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Introduction
Element 1:  Identify elements of the business plan		 
1.1.	Identify purpose of the business plan
1.2.	Identify and review the essential components of the business plan
1.3.	Identify and document business goals and objectives as a basis for measuring business performance 

Before we start I’d like you to imagine that you have decided to run the marathon in six months’ time. Now before you start such an endeavour you have many things to prepare.  Firstly, you have to decide which marathon, what kind of training what kind of diet you may need to prepare, will you have any support, do you need a personal trainer, and any other special considerations, such as footwear, any previous injuries, etc.  You may also need to take practical things into consideration such as weather conditions, the location of the marathon, e.g. you may have to travel beforehand etc.  
Now if somebody turned to you and said, look don’t’ worry about it.  You are already fit, just sign up and turn up on the day.  You might be thinking, that’s ridiculous I need to have a plan.  But they insist it doesn’t matter, I am going to arrive on the day, follow the signs and run, it will be fine and whatever I need along the way will be provided.  
But as you know it is never that easy in life and we always need to account for the ‘what if’s.’  As Lewis Carroll wrote in Alice in Wonderland, ‘If you don’t know where you are going, any road will do’.
A marathon is a large undertaking but once having completed a marathon, you may never feel the same way again.  Starting a business is much the same feeling, it can take time to prepare, whilst on the journey you may have some challenges and even some pain, but as you are nearing the finishing line, you will never quite know a feeling like it. 
The same is true of creating a successful small business, we need a plan.  
Elements of a Business Plan
It is all very well to say it is OK I am going to start and work it out on the way but according to the Australian Department of IICCSRTE there are some concerns with this approach.
‘Small businesses make a significant contribution to the Australian economy, accounting for almost half of industry employment and contributing over a third of industry value added in 2009-10
Small businesses provided employment for almost half of total industry employment in 2009–10, which equates to almost 4.8 million people.
But small business are usually more affected by global economics and often don’t have the ability to anticipate future demands.
More importantly there is a bigger exit than entry rate of small businesses.’
So when we think about these statistics we are affecting other people with how well we do with our future business.
[image: ] If you’d like to read more please see the Key Statistics document for Small Business – or for further information please click on the government link below
http://www.innovation.gov.au/SmallBusiness/KeyFacts/Pages/default.aspx 
The most serious mistake made in business is not picking the right one to begin with.
Most people assume that it is difficult to prepare a business plan.  Nothing could be further from the truth.  It is easy to do…
Writing your business plan is one of the most important aspects of starting your business in today’s ever changing business environment.
Your business plan can help with:
· Saving thousands on legal fees, and
· Saving on accounting fees.
How can your business plan help with some of these fees?  Well, with a properly prepared business plan it will point you in the right direction to help you avoid overpaying those fees.
So, how do you get started?
Step – by - Step Approach – Deciding on a business
· Decide if you really want to be in business.
· Decide what business and where.
· Decide whether to start full-time or moonlight.

Required activities
· Comparative evaluation.
· How to evaluate a specific business you have in mind.
· “For” and “Against” list
· Get completely qualified.

If you are doing this course, you have probably already decided you would like a career in personal training.  But you would like to do it smarter.  This course is designed to help you do that.  So come along with us and we will be here to coach you in helping you find and fulfil your dream.

So let’s start on our journey and the first step is building our business plan.  As this business plan make take some time we are going to break it up into sections.  So we are now going to introduce what is a business plan and what makes it important, then we are going to look at basic concepts of business planning before being introduced to the other units of competency that will feed into our business plan.
BSBSBM404A Undertake Small Business Planning
[image: ]Read the following article – An Introduction to Business Plans – also found at the following link http://www.entrepreneur.com/article/38290 
An Introduction to Business Plans
Why is a business plan so vital to the health of your business? 
[image: An Introduction to Business Plans]
A business plan is a written description of your business's future. That's all there is to it--a document that describes what you plan to do and how you plan to do it. If you jot down a paragraph on the back of an envelope describing your business strategy, you've written a plan, or at least the germ of a plan.
Business plans can help perform a number of tasks for those who write and read them. They're used by investment-seeking entrepreneurs to convey their vision to potential investors. They may also be used by firms that are trying to attract key employees, prospect for new business, deal with suppliers or simply to understand how to manage their companies better.
So what's included in a business plan, and how do you put one together? Simply stated, a business plan conveys your business goals, the strategies you'll use to meet them, potential problems that may confront your business and ways to solve them, the organizational structure of your business (including titles and responsibilities), and finally, the amount of capital required to finance your venture and keep it going until it breaks even.
Sound impressive? It can be, if put together properly. A good business plan follows generally accepted guidelines for both form and content. There are three primary parts to a business plan:
· The first is the business concept, where you discuss the industry, your business structure, your particular product or service, and how you plan to make your business a success.
· The second is the marketplace section, in which you describe and analyze potential customers: who and where they are, what makes them buy and so on. Here, you also describe the competition and how you'll position yourself to beat it.
· Finally, the financial section contains your income and cash flow statement, balance sheet and other financial ratios, such as break-even analyses. This part may require help from your accountant and a good spreadsheet software program.
Breaking these three major sections down even further, a business plan consists of seven key components:
1. Executive summary
2. Business description
3. Market strategies
4. Competitive analysis
5. Design and development plan
6. Operations and management plan
7. Financial factors
In addition to these sections, a business plan should also have a cover, title page and table of contents.
How Long Should Your Business Plan Be?
Depending on what you're using it for, a useful business plan can be any length, from a scrawl on the back of an envelope to, in the case of an especially detailed plan describing a complex enterprise, more than 100 pages. A typical business plan runs 15 to 20 pages, but there's room for wide variation from that norm.

Much will depend on the nature of your business. If you have a simple concept, you may be able to express it in very few words. On the other hand, if you're proposing a new kind of business or even a new industry, it may require quite a bit of explanation to get the message across.
The purpose of your plan also determines its length. If you want to use your plan to seek millions of dollars in seed capital to start a risky venture, you may have to do a lot of explaining and convincing. If you're just going to use your plan for internal purposes to manage an ongoing business, a much more abbreviated version should be fine.
Read more: http://www.entrepreneur.com/article/38290#ixzz2bqUi6eqm

[bookmark: _Toc269204076]Identify Elements of a Small Business Plan
A formal business plan is just as important for an established business, irrespective of its size, as we are assuming this business plan will be for start-up business, it serves four critical functions as follows:
· Helps management to clarify, focus and research their business’s or project’s development and prospects.
· Provides a considered and logical framework within which a business can develop and pursue business strategies over the next three to five years.
· Serves as a basis for discussion with third parties such as shareholders, agencies, banks, investors etc.
· Offers a benchmark against which actual performance can be measured and reviewed.
Just as no two businesses are alike, so also with business plans.  As some issues in a plan will be more relevant to some business than to others, it is important to tailor a plan’s contents to suit individual circumstances.  Nevertheless, most plans follow a well-tried and tested structure and general advice on preparing a plan is universally applicable.
A business plan should be a realistic view of the expectations and long-term objectives for an established business or new venture.  It provides the framework within which it must operate and, ultimately, succeed or fail.  For management seeking external support, the plan is the most important sales document that they are ever likely to produce as it could be the key to raising finance etc.  Preparation of a comprehensive plan will not guarantee success in raising funds or mobilizing support, but the lack of a sound plan will, almost certainly, ensure failure.
[bookmark: _Toc269204077]Developing a Small Business Plan
Preparing a satisfactory business plan is a painful but essential exercise.  The planning process forces managers / business owners to understand more clearly what they want to achieve, and how and when they can do it.  Even if no external support is needed, a business plan can play a vital role in helping to avoid mistakes or recognise hidden opportunities.  It is much easier to fold a sheet of paper than a business.
For many in business or those wanting to start a business, the process of planning (thinking, discussing, researching and analysing) is just as, or even more, useful than the final plan.  So, even if you don’t need a formal plan, think carefully about going through the planning process.  It could be enormously beneficial to your business.
Anticipate many weeks of hard work and several drafts of the emerging plan to get the job right.  A clearly written and attractively packaged business plan will make it easier to interest possible supporters, investors etc.  A well-prepared business plan will demonstrate that the managers know the business and that they have thought through its development in terms of products, management, finances, and most importantly, markets and competition.
A short strategic plan (2-3 pages) can provide a very useful foundation on which to base a much more detailed and comprehensive business plan.  If you don’t have a sensible strategic plan, how can you realistically write a sensible business plan?  Use a short strategic plan as the foundation for a more comprehensive business plan.
As a prelude to developing a strategic plan, it is desirable to clearly identify the current status, objectives and strategies of an existing business or the latest thinking in respect of a new venture.  Correctly defined, these can be used as the basis for a critical examination to probe existing or perceived strengths, weaknesses, threats and opportunities.  This then leads to strategy development covering the following issues which are discussed in more detail below:
· Vision
· Mission
· Objectives
· Values
· Strategies
· Goals
· Programs

Vision
The first step is to develop a realistic Vision for the business.  This should be presented as a pen picture of the business in three or more years’ time in terms of its likely physical appearance, size, activities etc.  Answer the question: “if someone from Mars visited the business, what would they see or sense?”
Mission
The nature of a business is often expressed in terms of its Mission which indicates the purposes of the business, for example, “to design, develop training programs for new mums who want to get back in shape after having a baby, on the basis of having specific experience to meet the identified needs of specified customer groups via certain distribution channels in particular geographic areas.”  A statement along these lines indicates what the business is about and is infinitely clearer than saying, for instance, “we are in a business to make money” (assuming that the business is not a mint!!).  Also, some people confuse mission statements with value statements (see below) – the former should be very hard-nosed while the latter can deal with ‘softer’ issues surrounding the business.
Objectives
The third key element is to explicitly state the business’s Objectives in terms of the results it needs/wants to achieve in the medium/long term.  Aside from presumably indicating a necessity to achieve regular profits (expressed as a return on shareholders’ funds), objectives should relate to the expectations of all the major stakeholders, including employees, and should reflect the underlying reasons for running the business.
Values
The next element is to address the Values governing the operation of the business and its conduct or relationships with society, customers, employees etc.
Strategies
Next are the Strategies – the rules and guidelines by which the mission, objectives etc may be achieved.  They can cover the business as a whole including such matters as diversification, organic growth, or acquisition plans, or they can relate to primary matters in key functional areas, for example:
· The company’s internal cash flow will fund all future growth.
· New training programs will progressively replace existing ones over the next three years.
· All extra supplement products and services will be provided with our branding.
Goals
Next are Goals.  These are specific interim or ultimate time-based measurements to be achieved by implementing strategies in pursuit of the company’s objectives, for example, to achieve sales of $3m in three years.
Programs
The final elements are the Programs which set out the implementation plans for the key strategies.
It goes without saying that the mission, objectives, values, strategies and goals must be inter-linked and consistent with each other.  This is much easier said than done because many business which are set up with the clear objective of making their owners wealthy often lack strategies, realistic goals or concise missions.

Business Plan Template
So let’s look at the business plan template that will be referring to throughout our Certificate program.  Obviously this is a template and can be manipulated to ensure it presents your future vision correctly.
At this stage, we expect you to start entering information into the business plan, even from day one.  But this document is a live document and will be changed throughout this program, as you learn new things, or even clarifications of your vision, or even change the direction of your business as your ideas become clearer.
Attached to this business plan, is a guide that will give you further information for each of the steps required and what else you may include if necessary.
[image: ]Business Plan Guide – The Guide gives you some handy hints in filling out the template
[image: ] Business Plan template – the Template is the document you will be using as the basis for your business plan. You can change and modify the plan as much as you think is suitable for your business environment.
You are able to find these same links from the below internet address.
http://www.business.gov.au/Information/business-plan-template-and-guide/Pages/default.aspx
 To make sure we understand what we need to do, first step we need to read the Business Plan Guide to ensure we can start thinking of ideas and start to formulate our plan.
[image: ]Business Plan Guide
As you are reading, perhaps you might like to jot some ideas as you go.  Remember the best ideas often come from thinking about things in a relaxed environment.
[image: ] Assessment 1 - Answer the questions 1 – 3 on the Assessment Workbook 1
[image: ]Read the information on the following website, it will also have some information on example companies that will help you with ideas
 http://www.business.qld.gov.au/business/support-tools-grants/tools/business-planning-kit
Identify and review the essential components of the business plan
Before we continue to start filling out this business plan template we need to identify, understand and review the essential components of the business plan.
[image: ]Small Business Basics
Read the Small Business Basics document which will give you an overview of the importance of business planning and start you thinking about some of the major factors of a business plan.
Before moving on, did you understand all the terminology in this document? If not you may want to ask any questions of your facilitator to clarify any of your thoughts.
Did you notice when working through this guide and information there are a couple of tasks that need to be completed.  Remember this is a concept you are only being introduced to and there may be changes as you continue through your business planning process.
[image: ] Establish the Business Vision – start writing your business vision.  If you can keep it simple it becomes more effective.  If you would like more information about this, you may want to look at the internet and have a look at what business vision is and why it is important.  
[image: ] Set your Business Goals – business goals are important to help focus your business and give you clear ideas of what you what to achieve and more importantly how you are going to achieve it.
[image: ] Think about your Unique Selling Proposition (USP) – Now this is a something that will need to be established early on with your business.  To make sure you attract the right customers and meet their particular needs.  A USP will differentiate you from your competitors and is important in helping you build a reputation.
[image: ] Skill Sets – These are the things you’ve identified in your business model that you do well.  What makes your business unique and what you do well?  As an example when you look at a company like McDonalds, it is not their hamburgers that impresses people but rather the systems they have.  It is the same with our business.  What are our skills and more importantly can we identify what are the weaknesses, to make sure we have contingency plans to cover this.
Remember originally we talked about running a marathon, but just like any goal, you may change your mind about which marathon you will run, or even that instead of taking six months, you’d like to take 12 months and run a couple of half marathon in between.  So don’t worry if you’re not totally confident in your direction at this point, this is what this process is about.
So as a start why don’t you jot some ideas down for what you think your business vision will look like in the future? 
What are your business goals at this point (i.e. is it to make so much money per year, is it to help people, is it…?) 
How are you going to differentiate yourself in the market place?  What do you think your unique selling proposition might look like?  
And now let’s be totally honest … what are your strengths and perhaps weaknesses.  Weaknesses are important to identify because you may then identify staff to help or outsourcing possibilities to help you progress your business.
A lot of people set up their own business because they find it difficult to work with others, or maybe they just want to be their own boss.  But it is so important to identify, what is your primary aim and personal goals in setting up your own business.
This will impact on how much money you want to make, how big you want your business to grow, etc.
[image: ]Read through the Primary Aim and Personal Goals workbook, which may help you to clarify some of your goals
[image: ]This workbook will ask you a lot of questions to help you identify your personal goals, as you work through it, have a go at answering all of the questions.
[image: ]Watch the Primary Aim and Personal Goals powerpoint
[image: ]This PowerPoint will ask you a lot of questions to help you identify your personal goals, as you work through it, have a go at answering all of the questions.
[image: ] Try putting all this information into some kind of a goal activity, it will help you design and evaluate what you really want out of your business.  Remember a lot of people start a business assuming they want to never work in the future but often we start a business because we love what we do, so we want to learn to work smarter than harder.  So let’s start with what we REALLY want, it will make our life so much easier in the long run.


Element 2:  Develop a business plan
2.1.	Research resources, legal and compliance requirements, specifically in relation to occupational health and safety (OHS), in accordance with business goals and objectives
2.2.	Research market needs, and market size and potential
2.3.	Identify sources and costs of finance, from the financial plan, to provide required liquidity and profitability for the business
2.4.	Identify methods, from the marketing strategies, to promote the market exposure of the business
2.5.	Identify methods/means of production/operation from the production/operations plan to conform with business goals and objectives
2.6.	Identify staffing requirements to effectively produce/deliver products/services
2.7.	Identify specialist services and sources of advice, where required, and cost in accordance with resources available 
Develop a business plan
Development of a business plan involves a number of steps including the legal and compliance requirements of a business. This does change a lot dependent on the laws of the land, state and even particular requirements based on the type of business you own. 
But the government is extremely helpful with a number of websites that step you through the compliance requirements. The business plan template will provide you some links for you to consider.  Also websites that relate to small business development in your state will have links for you to look at.
Small Business - Australia.gov.au
http://australia.gov.au/topics/business-and-industry/abn-acn-business-management/small-business
But one of the most important things to consider is the specifics of occupational health and safety which can be an incredibly complex but such a necessary part of owning a business.
Occupational Health and Safety (OH & S)
Now before we go any further one of the most important parts of business is ensuring the safety of all our clients, employees and any contractors we may use.
This is such an important part of business and this area changes with legislation regularly we have added a separate workbook for you to work through and understand before moving on.
Obviously the implications of OH & S depends very much on  how you will be structuring your business but it is important you realise the importance of the duty of care you have and how you will ensure people that you deal with leave in the same condition they arrived.
[image: ]Please read the workbook entitled OHS requirements looks at the Occupational Health and Safety requirements that are required by Australian law.  Because this area is often changing and there are specific requirements for specific types of business.  It is your responsibility to check the information is up to date at all times.
[image: ]This workbook has lots of links to other documents, please take the time to ensure you understand all the different documents and how it applies to your business.
[image: ] Answer the questions 5 – 21 on Assessment 1

Financial Plan
Understanding your finance is the most important part ensuring your business is successful, especially when you are first starting out in your own business.
If this area is something you’ve never learnt about or spent much time on, it is well worth investing in some time to ensure you understand what you can learn from your finances.
We will discuss this in more detail later in your program, but there is an article attached you may find useful – Understand Your Accounts.  This is to initially introduce you to the topic and when we later revisit it, hopefully you will have lots of questions.
[image: ]Understand Your Accounts  
Marketing
Now marketing is a very large topic which we do not cover in any great detail in this course.  But Marketing is about attracting YOUR customers, identifying who those CUSTOMERS are and making sure you meet your CUSTOMERS NEEDS.
[image: ]Marketing is an in-depth topic, but between now and when you complete your course,  start collecting data, information, advertisements, anything that attracts you, so when you need to start marketing yourself, you will have some ideas on the subject.
Just remember marketing is about attracting customers to you.  Identification of how you are going stand out compared to other people within the industry.  Have you identified your niche?
[image: ]Now start filling out the sections of the business plan that relate to this information.  Remember this can be a first draft at this stage.
[image: ] Business Plan template - ‘The Market’
You will return to this section many times throughout the course as you have new ideas, new thoughts.  Put everything in as it occurs to you and when you are ready to present your ideas, you can tidy up and cull the ideas that will not be possible.
Operations
If we just think about our original analogy, our running a marathon.  Obviously there are a number of factors that help get there, but the operations of a business are like the training regime,  it makes you get from sitting on your couch to running the marathon.
Operational planning is a very specific skill within a business and obviously depending on the type of business.
[image: ]Operational Plan  
Please read the workbook  on operational plan before completing the section within the Business Plan regarding the operations.  Working within the fitness industry perhaps initially the operations of the business will be quite simple, but as you expand obviously more complex planning will need to be taken into consideration.
Staffing / Human Resources
As with any business, staffing can either make or break a business.  This may not be a serious concern at the initial stages of a business but certainly needs some thought as time goes on.  
So in your business plan, when looking at your organisational chart for instance, you need to think about the types of job that will be required and how you would like your business structured.  When a business is first starting, your name might be in all of those boxes.  But if you have the system in place, it will help you understand the different requirements of the business.
But as a person within the fitness industry, you understand the need of keeping people motivated and connected with their goals.  This is no different in business and if you understand this process it may give you some valuable advantages over your competitors.
Again this topic is a large in-depth topic of which there is literally hundreds of thousands of websites that will have valuable information.  Create a portfolio of things that you think sound reasonable as you work through websites, and keep a track of things.  One day if and when you start to deal with staff, this may become more and more useful to you.


Element 3:  Develop strategies for minimising risks
3.1.	Identify specific interests and objectives of relevant people and seek and confirm their support of the planned business direction 
3.2.	Identify and develop risk management strategies according to business goals and objectives, and relevant legal requirements
3.3.	Develop contingency plan to address possible areas of non-conformance with the plan
Develop Strategies for minimising risks
[bookmark: _GoBack]This part of the course deals with preparatory issues, structure and content, and length and time scale for the preparation of a detailed plan.
Preparatory Business Planning Issues
Before any detailed work commences on writing a comprehensive business plan, you should:
· Clearly define the target audience
· Determine its requirement in relation to the contents and levels of detail
· Map out the plan’s structure (contents page)
· Decide on the likely length of the plan
· Identify all the main issues to be addressed.
Shortcomings in the concept and gaps in supporting evidence and proposals need to be clearly identified.  This will facilitate an assessment of research to be undertaken before any drafting commences.  Bear in mind that a business plan should be the end result of a careful and extensive research and development project which must be complemented before any serious writing of a plan should be started.  Under no circumstances should you start writing a plan before all the key issues have been crystallized and addressed.
Remember the business plan will be revisited throughout this course and of at the end of the program you will be given the opportunity to present this business plan to industry leaders. 
Structure and Content of a Business Plan
A typical business plan comprises the following main elements:
1. Brief Introduction setting out the background and structure of the plan.
2. Summary of a few pages which highlights the main issues and proposals.
3. Main Body containing chapters broken into numbered sections and sub-sections.
4. Appendices containing tables, detailed information, exhibits, etc. referred to in the text.
Length and Time Scale for Business Planning
Whilst the sheer length of a business plan may bear no relation to the underlying prospects of a business, it is likely that a well developed plan would be at least twenty pages long plus appendices.
The elapsed time needed to produce a detailed plan might be between twenty and one hundred days.  This would be determined not only by the complexity and scale of the venture, but also by the scale and maturity of the business and relevant experience and skills of the management team.  Whilst the task of writing the plan itself may only take a relatively short time, be sure to allocate enough time to research, preparatory work and the underlying thinking and discussion.
Planning the Business Plan
Develop an Outline Business Plan
Start by defining an outline (i.e. a table of contents) of your plan.  This will allow you to concentrate on the essentials of planning the business rather than becoming too absorbed in the detailed drafting of your plan.  It will allow you to see the wood from the trees.
Having devised the basic outline for your business plan, the next task is to expand this to include subheadings and appendix titles.  This extended structure should be critically reviewed to ensure that all the salient elements of the plan are included and that it has a logical flow.  This approach should also ensure that the plan has an appropriate level of detail and is correctly targeted at its audience.  For example, a structure which is mainly devoted to detailed technical descriptions of products would be completely unsuited to a plan being used to raise bank finance.
Prepare a Business Planning Work Program
Once the plan’s structure has been defined, it can be used as a checklist and basis for a work program and timetable to complete the plan.  This work program will often entail extensive research and thought prior to the commencement of writing.  For example, formal market research may be needed before sales volumes and prices can be determined.  Another example:  professional advice may be required to assess capital expenditures in relation to the acquisition of premises and so on.
Helpful tips 
· Be absolutely clear about the primary purpose and audience of the plan from the outset.  If the plan has to serve multiple purposes, consider producing tailored versions (or tailored summaries).
· Allow enough time to produce revised drafts of the plan – three/five drafts would not be unusual.
· Write the Introduction, Summary and Conclusion of the plan only after the plan’s main parts have been finalised.
· At an early stage, make some high-level sales and financial projections (covering 1-3 years) to explore the general direction and size of the business, likely viability and possible funding amounts and mix. 
· If the elapsed time needed to prepare the plan and commence its execution is lengthy, set the start date for financial projection close to the commencement of execution.  For example, if you begin preparing a plan in January and hope to raise startup finance by October, the start date for projections might be set to September.  Any expenses incurred before this date could be rolled up into the opening balance sheet for the projections.
· Seek external assistance sooner rather than later.  This may take the form of software tools, consultancy assistance in the form of specific assignments, or mentoring and counselling on an as required basis.
· If planning a significant business, ensure that a management team has been identified (and possibly in place) before the plan is finalised.
· Identify and cultivate possible key recipients of the plan during the plan’s preparation.  This will ensure that when the plan is finally presented, these contacts will have some prior knowledge of its contents and the promoters and, where appropriate, the views of contacts may have been taken into account during the preparation process.
· Start compiling the plan at the sections devoted to market research/analysis and sales forecasts/plans, or with details of the proposed product/service offerings.  Leave the detailed financial projections aside until all details in relation to sales, costs, expenses, operations, capital investment and possible sources/types of finance have been resolved.

Business Plan Outline
Use the outline below as the “training regime” for your plan and then write up each section concisely but comprehensively.  Only address matters or real substance and major significance within the main sections of the plan.
Suggested page lengths for a comprehensive plan are given in parenthesis after each section’s heading.  If you only need a basic, short plan, then halve the suggested page lengths or even just allocate a single page to each section.  In many ways, it is more important to address all the key issues rather than cover some in great detail and omit to discuss others.  For example, it would be very unsatisfactory to spend six pages on the Product/Service Offering section and to completely ignore the Profiles of Target Markets.
1. Introduction (1)	
	This section can help you obtain financing because it is the first impression that your future lenders will observe.  Explain who wrote it, when and for what purpose.  Give contact details.
2. Executive Summary (1-3)
	This section is important because it shows your future lenders what your company is doing and what you plan on doing in the near future.  
3. Company Plan (1-2)
	What are the central purposes and activities of the planned business?  Your Plan is a factual review of your business.  It tells your clients and lenders who your company is and who you are going to be in the near future.
4. Marketing Plan (3-6)
	This section has a lot of information about marketing your business.  It is essential to the success of your business.  Marketing is what makes our business move in the right direction, for success.  How will the business market its products/services and sell to customers?   What sales will be achieved in its main markets?  How will it deal with competitors?  Indicate costs.
5.	Operations Plan  (2-5)
	Your Operating Plan will make your day to day operations of your business easier.  Cover distribution and service activities.  Highlight major elements only.  Indicate organization, resources, costings etc.
6.	Financial Strategies  (4-8)
	This is how and where you plan to manage and/or obtain money to keep your business up and running.  Use simple tables to present key financial projections e.g. summary P&L, cashflows, balance sheets and key ratios.  Place the detailed analyses in appendices.
7. Funding Requirements & Proposals  (0-2)
	If applicable, summarise funding requirements, possible sources, likely terms, and, for investors, the projected return on their investment.  Be realistic.
8. Implementation  (1-3)
Explain the major decision points, time scale and actions required by management and others to progress the plan.
9. Conclusion  (1)
	Indicate why the business plan will succeed and why it should be supported.
10.	Supporting Documents / Appendices
	This is where you add all of the supporting information that is needed to help you to obtain a client or financing from a lender   Use appendices at the very back of the plan to present important background data and detailed plans.  This will avoid disrupting the flow of the plan or cluttering it with excessive detail.

Helpful Tips
· The process of producing a business plan is, in and of itself, a beneficial undertaking.  Helping you to lead your business in the right direction for the future of your business.
· A manager and/or owner should take out the business plan on a quarterly basis and review their actual results to the forecast.
· In financial terms, this involves comparing actual numbers to budget numbers.  In marketing, it involves comparison of unit sales, department sales, to targeted forecast sales.  These results allow you to assess what worked and/or what went wrong.  It will help you to proactively make changes as needed to move toward your goals.
· Business plans do not have to be fancy documents full of charts and graphs.  They have to be documents useful in conveying what the business is doing at the present time and also what the business plan on accomplishing in the future.
· The most damaging misconception is that a business plan has to be followed absolutely.  Your business plan is simply your road map to help you move in the right direction for your business.
· Statistically, your business has a better chance to survive if you plan for the future with a business plan.
Top Ten Do’s and Don’ts of Business Planning

Top Ten Do’s
1. Prepare a complete business plan for any business you are considering.
2. Use the business plan templates easily available on the Internet.
3. Complete sections of your business plan in the sequence suggested.
4. Research (use search engines) to find business plans that are available on the Internet.
5. Package your business plan in an attractive kit as a selling tool.
6. Submit your business plan to experts in your intended business for their advice.
7. Spell out your strategies on how you intend to handle adversities.
8. Spell out the strengths and weaknesses of your management team.
9. Include a monthly one-year cash floe projection.
10. Freely and frequently modify your business plans to account for changing conditions.

Top Ten Don’ts
1. Don’t be optimistic (on the high side) in estimating future sales.
2. Don’t be optimistic (on the low side) in estimating future costs.
3. Don’t disregard or discount weaknesses in your plan.  Spell them out.
4. Don’t stress long-term projections.  Better to focus on projections for your first year.
5. Don’t depend entirely on the uniqueness of your business or the success of an invention.
6. Do not project yourself as someone you’re not.  Be brutally realistic.
7. Do not be everything to everybody.  Highly focused specialists usually do best.
8. Don’t proceed without adequate financial and accounting know-how.
9. Don’t base your business plan on a wonderful concept.  Test it first.
10. Never, never, never skip the step of preparing a business plan before starting.

Conclusion
Remember we will revisit this information again especially as we do some of the other units of competency. 
Just like when preparing for a marathon, you don’t just start to run but you start with a plan, and it may keep changing as you research and talk to people.  But the first step is the most important, the idea, and as you continue to thinking about these things you will start to have ideas and start to feel motivated.  So keep up the good work and we will be looking forward to reading some of your business plans.
The government sees the value in small business and provides a lot of valuable advice.  You may like to learn more by looking at the following links.
Support for Small Business
http://www.innovation.gov.au/SmallBusiness/KeyFacts/Pages/default.aspx
Small Business Resource Kit – Business.gov.au
http://www.business.gov.au/information/pages/smallbusinessresourcekit.aspx
Small Business - Australia.gov.au
http://australia.gov.au/topics/business-and-industry/abn-acn-business-management/small-business
Resource (website):
http://www.planware.org/bizplan.htm
http://www.morebusiness.com 
http://www.statedevelopment.qld.gov.au 
http://www.bplan.com 
http://asic.gov.au 
http://fido.asic.gov.au 
http://sblegal.industry.gov.au/frameset_2.html 
http://ato.gov.au 
http://accc.gov.auhttp://bli.net.au   
http://sbdc.com.au 
http://www.myfuture.edu.au 
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