DITTON CONSULTANTS

Business Plan Format
1.
Executive Summary

The most important section, as it is the only one that will definitely be read.  If it does not do its job properly, the reader will go no further.  It should be limited to a maximum of three pages and should include the key details from the body of the plan.  It will therefore be the last section to be written.

2.
Business Opportunity

A brief review of the product or service, plus an explanation of the market need that is being addressed.  Include a basic financial model to show the potential profitability of the business, and an assessment of its strengths versus competitors.

3.
Management Team

How will the team manage and grow a successful business?  Include personal profiles and highlight relevant previous experience.  Why is the proposed team the right one to run this business?

4.
Market

Describe the target customers in detail.  Who are the competitors and how are they addressing the market?  What are the competitors’ strengths and weaknesses? Include market research data covering market sizes and trends.

5.
Product or Service

Detailed explanation of the product or service.  Details of the pricing strategy and operating margins.  Explain the main assumptions being used and how the profitability would be affected by changes in the main variables.

6.
Marketing Plan

Describe how the business will penetrate the market with its proposed product or service. Describe both sales and promotional activities, with budgets.

7.
Operations Plan

Describe how the business will operate from day to day, including staff, premises, equipment, etc.  It is important to include a staffing schedule that is linked to the financial projections, to show how staff numbers are related to sales and profitability.

8.
Financial Projections

Detailed P&L and cash flow projections for at least three years.  Also balance sheets if relevant. Include a list of the main assumptions upon which the projections are based.

9.
Financing Requirement

Show how much finance is required and why.  Quantify the return that investors can expect and explain possible exit routes (that is, when the investors will be repaid).  Include a sensitivity analysis to show how the financing requirement is affected by changes in the major variables (sales, direct costs, overheads, etc.).

10.
Timetable and Risk Analysis

Details of the times when capital and other expenditures need to be made, together with key dates when sales targets, etc. need to be achieved.  Explain the financial implications of missing major milestones.
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