Business Plan/Proposal
For
(describe purpose of the business plan/proposal e.g.: Extraction/Beneficiation/Manufacturing/Supply/Marketing/Distribution/Expansion of xyz at/by (insert company name here)
Compiled by
Insert your name
of
Insert company name and logo
Version and date compiled
Insert version and date

Insert an image/illustration giving a clue to the nature of business here
Executive summary (do at the very end)
In a nutshell, this is the overview to your business. It defines the market your company will operate in and lists the products or services you will deliver. Make this opening section exciting reading; imbue your enthusiasm for your venture and describe the most appealing attributes of your business clearly and concisely. Remember, that this first paragraph is the one that is going to grab the attention of the bank manager, the supplier, your first customer. Crucial to the introductory summary is how you position yourself against similar existing businesses. Why is yours different? How will yours have the edge over all the others? If it's something completely new, say so and if you've stumbled onto an untapped niche market, explain its application. If you've discovered a new way to market your product, explain your strategy but above all. . . make this sound as if it is the breakthrough business of the century! Remember, the greater your competitive advantage, the less risk your business faces. And the more likely your bank will be there to lend you the money! 
Index – page with all headings
1.0 Administration Information
1.1 Name of business 
1.2 Type of business activity
1.3 Type of business ownership and the legal structure 
1.4 Physical and Postal address of business
1.5 Contact numbers of key persons/contact person for this application. 
Person:


Involvement:




Telephone:


Fax :




E-mail:



1.6 Name(s) of owner(s) partners / shareholders / members / directors and their percentage shareholding.
2.0 Introduction & Background Information
2.1 Intended starting date of operations.
2.2 The project and / or new business for which finance is required.
2.3 Total amount of finance required. A breakdown of the possible sources of funding. Period over which the finance is required.
The primary source of financing 
Internally generated funding 
2.4 Describe the main reasons why you believe this business is viable and will successfully compete against competitive products (identify your competitive advantage). These can be expanded upon in the marketing section of this plan/proposal.
3.0 Management Team
3.1 Illustrate the current and / or future management structure, of your organization. Making use of an organogram here is advisable.
3.2 Furnish summary CV’s of the key people in your organization, including education and previous work experience, especially experience related to your current business. 
3.3 Include an analysis of the skills and abilities needed to manage the business on both a day to day and long term basis and highlight which skills gaps need to be filled and thus which skills and management rolls need to be filled. 
4.0 Marketing  Plan
4.1 Describe your products and your target market/s, (geographically if possible). 
4.2 Describe the size of this market, its growth prospects and factors that influence it, (if possible Include figures and references as to sources where these were derived from).
4.3 Describe your main competitors, their strengths and weaknesses and their market shares.
4.4 Describe your anticipated market share in Rand and percentage terms and explain why you believe that you can successfully capture this section of the market, (i.e. describe your competitive advantage). Give due consideration to the time period over which you wish to achieve this.
4.5 Relating to your industry, describe technological innovation, quality and / or safety requirements, substitute products and give detail on known industry associations.
4.6 After contacting your current and potential customers provide a list with contact details (names, designations and telephone numbers) for the financier to follow up if desired. Letters of commitment to do business with your company will be of great benefit. Preferably with present and expected future purchasing figures.
4.7 Describe your marketing plan in detail in terms of:
a. Product / product line, the quality, any differentiation you will use to make it better or more attractive than that of your competitors.
b. The costing related to your product and the subsequent selling price, indicate how this price compares to that of your competitors.
c. Describe your promotional efforts, i.e. advertising, point of sale promotions, etc. 
d. Describe your distribution channels and the cost relating to distribution, also indicate whether you have concluded distribution agreements with these channels.
e. Describe your after sale service and how it compares with that of your competitors.
4.8 Compile a sales budget in which you reflect number of units to be sold per product / product line, sales prices and turnover. Be very clear about where the sales are generated, list e.g. how many units you will sell to which customers / customer groupings as per their indications. Prepare a monthly sales budget for the first year of operations, quarterly for the second year and annually for the next two years. Supply historical sales figures in the same format if available.
4.9 Give a break down of your selling expenses, e.g. commission, transport, bad debt, advertising etc.
5.0 Business model and process
5.1 Describe your business model and the reasoning behind choosing it.
5.2 Give a breakdown of the value chain you will be operating in and where your company will fit into this value chain.
5.3 A list of activities that have been completed like: the securing of premises, getting contracts and permits, suppliers secured, market research done, feasibility studies done, etc. This is to give yourself and the investors an idea of the footwork that has already been done.
5.4 To do list of activities, registrations, contracts to be signed, etc. To give direction and perspective as to what still has to be put in place before the business can start either operating or operating properly. Also include a timescale for doing these and the person that will be responsible for handling the task. If need be break this down into phases and include a project schedule if available.
6.0 Manufacturing Production Plan
6.1 Describe your factory size, (square meters) and suitability, taking into account your proposed project. Give details of the current cost per month per square meter, escalation percentage and the remaining period of your lease. Give details of the owners of the property.
6.2 Describe the current and proposed manufacturing process(es) and the technology for existing and proposed products, including quality control (a diagram of the process would be useful). Incorporate the layout and production flow of the factory.
6.3 escribe the current plant and condition thereof and why additional plant is required, (indicate where your bottleneck is). Give specifications of existing and proposed plant and equipment, (power supply and other requirements).
6.4 Describe how many items can be produced per machine per hour / week / year, and how long it will take to produce each item taking into account actual capacities of the machine and downtime.
6.5 Describe how much each new machine will cost and supply quotes. Consider who is to commission the plant and the time period required. Consider also whether any maintenance contract can be negotiated.
6.6 Describe any further machines and their cost that will have to be purchased in the next three years.
6.7 List how many people are currently employed in the factory and how many new people will be employed. Breakdowns of the salaried, permanent and casual labor force must be given. If the number is large use an average wage per category. Give details of labor councils and unions.
6.8 Give a breakdown of the quantity and price of raw materials (including packaging) required, to producing one unit of each of the product range. List suppliers of raw materials for present and proposed products with cost prices, availability and cost of transport.
6.9 Compile cost budgets which are in line with sales quantities budgeted:
Raw materials taking into account wastage and other factors
Salaries and wages (detailing salary, bonuses, travel allowance, WCA, etc.).
Production expenses (rent, insurance, light & water, maintenance, consumables, etc.).
7.0 Financial and Administration Plan
7.1 If available, supply audited financial statements of your business for the past two years and detailed interim accounts not older than two months.
7.2 Supply your bank account holder(s)’ and auditor’s contact numbers.
7.3 Compile a budget for your administrative expenses, e.g. audit fees, bank charges, telephone, stationary, levies, etc. in time periods to match the other budgets, this also feeds into your income statement.
7.4 Supply budgeted balance sheets and income statements, by month for the first year, quarterly for the second year and for two financial years thereafter. Indicate your assumptions on inflation, interest rates, debtors and creditors terms of payment, tax, etc. (all figures should be excluding VAT).
7.5 Supply a cash flow statement ensuring that it ties in with the budgeted balance sheet and income statement giving details of assumptions used.
7.6 Supply full details of the financial requirements for the start up and / or expansion of your business, namely:
Nature, and amount of your own contribution including internal funding. 
Nature and value of other financing, e.g. overdraft, leases, etc. Also indicate the terms and interest rates on such alternative finance.
Exact amount of money you wish to borrow from the financier.
Detailed breakdown of how the financier’s loan will be applied.
Thank you for taking the time to go through this business plan/proposal. If there are any questions or comments, please feel free to contact us.
8.0 Attachments and supporting Documentation
8.1 Copy of detailed curriculum vitae or resume of all partners. 
8.2 Copy of identity documents of directors and shareholders.
8.3 Copies of quotations and / or plans for building.
8.4 Copies of title deeds and / or leases.
8.5 Details of any municipal requirements and SABS / ISO 9000 requirements.
8.6 Copies of patents / trademarks and royalty agreements.
8.7 Copies of proof of own contribution.
8.8 Layout sketch.
8.9 Organogram (plan of who will do what in the business).
8.10 Copies of financial statements.
8.11 Copies of proof of orders or letters of commitment.
8.12 Maps showing location.
8.13 Any other relevant  substantiating documentation.
