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1.0 
Executive Summary

1.1 Vision Statement

An example:
A Business’ Vision Statement is a short statement expressing what the business owners and management anticipate the enterprise becoming and delivering in the future. 
The Vision gives focus for every function in the business and is used to determine what activities the business should be involved in. Achievement toward the Vision is stated in the Business Goals and Objectives. 
Many small businesses will find that their Vision Statement will be refined further during the early years of business development. An example:
Vision Pty Ltd, focussed on the future, is a small, highly effective and profitable enterprise in the financial services sector.
Vision will continue to deliver substantial financial benefits to its owners, team members, and client base through exploration and development of business opportunities in e-commerce and, using its specialised skills, will manage sound business  investment strategies to the advantage of its members and client base.    
1.2 Mission Statement

The Mission Statement expresses what the Business’ Mission really is and what it stands for. The Mission needs to take into account the product / services delivered by the business, and the key parties who have expectations of the business, eg suppliers,  

customers, team members, interest groups, etc. For fledgling businesses, the Mission Statement is likely to be developed further, or refined, during the early years. An example of a very basic statement follows:
Eastern Clinic caring for health, well being and fitness of teenagers and adults in the Eastern Region of Melbourne through our range of specialised services led by qualified and friendly professionals in a relaxed environment – 
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a growing business with human heart. 
1.3 Business Concept

The business will be set up as Description of your business (e.g. sole trader, partnership, limited liability company, etc.)
The key people in the business are Personal details of the key people including qualifications and training. (Brief details only - full personal profiles may be included elsewhere) 

The business will offer Description of the product/service
The business will take the form of Description of the business structure and location (e.g. home-based, shop-front, mobile, etc.)
It will be situated ...........and will operate from the hours of ......  

The target market will be  Description of the target market
What does your business involve? (eg. Is it retailing? What does it sell?) What does it deliver? Who are its customers? Who make up the management team? From where does it operate? What is its trading name?
1.4 Business Goals and Objectives

The long term goals of the business are……
The short term goals of the business are
Key Business Objectives for the first 12 months are…
1.5 Market Plan Summary

Summarise the key points of the Market Plan by stating briefly who the business is targeting, how it will convey the message, what sets it apart from its competitors, eg 
the target group of customers is ……… the size of this market leads us to conclude that the business will achieve sales in the order of …… customers will be made aware of the business and its products / service through… 
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… a point of difference from our competitors has been market tested and results indicate that customers place a substantial value on our main products and will choose to buy at the price we set provided we are able to distribute direct to their homes.
A Promotional Activities will commence on …….. and feature…  
1.6 Operational Plan Summary
Summarise the key points of the Operational Plan focussing on the People and the Production aspects of the business.
1.7 Financial Plan Summary

Summarise the key points of the Financial Plan e.g. your sales, profitability, investment opportunity, finance, viability of the business, financial strengths (and if there are financial weaknesses - how they will be overcome.)
2.0  Business SWOT Analysis

Strengths
List 
Weaknesses
List
Opportunities
List
Threats
List
Provide a brief outline of how you will maximise the strengths and opportunities and overcome the threats and weaknesses.
3.0  Market Research & Analysis


3.1 Industry Analysis

Insert your Industry Analysis
3.1.1 Summary of current state of the Industry and Market.

Describe the Market for your product/service. Who will use your product or service?
3.1.2 Industry Groups

What key groups influence opinion in the industry? How is your business associated with each of these groups?
3.1.3 Industry Key Success Factors

What are the key success factors that your business needs to consider for it to be a success in your industry?

3.1.4 Industry Trends and Seasonal Factors

Are there seasonal fluctuations which effect your product or service? If so, describe them.     

3.1.5 Market Size

What is the size of the Market? How many potential customers are there in the market?
How many actual customers are there in the Market?  List them if they are known to you.

3.1.6 Market Segmentation

What are the various segments of the market?
3.1.7 Target Market/s

What are the main target market groups for businesses in your industry? Which is / are your target market/s? Why have you selected this / these market/s?

3.2 Competitor Analysis

3.2.1 Competitors

Give a brief description of the competition.
Name 3 existing competitors and describe briefly the nature of their business operations.
3.2.2 Competitors’ Business Locations

List your competitors’ business locations and possible reasons for their choice of locations.

3.2.3 Competitors’ SWOT Analysis

Why will enough people use your service rather than the competition?
Conduct a SWOT Analysis on each competitor and summarise your findings. The SWOT should consider: 
Product / Service
Price
Distribution


Promotion


Image


Team Members


Quality


Accessibility
Customer Service
Other features and why these are not meeting customer needs
Compare your competitors’ capabilities and performances in these areas looking for opportunities for your business.
Indicate how your business will overcome the weaknesses and threats.

3.2.4 Competitors’ Research and Development

What, if any, does your competition do in Research and Development? What effect is this likely to have on the market, and on your business?
3.3 Customer Analysis

3.3.1 Product / Service Mix

Clearly describe the service or range of products including features, benefits and added value.

3.3.2 Competitive Advantage

Is there something which makes your product different or more attractive? If so, describe it.  Using your Market Research, indicate the importance of the special features of your product and the advantage that these will give your business.

3.3.3 Selling Points

What makes your product or service better than the competitor’s? Describe your key selling points.

3.3.4 Customer Profile

Have you decided to aim your product/service at a particular 'niche'? If so, give your reasons.
Describe the profile of your customer. Include in the profile age, gender, marital status, where they work and live, income levels etc.

3.3.5 Customers’ Buying Motives

What are your customers’ reasons for buying your business’ products / services? (eg price, quality, convenience, etc.)
3.3.6 Customers’ Buying Frequency

How often are your customers likely to purchase the products / services? In what quantities are they likely to purchase the products / services?
What do you know about how your product or service will be bought in the future?

3.3.7 Research: Methods, Results, Survey / Interview, Interpretation

Describe your market research.
Methods: What methods have you used?
Results: Report on the results including a profile of the groups of participants being surveyed / interviewed / observed.
Interpretation: What do your results indicate for your business idea?

3.4 Suppliers

Who are your suppliers now and how you will source them in the future?  
What are their locations? What is the nature of your business relationship with them? (eg terms and conditions)

3.5 Organisations and Networks

List those that will particularly assist in achieving your business objectives.

3.6 Research and Development Program

Briefly state the areas within your industry or market that your business aims to research for future development opportunities for your business.
4.0  Marketing Plan


4.1 Marketing Objectives for Year

List the marketing objectives for the year. You are likely to have about 2 or 3 objectives (to which you can add the Sales Objectives that you will outline under the following heading.)

4.2 Table of Sales Projections for Year

An example of a basic Table of Sales layout
To work in the table below, use the TAB key and insert your own information.
	Products / Services
	No. Customers
	Est. Sales $
	Sales Mix %

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Totals
	
	
	



4.3 Market Niche

Summarise the market niche you are targeting (ie the size of the niche, the customers, their habits and behaviours, the opportunities when buying occurs, the reasons that the competitors have not established a focus on the niche or have been unsuccessful 
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in getting sufficient business in this niche).

4.4 Product / Service Strategy

Describe the benefit, features and added value of your business’ product / service. Which will be emphasised to generate sales?

4.5 Pricing Policy

What is your pricing policy? What prices are charged by your competitors. How did you decide on your prices?
Explain the pricing strategy outlining:
.
price charges for the products / services
.
calculations used to determine at these prices
.
how the prices are linked to targets set for the business
.
how the pricing compares with competitors’ prices.
Indicate what your Credit Policy is.


4.6 Location

What is the location (area) of the business?
From a market perspective, why have you chosen this location?
What type of premises does your business need to use?
What advantages and disadvantages do you need to consider about your business’ location?

4.7 Distribution Strategy

What methods will you use to sell and distribute?
Draw a diagram to illustrate your business’ distribution channel.
Explain briefly the reasons for your choice of sales methods.

4.8 Promotional and Advertising Strategies

How else will you promote your business? (ie: co-operative marketing, in-store promotion, mailing lists etc.)
Describe your promotional activities (eg advertising, publicity, public relations, personal selling, promotions, web page, etc)
What promotional tools will your business use? (eg business cards, stationery, brochures, etc)? (Include samples in the Appendix of the document.)
What advertising methods will your business use? What methods do your competitors use?
4.9 Promotional Plan

This is the start of a basic layout for a Promotional Plan to give you the idea. It might be worthwhile to add a column to indicate who is to take responsibility for each activity.
	Task
	April
	May
	June
	July
	August
	September
	October
	November
	Cost

	Plan advertising

Decide purpose and theme

Decide activities

Decide outcomes

Decide monitoring and evaluation methods
	Book ad space
	Finalise ads
	Publish ads; buy over-runs of ads for direct 

delivery promotions
	
	
	
	
	
	

	Design Direct Mail Cam-paign
	Letter to be written & printed
	Direct mail Cam-paign to begin
	Direct mail to contin-ue
	Direct mail to contin-ue; add new cust-omers
	
	
	
	
	

	
	
	
	25th open for b’ness
	
	
	
	
	
	

	
	Arrange event,  drinks and guest list; print invitat-ions

Decide special offers for guests
	Book local media cover-age

Press release (draft)
	Press Release (Final)
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	



4.10 Outline of Promotional Costs for Year

Outline the costs for each promotional activity planned for the year.

4.11 Business Image

Describe briefly the image your business will convey to your market. What means will your business use to convey this image to clients / customers? What images do your competitors convey and what means do they use to achieve this?
What image do you wish to have? (ie: Value for Money, High quality, Environmentally friendly, etc.)
Why do you choose this image? Match this image up with your customer profile. Show examples of business cards etc.


What is your policy on personal appearance?
What is your policy on business appearance?
What is your policy on vehicle appearance?
What is your policy on telephone technique?

4.12 Positioning Statement

Write your positioning statement indicating where your business is in relation to other businesses in the same market. Note that the position of your business in the market does not refer to its geographical location; rather it refers to where customers’ 
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 mind perceive it to be when compared with other businesses in the same market. A helpful question might be: Is the business’ products / services mix positioned at the upper exclusive end of the particular market, or at the budget price-conscious end of 

 FORMTEXT 
the market?

4.13 Customer Service Policy and Implementation

What is your Customer Service policy?
What key factors are there in the Customer Service policy for your business? (eg responding to calls for assistance, guarantees, refunds, handling complaints, etc)
How does the Customer Service of your business compare with the competitors’ policies?
5.0  Organisational Information

5.1 Ownership and Qualifications

List the business owners by name together with qualifications, skills and achievements relevant to the business. (Add resumes in the Appendix.)
5.2 Location of Business

Describe the location and the reasons for your choice. ie: Nearest competition, population information etc.
List business addresses if not done earlier in the document.

5.3 Business Hours

What days and times will your business be open? Why have you chosen these times?
What do you need to consider for hours and days of operation?

5.4 Business Name

What is the trading name of the business? Why have you chosen this name? Has this trading name been registered? Include a copy of the Certificate of Registration in the Appendix of the document.

5.5 Legal Structure

Describe your business’ legal structure. Is it Sole Trader, Partnership, or Company?
5.6 Insurances

List all insurances necessary for your operation. A copy of all documentation should be included in the Appendix of the document.

5.7 Human Resources



5.7.1 Key Roles and Responsibilities

Summarise each Key Role and the Responsibilities associated with each role nominating who will take on each position.
How will your business meet the skills and competencies not met by current Team Members?

5.7.2 Rates of Pay

Describe the rates of pay / remuneration for each position. Indicate how these rates are determined.

5.8 Licences, Permits and Regulations

List those that your business needs to comply with.
List any approvals, permits, licences that are needed.  When you will acquire them?
5.9 Work Cover and Superannuation

Describe your business’ obligations in regards to WorkCover and Superannuation.

5.10 Business Advisers

What Advisors will you use? (ie Accountants, Solicitors, Insurance Brokers etc.) Will you be paying full professional fees for their services?
Name those who play key roles in advising the owners on matters of business management.
6.0  Operational Plan


6.1 People


6.1.1 Job / Position Descriptions

List the main responsibilities to be undertaken by each person within the business.
Write a brief job descriptions for everyone in the business (including yourself).
What are your needs now and in the future? Will your employees be full or part-time, contractors or employees? Why?

6.1.2 Team Members

List staff needed.
List the name and position of each Team Member

6.1.3 Professional and Technical Advisers

List the names of professional and technical advisers required by the business for its operational functions.
List other people directly involved with the business together with a brief description. If these people have not been employed yet, describe the sort of person that you need. 

6.2 Production


6.2.1 Plant and Equipment 

	Plant & Equipment Already Owned
	Approx. costs $

	Use your TAB key to move within the tables
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	







TOTAL
	$


	Plant & Equipment Required
	Cost $

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	







TOTAL
	$


6.2.2 Stock and Raw Materials

	Details of Stock / Raw Material Already Owned 
	Approx. costs $

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	







TOTAL
	$


	Details of Stock / Raw Material Required
	Cost $

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	







TOTAL
	$



6.2.3 Main Processes involved in Production

List, or illustrate in diagram or flow chart, the main processes involved in production.

Describe the possible layout of the premises (if relevant).

6.2.4 Record Keeping System

In one or two paragraphs describe your financial, and as applicable, other record keeping systems.

6.2.4.a Financial Record Keeping System

Describe and name the manual or computerised system you will use to record such things as your cash receipts and payments, trade debtors, trade and sundry creditors and any small cash purchases. 
Example:  X will use the accounting package PC Cashflow Manager to present monthly summarized, balanced and reconciled cash journals.  A manual simple system will be used to track debtors, trade and sundry creditors and to produce monthly outstanding listings.  To track the few small petty cash items, a manual imprest system will be used.


 6.2.4.b Other Record Keeping System

Record any other records specific to your business that you'll need to keep for operational or legal purposes.
For Example:  if you are an employer, your employee history and leave records as well as your time and wage records.  For livestock farmers, the number of livestock purchased, sold, born and died.


6.2.5 Quality Management

Outline briefly the Quality Control System that your business has in place.
7.0  Financial Plan

You do not need to provide your working papers on how you estimate your internal and external funds. Just include your estimates in your Financial Summary.

7.1 Summary

Write your financial summary using key figures and ratios from your financial statements.
Write 1 or 2 paragraphs on the investment potential, supplies, sales and profitability and the investment opportunity outlining projected safety and risk of investment and the likely return on your investment.  
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Include the method, type and amount of finance to start or grow the business and anything else that adds to the financial viability of the business or the business idea.

7.2 Budgeted Sales or Fees Revenue

Estimation of your revenue from the supply of goods and services (sales and fees revenue) for the next 3 years.  The first year estimate your sales or fees monthly, and on an annual basis for the next year or two.

7.3 Cash Budget

Cash budget on a monthly basis for 12 months.  Compile your cash budget from your other budgets and working papers.  

7.4 Budgeted Profit and Loss Statement

Budgeted Profit and Loss Statement at the end of the first year in business.  Existing businesses may also like to appendix a current actual statement.

7.5 Statement of Worth (Balance Sheet)

Statement of Business Worth (Balance Sheet) is required for existing businesses.
For new businesses, a Statement of Business Worth Estimate at the start of your business is required.
7.6 Main Financial Assumptions

Include financial assumptions made in drawing up your financial statements.
7.7 Key Ratios

Key profitability, financial stability and management efficiency ratios that are applicable to your business or business ideas.
8.0  Appendices


8.1 Supporting Information

This is where you put all supporting evidence, for example, Customer Survey Forms, Advertising Forms, Lease Agreements, Employee Agreements, Samples of Promotional Literature. 


8.2 Copies of Certificates / Documentation
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