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	Business Name Here: Business Name Here
	Name: Name
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	Page number 1: 
	Page number 2: 
	Page number 3: 
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	Page number 7: 
	Page number 8: 
	Page number 9: 
	Page number 10: 
	Page number 11: 
	Executive Summary 1: Write this last. Pull in bits from the other sections to summarise the opportunity and the implementation plan. Make it short and punchy.

Explain the customer need.

Say how you’ll address it.

Estimate sales and growth potential.

Show how much money you’ll make.

Create a schedule to launch.
	Business overview 1: Talk about the industry you’re in, and any categories you belong to within that industry. For example, a restaurant could be a take-away, diner, family spot, or fine dining experience. 

Explain the business model you’re using to convert your product or service into cash. Are you offering a subscription, leasing goods, selling items over the counter, providing services for an hourly fee, or maybe a flat fee? 

There will be standard models for your type of business, but highlight any plans you have to improve it. Perhaps you’ll grow margins by cutting certain costs, or finding some way to charge more. 
	Business overview 2: 
	Products or services 1: Explain what it is you’re selling, be it a product or a service. This should start out with a fairly straightforward description. Avoid jargon and make it easy to understand. 

Now step back and provide some context around the customer’s needs. Say what they’re getting today, and what could be better about it. Think about things like price, convenience, service, and choice. Say how you will provide those improvements.
	Products or services 2: 
	Market analysis 1: Use this section to talk about your customers and your competitors.

Introduce your ideal customer: 
These are the people (or businesses) that need your product or service the most. They’ll need the least convincing to spend money with you. 

IF PEOPLE – where do they live? what age are they? what do they do for a living? what do they care about? 

IF A BUSINESS – what industry are they in? how big are they? where are they? how much money do they typically spend on your type of product or service?

Describe your competitors:
Who else is going after these customers? Say what they’re not doing so well but spend just as much time on their strengths. They’re in business for a reason, so don’t assume they’re succeeding by accident. List their advantages in terms of access to customers, marketing budget, or economies of scale.

Not all competitors are obvious. A business may sell a different product or service, but target the exact same dollar as you. For example, a website development company will target a client’s marketing budget, as will a videographer. So they’re competing for the same pool of money. Think about these indirect competitors too.

	Market analysis 2: 
	Market analysis 3: 
	Market analysis 4: 
	Risk assessment 1: Put your black hat on and list all the things working against you. Will some supplies be hard to get? Will you rely heavily on a specific employee? Or a big customer? Will you have to educate customers to behave in a new way?

Don’t limit yourself to immediate problems. Ask what challenges could crop up later. Could a competitor lower their prices to freeze you out of the market?

List all these things and indicate how likely they are to affect you. If a risk is substantial, say how you’ll deal with it.

	Risk assessment 2: 
	Milestones 1: Build a roadmap to get to your first day of business, and then beyond to the end of year one. What are all the things that need to happen along the way? Put them in sequence. Identify the big steps, and hang a lantern on them. They’re your major milestones. Set dates for achieving them.
	Milestones 2: 
	Progress reporting 1: Milestones won’t help unless you stay accountable to them. This isn’t about punishing yourself for missed deadlines. But you need to pause at regular intervals to check how everything’s tracking and flag any jobs that are slipping. Create a schedule and format for this review progress.

	Progress reporting 2: 
	Team 1: Say how many people are involved in the business and what they’re all doing. Below, profile each person and highlight the relevant skills they bring. Include contractors, consultants and even 
mentors here. 
	Team 2: 
	Name 1: Name
	Description 1: Say what their responsibilities are, and highlight relevant skills.
	Description 2: Say what their responsibilities are, and highlight relevant skills.
	Description 3: Say what their responsibilities are, and highlight relevant skills.
	Description 4: Say what their responsibilities are, and highlight relevant skills.
	Name 2: Name
	Name 3: Name
	Name 4: Name
	Budget 2: 
	Budget 1: A budget should include a projected profit and loss (P&L), and balance sheet. For extra care, you might do a cash flow budget too.

Profit and loss
This itemises your costs on one side, and predicts income on the other. Don’t drop a spreadsheet in here. Just provide the main numbers, but present a few scenarios to show you have a plan B and C. Try to use graphs and charts to reinforce the story visually.

Balance sheet
This lists what the business owns vs. what it owes. It may not own much for a start, but include any cash, equipment, real estate, or patents and rights. These are assets. Do the same for things the business will owe, such as loans. Those are liabilities. As with the P&L, just share the main numbers here (saving details for the appendix).

Cash flow
It’s a good idea to show when money will flow in and out of the business. Plot on a calendar when bills will be due. Then show when income is expected. This will give you an idea of how much cash you’ll have on hand from week to week.
	Finance 1: After producing the budget, you’ll understand what it costs to get the business up and running. You’ll also see roughly when income should start flowing back in. Will you need some extra cash to bridge the gap? If so, where will it come from? A lender or an investor? Show how you’re going to fund the business.
	Finance 2: 
	Marketing and Sales plan 1: Your budgets and financial projections will be based on achieving a certain number of sales. This is where you explain how you’ll get those sales. 

Sales
Will you need people to interact with customers? If so, how many steps will there be in each sale, and how long will it take? Work out what that will cost you.

Marketing
How will you get the word out? Decide on a few ways to reach your target customers (such as social media, letterbox drops, or local PR). Say how much you’ll spend on each activity, and when they’ll happen.

	Marketing and Sales plan 2: 
	Marketing and Sales plan 3: 
	Marketing and Sales plan 4: 
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	Name 5: Name
	Name 6: Name
	Name 7: Name
	Name 8: Name
	Description 5: Say what their responsibilities are, and highlight relevant skills.
	Description 6: Say what their responsibilities are, and highlight relevant skills.
	Description 7: Say what their responsibilities are, and highlight relevant skills.
	Description 8: Say what their responsibilities are, and highlight relevant skills.


