Business Plan

For

(Name of Business)

(Legal Entity e.g.: Sole Trader, Registered Company, Incorporated Society, etc)

Prepared by

(Person preparing the plan, contact details, date etc)

OVERVIEW OR EXECUTIVE SUMMARY

MISSION STATEMENT

(What the business does and where – short statement)

VISION STATEMENT

(Your vision for the business – short statement)

VALUES

(the values your business wishes to have identified by the reader) organisation)

BUSINESS STRUCTURE

(Legal structure appropriate for the business))

MANAGEMENT TEAM

(Identifies roles and persons responsible e.g.: General Manager Accountant Marketing Manager, etc.)

Note: If you are starting a small, Sole Trader business, you ARE all these people!

LOCATION 

(Physical address of the business)

PREMISES

(Description of premises, indicating any council or other approvals, leases held, suitability for running the business)

SERVICE DELIVERY

(By what method the services or product of the business are delivered: e.g.: one-on-one consultations, organisation of information, products bought & sold etc.)

GUARANTEES

(What guarantee of services/products is offered)

SUPPLIERS

(Suppliers of goods & services to the business – names of companies, products & services detailed, including where possible several alternative suppliers.)

WORKING HOURS

(When are the services/products of the business available to clients?)

CONTINGENCY/ RISK MANAGEMENT 

(What plans and/or financial arrangements are in place should the business encounter unfavourable conditions? These may include financial risks and unavailability of key staff)

BUSINESS GOALS

(Minimum of three year goals for the business)

YEAR ONE (foundation & stabilisation)
YEAR TWO (additional products/services, staff requirements, capital injection by owners, loans, leases, sales goals)
YEAR THREE  (expansion, franchise possibilities, etc.)
MARKETING PLAN

CUSTOMERS AND TARGET MARKET

(Who are the clients of the business, both broadly and as a specific target?)

MARKET RESEARCH

(Robust research to show that the services & products of the business are needed – this usually is completed using the results of market surveys)

COMPETITION

(Identifies competition to the business in services/products)

MARKET STRATEGY

(How the business reaches its clientele)

FINANCIAL INFORMATION

START-UP FINANCE

(Personal funds, commercial finance, grants etc)

COSTING:

(Thorough analysis of the cost of your product/service including business overheads)

INSURANCE

(What insurances does the business hold, their suitability to the service/product e.g.: Public Liability etc.)

ACC

(ACC provisions for owners/ employees of the business)

ASSETS

EQUIPMENT, MATERIALS & EQUIPMENT
(Plus any other assets owned by the business)

	
	

	
	

	
	

	
	

	
	

	
	

	
	


DRAWINGS

(Give details persons receiving financial rewards from operating the business)

EXPENSES

(List IRD allowable expense deductions for the business (check www.ird.govt.nz) 

S. W.O.T

(For the business)

STRENGTHS

WEAKNESSES

OPPORTUNITIES

THREATS

APPENDICES:

CURRICULUM VITAE for OWNER(S)

SIX MONTH CASHFLOW PROJECTION 

(Also may include the following)

PRODUCT DESIGN PLAN
OPERATIONS PLAN (etc)
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