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BUSINESS PLAN FORMAT



Entrepreneur Name: 


Batch:


Company Name: 


Location/Country:


Educational Qualification:


Working Experience:


Special/Additional Training:






















I. Executive Summary: 
(Essay – 3 to 4 pages) 

Detail the following components in regards to your business concept:
1. Viability of your business concept 
(relevance to the market, presence of demand in the market, achievability, and others). 
2. Efforts taken to planning your business concept
3. Capability of the management 
(relevance of their skillsets and experience level)
4. Marketing strategy planned
5. Competitive advantages of your business
6. Financial projections and your reasoning/basis behind your forecasts.
(accuracy, comprehensiveness, comparative figures if available)
7. The appeal towards other lenders and investors

II. Product & Services
(Essay – 2 to 3 pages. Attach visual support.)

Define your product/service, demonstrating its relevance to the target market:
1. Description of the product and/or service
2. Impact on the existing market
3. Market need for your product/service (physical/emotional/financial or otherwise).

III. Competitors Analysis
(Essay – 3 to 4 pages. Attach visual support.)

Identify and evaluate competitors and potential threats to your business plan:
1. Description of competitors’ profiles
(maturity level, years of existence in target market, corporate size, local vs franchise etc.)
2. Existing distribution of market share
3. Competitive positions
4. Existing barriers to entry
(Regulations, market saturation, high capital requirements etc.)
5. Existing strategic opportunities
(neglected demographic or niche, malperformance by competitors, untapped market etc.)









IV. Positioning
(Essay – 2 to 3 pages. Attach visual support.)

Research and provide comparative reviews between applicable competitors and your business plan: 
1. Price review of competitors and your suggested pricing 
2. Quality and delivery review of competitors and your product/business
3. Reasoning and justification regarding points 1 and 2. 

V. Target Market
(Essay – 2 to 3 pages)

Identify and define your target customers and market segments with as much detail as possible (“Everybody” is not a target market): 
· Age
· Sex
· Income level
· Education level
· Demographic (ethnic or national segments)
· Locations (ex. Isa Town market visitors, Riffa residents, Airport visitors)
· Seasonal (ex. summer tourists, Eid shoppers)
· Other

VI. Marketing Plan
(Essay – 3 to 4 pages. Attach visual support.)

Elaborate your marketing plan and your suggested execution in detail:

1. Promotion: exact nature of your marketing and promotional activities. 
(message, marketing venues, address location, emotional appeal etc.) 
2. Execution: methods taken to apply the above activities.
(content development, publishing and posting, sourcing vs. in-house etc.)
3. Budget
(yearly budget, reasoning, viability to your other financials)
4. Relevance: applicability of your marketing techniques to target market.
5. Annual and long term strategy and objectives.

VII. Operations
(Essay – 2 to 3 pages)
Elaborate briefly on the operations of your business and point of sale (POS). This is where theories are translated into practice: 
· Day-to-day functions and tasks
· Roles and responsibilities (organizational chart, job descriptions etc.)
· Ambitions (operation manuals, IT automation in 1 year etc.)
· Challenges you expect 


VIII. Financials
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IX. Milestones & Future Plans
(Essay - 2 to 3 pages)

Describe the necessary actions needed to take your business from where it is now to where you want it to be:
1. Ambition: desired scenario for your business
2. Challenges: what obstacles you are facing or expecting to face 
(legal considerations, operational obstacles, financial restrictions etc.)
3. Action plan: steps/progress required to achieve your ambitions.


X. Appendix: 
Attach supportive documents and visuals, including: 

· CVs of key personnel
· Marketing material
· Key contracts, strategic relationships, and MOUs
· Visual support (photos/videos)
· Technical information
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START-UP COSTS Cost (BD) |EQUIPMENT/CAPITAL COSTS Cost (BD)

Registrations Business purchase price
Business name Franchise fees
Licences Start-up capital
Permits Plant & equipment
Domain names Vehicles
Trade marks/designs/patents Computer equipment
Vehicle registration Computer software
More... Phones

Land / Building Requirement (list) Fax machine

Accountant fees More...

Solicitor fees Security system

Rental lease cost (Rent advance/deposit) Office equipment

Utility connections & bonds (Electricity, gas, water) Furniture

Phone connection Shop fitout

Internet connection More...

Computer software

Training

Wages

Stock/raw materials

Insurance
Building & contents
Vehicle

Product liability
Business assets
Printing
Stationery & office supplies
Marketing & advertising
More...
Total start-up costs 0.000 Total equipment/capital costs B 0.000









START-UP COSTS Cost (BD) EQUIPMENT/CAPITAL COSTS Cost (BD)

Registrations  Business purchase price

Business name Franchise fees

Licences Start-up capital

Permits Plant & equipment

Domain names Vehicles

Trade marks/designs/patents Computer equipment

Vehicle registration Computer software

More… Phones

Land / Building Requirement (list) Fax machine

Accountant fees More…

Solicitor fees Security system

Rental lease cost (Rent advance/deposit) Office equipment

Utility connections & bonds (Electricity, gas, water) Furniture

Phone connection Shop fitout

Internet connection More…

Computer software

Training

Wages

Stock/raw materials

Insurance

Building & contents

Vehicle

Product liability

Business assets

Printing

Stationery & office supplies

Marketing & advertising

More…

Total start-up costs 0.000Total equipment/capital costs 0.000


Microsoft_Excel_97_-_2004_Worksheet1.xls
Sheet1

		START-UP COSTS		Cost (BD)		EQUIPMENT/CAPITAL COSTS		Cost (BD)

		Registrations				Business purchase price

		Business name				Franchise fees

		Licences				Start-up capital

		Permits				Plant & equipment

		Domain names				Vehicles

		Trade marks/designs/patents				Computer equipment

		Vehicle registration				Computer software

		More…				Phones

		Land / Building Requirement (list)				Fax machine

		Accountant fees				More…

		Solicitor fees				Security system

		Rental lease cost (Rent advance/deposit)				Office equipment

		Utility connections & bonds (Electricity, gas, water)				Furniture

		Phone connection				Shop fitout

		Internet connection				More…

		Computer software

		Training

		Wages

		Stock/raw materials

		Insurance

		Building & contents

		Vehicle

		Product liability

		Business assets

		Printing

		Stationery & office supplies

		Marketing & advertising

		More…

		Total start-up costs		0.000		Total equipment/capital costs		0.000
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FINANCE BREAKDOWN COMMENTS [Year 1] [Year 2] [Year 3]

Own Invesment
Savings
Family/friends support
Composite Loan
Term Loan
Working Capital Loan
Others
Total assets 0.000 7 0.000 7 0.000

SALES BREAKDOWN QTY SOLD PER YEAR [Year 1] [Year 2] [Year 3]

Products
Product 1
Product 2
Services
Service 1
Service 2
Others
Total assets B 0.000 7 0.000 7 0.000










FINANCE BREAKDOWN COMMENTS  [Year 1] [Year 2] [Year 3]

Own Invesment

Savings

Family/friends support

Composite Loan

Term Loan

Working Capital Loan

Others

Total assets 0.000 0.000 0.000

SALES BREAKDOWN QTY SOLD PER YEAR [Year 1] [Year 2] [Year 3]

Products

Product 1

Product 2

Services

Service 1

Service 2

Others

Total assets 0.000 0.000 0.000


Microsoft_Excel_Worksheet1.xlsx
Sheet1

		FINANCE BREAKDOWN		COMMENTS 		[Year 1]		[Year 2]		[Year 3]

		Own Invesment

		Savings

		Family/friends support

		Composite Loan

		Term Loan

		Working Capital Loan

		Others

		Total assets				0.000		0.000		0.000



		SALES BREAKDOWN		QTY SOLD PER YEAR		[Year 1]		[Year 2]		[Year 3]

		Products

		Product 1

		Product 2

		Services

		Service 1

		Service 2

		Others

		Total assets				0.000		0.000		0.000
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BALANCE SHEET FORECAST [Year 1] [Year 2] [Year 3]

Current assets
Cash
Petty cash
Inventory
Pre-paid expenses
Fixed assets
Leasehold
Property & land
Renovations/improvements
Furniture & fitout
Vehicles
Equipment/tools
Computer equipment
More...
Total assets 0.000 7 0.000 7 0.000
Current/short-term liabilities
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More...
Long-term liabilities
Loans
More...
Total liabilities B 0.000 7 0.000 7 0.000

NET ASSETS 0.000 0.000 0.000









BALANCE SHEET FORECAST [Year 1] [Year 2] [Year 3]

Current assets

Cash

Petty cash

Inventory

Pre-paid expenses

Fixed assets

Leasehold

Property & land

Renovations/improvements

Furniture & fitout

Vehicles

Equipment/tools

Computer equipment

More…

Total assets 0.000 0.000 0.000

Current/short-term liabilities

Credit cards payable

Accounts payable

Interest payable

Accrued wages

Income tax

More…

Long-term liabilities

Loans

More…

Total liabilities 0.000 0.000 0.000

NET ASSETS 0.000 0.000 0.000


Microsoft_Excel_97_-_2004_Worksheet2.xls
Sheet1

		BALANCE SHEET FORECAST		[Year 1]		[Year 2]		[Year 3]

		Current assets

		Cash

		Petty cash

		Inventory

		Pre-paid expenses

		Fixed assets

		Leasehold

		Property & land

		Renovations/improvements

		Furniture & fitout

		Vehicles

		Equipment/tools

		Computer equipment

		More…

		Total assets		0.000		0.000		0.000

		Current/short-term liabilities

		Credit cards payable

		Accounts payable

		Interest payable

		Accrued wages

		Income tax

		More…

		Long-term liabilities

		Loans

		More…

		Total liabilities		0.000		0.000		0.000

		NET ASSETS		0.000		0.000		0.000
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PROFIT & LOSS FORECAST COMMENTS (QTY, TYPE, OTHERS) [Year 1] [Year 2]

Sales
less cost of goods sold
More...

Gross profit/net sales 0.000 F 0.000

Expenses
Accountant fees
Advertising & marketing
Bank fees & charges
Bank interest
Credit card fees
Utilities (electricity, gas, water)
Telephone
Lease/loan payments
Rent & rates
Motor vehicle expenses
Repairs & maintenance
Stationery & printing
Insurance
Wages
GOSI
LMRA Monthly
LMRA Annual/Biennial
More...
Total expenses [ 0.000 7 0.000

NET PROFIT 0.000 0.000









PROFIT & LOSS FORECAST COMMENTS (QTY, TYPE, OTHERS) [Year 1] [Year 2]

Sales

less cost of goods sold

More…

Gross profit/net sales 0.000 0.000

Expenses

Accountant fees

Advertising & marketing

Bank fees & charges

Bank interest

Credit card fees

Utilities (electricity, gas, water)

Telephone

Lease/loan payments

Rent & rates

Motor vehicle expenses

Repairs & maintenance

Stationery & printing

Insurance

Wages 

GOSI

LMRA Monthly

LMRA Annual/Biennial

More…

Total expenses 0.000 0.000

NET PROFIT 0.000 0.000


Microsoft_Excel_97_-_2004_Worksheet3.xls
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		PROFIT & LOSS FORECAST		COMMENTS (QTY, TYPE, OTHERS)		[Year 1]		[Year 2]		[Year 3]

		Sales

		less cost of goods sold

		More…

		Gross profit/net sales				0.000		0.000		0.000

		Expenses

		Accountant fees

		Advertising & marketing

		Bank fees & charges

		Bank interest

		Credit card fees

		Utilities (electricity, gas, water)

		Telephone

		Lease/loan payments

		Rent & rates

		Motor vehicle expenses

		Repairs & maintenance

		Stationery & printing

		Insurance

		Wages

		GOSI

		LMRA Monthly

		LMRA Annual/Biennial

		More…

		Total expenses				0.000		0.000		0.000

		NET PROFIT				0.000		0.000		0.000
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EXPECTED CASHFLOW [YEAR]| Jan | Feb [ Mar | Apr | May | Jun | Jul [ Aug | Sep | Oct | Nov |

OPENING BALANCE 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
Cash incoming

Sales

Asset sales

Debtor receipts

Other income

Total incoming B 0.000F 0.000 7 0.000F 0.000 7 0.000F 0.000 0.000 0.000 0.000 0.000 0.000 0.000

Cash outgoing
Purchases (Stock etc)
Accountant fees
Solicitor fees
Advertising & marketing
Bank fees & charges
Interest paid
Credit card fees
Utilities (electricity, gas, water)
Telephone
Lease/loan payments
Rent & rates
Motor vehicle expenses
Repairs & maintenance
Stationery & printing
Membership & affiliation fees
Licensing
Insurance
GOSI
Wages
LMRA Monthly
LMRA Annual/Biennial
More...

Total outgoing 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000









EXPECTED CASHFLOW [YEAR] Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

OPENING BALANCE 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000

Cash incoming

Sales

Asset sales

Debtor receipts

Other income

Total incoming 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000

Cash outgoing

Purchases (Stock etc)

Accountant fees

Solicitor fees

Advertising & marketing

Bank fees & charges

Interest paid

Credit card fees

Utilities (electricity, gas, water)

Telephone

Lease/loan payments

Rent & rates

Motor vehicle expenses

Repairs & maintenance

Stationery & printing

Membership & affiliation fees

Licensing

Insurance

GOSI

Wages 

LMRA Monthly

LMRA Annual/Biennial

More…

Total outgoing 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000


Microsoft_Excel_97_-_2004_Worksheet4.xls
Sheet1

		EXPECTED CASHFLOW [YEAR]		Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec

		OPENING BALANCE		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000

		Cash incoming

		Sales

		Asset sales

		Debtor receipts

		Other income

		Total incoming		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000

		Cash outgoing

		Purchases (Stock etc)

		Accountant fees

		Solicitor fees

		Advertising & marketing

		Bank fees & charges

		Interest paid

		Credit card fees

		Utilities (electricity, gas, water)

		Telephone

		Lease/loan payments

		Rent & rates

		Motor vehicle expenses

		Repairs & maintenance

		Stationery & printing

		Membership & affiliation fees

		Licensing

		Insurance

		GOSI

		Wages

		LMRA Monthly

		LMRA Annual/Biennial

		More…

		Total outgoing		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000

		Monthly cash balance		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000

		CLOSING BALANCE		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000		0.000
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BREAK-EVEN CALCULATOR

Timeframe (e.g. monthly/yearly)
Average price of each product/service sold

Average cost of each product/service to make/deliver
Fixed costs for the month/year

Percentage of price that is profit
Total sales needed to break-even
Number of units sold needed to break-even









Timeframe (e.g. monthly/yearly)

Average price of each product/service sold

Average cost of each product/service to make/deliver

Fixed costs for the month/year

Percentage of price that is profit #DIV/0!

Total sales needed to break-even #DIV/0!

Number of units sold needed to break-even #DIV/0!

BREAK-EVEN CALCULATOR


Microsoft_Excel_97_-_2004_Worksheet5.xls
Sheet1

		BREAK-EVEN CALCULATOR

		Timeframe (e.g. monthly/yearly)

		Average price of each product/service sold

		Average cost of each product/service to make/deliver

		Fixed costs for the month/year

		Percentage of price that is profit		0%

		Total sales needed to break-even		0

		Number of units sold needed to break-even		0
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