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Preparing a Business Plan
It is essential to have a realistic, working business plan when you're starting up a business.

A business plan is a written document that describes a business, its objectives, its strategies, the market it is in and its financial forecasts. It has many functions, from securing external funding to measuring success within your business.

This document is intended only as a guide and you should seek professional advice before attempting to prepare your business plan. Consult either your accountant or your business bank manager.
About your business plan
A lot of people think that a business plan is a document written only to interest potential investors, such as banks, venture capitalists, etc. to invest in an idea, or lend money based on what is in the plan. However, there are a number of other reasons why you should create a proper business plan.
A good business plan can help you to:-
· Identify possible pitfalls and concerns
· Structure your business finances efficiently

· Focus your development, marketing and sales efforts

Whatever the reason you decide to create a business plan you should bear in mind that at some time any of the following people or institutions may request to see it:

· Potential partners

· Your bank
· Any external investors you may approach
· Any company or institution providing grants

· Anyone potentially interested in buying your business

Another very important thing about a business plan is that it is not a one-off. You don’t just write a business plan and put it on the shelf. A business plan is a living document that requires updating as your business grows. 
What to put in your business plan
More than anything else your business plan is a statement of intent. It should provide details of what you intend to do to develop your business, how you are going to do it, when you are going to do it, how you will fund it and who will be involved in the process.
The basic content of any business plan should encompass the following elements:-
· An executive summary – 
· This is an overview of the business. It's vital. Many people {lenders & investors) may make their judgment based on this alone. 
· A description of the business opportunity – 
· Who you are, what your product/service is, why and to whom you expect to sell it. 
· Your marketing and sales strategy – 
· Why you think people will buy your products/services and how you plan to sell to them.

· Your management team and personnel – 
· About you and the people you expect to engage to work with you.
· Your operations – 
· Your business premises, production facilities, management methodologies and strategies and I.T. systems
· Financial forecasts – 
· An explanation of how all of the preceding factors have been costed and what your financial projections are.

If you are unsure about how to arrange the layout and structure of a business plan, you can find a variety of business plan templates on the *Microsoft Office website. 

*(There is a link to that site on the B2B Business pages website [Resources Page])
Presenting your business plan

Here are some tips to help you ensure your business plan has the best possible impact on its readers.
Keep it as concise as possible
Use a professional layout and structure

· Use a proper cover
· Have a contents page with page and section numbering.

· Start with the executive summary.

· Ensure it's legible - make sure the type is ten point or above.

· Show the plan to an expert (Like your accountant) and ask for feedback

· Edit the plan carefully - get it proof read by at least two people.

· Avoid the use of jargon where possible.

· Put detailed information (market research data, balance sheets, etc) in an appendix at the back.

Make sure your plan is realistic. Once you've prepared your plan, use it. If you update it regularly, it will help you keep track of your business' development. 

