
 

©Engage with Business Ltd. 2019 

Business Plan Guide for New Businesses 

This business plan guide is designed to help you think your ideas through; as a result, you will have a much clearer 

idea of how to take things forward having identified many of the potential pitfalls and how you may overcome them. 

Alongside this guide you will need to produce financial forecasts which will help you determine whether your 

business idea will be viable and may encourage you to rethink some of your ideas.  

Executive Summary 

The aim of the summary is to gain the full attention and interest of the reader. It should be an overview of the plan 

with reference to main objectives and how they will be achieved, the key people involved and how you are going to 

make it happen. It is usually better to write the summary last, however, it should appear at the beginning of the 

plan.  

Introduction  

This is where you give background information, discuss the concept and the rationale for starting the business. The 

legal status of the business – sole trader/self-employed, partnership or Ltd. Company can be noted here.  

Products/services 

Make it clear what it is that you are offering, the purpose it will serve. Is it an addition to a thriving market, a new 

concept or a lifestyle choice? What are the main features? 

Premises 

Deciding where to set up the business is an important decision. Many successful businesses started at a kitchen table 

or in a shed in the garden. The advantages of this are that it keeps the costs low and if you are working around the 

needs of your family the flexibility can work well. The downside is that you may find it difficult to avoid domestic 

distractions and it can take over family life. 

There are several options to consider with business hubs providing shared workspace and virtual tenancy options 

and many hotel reception areas now used regularly for business meetings for those who don’t want to commit to 

taking on premises.  

Equipment 

What equipment do you need to get started? In the early stages it is sensible to only buy the essential equipment 

and hire where possible until you can justify the expense through regular use. There is now easy access to a wide 

range of second hand equipment which will serve you until you can justify the cost of new.  

Also, consider a range of purchase options including leasing.  

 

Suppliers 

Research your suppliers to find out who can offer you the best deal and don't be afraid to negotiate. You may 

not have much leverage at the start but when you gain a track record you can go back and renegotiate.  

Consider the benefits of selecting your suppliers for ethical or environmental reasons if this is likely to be 

important to your clients. 
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Vision/Mission Statement 

There is a difference between vison and mission statements which need to support each other. A vision 

statement tells us what it is that ultimately you are trying to achieve, your purpose. The mission statement tells 

us how you are going to make it happen. Each should capture the culture of the business and reflect your values 

and purpose. If ever you feel that you are drifting off track it is something that will remind you of what is 

important and help get you back on track. 

Goals 

It is important to have clearly defined goals set out so that you know what it is you are aiming for. It is then 

possible to work out step by step how to achieve them. You may have total clarity about what you want to 

achieve, or it may be something that will develop over time as you gain more confidence in yourself and what 

you are able to achieve.  

Remember when setting goals to be specific, following up every statement you make with how, where, why, and 

when they will be achieved. Goals need to be measurable which might be calculated in profit, turnover, personal 

income, number of employees, no. of customers and be realistic about the length of time it will all take.  

In a world of constant and rapid change it is difficult to forecast accurately where you will be in five years’ time 

and often 90-day and 180-day plans are more useful.  

Market Research 

How do you know if potential customers will buy from you? The answer is that you don’t know with any certainly 

however, if you carry out some market research you will understand who you are targeting so that you can use 

the most effective means of communicating with them.  

Market research is your evidence that you have a viable business proposition, it is something that a lender will want 

to see and more importantly it is something you need to know before you invest time and money.  

Marketing 

A marketing strategy should be central to your business plan, based on your market research. In this age of digital 

marketing one of the biggest challenges is to get noticed at a busy market place and while there are many social 

medium platforms it is a matter of choosing the ones that your target market will be using. Posting on social media 

used to give free access to many people however, they are cleverly changing the algorithms to ensure that if you 

want to reach beyond family and friends who will have to pay.  

Remember that traditional marketing can still be very effective – postcards, leaflets, press releases, adverts in village 

magazines, however, the best business is still from referrals from satisfied clients. 

Here are some headings to consider as part of your marketing plan: 

• Target market 

• Competition 

• Your USP (unique selling proposition) 

• Image/branding 

• Advertising/promotion 

• Networking 

• Website 

• Digital 
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Skills and Training 

What skills are needed in your business? What skills do you and the key people have? Is there a gap to be filled?  

When you are employed in a large organisation there is usually a training programme in place to ensure that your 

skills are constantly updated and developed to support the needs of the company. When working for yourself it is 

important to continue with personal development and the best way to do this is to have a personal development 

plan.  

If you employ staff, training will not only make them better at their job but shows that they are valued.  

Business Administration and Use of Technology 

There is more to business administration than keeping the books, however, financial control of the business is 

important and a brief explanation of how you keep records whether using an accountancy software package or Excel 

spreadsheet will reassure a lender that you are in control of invoicing and chasing payment.  

There are a wide range of business apps that will help you manage your business effectively and efficiently; these are 

ever changing, and it is up to you to find what works for you at various stages of business growth.  

Insurance 

What business insurance will you need? Depending upon your type of business you may need any of the following: 

• Public Liability 

• Employers liability (required by law) 

• Professional indemnity 

• Buildings 

• Stock 

• Contents 

• Fixtures and fittings 

• Business interruption 

If you are running your business from home be sure to inform your insurers, it may not affect your premiums but 

could invalidate your insurance policy. The same applies to your car insurance.  

Legalities 

There are several legalities to be considered in any business, these include health & safety, trading standards, 

licensing, data protection, GDPR, and intellectual property. Be aware of what you need to know and adhere to.  

Personal Survival  

Businesses usually take longer to become established than initially thought and it is therefore important to have a 

personal survival plan in place.  

Finance 

A lack of financial control is one of the main reasons for business failure. Your business plan should include a 

financial statement – a couple of paragraphs that explain your reasons for seeking investment, the amount of 

personal capital you are prepared to invest and any opportunities for grant funding you have identified. 

A breakdown of start-up costs, sales forecast, a cash flow forecast, and a profit/loss forecast will be necessary. 
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Contingency Planning – What if …. 

So, what could go wrong? Insurance can cover some of the financial consequences of disaster but there are many 

things to consider that will prevent total disruption of your business. Make a list of possible threats to your business 

and how you will deal with each situation. 

 

 


