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HOW TO WRITE A 
BUSINESS PLAN 



Objectives 

•  What is a business plan? 

•  Why write a business plan? 

•  When do you write one?  

•  Who should do it? 

•  What does it contain? 



What should be in the business plan? 

The business plan for a social enterprise should be 
divided into the following sections: 

Executive summary 

Description of the enterprise and its product /service 

Market analysis 

Organization and management 

Finance. 



Executive summary 
At the front of your plan – one page. 

Concise overview of your firm, what you hope to achieve.  

Stimulate the reader’s interest.  

• mission statement 
• vision 
• target customers 
• date that you propose to start in business 
• names of the founders, and the functions they perform 
• address, telephone and e-mail of the enterprise 
• number of employees 
• information on current investors or sources of funding 
• brief summary of goals and plans for the future. 



Time frame 

Business planning can either be: 

short term – what is to happen over the coming 
month, 3 months, 6 months 

long term – what is to happen over the coming 
year, 2 years, 5 years or even ten years.  

Long-term planning is also often referred as 
strategic planning. 



When to write a Business Plan 
   

Start up   Business purchase 

Review / 
refinancing 

Major decision  
points 



Managers Owners Lenders / 
investors 

Who is concerned with the Business Plan? 

Why? Why? Why? 



Managers Owners Lenders / 
investors 

Clarifying ideas 

Finding  
information 

Building 
A team 

Analysis & 
Presentation 

Assisting in 
Raising money 

Assessing 
Feasibility  
&viability 

Setting targets 
& objectives 

Calculating 
Money needed 

Evaluating risk 
& return 

Appraising 
Mgt team 



How do we  
get there? 

Implementation 
of aims 

Where are we now? 
Analyse current  

situation 

THE  
BUSINESS 

PLAN 
Where do we  
intend going? 

Future direction 

Nature  
of the business 

Key people 

Business identity 

Marketing 
Plan 

Management 
of resources 

Money: 
Financial 
 analysis 

Strategic  
direction 

Strategic  
influences 

Stokes, D. (2002)  Small Business Management, Thomson, 4th ed. 

Outline of a Business Plan 



Analysis of current situation – where are we now? 
Identity  introduction 

  names 
  legal identity  sole trader / ltd. / llp / etc 
  location 
  professional advisers 

Key people  management team 
  experience, knowledge, skills 
  motivations 
  future needs:-  training and / or recruitment 

Nature of the business  products / services  USP  
   description  
   application 
   product line as % of sales 
   intellectual property 
    patents, trademarks, design reg, copyright 
   key suppliers 
   after sales service / guarantees / warranties 
   planned developments of product or service 



Analysis of current situation - continued 

Market Research  definition of target market 
   trends in market place 
   classification of customers 
   needs of customers – influences on buying decisions 
   benefits offered to target customers  USP 
    

Competition   identify competitors  how? 
   strengths & weaknesses of competitors 
   competitive edge – your USP. 



Future direction – where do we intend going? 

Strategic influences government policy, laws, rules, regs, tax 
   economic trends 
   social trends 
   technological trends 
   market sector 

Assess your strengths & weaknesses against the opportunities and threats 
above – SWOT analysis 

Strategic direction  goals  =  general 
   objectives =  specific £s, %s, times 
   policies   guidelines & rules 
   activities   action plan 
     timetable of key activities 

    



Implementation  
– how do we get there? 

(3 Ms) 

1st M   Management of Resources 

2nd M  Marketing Plan 

3rd M   Money – financial analysis 



1st M   Management of 
Resources   

 Operations     premises 
      materials 
      equipment 
      insurance 
      info systems 

 People     policies 
      recruitment 
      development 
      retention 
      payroll system 
      team management 



2nd M  Marketing Plan    

 Competitive edge   U.S.P. 
 Marketing objectives  specific aims in market 

place 
 Marketing methods 4Ps 
   
  Product  features & benefits 
    innovation   
  Price   basis   competitive 
      cost-plus 
      price maker 
    incentives  discount policy 
  Promotion  methods 
    image and consistency 
  Place   distribution channels 
    direct / intermediate 
    internet 



3rd M  Money – financial analysis 
 Funding requirements  Start-up capital 
    Working capital 
    Asset finance 
    Timing of funds 
 Cash-flow   Forecast 1 / 2 / 3 years 
    Spreadsheets – sensitivity / what-if? 
    Incomes and Expenses 
    Monthly cash position 
 Profit & Loss   Forecast 
    Sales 
    Gross profit 
    Overheads 
    Variable costs 
    Net profit 
 Balance sheets   Use of funds 
    Source of funds 
    Assets (own) vs. Liabilities (owe) 
 Summary   Highlight key assumptions 
    Performance ratios 



Business Plan formats:- 
1  Detailed Plan  for you and the team 

2  High Level Plan  for investors 

3  PowerPoint presentation 
  for potential investors purchasers, partners et al. 

Also:- 
4  ‘Elevator pitch’ – a 60 second plan! 



Remember the key elements: 
Executive Summary 
Description of the enterprise – the business 

opportunity 
Market analysis 
Organisation & management 
Finance 

Appendices 



Have we satisfied stakeholders’ expectations? 

What are the development stages for the business and 
the key decision points? 

What are the financial assumptions and projections for 
the business? 

Who is involved in the business and how does the 
team work? 

How is the ownership of the business structured: how 
do you expect this to change to achieve funding? 

Some Key Issues to Address   



Presentation 
The presentation you make to investors should make 
5 key points:   

Sound commercial case 
Clear customer need 
Satisfy stakeholder groups’ expectations 
Sound management of resources 
Sound financial case 

Present maximum 20 slides 

Talk for 20 mins 

Answer questions for 20 mins 



Presentation to investors 
Keep it concise 

Focus on investor issues 
If they invest   

How much is their return? 
When will you pay them (payback)? 

Make sure of your ‘close’ 

Get out when you have the deal 



Common Problems 

•  Wrong focus  
•  Inadequate work on: 

–  Stakeholders’ expectations 
– Marketing 
–  Team 
–  Finances 
– How you will make money 
– Competitors  

•  Too long 
•  Too boring 



Objectives achieved? 

•  What is a business plan? 

•  Why write a business plan? 

•  When do you write one?  

•  Who should do it? 

•  What does it contain? 



Elevator Pitch 

How you describe your new business to people 
you meet  

Typically, should be 1 minute and must cover 
– What it is 
– Why people will buy it 
– How it is better than competitors 
– How it will make money 
– What is the investment opportunity 

Everyone in your core business team should be 
able to make this pitch 


