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Business Planning 101: Pro-forma
Cover Sheet
Take some time here to create an attractive design that reflects your business and will capture the interest of your audience, if you are not good at design, invest some money / call in favours here; if you can’t do that keep it simple and stick with a company name and perhaps a simple call to action.
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Executive Summary

No more than 1 page; just repeat that over and over again!
Corporate Data

· Company Name
· Company Number (If Ltd), if your not a limited company state clearly what form your company takes
· Business Status (Trading / Not Trading)

· Name(s) of Director(s) / Owner(s) / Partner(s) / Trustee(s) and if it’s not divided equally their % equity owned.  
· Address of Head Office

Business Vision 

No more than 4 paragraphs.

Mission Statement 

Can you sum your business up in one sentence… if not get to work!
Corporate Values
No more than 3 paragraphs.

Brief History of the Company 
The key word here is BRIEF… be truthful and provide a clear reflection of the company showing both positives and negatives but select the elements of the story that the audience of the plan are going to want to hear about.
Latest Financial Data

Providing this depends a little on where your company is at the time of writing the plan, if you’re a new start business skip this step, but if you’ve been trading it always pays to provide a quick précis of your latest financials especially if they are positive.
The Product(s) / Service(s)
So, what are you going to sell; products, services or a mixture of both? After you’ve made this obvious describe it/them. Use this section as an opportunity to really sell your idea to the people reading your plan; provide pictures, testimonials and other information, make it attractive, but remain concise if it takes more than a couple of pages to get this information across then you have room to shorten it 
A key idea here (especially if this plan is aimed at investors) is to communicate to your audience why this business opportunity is too good to pass up!

The Market

In this section you need to discuss what the market is like for your product / service, spend some time clearly identifying who you are going to sell to (Think B2B / B2C and basic demographics) and why? Again use images, graphs of market data, your own research (…which you obviously have, right?) and testimonials to show that there is a ready market for what you hope to provide. 
2 – 4 pages here should suffice…

Competitor Analysis 

In this section you should be providing a detailed analysis of local, regional and national competition in support of the previous section, to do this you need to present the following data when discussing competitors:

· Name, Location and Business Size
· Product / Service 

· Price(s)

· Strengths 

· Weaknesses
Marketing Strategy

How are you going to (or how are you already) market the business to consumers? And what will be the costs of these activities, you want to link this section to the previous ones to show why you have made these choices based on research. 
The Management Team
Spend some time here reassuring the people reading plan, explain to them who you all are and show them you have the skills to make this plan a reality.
Infrastructure

In this section you need to provide some basic operational information, including:
· Describing the Production / Design of your Product / Service and it’s Delivery

· Your Credit Control Systems

· Health and Safety Controls

· Environmental Controls (if Applicable)

· Insurance

· Other Legal Requirements (Protection of Children for Example)
· Suppliers List, Showing you can Source the Relevant Materials (if Applicable)

· Details of your Premises

· Details of your Equipment

SWOT Analysis 

	Strengths
	Weaknesses

	
	

	Opportunities
	Threats

	
	


Financial Documents
At the very least this section should contain:

· 12 Month Cash Flow Forecast

· Balance Sheet (If Trading)

· Profit and Loss Account (If Trading)

Risk Statement

Remember be honest here and show the audience any potential risks but again tailor this to the motivation for writing the plan, for example if the plan is to encourage investment then use this section to show an investor how their money will be at risk.

End

Thank your audience for taking the time to read the plan, and remind them of your contact details if they have any further questions.
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