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1
Executive Summary

The Executive Summary is a vital part of any organisations Business Plan. It should define the business’ Mission Statement and give a clear and concise overview of the key objectives of the business plan.

The Executive Summary can be put together after the Business Plan has been completed, as it is a summary of the entire Business Plan. Ideally, your Executive Summary should not be more than one page long.

2
Your Details

2.1
Business Details

This Business Plan is prepared for 


Address:




Phone number: 





E-mail:






Expected/Commenced Trading Date: 
January - 2005 

2.2
Personal Details

Name:






Address:




Phone number:





2.3
Bank Account Details

2.3.1
Business Account Details

Account name:



Account number:


Sort code:



Bank:




Branch:




Address:




2.3.2
Personal Account Details

Account name:



Account number:


Sort code: 



Bank:





Branch:




Address:






Note: 

This section is not included in the online planner, however these details are required to complete your Business Planner.

3
Business Details
3.1
Activities of the Business


The primary activities of the business can be described as

3.2 Reason for Preparing a Business Plan

Our business has decided to write a business plan for the following reason(s):

For example – Starting a new business, Expanding an existing business, Seeking finance, Improving business efficiency or other.

Please expand on your reason(s):

3.3 Legal Form of Business

For example – Sole trader, Partnership, Limited Company or other.

Our business legally operates as a 
Have you investigated all the implications of each legal business form, in terms of:

· Legalities in setting up

· Personal liability

· Management structure

· Security for raising finance

· Financial accounts requirements

· Profits

· Tax, PRSI and Pensions

· Key stakeholders

· Selling the business
You will find a guide on legal Issues for businesses on the AIB Business site. You should also discuss the structure of your business with a legal advisor before making a final decision.

Note: Delete text in Italics before printing

4 Professional Advice

Whether you are starting or growing your business you will require professional advice. It is important to include details of your business advisors such as your Accountant and Legal Advisor. 

4.1       Accountant Details

Firm name:





Contact name:





Address: 


Phone number:





4.2     Solicitor Details

Firm name:





Contact name:





Address:




Phone number:





4.3     Other Professional Adviser

Firm name:





Contact name:





Address:




Phone number:





4.4    Support Agency

Agency name:





Contact name:





Address:




Phone number:





4.5   Support Agency

Agency name:





Contact name:





Address:




Phone number:





Ensure you include details of all relevant agencies supporting your business, such as management consultants, recruitment consultants or marketing agencies as well as government support agencies. You will find guides on business support on the AIB Business site, which gives details of organisations and government departments providing small businesses with advice, support and grants.

You should also give details of any others that are involved with your business. For example, management consultants, recruitment consultants or marketing agencies. 

5 Key People Details

5.1       Key People

There is/are 1 key people involved in the business.

5.1.1 Key Person 1 

Name: 


Role: 


This person is important to the business because  

Expected Salary:
EUR

Benefits:




5.1.2 Key Person 2

Name:
 


Role: 



This person is important to the business because​​​​​  

Expected Salary:

EUR

Benefits:



5.2      Total Salary Costs

Please enter details of the total salary costs…  

5.3 Number of Employees

Total number of employees: 1-10

Full Time:


Part Time:

Further Considerations:
Each key person’s CV should be shown in the appendices. The people on your management team are key to your business success. Ensure that your team has the necessary range of skills required for the business. If there is a skills gap, you many need to consider employing people with these skills on a permanent, part-time or Consultancy basis. 

Questions to consider:

· If there are obvious weaknesses in your management, how do you propose to deal with them?

· Have you already identified the key people to support your business, or do you need to recruit key personnel? 

· How committed are your key people to your business?

· Can you meet their expectations in terms of salary and role?

· Have you identified risks associated with staff being unable to work and have you prepared contingency plans in this regard?

There are a number of guides on Human Resource Management issues on the AIB Business site.
6
Customer

6.1
Target Market

Organisational target markets can be classified by type, sector, size, and number of employees. Similarly, consumer markets can be classified by Individuals: Age profile, gender, marital status, hobbies, children, lifestyle, etc.

Our target market is defined as

6.2
Market Size

The market for our business comprises of approximately xxxxx customers.

We expect to have on average xxxxx customers at any one time.

The market for our products/services is (Growing, Mature, Static, In decline)
Expand this section by giving details of any trends that support your business. For example, political (governmental and taxation policies, changing legislation), economic (income levels, employment levels, inflation), social trends (demographics, lifestyles & cultural values), technological, and legal trends.

7
Market Research

7.1
Research undertaken

Conducting Market Research is a good way to support your business idea. There are many different forms of Research ranging from large-scale research to talking to potential customers.

We have carried out the following market research in order to identify demand for our products and services:

7.2
Research Findings
It is important to show that your market research reinforces the capacity for your business to grow. You should give full details of research that you’ve undertaken or reports which you have read, that support your business idea and details of when this was carried out.  You may wish to attach Research Reports to your business plan as an appendix.

There are guides covering market research on the AIB Business site.

8
Competitors
Competitor details

This helps you to identify possible strengths and weaknesses of your business in the market, in comparison to that of your competitors. If possible, support your competitors’ profiles with details of their size, their position in the market, location, organisation structure and the number and type of staff they employ, their staff turnover rates, and details of future plans.

Areas that should be considered include Location, Opening Hours, Customer Service, Price, Customer Base, Business Reputation, Brand Awareness and Advertising.

8.1 Competitor A

-Strengths

-Weaknesses

It is important that you are aware of your competitors weaknesses, you should list these below.
8.2 Competitor B

-Strengths

-Weaknesses

It is important that you are aware of your competitors weaknesses, you should list these below.
8.3 Competitor C

-Strengths

-Weaknesses

It is important that you are aware of your competitors weaknesses, you should list these below.
8.4
Our Business:
SWOT Analysis

Please specify key internal strengths and weaknesses of your firm as well as external opportunities and threats.

-Strengths

-Weaknesses

It is important that you are aware of your competitors weaknesses, you should list these below.
-Opportunities

-Threats
The overall aim of a SWOT analysis is to identify strengths, which can be matched with opportunities, and similarly to identify weaknesses, which should be monitored.

9
Business Objectives

Our Business objectives are

If you are starting a new business, what are the objectives for you in setting up this business? What time frames have you set for achieving these objectives?  

If this is an existing business, have you achieved your objectives to date? What are your objectives over the next three years? 

10
Marketing Plan - Products & Services

10.1
Products/Services description


Our products/services described in detail are as follows

10.2
Benefits of our Products/Services


Our product/service will benefit our customers or meet their needs in the following ways:

10.3
Production Process

How will you produce your product or service? Give a description of your production process.

10.4
Distribution /Service Delivery
How will you distribute your product or service to customers? Will they collect purchase at point of sale, or will you use a delivery service. Give details of your distribution plans.

10.5
New Products

· What future products/services (if any) are being considered? 

· Will replacements be needed for the existing product range? 

· How will the product be affected during times of downturn?
11
Marketing Plan - Promotion

11.1
Promotion of Products/Services

We will promote our product/service through the following media: 

The following should be considered and the potential Costs incurred of each (Point of Sale Material, Posters, Brochures, Special Offers, Loyalty Schemes, Direct Mail Campaigns, Exhibitions, Sponsorship and Media Advertising.)

Total Cost of Promotions 
= EUR 0  

If you have not already done so, please provide details of the estimated cost of each form of promotion.




Further considerations:

· How do your competitors promote themselves?

· Are these promotional methods the most suitable for your market?

· Are they the most cost-effective methods of promoting your business? 

· How will you measure the effectiveness of promotional campaigns?
You will find guides covering types of promotional methods on the AIB Business site.

12
Marketing Plan - Pricing

12.1
Pricing Decision

When choosing the price for your product/service you need to consider issues such as Profit Margins and setting a price that consumers are willing to pay.

We have determined our prices in the following way:

(This should include: mark-up, fees, cost of labour and cost of raw materials)

12.2 Price Comparison

A price comparison with our major competitors is detailed below:

If your prices are lower or higher than competitors, please specify why. For example quality, market positioning and competitive pressure.

13
Marketing Plan – Customer Service

13.1
Customer Service Plans


Details of our customer service plan are as follows:

This should include details of all customer service issues, ranging from communicating with customers to providing an after sales service.

Further Considerations:

Will you provide service level guarantees?

How will you implement service quality control measures?

Will you undertake customer surveys?

13.2
Retaining Customers:
We will strive to retain customers in the following ways. Examples would include customer Loyalty Programs.
.

13.3
Customer Complaint Handling:
We will deal with customer complaints by 

You will find further information on customer services issues on the AIB Business site.

14
Sales Plan – Suppliers

Who are your key suppliers and what credit will they extend to you?

Our key suppliers and their credit terms agreements are detailed below:

Further considerations:

· Have you identified alternative suppliers if a problem arises?

· Have you assessed the impact these credit terms will have on your cashflow?
15
Sales 

15.1
Expected Level of Sales

We expect the following level of sales in the next 12 months:

	Month 1
	EUR
	0

	Month 2
	EUR
	0

	Month 3
	EUR
	0

	Month 4
	EUR
	0

	Month 5
	EUR
	0

	Month 6
	EUR
	0

	Month 7
	EUR
	0

	Month 8
	EUR
	0

	Month 9
	EUR
	0

	Month 10
	EUR
	0

	Month 11
	EUR
	0

	Month 12
	EUR
	0

	
	
	

	Total Sales this Year
	EUR
	0


If you require finance, you will be required to provide detailed cashflow details for your business. Visit the AIB Business site to find a cashflow tool to help you to complete your Cashflow Forecast. 
15.2
Credit Offered
Credit offered to customers: 30 days, 60 days or 90 days.
You should also provide further details on how you plan to manage payment collections. For example, what will be your policy on late payments and how will you determine the credit terms to offer different customers?

15.3
Existing Orders


Existing orders (if any) are detailed below:

15.4
Total Value of Existing Orders

The total value of existing orders is EUR 0.00

16
Premises & Equipment

16.1 Premises

Our business is located in premises that are (e.g. Purchased, Leased, Rented, Our Home, Not found yet, other):
If other is chosen please identify (e.g. City Centre, Suburbs)
Size of premises in square feet:

16.2 Business Location 

Location of premises 

Benefits of location 

Also include the state of repair, restrictions in place on premises and/or any planning permission possibility. Are the premises suitable for your future needs? What plans do you have for future locations? 

16.3 Premises Financial Details

The following are the financial details for our business premises 

Value of your premises
EUR xxx,xxx
Funded by (loan, lease, grant, own resources, etc.)



Monthly repayments 
EUR x,xxx
Number of years until finance will be cleared 

If your premises are leasehold, you will need to give details of how often you will pay the lease, the amount of the lease payments, when the lease expires and when the next review is.

If you own your premises, please indicate property value, deposit paid, term and amount of payments, mortgage/loan outstanding, number of years until it will be cleared and the name of the lender. 

16.4
Equipment, Vehicles & Fittings

Acquiring equipment, vehicles and fittings can represent a significant cost to your business. You will need to give details of the items your business already may have or those that it requires over the next three years, as well as details of their costs/method of finance..

What equipment, vehicles and fittings do you already have?


	Item
	Cost

EUR


	Funded by(loan, lease, grant, own resources, etc.)
	Date Funding will be Cleared
	Current Value of Asset EUR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


What equipment, vehicles and fittings will you need over the next 3 years?
	Item
	Cost EUR
	Funded By (loan, lease, grant, own resources, etc.)
	Projected Payback Period

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


16.5   Insurance Details

If you are currently insured, give details of the level and types of cover that you have taken out.

Further considerations:

· Have you investigated the most cost-effective means of acquiring these assets? 

· What is the life expectancy of your capital assets? 

· When will they need to be replaced?

· Are your depreciation levels in accordance with accounting standards?

17
Financial Requirements
17.1 Financing our business

This section will help you establish how you will finance your business and what finance is needed in order to operate your business effectively.

We will finance our business in the following way (s)

	
	Source
	Amount EUR

	Personal Cash
	
	0.00

	Grants
	
	0.00

	Bank Finance
	
	0.00

	Investors Contribution
	
	0.00

	Other, Please Specify
	
	0.00

	Other, Please Specify
	
	0.00

	
	Total
	0.00


 (Breakdown of Bank Finance provided in 17.2)

17.2
Methods of Bank Finance 

	
	Loan Term
	Loan Amount EUR
	Repayment Term (every month, quarter, etc.)
	Repayment Amount 

EUR

	Overdraft
	Short
	
	
	

	Term Loan
	Medium
	
	
	

	Leasing
	Medium
	
	
	

	Business Mortgage
	Long
	
	
	

	Fixed Asset Loan
	Long
	
	
	

	Other (please specify)
	
	
	
	

	Totals:
	
	
	
	


Further considerations:

You will need to consider the methods of finance you will use e.g. term loan, leasing, business mortgage fixed asset loan, venture capital. Also consider the amount of finance, term, repayment terms and frequency and repayment amounts. 

17.3 Assets as Security  

We possess the following assets as security:

Personal Assets 
EUR 

Business Assets 
EUR 

Total Value of Assets 
EUR 

17.4
Repayment for Borrowings
Our sources of repayment for borrowings will take place through the following methods:

(e.g. net profit, sales of assets, cash injections, other)

18
Appendices

Checklist of additional items required by Bank if applying for finance

· CV’s of management team

· Trading Profit and Loss Accounts for the last 3 years (if an existing business)

· Balance Sheets for the last 3 years (if an existing business)

· Cashflow Forecasts for the next 3 years

· Forecast Trading Profit and Loss Accounts ( for the next 3 years)

· Breakeven Analysis

· If you are applying for finance from your bank, you will need to provide 12 months of business and/or personal bank statements.

· If your business is already trading, you should provide the previous years bank account statements and signed audited accounts to your Bank.

· Market research results (competitor research, customer research etc)

· Brochures or promotional literature samples

· Media plans

· External Consultancy reports
Appendix
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