY ANALYSIS

7.1
Overview

Outline the industry that you are or will be part of. The industry is not the same as your market. The industry includes your colleagues and others in the same activity. 
7.2
Characteristics

Use research to get figures on the size of your industry, concentration, history and other relevant information and detail it in this section. Information of this kind can often be found by going to industry bodies’ libraries and perhaps even on the internet. 

7.3
Trends 

Detail the trends which impact on your industry as a whole. For instance, a rise in interest rates would reduce the demand for real estate which could impact on the profits of a building company. 

7.4
Price Sensitivity

Outline any industry or market factors that may impact on the cost of the goods or services you are selling which will effect your selling price. For instance, prices for imported goods will fluctuate based on movements in the US dollar, manufacturing conditions overseas and so on. 

8.  FINANCIAL INFORMATION
8.1
Current Position 
Include annual financial statements for the past 3 years prepared by your accountant. This will provide a snapshot of where the business is placed financially and will identify profit trends, sales fluctuations and cost control. 

8.2
Monthly Profit & Loss Projections 

You need to provide monthly projections of what the business’s revenue levels will be and what the overheads will be over the next 1, 2 and 3 financial years, including the assumptions used.  
8.3
Monthly Cash Flow Projections 
You need to provide monthly projections of what your cash flow position will be over the next 1, 2 and 3 financial years, including the assumptions used.  Also consider your credit policy and how it will impact on cash flow.
8.4
Monthly Breakeven Analysis

Outlining your “breakeven position” determines how much income needs to be generated before the business makes a profit. Graphical representation may communicate this better. 

9.  APPENDICES  

Supporting documentation can help to make the plan look considerably more professional and credible.  These documents include:

· Any articles or publicity material that the business has been featured in.
· Management and Operating Structure.

· Resumes of all key staff, including working directors.
· Information on any patents or trademarks obtained for products or services of the business.  
