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Guide to Writing a Business Plan – using this template
The business plan consists of a narrative and several financial worksheets. The narrative template is the body of the business plan. Work through the sections in any order that you like, except for the Executive Summary, which should be done last. Skip any sections or questions that do not apply to your type of business. 

The real value of creating a business plan is not in having the finished product in hand; rather, the value lies in the process of researching and thinking about your business in a systematic way. The act of planning helps you to think things through thoroughly, study and research if you are not sure of the facts, and look at your ideas critically. It takes time now, but avoids costly, perhaps disastrous, mistakes later.

This business plan is a generic model suitable for all types of businesses. However, you should modify it to suit your particular circumstances. 

It typically takes several weeks to complete a good plan. Most of that time is spent in research and re-thinking your ideas and assumptions.  But then, that’s the value of the process. So make time to do the job properly. Those who do, never regret the effort. And finally, be sure to keep detailed notes on your sources of information and on the assumptions underlying your financial data.

The text in RED is instructional. You should delete it before printing or sending your plan. We recommend that you start writing your own text in each section and delete those points in the red text that don’t apply at the start and the remaining ones one by one as you cover them in your own writing. 
Keep your sentences short and concise. Use bulleted lists to highlight key points. The business plan should be no longer than 30 pages! Nobody will read a novel-size business plan. 
Break up your paragraphs with extra headings if necessary.
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1 Executive Summary

Write this section last.
Please try to summarize the sections in at most 3 sentences.
Include everything that you would cover in a five-minute interview.

This section sets out the broad parameters of the future business. It should cover only the core activities of the business to ‘set the scene’. 

Explain the fundamentals of the proposed business – don’t just copy text from the detailed sections, you have to make sure the summary is concise and clearly conveys the important information about your business. This is the most important section, it has to capture the interest of the reader and convince her/him that your business idea is a good one, you have a clear focus in what products/services you will sell to what customers and that your business is viable. This will make them look into the detailed sections.
Make it enthusiastic, professional, complete, and concise.

Business Overview (in short)
What the business is all about in general terms? What industry is it in? What is the key benefit, rather than the product or service that you are going to provide? What are the products or services, who buys them? Plus, a general statement as to where the business will be in two to five years and how this will be achieved? 

Product or Service Features (in short)
Give a brief explanation as to what the product(s) or service(s) are and the outline features that are going to give you the edge in the market place. State clearly what you are actually going to sell. 

Market Analysis (in short)
Outline what market the product or service is going to be aimed at and why. What research is there to support your business expectations? 

Marketing Strategy (in short)
Make a broad statement of the marketing plan and the tools to be used. 

Key Objectives and Financial Overview (in short)
List your Key Objectives. There will only be a few at this summary level but they will be the ones that are essential for you to achieve. For example: 

Achieve Sales in the first year of $X at a Gross Margin of $Y. 

Achieve a Net Profit Before Tax in the first year of $X. 

Explain the basic financial needs of the new business, starting with the initial capital and your expected cash needs to run the business.
2 Products/Services 

Describe what you are going to offer your customers by addressing the following topics:
Customer Pain: What need(s) do your customers have, that can be met with the product/service you want to offer, i.e., why would people buy your product?
Product/Service Description: What exactly are you going to sell or provide and how will it be produced? What are features and Benefits from a customer perspective? List all of your major products or services. For each product or service describe the most important features. What is special about it? Describe the benefits. That is, what will the product do for the customer? Note the difference between features and benefits, and think about them. For example, a house that gives shelter and lasts a long time is made with certain materials and to a certain design; those are its features. Its benefits include pride of ownership, financial security, providing for the family, and inclusion in a neighborhood. You build features into your product so that you can sell the benefits.

Differentiation/Uniqueness: What sets your product/service apart from the competition? What is unique about your product/service, i.e., why buy from you and not from other providers?
Ongoing Product/Service Development: How do you make sure you keep on improving your product/service and/or develop new products/services?
After-Sales Service: What after-sale services will you offer? Some examples are delivery, warranty, service contracts, support, follow-up, and refund policy.

3 Market Opportunity 
The Market Opportunity (or situation/background/need) - (subheadings as appropriate, suggestions in bold here - also where relevant refer to charts/maps which you should append) 
Target Customers 
· Who will buy your product or service?
Identify your target customers, their characteristics, and their geographic locations, otherwise known as their demographics.
· You may have more than one customer group. Identify the most important groups and their characteristics, e.g. age, gender, income or for business customers the industry, size etc.
· What are the factors that determine customers' priorities and needs, and what are these priorities and needs? 
Unique Selling Points
· Show the Unique Selling Points (USPs).
· Why would customers buy your product or service and not those of the established competition?
Market Location 

· What is your product and how does it influence how broad your market will be?
· Where is your market located?
· local, regional, state, national or international?
Distribution Channel(s) 
How are you going to get your product/service to YOUR end customer?
· The description will be completely different depending on whether you plan to sell to other businesses or directly to consumers.
 If you sell a consumer product, but sell it through a channel of distributors, wholesalers, and retailers, you must carefully analyze both the end consumer and the middleman businesses to which you sell.
Market Potential & Share
· Market potential is the entire possible demand for your products/services, i.e., the market size.

· Quantify the market potential and realizable market share - i.e., size, numbers, values (contracts, locations, people/users, whatever enables business scale to be explained). State by segment if necessary.

· Indicate typical/average contract sales values and margins achievable (per contract, month, year).
Note: You will need actual numbers for market potential, market share, sales values and their expected development over the next 3 years for the financial planning.

Sales Forecast

· Now that you have described your products, services, customers, markets, and marketing plans in detail, it’s time to attach some numbers to your plan.
· Use a sales forecast spreadsheet to prepare a month-by-month projection. 
· The forecast should be based on the marketing strategies that you have just described, your market research, and industry data, if available. 

· Remember to keep notes on your research and your assumptions as you build this sales forecast and all subsequent spreadsheets in the plan.

· This is critical if you are going to present it to funding sources.

4 Competition 

Competitors:
List details about your competitors:
· Who are they?
· Where are they located (HQ, branches, outlets)?
· What are their products/services? (Use annual reports, financial statements , industry publications/reports) 
· What is their marketing strategy? Publicly available marketing material will tell you what they think their products’ advantages are. 

Competitors’ Strengths & Weaknesses:
·  identify & acknowledge your competitors strengths 

·  identify your competitors weaknesses 

·  lay out how you can use them as your business advantage in order to attract their customers to your business, by addressing those weaknesses

Competitive Advantage:

Define your competitive advantage
· What makes your product or service better than your competitors' offering? (e.g., lower prices, better quality, faster service or a longer warranty) 
· Do you have a technology or method of doing business that provides your business with a competitive advantage? -> Innovation! 
· State how you intend to stay ahead of the curve and maintain your competitive advantage
5 Marketing Strategy

· This is the plan or the way of selling of products/services

· It usually involves decisions making around the 4Ps:
· Product/Service (as described earlier in Biz Plan)

· Price

· Promotion

· Place/Distribution

Pricing
· Explain your method or methods of setting prices.
· For most small businesses, having the lowest price is not a good policy as it deprives you of needed profits.
· Customers may not care as much about price as you think; large competitors can under-price you anyway.
· Usually you will do better to have average prices and compete on quality and service.
· Questions to keep in mind:
· Does your pricing strategy fit with what was revealed in your competitive analysis?
· Compare your prices with those of the competition. Are they higher, lower, the same? Why?

· What will be your customer service and credit policies? Highlight how this compares to what your competitors do (or don't do for that matter)

Promotion
· Show how consumers will find out about your product/service including: 

· details and cost of advertising including print, online, TV and radio 

· where, how and when you will promote your product/service such as shopping centre promotions, point of sale, viral marketing, billboards, loyalty schemes, etc 

· product/service launch plans 

· How you will measure the success of your marketing strategy and various promotions

· How much will you spend on the items listed above?

· Promotion expenses before start-up? (These numbers will go into your start-up budget.)

· Ongoing promotion expenses? (These numbers will go into your operating plan budget.) 

Promotion Budget (before start-up): PLEASE BE REALISTIC AND COST SAVING MINDED
	Category 
	Item 
	Cost associated 

	Launch Event 
	
	

	
	
	

	
	
	

	Promotion 
	
	

	
	
	

	
	
	

	Advertising 
	
	

	
	
	

	
	... 
	

	
	Total (N$) 
	... 


Promotion Budget (ongoing): PLEASE BE REALISTIC AND COST SAVING MINDED
	Category 
	Item 
	Cost 

	
	
	Month 1 
	Month2 
	... 

	Events 
	Invitations 
	
	
	

	
	Catering 
	
	
	

	
	... 
	
	
	

	Promotion 
	Freebies 
	
	
	

	
	10% off 
	
	
	

	
	... 
	
	
	

	Advertising 
	Newspaper 
	
	
	

	
	Radio 
	
	
	

	
	... 
	
	
	

	
	Total (N$) 
	... 
	... 
	... 


Distribution
· How do you sell your products or services? 

· Retail 

· Direct (mail order, web, catalog) 

· Wholesale 

· Your own sales force 

· Agents 

· Independent representatives 

· Bid on contracts 

6 Operational Plan

Explain the daily operation of the business, its location, equipment, people, processes and surrounding environment.
Legal Environment

· Describe the legal requirements you need to meet to start your business if they apply: 

· Licensing and bonding requirements 

· Permits 

· Health, workplace, or environmental regulations 

· Special regulations covering your industry or profession 

· Zoning or building code requirements 

· Insurance coverage 

· Trademarks, copyrights, or patents (pending, existing, or purchased) 

Location

· What qualities do you need in a location? Describe the type of location you’ll have. 

· Physical requirements 

· Amount of space 

· Type of building 

· Zoning 

· Power and other utilities 

Suppliers
· Identify key suppliers:

- Names and addresses

- Type and amount of inventory furnished 


- Credit and delivery policies 


- History and reliability 


- Should you have more than one supplier for critical items (as a backup)? 


- Do you expect shortages or short-term delivery problems? 


- Are supply costs steady or fluctuating? If fluctuating, how would you deal with changing costs? 

Production
· How and where are your products or services produced?

· Explain your methods of:


- Production techniques and costs


- Quality control


- Customer service


- Inventory control


- Product development

· If you manufacture a product or provide a service, what are the machines, cars or trucks, PCs or other equipment you will need? 

· Will you need them at the beginning or add them later as your business grows? 

· What is the cost involved? 

Inventory
- What kind of inventory will you keep: raw materials, supplies, finished goods?

- Average value in stock (i.e., what is your inventory investment)?

- Rate of turnover and how this compares to the industry averages? 


- Seasonal buildups? 


- Lead-time for ordering? 

Production / Service Delivery

· How does your product get to the customer? 

· Do you deliver yourself?

· Do you make use of service providers (e.g., NamPost, Couriers)?

· What is the more cost effective solution for you as a small enterprise?

7 Business Structure, Management & HR
Business Structure:
· Decide on the legal structure of you company. Is it going to be a sole proprietorship or a close corporation (CC) or a different structure? 

· The structure mainly depends on whether or not you really need a partner!
· Describe the ownership structure: 

· reasons for chosen structure 

· owners and any legal agreements you may need 

Management:
· Who will manage the business on a day-to-day basis? 
· What experience does that person bring to the business?
· What special or distinctive competencies?
· Is there a plan for continuation of the business if this person is lost or incapacitated? 

· Describe the background of the key persons in the business and what other staff or contractors will be required.
· What level of remuneration is either expected or anticipated.
·  From 10 employees or more: Create an organisational chart showing the management hierarchy and key functions. 

Personnel
· Number of employees 

· Type of labor (skilled, unskilled, professional) 

· Where and how will you find the right employees? 

· Quality of existing staff 

· Pay structure 

· Training methods and requirements 

· Who does which tasks? 

· Do you have schedules and written procedures prepared?

· Have you drafted job descriptions for employees? If not, take time to write some. They really help internal communication with employees.

· For certain functions, will you use contract workers in addition to employees?

Add the CVs of the key management team in as Appendix.
8  Financial Plan
Also refer to financial planning template(s).

The financial plan consists of:
8.1  Sales Forecast
See 3: Market Opportunity.
8.2 Start-Up Expenses & Capitalization
Start-Up Expenses:
· You will have many Start-Up expenses before you even begin operating your business.
· It’s important to estimate these expenses accurately! The more thorough your research, the better the chance that you will not underestimate cost. 

· Even with the best of research, however, opening a new business has a way of costing more than you anticipate. 
Contingencies:
· There are two ways to make allowances for surprise expenses, i.e., contingencies.

· The first is to add a little “padding” to each item in the budget. The problem with that approach, however, is that it destroys the accuracy of your carefully wrought plan.

· The second approach is to add a separate line item to account for the unforeseeable. This is the approach we recommend.

· Talk to others who have started similar businesses to get a good idea of how much to allow for contingencies.

· If you cannot get good information, use a rule of thumb: Contingencies should equal at least 20 percent of the total of all other start-up expenses.

· Explain your research and how you arrived at your forecasts of expenses. Also explain in detail how much will be contributed by each investor and what percent ownership each will have.

Capitalization:

· Once you have established your total start-up cost, look for ways to cover this cost, e.g., via investments or loans.

· Explain in detail how much will be contributed by each investor and what percent ownership each partner will have.

Should start-up investment not be sufficient, you might want to consider a commercial or subsidized loan (if available).

8.3 Human Resources
See 6: Operational Plan
8.4  Production Plan
See 6: Operational Plan

8.5  Profit & Loss Projection
· The Profit and Loss for the first 12 months (plus year 2 + 3) should be calculated. 
· Especially for a new business a monthly calculation is important to establish when profits can be expected. 
· Make sure that you include all Sales Revenue, Production Costs and Overheads!
· Your sales projection will come from a sales forecast in which you estimate the number of units sold at a certain price per unit month-by-month for one year.

BE REALISTIC!
· DON'T overestimate the sales revenue!

· DON'T underestimate the overhead costs!

· There is no point in fooling yourself by spinning the numbers if you know they are unlikely.

· This won't help you in your planning, nor will it go unrecognised by investors/bank.

EXPLAIN YOUR ASSUMPTIONS!
· The Profit/Loss Projection should be accompanied by a narrative explaining the major assumptions employed to estimate income and expenses.

· Why do you think you will sell x products at x price, and why are expenses as high/low as they are?

· Research Notes: Keep careful notes on your research and assumptions, to a) explain them later if necessary, and b) so that you can go back to your sources when it’s time to revise your plan.

8.6  Breakeven Analysis

· A Breakeven Analysis is a calculation to show the level of sales or services required to pay for all the fixed and variable costs of the business. 

· It’s the sales level that is the dividing line between operating at a loss and operating at a profit.
· Needed for calculation:
1. Sales
2. Fixed Costs 
3. Variable Costs 
Expressed as a formula: 

· Breakeven Sales = Fixed Costs / (Price - Variable Costs)

· Whereas:

· Sales in N$

· Fixed Cost in N$
· Variable Cost in N$
· At the Breakeven Point income equals expenses. Your sales need to exceed this point to make a profit.

· The Breakeven should be calculated at least for the first 12 months of operations, to establish when you first make a profit.

· Use sales, production cost and overheads from Profit & Loss Projection to calculate breakeven sales. 

· In the business plan, a commentary with the breakeven sales and when it is expected is all that is required to explain the breakeven picture. 

· Again, include all assumptions upon which your breakeven calculation is based.

8.7  Cash-Flow Projection

· In your-cash flow projection you track essential operating data. In the cash-flow projection you indicate when you expect to receive cash (for sales) or when you will have to write a cheque (for expenses).
· This allows you to track items that have a heavy impact on cash flow, such as sales and inventory purchases. 
· Also include irregular expenses, such as tax payments, maintenance and repairs, or seasonal inventory build-ups.

· Loan payments, equipment purchases, and owner's draws take cash out. Be sure to include them.

· Note: Depreciation does not appear in the cash flow at all because you never write a cheque for it.

· The point of the cash flow projection is to plan how much capital you need before start-up, for preliminary expenses, operating expenses, and reserves.

· However, you should keep updating it and using it afterward.

· It will enable you to foresee shortages in time to do something about them — cut expenses, negotiate a loan. Many businesses fail because they cannot pay their bills because they run out of cash, even when making a profit.
· If your projected cash balance ever goes negative, you will need more start-up capital. This plan will also predict just when and how much you will need to borrow. 
8.8 Projected Balance Sheet
see above.

9 Action Plan

Your action plan is the most important part of your business plan. It manages how you’re going to achieve your business plan objectives, so review it regularly and use it to control your activities.  List the actions by key areas such as:

establishment

legal

finance

marketing 

List the key tasks to be done, by whom and by when. Don’t make them too detailed or they become unworkable. If you don’t achieve a task, reschedule it, but if it’s still not done by the second date, ask why. Is it too large? Is it unclear how it will help the business? Do we have the skills to do it? See example below.

	Key Objectives
	Task
	By Whom
	By When

	Establishment
	
	
	

	
	Register business and trademark 
	
	

	
	Research and purchase licenses
	
	

	Finalise premises
	- Rental agreement

- Redecorate

- Finalise office set up
	
	

	Legal
	
	
	

	Contracts
	Consult with lawyer
	
	

	
	Finalise contracts
	
	

	
	Sign
	
	

	Finance
	
	
	

	Determine fixed overheads
	- Get cost indications
- Meet with accountant
	
	

	Determine financial objectives 
	Identify amount to reduce loan
	
	

	Finalise cash flow plan
	- Review P&L with managers

- Complete cash flow plan
	
	

	Finalise initial finance
	Review finance documents
	
	

	Marketing
	
	
	

	Determine sales and marketing objectives
	Identify sales in each quarter for first year 
	
	

	Determine launch plan
	Outline plan
	
	

	
	Agreement and decision on implementation
	
	

	Create a brochure
	Agree concept
	
	

	
	Approval of copy
	
	

	
	Print
	
	

	
	Distribute brochure 
	
	

	
	
	
	


Appendix I: Competitor Analysis

Use this table to list your competitors and how you compare against them. Think about how your business can improve on what they are offering.

	Competitor
	Date Established
	Size
	Market share (%)
	Value to customers
	Strengths
	Weaknesses

	Their name
	When they started
	Staff #s or turn-over
	Estimated percentage of market share
	Their unique value to customers, e.g. convenience, price, quality, service
	Their main strengths
	Their main weaknesses

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Appendix II: CVs of Management Team
Attach your CVs here.

Appendix III: Financials
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