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1.1 Background

· Introduce yourself, your business idea and think of a name for your business
· Describe who will be involved in the running of the business and give some background information explaining why you want to set up in this particular business
· Will you trade from home or have premises? Give the full address
· What have you done so far in preparation of becoming self-employed?

· Indicate when you intend to start trading (month and year)
· Summarise total sales for the first twelve months as projected in your ‘Cash Flow’ statement
1.2  
Personal Details and Responsibilities

· Give a summary of your qualifications and any relevant experience you have gained that will be useful in this business venture 

· Outline the operational requirements of your business i.e. describe how your business will work

· Will other staff and support be required? If so who will be involved and to what extent?

· How will the business run if you are unable to fulfil your responsibilities e.g. through illness?

1.3    
Physical, Legal & Financial Factors

· Give an outline of the ‘Physical’ aspects of your business e.g. if you intend to operate  a hairdressing salon that requires refurbishment give details and costings for the work to include fixtures and fittings. 
· Do you need any specific licences (e.g. street traders license, taxi cab)

· Do you need any additional training, qualifications or certification (e.g. CRB Disclosure, Food Hygiene, First Aid, CSCS Card, other specific training)?

· What insurance do you require? (Public Liability, Employers Liability, Professional Indemnity, Vehicle insurance)

· Will you be a Sole Trader, Partnership or a Limited Company? (See notes and/or ask your Adviser)

· Summarise your start-up costs - use general headings to itemise your start-up costs. 

· List any useful items introduced into the business that you already had

· List any pre-trading expenses you have already paid for

· Draw up a ‘Personal Survival Budget’ showing the minimum you will need to take from the business monthly to live on (your personal drawings)

· Where will your start-up funding come from? (Personal equipment and cash introduced, Grants {name them – ask your Adviser}, loans)


2.1
Industry Analysis

Try to give some background information indicating your understanding of your particular business environment
· What are the industry trends? 

· Is there a demand for your products and services?

· What are the current factors that will affect the increase or decrease in your sales? 

· What are the future trends likely to be for your business? 

· Is it difficult for others to set up a similar type of business? 

· Are there any government regulations that affect your industry and your business?

2.2   
Customer Profile

· Describe the different types of customer you could sell to (consider their age, where they live / work / play, how much they earn, their mobility, gender, etc.)

· Outline any evidence that these people are interested in what you have to offer (Feedback from questionnaires, response to any adverts or leaflet drops, any other potential customer feedback)

2.3   
Competition

· How many competitors are in your market? (Check www.yell.com, search industry websites for registered competitors in your postal area)

· What prices are they charging for their products and services? (Check their websites; ask for a price list or quote for a job, send them an email)

· Analyse what products and services your competitors are offering. This will give you an indication of what you might want to offer; what’s popular and what’s not
· Make an assessment of what you think is good and bad about your competitors business
· Find out how long your competitors have been in business
· How does their location compare with yours?

2.4   
Suppliers

· Name each supplier, give their address and detail what you will buy from them.

· Explain why you chose these suppliers? (Did they offer a good price, value for money, convenience, and quick delivery?)


This section looks at the internal Strengths and internal Weaknesses of your business. Opportunities and Threats are external to your business and they all directly impact on your ability to trade. 

STRENGTHS

Objectively list your business Strengths by answering the following:

· Do you have any relevant business / work experience?

· Do you have relevant qualifications?

· What do people in your market see as your strengths? 

· What will you do better than your competition? 

· What would you say gives your company a competitive advantage?

· What unique or lowest-cost resources do you have access to? 

· What factors mean that you will be able to generate your forecast sales?

WEAKNESSES

Identifying your business weaknesses and taking action to address those weaknesses is a key activity in developing a successful new enterprise. It will reduce the potential threats to your business and help to avoid it being unsuccessful.  

Objectively list your business Weaknesses by answering the following:

· Do you have adequate business skills? What areas do you need to improve? (finance, marketing, sales, procurement, administration, personnel / HR)

· What could you improve about your business generally? 

· What are customers in your market likely to see as weaknesses? 

· What existing factors will cause you to lose sales?

OPPORTUNITIES

The opportunities you list should be those that when secured potentially improve your trading position i.e. your business can make more money. 

· What can you do to minimise your weaknesses?

· What are the immediate opportunities facing you? 

· What are the interesting trends you are aware of? 

· Are there any changes in technology related to your business?

· Are there any changes in government policy related to your business?

· Are there any changes in social patterns, population profiles, lifestyles, etc? 

· Are there any local events that you can trade at?

· Do your particular strengths open up any opportunities to you?

· Would eliminating any of your weaknesses create opportunities for you?

THREATS

Threats to your business are those factors that will restrict or negatively impact on your business i.e. your business will potentially make less money. 

· Could any of your weaknesses seriously threaten your business?

· What is your competition doing? 

· What obstacles do you face? 

· Are there likely to be any Political, Economic, Social or Technological factors that might threaten your business? 

· Are there any other factors that might affect your cash-flow? 

Tip:  Where possible present solutions to resolve your business threats


Developing the right Marketing Mix is a key factor in developing a successful new business and it will directly impact on the use of your limited resources. Your main objective should be about getting the right products or services to the right customer group at the right price when your customers require them. Answering the following questions will help you work out how you will achieve this:

4.1 The Product / Service

· Describe the range of products and / or services you will offer 

· Are you offering the right mix of products and services? 

· Have your customers indicated a demand for your products or services? (Surveys? Questionnaires?)

· How are you distinctive in the market? Why would established customers of competitors use you instead?

· Do you offer guarantees for your products and services?

4.2 Pricing

· Is your pricing low / medium or high in comparison to competition?

· Give examples from a price list noting direct material costs of each type of sale or;

· Give examples of various ‘typical’ types of contact offered (based on average assumptions). Again note direct costs of each.

· Do you use an hourly charge out rate or a standard ‘mark-up’ on material costs?

4.3 Place

· Where is your business based and why? (Home address, other premises?)

· How will you distribute your products or services i.e. how will your products or services be delivered to your customers? (Do you need transport? Will your customers come to you? Describe the process, your hours of work, any scheduling or ongoing planning, etc.)

· Do you have a specific sales territory? If not, what locations will you be targeting with your promotional activities? When and how will you do this?

· If you have materials, stock or general inventory, where will it be stored? Is it secure?   

4.4
Promotion

· How will you advertise and promote your business? How frequently will you do this and how much will it cost? (Newspapers, flyers, websites, signage, etc.)

· Will you have ‘special offers’ or discounted rates? Why and when?

· How do your competitors promote themselves?

Tip: Link these methods of promotion with the different types of customers detailed in 2.2 above. This is the best way to become known to each type of customer.


· Will it take time for you to break into the market, gradually increasing your sales, or will you have immediate impact based on secured contracts?

· Will there be ‘seasonality’ in your sales i.e. good and bad months depending on the time of year?

· Will you receive payments in the same month you make your sales or will you offer credit? e.g. 30 /60 days

· Link the ‘number’ of sales per month to sales type and sales value in 4.2 above. Monthly totals should be realistic and explainable.

NB: Produce a table projecting sales figures for fist twelve months (as below). 

	EXAMPLE
	JUL
	AUG
	SEP
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN

	Days Open
	26
	27
	25
	27
	26
	22
	25
	25
	26
	26
	27
	25

	Cust / Day
	60
	75
	80
	90
	80
	75
	55
	60
	65
	70
	80
	80

	Sales/day   Avg£3/Cust
	180
	225
	240
	270
	240
	225
	165
	180
	195
	210
	240
	240

	Total
	4680
	6075
	6000
	7290
	6240
	4950
	4125
	4500
	5070
	5460
	6480
	6000



· Cashflow Forecast
· Profit & Loss

· Break Even

· Balance Sheet

· Notes to the Cashflow Forecast


· Are there services you would like to provide but can’t at present for whatever reason?

· Is there equipment you would like to buy but cannot afford initially?

· Do you have plans to move into new or better premises in the future or employ more staff?

· What is your vision of the future for this business?


List the following:

· Your trading name and business address

· Your full name

· Home address

· Telephone numbers 

· Email address

· Date of Birth

· National Insurance Number

NB: List the same details for any and all of your partners.


· Price list

· Photographic ID

· Proof of Address

· Qualifications

· CV

· Letter of intent

· Map of area

· Insurance Quote

· Plant, Fitting, Machinery quotes

· Legal requirements (licences etc)

· Advertising/Marketing Quotes

· Examples of Promotional Material/Stationery

· Health & Safety Guidelines
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