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[bookmark: _Toc188524530]1. Executive Summary:
[bookmark: _Hlk159942704]
It is typically easier to write the executive summary after the main sections, to make sure that this remains consistent and covers all key aspects of your plan.

Introduction and Background
Briefly introduce the business: name, nature of operations, and key services/products offered.
Highlight the company’s history: year of establishment, founders, and notable milestones.
Include any significant recent changes, such as leadership transitions or plans for future ownership.

Vision, Mission, and Core Values
State the long-term vision of the business (e.g., "To become …").
Outline the mission and the primary objectives of the company.
Emphasise the company’s core values and commitments to clients, employees, and stakeholders.

Current Market Position and Opportunities
Provide a snapshot of the market environment, including challenges and growth opportunities.
Highlight the business's unique positioning, competitive edge, and target market.
Mention specific opportunities for expansion or differentiation, such as geographic growth or new service offerings.

Leadership and Team
Introduce the leadership team, including their roles, qualifications, and tenure within the business.
Describe the team’s strengths and contributions to the company’s success.
Include any plans for team growth, training, or development to support the business’s goals.

Strategic Goals and Objectives
Summarise the primary goals of the business over the next 5–10 years.
Include specific targets, such as revenue milestones, profitability, market share, or operational improvements.
Link these objectives to actionable strategies for achieving them.

Key Differentiators
Explain what sets the business apart from competitors, such as service quality, innovation, or client-focused practices.
Highlight any unique features of the business model or customer experience.

Growth and Marketing Strategies
Outline plans for marketing, client acquisition, and relationship building.
Discuss the use of intermediaries, referrals, and other methods to enhance return on investment in marketing.
Mention how the business will leverage its reputation and client satisfaction to drive growth.

Financial Summary and Projections
Provide an overview of the financial health of the business, including recent performance.
Summarise key financial targets or "stretch goals" (e.g., Mission 2030), with a breakdown of revenue projections for specified years.
Include any planned investments, such as infrastructure or team expansion, linked to financial objectives.

Challenges and Risks
Acknowledge potential risks or challenges, such as market competition or resource constraints.
Briefly outline strategies for mitigating these risks.

Conclusion and Vision for the Future
Conclude with a reaffirmation of the company’s vision and the leadership’s commitment to achieving its goals.
Highlight how these efforts will benefit clients, employees, and stakeholders.

[bookmark: _Toc188524531]2. Business Description: 

This section should provide an overview of the business, setting the stage for the rest of the plan. Include:
· The business name, location, and date of establishment.
· The mission and vision statements.
· A brief history of the business, including major milestones or achievements.
· Details of the products or services offered.
· The target audience and the geographical areas served.
· Key differentiators that set the business apart from competitors.




[bookmark: _Toc188524532]3. Market Analysis: 

This section outlines the market environment in which the business operates. Include:
· An overview of the industry, its size, and growth trends.
· Identification of target markets and customer segments.
· Analysis of key competitors, their strengths, weaknesses, and market position.
· Insights into customer needs and preferences.
· Data or research supporting market demand for your product or service.

[bookmark: _Hlk159942837]
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[bookmark: _Toc188524533]4. Marketing and Sales Strategy: 
This section should detail how the business will attract and retain customers. Include:
· A summary of the business’s value proposition.
· Key marketing strategies (e.g., digital marketing, PR, partnerships).
· A description of the sales approach and process.
· Pricing strategy and rationale.
· Plans for building brand awareness and customer loyalty.
· Metrics to measure marketing and sales success.



[bookmark: _Toc188524534]5. Product or Service Offering: 
This section should provide details about the business’s products or services. Include:
· A description of the main products or services offered.
· Any unique features or benefits of the offerings.
· The value these products or services provide to customers.
· Information on development or production processes.
· Plans for future product or service expansions or enhancements.
.



[bookmark: _Toc188524535]6. Operational Plan: 
This section explains how the business operates on a day-to-day basis. Include:
· The location of operations and facilities.
· Details of supply chain management, including suppliers and partnerships.
· Key processes for delivering products or services.
· The technology and systems used to support operations.
· Plans for scaling operations to support growth.
 [image: ]


[bookmark: _Toc188524536]7. Management and Organisational Structure: 
This section should provide details about the leadership team and organisational hierarchy. Include:
· An overview of the organisational structure, including key roles.
· Biographies of the management team, highlighting their qualifications and experience.
· A summary of the company’s staffing plan and recruitment strategies.
· Details of any external advisors or consultants supporting the business.

See the Organisational charts  - appendix__



[bookmark: _Toc188524537]8. Financial Projections:
This section presents the business’s financial outlook and goals. Include:
· Historical financial data (if applicable), such as profit and loss statements.
· Financial forecasts, including projected revenue, expenses, and profits for the next 3–5 years.
· Key financial ratios or metrics (e.g., gross margin, operating margin).
· A break-even analysis to show when the business will become profitable (if not already).
.


[bookmark: _Toc188524538]9. Funding Request: 
If the business requires funding, this section should outline the specifics. Include:
· The total amount of funding needed.
· A breakdown of how the funds will be used (e.g., equipment, marketing, staffing).
· The type of funding sought (e.g., equity investment, loans).
· Proposed terms and the expected return on investment for funders.






[bookmark: _Toc188524539]10. Risk Analysis and Mitigation: 
 This section identifies potential risks and outlines strategies to manage them. Include:
· Key risks the business may face (e.g., market, operational, financial).
· The likelihood and impact of each risk.
· Plans to mitigate or manage these risks (e.g., insurance, contingency planning).
· How the business will monitor and respond to emerging risks.


[bookmark: _Toc188524540]11. Appendix: 
The appendix should contain supporting documents and additional information that you reference throughout the business plan. Suggestions for inclusion:
· Strategic plan or temple diagram
· Organisational SWOT Analysis
· Detailed financial statements or forecast spreadsheets.
· Market research data or survey results.
· Key business metrics
· New business or client win process
· Critical operational processes
· CVs of leaders or key team members.
· Product or service brochures or images.
· Legal documents, such as business registration or agreements and Software Licensees
· Up to date organisational charts
· Risk Register
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This business plan template has been prepared by P Griffin Consulting Ltd to support business leaders with business planning.   The clear well-structured format offers several key benefits to business leaders:
1. Clarity and Direction: It provides a clear roadmap for the business, outlining goals, strategies, and action plans. This helps leaders stay focused and aligned with their vision.
2. Improved Decision-Making: By having all critical information in one place, leaders can make informed decisions quickly and efficiently.
3. Resource Allocation: It helps in identifying the resources needed, whether financial, human, or technological, and ensures they are allocated effectively.
4. Risk Management: A comprehensive business plan includes risk assessments and mitigation strategies, which help in anticipating and managing potential challenges.
5. Performance Monitoring: It provides benchmarks and performance indicators, allowing leaders to track progress and make necessary adjustments.
When it comes to prospective investors and banking lenders, a well-structured business plan is a major asset for several reasons:
1. Demonstrates Preparedness: It shows that the business leaders have thoroughly thought through their business model, strategies, and potential challenges.
2. Builds Credibility: A detailed plan reflects professionalism and credibility, which are critical factors in gaining the trust of investors and lenders.
3. Highlights Viability: It outlines the financial projections, revenue models, and profitability, giving investors and lenders a clear picture of the business's potential for success.
4. Risk Mitigation: By presenting a well-thought-out risk management plan, it assures investors and lenders that the business is prepared to handle uncertainties.
5. Facilitates Due Diligence: A comprehensive plan provides all the necessary information for investors and lenders to conduct their due diligence, making the process smoother and faster.
 If there are any aspects of this plan that you need assistance to complete, then please contact me and set up a call or discussion via the following page:  https://www.pgriffinconsulting.co.uk/contact

07832 694331
phil@pgriffinconsulting.co.uk
www.pgriffinconsulting.co.uk 
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53 Accidents/ Incidents - IN Office Reporting accidents or incidents that occur in the office
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