
Business Plan Pack



      Welcome
												          

You’ve got a business idea. You’ve decided to start a business. You want to get going.

But there’s a lot more to a good business than a good idea.You need to think things 
through to maximise your chances of success. Things like: 

•	 Are you the right person to run the business? 

•	 Will customers like your product?

•	 How will I finance my idea?  

A business plan will help you turn an idea into a business helping you to go through all 
parts of your business to plan how everything will work. It will take a few weeks to write if 
you’re going to do it properly although the best business plans aren’t long and complex; 
they explain only the most important information: 

•	 what you want to achieve

•	 how you will get there, and 

•	 the things you need to do along the way.

It’s best to tackle a business plan in small chunks. You can use the information in this 
guide to help you complete the sections. Some parts will be easier to complete than 
others, but Business Gateshead is here to help. 

FREE tailored support is available for pre-start and early stage businesses. Programmes of 
support included 1:1 advice, workshops, master classes, events and networking covering a 
variety of topics from Business Planning, Finance, Marketing and Sales. 



      Getting started
												          

Whose plan is this?
												          

Business and owner details 

Business name:

Owner(s) name:

Business address and postcode:

     

Business telephone number:

     

Business email address:

     

Home address and postcode (if different from above):

     

 
Home telephone number (if different from above):

Home email address (if different from above):



      Section one
												          

Executive summary
												          

1.1 Business summary:

     

 

 

1.2 Business aims: 

     

1.3 Financial summary:



Elevator Pitch
												          

1.4 Your business name:

     

 

 

1.5 Strapline: 

     

1.6 Elevator pitch:



      Section two
												          

Owner’s background
	

2.1 Why do you want to run your own business?

     

2.2 Previous work experience:

     

2.3 Qualifications and education:

     

2.4 Training:

     

Details of future training courses you want to complete:

2.5 Hobbies and interests:

     

2.7 Additional information:



      Section three
												          

Products and services 

3.1    What are you going to sell?	   a product 

					       a service 

					       both

3.2 	 Describe the basic product/service you are going to sell:

     

3.3 	 Describe the different types of product/service you are going to be selling:

     

3.4 	 If you are not going to sell all your products/services at the start of your business, 
explain why not and when you will start selling them:

3.5 	 Additional information:



      Section four
												          

The market
4.1    Are your customers:	   individuals         businesses         both

4.2 	 Describe your typical customer:

     

4.3 	 Where are your customers based?

     

4.4 	What prompts your customers to buy your product/service?

     

4.5 	 What factors help your customers choose which business to buy from?

     

4.6 	Have you sold products/services to customers already?             yes	       no

If you answered “yes”, give details:

4.7 Have you got customers waiting to buy your product/service?          yes        no

If you answered “yes”, give details:

4.8 Additional information:



      Section five
												          

Market research
5.1 Key findings from desk research:

     

5.2 Key findings from field research – customer questionnaires:

     

5.3 Key findings from field research – test trading:

     

5.4 Additional information:



      Section six
												          

Marketing strategy
What are you going 

to do? 
How much  
will it cost? 

Why have you chosen this  
marketing method?

EXAMPLE:  
Set up a business page on Facebook  

To start promoting my service online and 
use Facebook ads 

Free to set up but 
may allocate £100 
to ads

Total cost



      Section seven
												          

Competitor analysis
7.1 Table of competitors

             Name, location	 Product/service	     Price	 Strengths	 Weaknesses 
           and business size



7.2 SWOT analysis :

Unique Selling Point (USP):

Strengths Weaknesses

Opportunities Threats



      Section eight
												          

Operations and logistics
8.1 Production:

     

8.2 Delivery to customers:

     

8.3 Payment methods and terms:

     

8.4 Suppliers:

      Name, location	       Items required	                     Payment	                         Reasons for 
           of supplier                                   and prices	                     arrangements	          choosing supplier



Operations and logistics continued
8.5 Premises:

     

8.6 Equipment

If being bought

Item required Already  
owned?

New or second 
hand?

Purchased  
from 

Price



8.7 Transport:

     

8.8 Legal requirements:

     

8.9 Insurance requirements:

     

8.10 Management and staff:

8.11 Additional information:

     

Operations and logistics continued



      Section nine
												          

Costs and pricing strategy
Product/service name:

A	 Number of units in calculation

B	 Product/service components						         Components cost

     

C	 Total product/service cost

D	 Cost per unit

E	 Price per unit

F	 Profit margin (£)

G	 Profit margin (%)

H	 Mark up (%)



      Section ten
10.1  Sales and costs forecast

M
onth

1
2

3
4

5
6

7
8

9
10

11
12

Tota
l

A
M

onth nam
e

Sa
les foreca

st

B
P

roduct/service

C
P

roduct/service

Costs forca
st

D
P

roduct/service

E
A

ssum
ptions

(e.g. Seasonal trends)

Financial forecasts



10.2 Personal survival budget

Monthly cost  (£)Section

A  Estimated costs Mortgage/rent

Council tax

Gas, electricity and oil

Water rates

All personal and property insurances

Clothing

Food and housekeeping

Telephone

Hire charges (TV, DVD etc.)

Subscriptions (clubs, magazines etc.)

Entertainment (meals and drinks)

Car tax, insurance, service and maintenance

Children’s expenditure and presents

Credit card, loan and other personal debt repayments

National Insurance

Other

Income from family/partner

Part time job

Working tax credit

Child benefits

Other benefits

Other

C  Estimated    
     income

B Total costs				                                                           

A  Total income (£)		                                                                       

E  Total survival income required (£)



10.3  Cashflow
 forecast

M
onth

P
re-

sta
rt

1
2

3
4

5
6

7
8

9
10

11
12

Tota
l

A
M

onth nam
e

M
oney in (£) 

B
Funding

O
w

n funds

Incom
es from

 Sa
les

O
ther

C
Tota

l M
oney in (£)

M
oney out (£)

D
Loa

n repa
ym

ents

Persona
l dra

w
ings

E
Tota

l m
oney out (£)

F
Ba

la
nce (£)

O
pening ba

la
nce

Closing ba
la

nce



________________________________________________________________________________________________
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________________________________________________________________________________________________

________________________________________________________________________________________________
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________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________
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________________________________________________________________________________________________

________________________________________________________________________________________________
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________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

10.4 Costs table

Total costCost item What is included and how you worked it out



      Section eleven
												          

Back-up Plan
11.1 Short-term plan:

     

11.2 Long-term plan:

     

11.3 Plan B:

     

11.4 Plan B continued...:



	 @BusINGateshead

	 Business Gateshead

www.businessgateshead.com

INVEST PROSPERITY GOALS QUALITY GROWTH PROUD PEOPLE 
FUTURE JOBS TRANSFORM OPPORTUNITIES CAREERS POLICY 
STIMULATING TRAINING SKILLS EXCITING HONEST SUPPORTIVE 
TECH ADVICE INVEST BUSINESS GOVERNMENT EMPLOYEES JOBS 
BRAVE SUCCESSFUL CREATIVE APPROACHABLE CUTTING EDGE 
KNOWLEDGE DEVELOP INNOVATIVE ACHIEVE COMMUNITY 
PROUD START UP SUPPORT INFLUENCE FACILITIES THRIVE
INVEST PROSPERITY GOALS QUALITY GROWTH PROUD PEOPLE 
FUTURE JOBS TRANSFORM OPPORTUNITIES CAREERS POLICY 
STIMULATING TRAINING SKILLS EXCITING HONEST SUPPORTIVE
TECH ADVICE INVEST BUSINESS GOVERNMENT EMPLOYEES JOBS 
BRAVE SUCCESSFUL CREATIVE APPROACHABLE CUTTING EDGE

2475-JH-Nov2019


	Text Field 1: 
	Text Field 2: 
	Text Field 3: 
	Text Field 4: 
	Text Field 5: 
	Text Field 6: 
	Text Field 7: 
	Text Field 8: 
	Text Field 11: 
	Text Field 17: 
	Text Field 18: 
	Text Field 19: 
	Text Field 20: 
	Text Field 21: 
	Text Field 22: 
	Text Field 25: 
	Text Field 26: 
	Text Field 27: 
	Text Field 28: 
	Text Field 29: 
	Check Box 2: Off
	Check Box 3: Off
	Check Box 4: Off
	Text Field 31: 
	Text Field 35: 
	Text Field 36: 
	Text Field 37: 
	Check Box 7: Off
	Check Box 8: Off
	Check Box 9: Off
	Check Box 10: Off
	Check Box 11: Off
	Check Box 13: Off
	Check Box 12: Off
	Text Field 38: 
	Text Field 45: 
	Text Field 46: 
	Text Field 47: 
	Text Field 48: 
	Text Field 49: 
	Text Field 50: 
	Text Field 52: 
	Text Field 57: 
	Text Field 58: 
	Text Field 59: 
	Text Field 60: 
	Text Field 64: 
	Text Field 65: 
	Text Field 66: 
	Text Field 72: 
	Text Field 73: 
	Text Field 74: 
	Text Field 75: 
	Text Field 76: 
	Text Field 85: 
	Text Field 87: 
	Text Field 88: 
	Text Field 89: 
	Text Field 90: 
	Text Field 92: 
	Text Field 93: 
	Text Field 94: 
	Text Field 96: 
	Text Field 97: 
	Text Field 98: 
	Text Field 99: 
	Text Field 104: 
	Text Field 108: 
	Text Field 1010: 
	Text Field 1011: 
	Text Field 1012: 
	Text Field 1016: 
	Text Field 105: 
	Text Field 106: 
	Text Field 1013: 
	Text Field 1014: 
	Text Field 1015: 
	Text Field 118: 
	Text Field 119: 
	Text Field 126: 
	Text Field 127: 
	Text Field 128: 
	Text Field 129: 
	Text Field 130: 
	Text Field 131: 
	Text Field 132: 
	Text Field 133: 
	Text Field 212: 
	Text Field 213: 
	Text Field 214: 
	Text Field 215: 
	Text Field 216: 
	Text Field 217: 
	Text Field 218: 
	Text Field 219: 
	Text Field 220: 
	Text Field 221: 
	Text Field 222: 
	Text Field 223: 
	Text Field 224: 
	Text Field 225: 
	Text Field 226: 
	Text Field 227: 
	Text Field 228: 
	Text Field 229: 
	Text Field 231: 
	Text Field 232: 
	Text Field 233: 
	Text Field 234: 
	Text Field 235: 
	Text Field 236: 
	Text Field 237: 
	Text Field 240: 
	Text Field 241: 
	Text Field 373: 
	Text Field 375: 
	Text Field 376: 
	Text Field 377: 
	Text Field 378: 
	Text Field 379: 
	Text Field 380: 
	Text Field 381: 
	Text Field 382: 
	Text Field 383: 
	Text Field 384: 
	Text Field 385: 
	Text Field 386: 
	Text Field 387: 
	Text Field 388: 
	Text Field 389: 
	Text Field 390: 
	Text Field 391: 
	Text Field 392: 
	Text Field 393: 
	Text Field 394: 
	Text Field 395: 
	Text Field 396: 
	Text Field 397: 
	Text Field 398: 
	Text Field 399: 
	Text Field 400: 
	Text Field 401: 
	Text Field 402: 
	Text Field 403: 
	Text Field 404: 
	Text Field 405: 
	Text Field 406: 
	Text Field 407: 
	Text Field 408: 
	Text Field 409: 
	Text Field 410: 
	Text Field 411: 
	Text Field 412: 
	Text Field 413: 
	Text Field 414: 
	Text Field 415: 
	Text Field 416: 
	Text Field 417: 
	Text Field 418: 
	Text Field 419: 
	Text Field 420: 
	Text Field 421: 
	Text Field 422: 
	Text Field 423: 
	Text Field 424: 
	Text Field 425: 
	Text Field 426: 
	Text Field 427: 
	Text Field 428: 
	Text Field 429: 
	Text Field 430: 
	Text Field 431: 
	Text Field 432: 
	Text Field 433: 
	Text Field 434: 
	Text Field 435: 
	Text Field 4010: 
	Text Field 4011: 
	Text Field 4012: 
	Text Field 4013: 
	Text Field 4014: 
	Text Field 4015: 
	Text Field 4016: 
	Text Field 4017: 
	Text Field 4018: 
	Text Field 4019: 
	Text Field 436: 
	Text Field 437: 
	Text Field 438: 
	Text Field 439: 
	Text Field 440: 
	Text Field 441: 
	Text Field 442: 
	Text Field 443: 
	Text Field 444: 
	Text Field 445: 
	Text Field 446: 
	Text Field 447: 
	Text Field 448: 
	Text Field 449: 
	Text Field 450: 
	Text Field 451: 
	Text Field 452: 
	Text Field 453: 
	Text Field 454: 
	Text Field 455: 
	Text Field 456: 
	Text Field 457: 
	Text Field 458: 
	Text Field 459: 
	Text Field 107: 
	Text Field 109: 
	Text Field 1017: 
	Text Field 1018: 


