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[bookmark: Legal_Page][bookmark: _Toc293493303]Confidentiality Agreement 
  
The undersigned reader acknowledges that the information provided in this business plan is confidential; therefore, the reader agrees not to disclose it without express written permission. It is acknowledged by the reader that information furnished in this business plan is in all respects confidential in nature, other than information which is in the public domain through other means and that any disclosure or use of same by the reader may cause serious harm or damage. Upon request, this document is to be immediately returned.

 ___________________
Signature 

___________________
Name (typed or printed) 

___________________
Date 

This is a business plan. It does not imply an offering of securities. 

























[bookmark: _Toc293493304]Business Description and Objectives
Include here a summary of:
· The business concept
· The products and / or services the business will market
· Your experience in the relevant industry, and the experience of any other potential business principals
· The legal structure you intend to use in conducting the business (for example, company structure)
List here the top five business priorities, goals and / or objectives. These can be related to:
· Financial goals (such as wealth creation)
· Lifestyle goals (such as work-life balance),or
· A sense of achievement (such as empire-building)
If relevant, detail any succession plans you have here. 



[bookmark: _Toc293493305]Business Environment Analysis
Summarise here the findings and conclusions of your research into the current business environment, including references to the current:
· Economic climate
· Tax environment
· Legislative environment
· Regulatory environment
· Government assistance and incentives available to businesses
Include an assessment of how you see each of the above impacting businesses generally, and businesses within the industry you will be operating.


[bookmark: _Toc293493306]Industry Background
Summarise here your research and knowledge on the industry you are about to enter, including information on:
· The range of products and services that the industry is responsible for
· Whether the products and services are consumer needs or consumer wants
· History of the industry and how it has evolved
· Whether the industry is:
· Emerging
· Established
· Mature, or
· In decline
· Any geographical limitations or resource constraints on the industry
· Any industries that rely on this particular industry, or this industry is reliant on
· Whether the industry is prolific or boutique in character
· Regulatory bodies that govern the industry, and any relevant governing legislation
· Any confines to the industry not already covered above
· Any perceived opportunities for the industry
· Where you believe the industry is headed
· 


[bookmark: _Toc293493307]Competitor Analysis
Summarise here the findings from your competitor analysis. This may include a:
· Competitor Profiling summary detailing relevant information on existing competitors such as:

· Products and services offered by key competitors
· Market share held by each key competitor
· Analysis of the marketing strategies used by key competitors
· Analysis of the target market of each key competitor
· Analysis of the strengths and weaknesses of each key competitor

· Competitor Array matrix measuring and rating competitors in terms of key success factors. An example template is included below:


· Assessment of future competitive threats

· 


[bookmark: _Toc293493308]Market Analysis
Summarise here the findings from your market analysis. This may include information regarding:
· Market size (measured in terms of revenue generated by its participants)
· Market growth rate (measured in terms of the rate of increase in market size year on year)
· Market profitability, and an assessment of the following factors affecting market profitability:
· Buyer power
· Supplier power
· Barriers to entry in the market
· Threat of substitute products
· Competitor rivalry
· Market segments (that is, markets within the market)
· Market players. Are there a small number of large competitors or a large number of small competitors?
· Market saturation
· Industry cost and pricing structure
· Distribution channels, both existing and emerging
· Target customers and customer profiling
· Factors that influence demand for the relevant products and services
· Factors that influence supply for the relevant products and services
· Market sensitivity overall to factors such as:
· Economic downturn
· Legislative changes
· Technological improvements
· Environmental factors
· Product / service obsolescence
· Substitute products / services
· Where the market and key products / services sit within the life-cycle (ie: emerging versus maturity versus decline)
· Any untapped market opportunities you or others have identified
· SWOT analysis




[bookmark: _Toc293493309]Marketing Plan
List any of the business goals here that are relevant to your marketing plan, for instance:
· Targeted market share
· Targeted revenue
· Brand awareness
Summarise the marketing plan that will achieve the above objectives, making particular reference to:
· The marketing budget
· Key marketing strategies
· Types of advertising you expect to use
· Distribution channels
· Sales force and envisaged sales techniques
· Key milestones relevant to the marketing plan to be achieved throughout the different phases of the business life-cycle, for instance, sales targets or targets for % of market share and number of customers
· Timeline for achieving key milestones identified above
· Key performance indicators generally, once the business is established
· Key personnel responsible for implementing, monitoring and measuring the success of the marketing plan



[bookmark: _Toc293493310]Operations Plan
Summarise the operations plan that will achieve the business objectives, with particular reference to:
Infrastructure requirements:
· Any business premises that will be used
· Any major tangible assets required such as:
· Plant and equipment
· Fixtures and fittings
· Furniture
· Computers and network requirements
· Vehicles
· Any major intangible assets required such as:
· Licences and permits
· Franchise agreements
· Distribution rights
· Exclusivity agreements
· Patents and copyrights
· Management Information Systems such as book-keeping software, payroll software, invoicing software, inventory tracking and ordering systems
· Key personnel responsible for managing assets and asset requirements
Human Resource requirements:
· Number of staff expected to be employed and the roles they will fill
· High level description of pre-requisite skills and experience required of employees 
· Recruitment strategy
· Organisational chart mapping the organisational hierarchy, teams, roles and reporting lines
· Training programs
· Staff retention strategies
· Key personnel responsible for ensuring the role and obligations as an employer are met
Business Operations
· Operational budget
· Process maps detailing the high-level processes involved in producing the relevant products and / or services
· Business implementation strategy
· Quality control procedures
· Importing / exporting considerations, if relevant
· Supplier considerations, if relevant
· SWOT analysis


[bookmark: _Toc292832444][bookmark: _Toc293493311]Operations Plan (continued)
Risk Management requirements:
· Key operational risk identification and mitigation matrix. Limit risk assessment to the top five operational risks the business faces that could result in significant financial loss, such as occupational health and safety issues and faulty product damages. List one mitigation strategy per operational risk
· Key personnel responsible for risk management



[bookmark: _Toc293493312] Financial Plan
Summarise the financial plan that will achieve the financial objectives of the business, making particular reference to:
· Start-up capital required
· Budget for first year or two of trading
· Cash flow projection for the first year or two of trading
· How start-up capital required will be funded, or if unknown, finance options you are considering such as bank loans or equity partners
· Where finance is required, general debt management philosophy and any security available that can be pledged as collateral against loans
· Finance preferences for acquiring major tangible items such as plant and equipment – acquire outright versus hire purchase versus lease
· The financial management framework that will be put in place for monitoring on the ongoing health of the business, and financial tools to be used such as:
· Preparation of in-house financial statements
· Annual budgets and cash flow projections
· Analytical exercises such as benchmarking actual performance against:
· Expected performance, and
· Industry / competitor performance
· Key personnel responsible for the ongoing financial management of the business
· Any advisors that you intend to use in assisting you in monitoring the financial health of the business, for example, accountants
· 


[bookmark: _Toc293493313]Management Summary
Include here a high-level summary of key areas relevant to establishing the business already identified in the main body of the document, focusing particularly on:
· The business objectives
· Business implementation strategy
· Timeline for establishing the  business
· Key personnel and their roles



[bookmark: _Toc293493314]Executive Summary
Summarise the highlights of your plan here, focusing particularly on:
· The business concept
· The market you will be operating within
· Untapped market opportunities
· Opportunities for competitive advantage or differentiation.


Tip: This is often the part of the business plan that potential stakeholders will focus on therefore it is important that this page delivers the key information relevant to the business concept. This section should emphasise all the relevant selling points – in short, make sure this page contains the “wow” factor.


















[bookmark: _Toc293493315]Milestones and Key Performance Indicators
List here the milestones you aim to achieve during establishment of your business, and represent them in a timeline. 
List here Key Performance Indicators (KPIs) you will use on an ongoing basis to benchmark the overall performance of your business once it is established, and the frequency with which you will conduct this sort of business review.



[bookmark: _Toc293493316]Attachments
Insert supporting material deemed relevant and beneficial, such as:
· Resumes of Business Principals
· Logos and any other pre-prepared marketing material
· Web-site address, if already set up
· Relevant legal documents, such as exclusivity agreements
· Any other supporting material deemed relevant and beneficial.
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Key Success Factors Weighting Competitor 1 

Rating

Competitor 1 

Weighted

Competitor 2 

Rating

Competitor 2 

Weighted

Market Penetration 0.40                      6 2.40                      3 1.20                     

Customer Focus 0.30                      4 1.20                      5 1.50                     

Economies of Scale 0.20                      3 0.60                      3 0.60                     

Product Innovation 0.10                      7 0.70                      4 0.40                     

Totals 1.00                      4.90                      3.70                     
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