

Business Plan Template

Starting a new business
When you are thinking about buying or starting a new business, or expanding an existing business, it’s important to have a plan. 

This Business Plan Template allows you to create your plan.

Getting started
To get started, simply answer the questions and fill in the fields where needed. 

The structure of this template is a guide only. You can add or delete sections or information as you need to.




Business plan for
{Enter your business name here}
Date: XX Month 20XX




Business profile
	Structure
	Company, Partnership, Sole trader {delete where appropriate}

	established
	{Enter date}

	Date registered
	{Enter date registered – if applicable}

	Registration #
	{Enter your Australian Business Number ABN}


Contact details
	Contact name
	{Enter your name}

	TELEPHONE
	{Enter your main phone number}

	Mobile
	{Enter your mobile phone number}

	Email
	{Enter your email address}

	Postal address
	{Enter your postal address}

	Physical address
	{Enter your physical address}


Online/Social media
	Website
	{Enter address}
	BLOG
	{Enter address}

	LinkedIn
	{Enter address}
	Google+
	{Enter address}

	Facebook
	{Enter address}
	YouTube
	{Enter address}

	Tumbler
	{Enter address}
	instagram
	{Enter address}

	Twitter
	{Enter address}
	Pinterest
	{Enter address}




Contents
1. Executive summary
2. Business background
3. Business strategy
4. My team
5. SWOT and critical success factors
6. Market research
7. Market analysis
8. Competitor analysis
9. Financial plan
10. Marketing strategy
11. Compliance
12. Assets




1. Executive Summary
Current position
{Enter text – outline your business’s current position, such as where it is in its life cycle. For example, start-up phase, expansion phase etc.}





Growth plan
{Enter text – explain how you plan to increase your business’s capabilities and capacity. Why are you confident your business will keep growing?}






2. Business background 
History
{Enter text – write about how the business started (if applicable), or if it’s an existing business, write about the history of your business and what it has done so far. If your business already exists, please provide a copy of your last annual report}



Goals

	Short term goals
	Target date

	{Enter text – outline your business’s short-term goals and their target dates.}
	

	
	

	
	

	
	

	
	

	
	

	
	





	Long term goals
	Target date

	{Enter text – outline your business’s long-term goals and their target dates.}
	

	
	

	
	

	
	

	
	

	
	

	
	





Products or services
{Enter text – the products or services your business will offer.}



Intellectual property (IP)
{Enter text – any IP (key ideas) that needs to be protected.}



Business Location/s
{Enter text – write down the location of your business, and the areas the business will service. For example, it may be based in Paraburdoo, but may provide services to Paraburdoo, Tom Price and the communities between these towns etc}




3. Business strategy
Tactics
{Enter text – detail the steps required to make the business a success, and the resources you’ll need to improve your business.}



Strategic impact
{Enter text – list any threats or opportunities}



Information Technology (IT) and online systems
{Enter text – Do you plan to, or how do you use IT to enhance your business?}



Core values
{Enter text – what are the core values to your business’s long-term success?}



Credibility and risk reduction
{Enter text – how will you increase credibility and reduce risks?}




4. Business team
Management structure
{Enter text – outline the management structure and the various roles of management. If you are just a sole trader, just write about yourself}

Proposed / Current team
	Name
	{Enter employee’s name}

	Position
	{Enter text}

	Qualifications
	{Enter text}

	Expertise
	{Enter text}

	Track record
	{Enter text}



	Name
	{Enter employee’s name}

	Position
	{Enter text}

	Qualifications
	{Enter text}

	Expertise
	{Enter text}

	Track record
	{Enter text}



	Name
	{Enter employee’s name}

	Position
	{Enter text}

	Qualifications
	{Enter text}

	Expertise
	{Enter text}

	Track record
	{Enter text}



Retention and recruitment policies
{Enter text – if you’ll have more than one staff member, write down how you’ll keep key staff and gain skilled workers.}



Mentors and business support
{Enter text – list any support resources your business can rely on.}

5. SWOT Analysis

	Strengths
	I will address this by:

	{Enter text}
[e.g. high traffic location]

	{Enter text}
[e.g. placing advertising signage on the roadside]

	Weaknesses
	I will address this by:

	{Enter text}
[e.g. high rental costs]

	{Enter text}
[e.g. negotiating a longer term lease agreement in exchange for a reduced, weekly rent costs]

	Opportunities
	I will address this by:

	{Enter text}
[good customer loyalty]

	{Enter text}
[e.g. continuing to leverage word of mouth, offering loyalty card type arrangements for repeat customers]

	Threats
	I will address this by:

	{Enter text}
[cash flow issues]

	{Enter text}
[e.g. implementing short payment terms on all invoices and regular follow up on tardy payments]



SWOT summary
Chosen strategy
{Enter text – choose a strategic direction for your business. For example, Strengths and Opportunities: Exploiting your internal strengths to maximise your external opportunities.}



Critical success factors
{Enter text – list the critical factors for your business to achieve success.}




6. Market research
Primary market research
{Enter text – list the main sources of market research completed. For example, a survey, questionnaire, interview, etc.}




Secondary market research
{Enter text – list other, smaller areas of market research. For example, gathering relevant demographic information from Bureau of Statistics.}






7. Market analysis
Market opportunity
{Enter text – the opportunity you’ve found in the marketplace and the potential revenue available. For example, what quantity of your products/services do you plan to sell in a planned timeframe? Do you have monthly or yearly targets?}


Market structure
{Enter text – write about where your business fits into the marketplace}


Market size and outlook
{Enter text – describe the market including the potential value, and the number of customers. Consider what changes might happen to the market when you decide to enter it.}


Future markets
{if applicable - only write about the ones which apply, delete the others}
Local
Market structure
{Enter text}

Size and outlook
{Enter text}

National
Market structure
{Enter text}

Size and outlook
{Enter text}

International
Market structure
{Enter text}

Size and outlook
{Enter text}

Target market
Target market description
{Enter text – describe the size and potential value of the market your business will be targeting, within the overall market.}



Factors influencing purchasing habits
{Enter text – list who your target customers are and how they behave. You can include age, gender, social status, education and attitudes.}



How your business will meet the market’s requirements
{Enter text – how will your products or services respond to market conditions?}




8. Competitor analysis
Main competitor {Enter name}

	Strengths
	Weaknesses
	Other Stats

	{Enter text – identify your main competitor’s strengths. For example, swift and flexible customer service, efficient processes or experienced staff.}





	{Enter text – note your main competitor’s weaknesses. For example, poor customer service, inefficient processes or poor product quality.}
	{Enter text – write when the business started, estimated number of staff, sales turnover, estimated market share}


Strategy
{Enter text – how will you combat their strengths and target their weaknesses?}

Second key competitor {Enter name}

	Strengths
	Weaknesses
	Other Stats

	{Enter text}





	{Enter text}
	{Enter text}


Strategy
{Enter text}


9. Financial plan / Budget
Start-up costs
{Enter text – summarise the start-up costs of your business.}

Funding
{Enter text – detail your sources of funding, from the Ankamuthi Direct Benefits Trust, Other Trusts, other sources etc.}

Break-even date:		{enter date here}
{See the ‘Help’ section for how to carry out a break-even analysis – then enter the date above.}

	Budget

	Please complete the budget  below. It should provide a detailed breakdown of how the Trust’s distribution will be spent. 
Some examples of items that would be included in the budget are listed below (to be used as a guide, not an exhaustive list)

	INCOME                                                                                                                                        

	Amount sought from Trust

	Cash contribution from the applicant organisation

	Confirmed funding from other sources (include letters of confirmation)

	Applied for but unconfirmed funding from other sources

	Other sources of income relevant to the budget

	In-kind contributions (equipment, materials, time and services)

	TOTAL INCOME

	




	EXPENDITURE

	Capital Equipment (describe)

	Salaries and wages (specify payees. Note: you must disclose all benefits you or related parties to you will stand to receive from this project)

	Office supplies

	Advertising and/or promotion 

	Travel expenses (specify – accommodation, daily allowances, car hire, etc.)

	Other expenses or overheads(specify)

	In-kind contributions

	TOTAL EXPENDITURE



Profit and loss forecast
	
	First year
	Second year
	Third year

	Estimated sales
	${Enter}
	${Enter}
	${Enter}

	Estimated costs
	${Enter}
	${Enter}
	${Enter}

	Estimated profit/loss
	${Enter}
	${Enter}
	${Enter}



Cash flow forecast
{Enter text – summarise your cash flow forecasts for the next three years, and also a detailed forecast to your business plan for the upcoming year.}






10. Marketing strategy
Launch budget
${Enter amount – your budget should be part of the start-up costs mentioned in the finance section above, and reflect the total cost of your launch marketing tactics.}





Marketing budget
${Enter amount – the budget for your ongoing marketing strategy should use tactics that are financially sustainable within your forecast cash flow.}

















12. Compliance
Legal and compliance considerations 
{Delete as necessary}
I have carried out the following, and attached evidence:
· Applied for an Australian Business Number (ABN) – if applicable.
· Registered my business name – if applicable.
· Registered for GST – if applicable.\
· Applied for a Tax File Number (TFN).
· Registered for PAYG withholding – if applicable.
· Register your domain name – if doing business online.
· Trademarked my business name and brand.
· Applied for the required licenses, registration and permits.

Insurance / Licences / Registrations
{Enter text – lay out your business insurance, licencing and registration arrangements to show you’re considering any legal and compliance risks and factors that might impact the ability to keep operating.}






13. Assets
Business premises
{Enter text – if applicable - do you lease or own premises? Outline your premises situation here.}


IT
Requirements
{Enter text – explain your IT and communication requirements and how you plan to manage them.}



Solutions
{Enter text – list any solutions for specialist human resources or internet security issues.}



Equipment
Requirements
{Enter text – detail your equipment requirements and how you plan to manage them.}



Solutions
{Enter text – any solutions for machinery, vehicles and equipment costs.}
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