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[bookmark: _Toc120258886][bookmark: _Toc121321212]Business details
	Business name:
	

	Date registered:
	

	Owner(s):
	

	Australian business number (ABN):
	

	Australian company number (ACN):
	

	Tax file number (TFN):
	

	Address:
	

	Phone:
	

	Email:
	

	Website:
	

	Social media:
	





[bookmark: _Toc120258887][bookmark: _Toc121321213]How to use this business plan template 
A business plan details how you will handle all essential aspects of your business. This business plan template is designed for both new and established businesses and covers these key areas of business planning:
market research 
marketing 
legal 
risk management 
operations 
human resources 
finance. 
Go to Business Queensland (BQ) to find advice on writing a business plan.
Save a copy of this document to your computer and work through the template section by section. 
[bookmark: _Toc179963849][bookmark: _Toc179966144][bookmark: _Toc180564649][bookmark: _Toc235508239]There are links to useful online resources throughout the template, which provide more information about a topic and will help you give a more detailed summary. (If you read this as a printed document, go online to www.business.qld.gov.au to find these resources.)
When you have completed all the sections, you will be able to create an action plan that outlines the tasks needed to achieve your goals.
Once your business is up and running, it is a good idea to regularly review and update your business plan. 

Note: This template is offered as a guide only—add, delete or reformat any text as required.
Some areas may not be applicable to your business structure, and you may not need to use all aspects of this template. For example, if you are a home-based business, you will not have a lease agreement, or if you are a micro business, you may not have employees.
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1. [bookmark: _Toc120258889][bookmark: _Toc121321214]Executive summary
The executive summary is the first section of your plan and sells the concept of your business—it should be convincing and excite the reader (e.g. your bank manager or a potential investor). You should use strong, enthusiastic language. 
You may want to write this statement last or review it again after having completed the rest of the plan and having a clearer understanding of your business.  
Consider the following:
What is your business vision?
What is your legal structure?
What products and services do you offer?
Who are your customers?
What sets you apart from your competitors?
How will you create a market for your products and services?
How will you operate?
What are your financial projections?
How will your business or industry evolve?
Who owns or manages your business?
What are your short and long-term goals?
Opportunities in the market
Click or tap here to enter text.
[bookmark: _Toc120258890][bookmark: _Toc121321215][bookmark: _Toc179963132][bookmark: _Toc179963867][bookmark: _Toc179964018][bookmark: _Toc179966162][bookmark: _Toc180564668][bookmark: _Toc235508258][bookmark: _Toc118722284]Products, services and market analysis
Market research will help you develop marketing and sales strategies based on research of your customers, competitors and industry. Learn more about market research.
[bookmark: _Toc355270276][bookmark: _Toc358365806][bookmark: _Toc118722285]Also refer to the Marketing strategy and plan section within this template for other resources.
[bookmark: _Toc120258891][bookmark: _Toc121321216]Products and services
You need a solid understanding of your products and services—the key features and benefits to a potential customer, any limitations and the basis of the cost and sale price.
To help you complete this section, read about:
· knowing your products and services
· pricing products and services 
· identifying your competitive advantage and value proposition.
Research and document your findings below.
]


	Key features of products/services
	

	Benefits of products/services
	

	Limitations of products/services
	

	Cost and sale price of products/services
	


[bookmark: _Toc120258892][bookmark: _Toc121321217]Market analysis 
Using various market research resources and methods, gather important data about the market you will operate within, including a forecast of demand. 
Learn more about market research and planning and conducting market and customer research.
[bookmark: _Hlk117605843]Market description (e.g. local/regional/national market, target customers, seasonal influences, price)
Click or tap here to enter text.
[bookmark: _Toc120258893][bookmark: _Toc121321218]Industry description and outlook
Having accurate information about your industry, and any current and upcoming market trends, will help you to capitalise on business opportunities.
Learn about identifying your competitive advantage and value proposition, and trend analysis for business improvement. 
Industry details (including trends and key characteristics)
Click or tap here to enter text.
[bookmark: _Toc120258894][bookmark: _Toc121321219]SWOT analysis 
Use a SWOT analysis to identify strengths, weaknesses, opportunities and threats. 
[bookmark: _Toc118722291]Record the results of your SWOT analysis in the columns below and describe the strategies for capitalising on your strengths and opportunities and managing your weaknesses and threats.
	
	Strategies

	[bookmark: _Hlk119322123]Strength
	

	Weakness
	

	Opportunity
	

	Threat
	


[bookmark: _Marketing_strategy_and][bookmark: _Toc118722292][bookmark: _Toc121321220][bookmark: _Toc120258895]Marketing strategy and plan  
Marketing strategies and plans help you to:
· understand current market conditions 
· identify marketing objectives and target segments
· explore opportunities within the market. 
Learn about writing a marketing strategy and plan.
[bookmark: _Toc118722294][bookmark: _Toc120258896][bookmark: _Toc121321221]Current situation
Collate and review the internal and external insights of your business.
Keep in mind what you have learnt during your product, service and market analysis in the previous section. 
[bookmark: _Hlk117605992]Internal and external insights
Click or tap here to enter text.
[bookmark: _Toc120258897][bookmark: _Toc121321222]Marketing objectives
[bookmark: _Toc118722297]Marketing your business to customers is as essential to your business goals as your operations. 
You should set clear, realistic and measurable marketing objectives that you can track.
Marketing objectives
Click or tap here to enter text.
[bookmark: _Toc118722300][bookmark: _Toc120258898][bookmark: _Toc121321223][bookmark: _Hlk116476591]Target segments
The foundation for effective marketing is to understand your customers.
[bookmark: _Toc118722388][bookmark: customer]Use the following resources to help you complete the customer profile chart below: 
· Develop your marketing strategy in 6 steps
· Segmentation, targeting and positioning (STP) 
[bookmark: _Hlk119313654]Opportunities in the market
Click or tap here to enter text.
[bookmark: _Toc120632993][bookmark: _Toc120633441][bookmark: _Toc120701776][bookmark: _Toc121137497][bookmark: _Toc121137683][bookmark: _Toc121297224][bookmark: _Toc121297380][bookmark: _Customer_profile_chart][bookmark: _Toc118722304][bookmark: _Toc120258899][bookmark: _Toc121321224]Customer profile chart
Document what you know about your target customers—add brief notes in the fields below to create 2 customer profiles to help segment your market.
	Key variables
	Customer profile 1
	Customer profile 2

	Demographic
Age
Gender
Marital status
Income
Education
Occupation
	
	

	Psychographic
Personality (e.g. outgoing, conscientious)
Lifestyle (focus on everyday routines—e.g. work, health, or family)
Values (e.g. animal welfare, fair trade, or sustainability)
Interests (e.g. hobbies)
	
	

	Behavioural
Usage or buying behaviour (e.g. daily, seasonal)
Channels (e.g. buying in store or online)
Benefits valued (e.g. price, convenience or quality)
	
	

	Geographic
Country
State
Region
Suburb
	
	


[bookmark: _Toc118722305][bookmark: _Toc120258900][bookmark: _Toc121321225]Competitive analysis
To gain a sustainable competitive advantage, you must assess your competitors.
Read about identifying your competitive advantage and value proposition to help you complete the chart below.
[bookmark: _Toc118722308][bookmark: _Toc120258901][bookmark: _Toc121321226]Competitor profile chart 
Create a profile for 3 of your competitors by adding brief notes in the fields below. 
	Key factors
	Competitor 1
	Competitor 2
	Competitor 3

	Business profile
(e.g. history, locations, employees, customers)

	
	
	

	Products and services
(e.g. range, distribution, and brands)
	
	
	

	Pricing model
(e.g. prices and payment options)
	
	
	

	Customer service
(e.g. standards, reputation and online ratings and reviews)
	
	
	

	Supply chain
(Whose products do they sell? Are they an exclusive distributor?)
	
	
	

	Brand difference
(What gives them an advantage—are they the cheapest, fastest, biggest etc.?)
	
	
	

	Marketing approach
(Review their social media, website and presence in local media.)
	
	
	


[bookmark: _Toc118722309][bookmark: _Toc120258902][bookmark: _Toc121321227]Brand positioning
Your branding represents who you are, what you stand for and how you are different to your competitors. 
Use the following resources to help you complete this section:
· Branding your business
· Identifying your competitive advantage and value proposition.
[bookmark: _Toc118722312][bookmark: _Toc120258903][bookmark: _Toc121321228]Customer value proposition
[bookmark: _Toc118722313]Use our develop your value proposition template.
Note your final customer value proposition below.
	What are the problems you are solving for customers?
(What goals or outcomes do your customers want to achieve?)
	

	What are the benefits customers get from your products and services?
(Include functional results and emotional benefits.)
	

	What sets your brand apart from the competition?
(Why will customers choose your brand?)
	


[bookmark: _Toc118722314][bookmark: _Toc120258904][bookmark: _Toc121321229]One-page brand strategy
Assess your ideal brand positioning against the 3 Cs method—true to your company, compelling to customers and different from competitors.
Learn about branding your business.
	Vision—the long-term ambition for your business
	

	Purpose—your ‘why’; the main reason you are in business
	

	Values—the behaviours that your business considers has worth
	


[bookmark: _Toc118722316][bookmark: _Toc120258905][bookmark: _Toc121321230]Marketing programs
To help direct your marketing, summarise your focus areas. 
Use the following resources to help you complete this section:
· Writing a marketing strategy and plan
· Business marketing basics
· Customer lifecycle marketing
Marketing focus area
Click or tap here to enter text.
[bookmark: _Toc118722320][bookmark: _Toc120258906][bookmark: _Toc121321231]Marketing tactics
Based on your strategy, identify the appropriate tactics you can use in your marketing plan.
Learn more about:
· translating your marketing strategy into a marketing plan.
· ways to advertise your business 
· using direct marketing.
Use our templates to do a marketing channel review and marketing collateral review.
Marketing tactics
Click or tap here to enter text.
[bookmark: _Toc120258907][bookmark: _Toc121321232]Key actions
To make your marketing initiatives happen, you need to go plan your actions in detail. Consider your capability and capacity to deliver the programs.
Capabilities and capacities
Click or tap here to enter text.
[bookmark: _Toc118722324][bookmark: _Toc120258908][bookmark: _Toc121321233]Marketing action plan template
Refer again to translating your marketing strategy into a marketing plan to help you understand the marketing actions you can take.
Follow these steps to complete the table below: 
1. List your high-priority marketing initiatives. 
2. Describe your actions in as much detail as required. Rename or adjust the fields to make relevant to your business. 
3. Continue to update and refer to this plan regularly. 
	Initiatives
	Tasks 
	Team members / suppliers 
	Timing 
	Budget
	KPIs

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


[bookmark: _Toc120258909][bookmark: _Toc121321234]Business controls
To evaluate the effectiveness of your marketing, you need to know what to report and how.
[bookmark: _Toc118722327]The information on translating your marketing strategy into a marketing plan will also be useful here, and you can learn about benchmarking your business for greater performance.
Business controls and initiatives
Click or tap here to enter text.
[bookmark: _Toc120633008][bookmark: _Toc120633456][bookmark: _Toc120701791][bookmark: _Toc121137512][bookmark: _Toc121137698][bookmark: _Toc121297239][bookmark: _Toc121297395][bookmark: _Toc120258910][bookmark: _Toc121321235]Sales
Successful selling involves using the right distribution methods, keeping records and developing relationships with customers. 
Find out about sales management and planning.
[bookmark: _Toc120258911][bookmark: _Toc121321236]Sales strategies 
Sales strategies guide the sales process and help businesses to meet their targets.
Learn about choosing the right sales channels.
Sales channels methods (retail, direct selling, online retail, social media)
Click or tap here to enter text.
[bookmark: _Toc120633014][bookmark: _Toc120633462][bookmark: _Toc120701797][bookmark: _Toc121137518][bookmark: _Toc121137704][bookmark: _Toc121297245][bookmark: _Toc121297401][bookmark: _Toc120258912][bookmark: _Toc121321237]Sales analysis and forecast 
Using your sales history and market research, you can forecast the number and value of expected sales. You can then set sales targets and plan how to reach them.
Record your current and proposed total sales ($), volume (units) and market share (%) for the next 2 years by segment (e.g. by area, product, store, customer type, distribution method) in the following table.
	Segment
	Current year
	2nd year 
	3rd year

	
	Total $
	Vol. (units)
	Market share %
	Total $
	Vol. (units)
	Market share %
	Total $
	Vol. (units)
	Market share %

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Total sales ($)
	$
	
	
	$
	
	
	$
	
	


[bookmark: _Toc121321238][bookmark: _Toc120258913]Customer management 
You will need to establish ways to manage customer records and payments.
Learn about cash flow, invoices and payments and collecting and storing customer information.
Customer records strategy
Click or tap here to enter text.
Customer credit policy (e.g. payment terms, invoicing, managing debtors) 
Click or tap here to enter text.
[bookmark: _Toc121137522][bookmark: _Toc121137708][bookmark: _Toc120633020][bookmark: _Toc120633468][bookmark: _Toc120701803][bookmark: _Toc121137524][bookmark: _Toc121137710][bookmark: _Toc121297251][bookmark: _Toc121297407][bookmark: _Toc120633024][bookmark: _Toc120633472][bookmark: _Toc120701807][bookmark: _Toc121137528][bookmark: _Toc121137714][bookmark: _Toc121297255][bookmark: _Toc121297411][bookmark: _Toc120258914][bookmark: _Toc121321239]Digital services strategy
Digital services are an integral part of your business operations—for sales and service, and business and consumer protections. 
Identify appropriate digital services for your business using the following: 
· Digital business and IT 
· Digital health check 
· Create a digital strategy for your business 
Digital strategy
Click or tap here to enter text.
Customer information and data protection strategy
Click or tap here to enter text.
[bookmark: _Toc120258916][bookmark: _Toc121321240]Legal matters and risk management
Throughout all stages of your business operations, you will need to understand your legal obligations (e.g. about employee staff, intellectual property and leases). You will also need to identify and manage risks in the workplace.
Learn about legal obligations and consumer laws.   
[bookmark: _Toc179963148][bookmark: _Toc179963883][bookmark: _Toc179964034][bookmark: _Toc179966178][bookmark: _Toc180564684][bookmark: _Toc235508274][bookmark: _Toc355270291][bookmark: _Toc358365821][bookmark: _Toc118722337][bookmark: _Toc120258917][bookmark: _Toc121321241]Business structure
A business can be legally structured in several ways. Choosing the best legal structure for your business is one of the first important decisions you need to make.
Learn about choosing a business structure.
Business structure  
Click or tap here to enter text.
[bookmark: _Toc120258918][bookmark: _Toc121321242]Contracts, licences and agreements
You need to understand the legal requirements for business as a business owner and how to choose and work with business advisers. 
[bookmark: _Toc118722339]You can also read about getting the right licences and registrations, to determine what licences, contracts or agreements currently relate to your business. List these below and summarise how each is managed.
[bookmark: _Toc118722340]Note the status of the licence or agreement (e.g. pending, current, expired or not required).
	Licence/contract/agreement
	Status
	Summary

	
	
	

	
	
	


[bookmark: _Toc120258919][bookmark: _Toc121321243]Intellectual property
Intellectual property (IP) can give your business its competitive advantage. Conducting an IP audit will help you find out what IP assets you have and how you can protect them.
[bookmark: _Toc118722342]Briefly describe your IP assets and the protections in place.
	IP asset
	Type of protection
	Expiry date
	Conditions of protection

	
	
	
	

	
	
	
	


[bookmark: _Toc118722343][bookmark: _Toc120258920][bookmark: _Toc121321244]Insurance
Choosing the right insurance will help you manage and reduce risks. You should regularly review and update your insurance, especially as your business grows or changes.
Business insurance and policy details
Click or tap here to enter text.
[bookmark: _Toc179963151][bookmark: _Toc179963886][bookmark: _Toc179964037][bookmark: _Toc179966181][bookmark: _Toc180564687][bookmark: _Toc235508277][bookmark: _Toc355270295][bookmark: _Toc358365825][bookmark: _Toc118722344][bookmark: _Toc120258921][bookmark: _Toc121321245]Leases
Record the terms and status of your current lease agreements. 
Understand the legal implications of leased premises.
	Item
	Status
	Summary

	Lease terms and conditions
	
	

	Rent payment provisions (advance, review, formula)
	
	

	Term options and expiry dates
	
	


[bookmark: _Toc118722345][bookmark: _Toc120258922][bookmark: _Toc121321246]Employees
As an employer, it is important for you to understand your responsibilities as an employer and how to employ and manage people.
[bookmark: _Toc118722346]Document the status of each item below and any action required: 
	
	Status
	Action

	Superannuation
	
	

	Workers’ compensation
	
	

	Tax (PAYG and payroll)
	
	

	Employment rights and conditions
	
	

	Workplace health and safety
	
	


[bookmark: _Toc118722347][bookmark: _Toc120258923][bookmark: _Toc121321247]Financial
[bookmark: _Toc118722348]Document your business’s financial status below and any action required.
	
	Status
	Action

	Liability and legal structure of business
	
	

	Tax (GST, BAS statements, FBT)
	
	

	Keeping statutory records and receipts
	
	


[bookmark: _Toc120258924][bookmark: _Toc121321248]Legal and ethical trading
Legal and ethical selling protects your business from legal risks, builds a strong reputation and earns long-term customer loyalty.
You can also read about:
the Competition and Consumer Act
protecting privacy and information in your business.
[bookmark: _Toc179963154][bookmark: _Toc179963889][bookmark: _Toc179964040][bookmark: _Toc179966184][bookmark: _Toc180564690][bookmark: _Toc235508280][bookmark: _Toc355270298][bookmark: _Toc358365828][bookmark: _Toc118722349][bookmark: _Toc120258925]Specific codes of practice
Click or tap here to enter text.
Regulated business activities under Australian consumer law
Click or tap here to enter text.
Compliance with customer privacy laws
Click or tap here to enter text.
[bookmark: _Toc121321249]Risk management
Risk management is about preparing for events that may affect your business. You can also read about identifying and managing business risk. 
[bookmark: _Toc118722350]Use the table below as a starting point for your risk management plan. 
 (Priority rating—L = low, VL = very low, M = medium, H = high, VH = very high)
	Risk description
	Likelihood
	Impact
	Priority
	Preventative action
	Contingency plans

	
	
	
	
	
	


[bookmark: _Toc120258926][bookmark: _Toc121321250]Business continuity
Business continuity planning involves developing a practical plan to keep your business operating after an incident or crisis.
Key points of continuity plan
Click or tap here to enter text.
[bookmark: _Toc118722352][bookmark: _Toc180564692][bookmark: _Toc235508282][bookmark: _Toc120258927][bookmark: _Toc121321251]Operating plan
An operating plan describes your production strategies and distribution plans, stock and inventory, and plant and equipment needed to begin or continue business operations. 
[bookmark: _Toc355270301][bookmark: _Toc358365832][bookmark: _Toc118722353][bookmark: _Toc120258928][bookmark: _Toc121321252]Location
Choosing where to locate your business requires research and planning to understand your needs and find a location that will suit your business now and allows for growth or change.
Read about choosing the right business location.
Location requirements (e.g. space, type of building, zoning, access, parking)
Click or tap here to enter text.
[bookmark: _Toc121137546][bookmark: _Toc121137732][bookmark: _Toc121297273][bookmark: _Toc121297429][bookmark: _Toc120633043][bookmark: _Toc120633491][bookmark: _Toc120701826][bookmark: _Toc120258929][bookmark: _Toc121321253]Production
Understanding your production processes will help to standardise your operations and create efficiency. 
It may also generate ideas for innovation—learn more about becoming an innovative business. 
Details of production methods
Click or tap here to enter text.
Costs involved in production
Click or tap here to enter text.
Distribution plan
Click or tap here to enter text.
[bookmark: _Toc121137551][bookmark: _Toc121137737][bookmark: _Toc121297278][bookmark: _Toc121297434][bookmark: _Toc121137555][bookmark: _Toc121137741][bookmark: _Toc121297282][bookmark: _Toc121297438][bookmark: _Toc121137559][bookmark: _Toc121137745][bookmark: _Toc121297286][bookmark: _Toc121297442][bookmark: _Toc120633048][bookmark: _Toc120633496][bookmark: _Toc120701831][bookmark: _Toc120633052][bookmark: _Toc120633500][bookmark: _Toc120701835][bookmark: _Toc120633056][bookmark: _Toc120633504][bookmark: _Toc120701839][bookmark: _Toc118722355][bookmark: _Toc120258930][bookmark: _Toc121321254]Current performance  
Benchmarking is a way of measuring your performance against similar sized businesses in your industry. 
Learn about benchmarking your business for greater performance.
Rate these operational features of your business now and what you expect them to be in 6 months and how you can improve them.
	[bookmark: _Hlk119326217]Operational feature
	Rating out of 10
	Methods for improvement

	
	Current
	Expected
(in next 6 months)
	

	Cost
	
	
	

	Quality
	
	
	

	Wastage
	
	
	

	Safety
	
	
	

	Service
	
	
	

	Innovation
	
	
	


[bookmark: _Toc180564695][bookmark: _Toc235508285][bookmark: _Toc355270305][bookmark: _Toc358365836][bookmark: _Toc118722357][bookmark: _Toc120258931][bookmark: _Toc121321255]Plant and equipment
Your operations may heavily involve plant and equipment that come with high costs for acquisition and maintenance, so you may want to get advice from your accountant or business adviser about balancing this overhead with your financial position
Find out how to choose and work with business advisers and develop budgets and forecasts.
	Plant and equipment requirements
	

	Finance plan for plant and equipment (rent, lease or buy)
	

	Operating and maintenance requirements and costs
	


[bookmark: _Toc120633062][bookmark: _Toc120633510][bookmark: _Toc120701845][bookmark: _Toc121137565][bookmark: _Toc121137751][bookmark: _Toc121297292][bookmark: _Toc121297448][bookmark: _Toc120633066][bookmark: _Toc120633514][bookmark: _Toc120701849][bookmark: _Toc121137569][bookmark: _Toc121137755][bookmark: _Toc121297296][bookmark: _Toc121297452][bookmark: _Toc120633070][bookmark: _Toc120633518][bookmark: _Toc120701853][bookmark: _Toc121137573][bookmark: _Toc121137759][bookmark: _Toc121297300][bookmark: _Toc121297456][bookmark: _Toc180564696][bookmark: _Toc235508286][bookmark: _Toc355270306][bookmark: _Toc358365837][bookmark: _Toc118722358][bookmark: _Toc120258932][bookmark: _Toc121321256]Major suppliers
Get help with finding and working with suppliers. 
[bookmark: _Toc118722359]List your main suppliers and what terms they offer, and any potential alternatives.
	Name
	Product/service
	Volume purchased
	Trading terms
	Alternate suppliers

	
	
	
	
	

	
	
	
	
	


[bookmark: _Toc118722360][bookmark: _Toc120258933][bookmark: _Toc121321257]Stock and inventory
You will need to keep track of and store the items you sell, use or manufacture. The stock control system you use will depend on the size of your business and the type of stock you use. 
Understand the basics of stock control.
Storage requirements
Click or tap here to enter text.
[bookmark: _Toc120633076][bookmark: _Toc120633524][bookmark: _Toc120701859][bookmark: _Toc121137579][bookmark: _Toc121137765][bookmark: _Toc121297306][bookmark: _Toc121297462][bookmark: _Toc180564700][bookmark: _Toc235508290][bookmark: _Toc118722362][bookmark: _Toc120258934][bookmark: _Toc121321258]Human resources plan
In this section, you will review staff functions, job descriptions, human resource policies, workforce planning and training. 
Understand workforce planning for small business.
[bookmark: _Toc118722363][bookmark: _Toc120258935][bookmark: _Toc121321259]Management and key personnel
Starting and running a business requires specific skills, so identify if any of yours need to improve or if you need to learn other skills.
Also consider your organisation structure, which sets a framework for how the activities of your business are run. This will often be shown as a diagram of your business hierarchy, noting the different roles within your business and how they relate to one another.
Organisational structure
Click or tap here to enter text.
Learn about the essential skills for running a business—describe the skills and experience of the owners and key personnel below. 
	Name
	Position
	Skills and experience

	
	
	

	
	
	

	
	
	


Note the details of business advisers, business mentors and other external contacts.
	Business advisor
	Contact details

	
	

	
	


[bookmark: _Toc118722364][bookmark: _Toc120258936][bookmark: _Toc121321260]Staff 
In your business, your employees will be your most valuable asset. But in most cases, they will also be your greatest cost, so it’s important to hire the right people and plan your workforce. 
Read about hiring and recruitment.
[bookmark: _Toc118722365]Detail the number of staff employed in the different categories and wages paid.
	
	Number of staff
	Wages $

	Role 
	Current year
	Next year 1
	Next year 2
	Current year
	Next year 1
	Next year 2

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	
	
	
	
	
	


[bookmark: _Toc118722366][bookmark: _Toc120258937][bookmark: _Toc121321261]Training
Training helps you get the most out of your staff and increases their job satisfaction, which can help you retain staff and avoid recruitment costs.
Learn about staff training, development and mentoring.
Note your training needs and delivery options. 
	[bookmark: _Toc358365845][bookmark: _Toc355270314][bookmark: _Toc179963160][bookmark: _Toc179963895][bookmark: _Toc179964046][bookmark: _Toc179966190][bookmark: _Toc180564704][bookmark: _Toc235508294]Training needed
	

	Costs involved
	

	How often is it offered?
	


[bookmark: _Toc118722368][bookmark: _Toc120258938][bookmark: _Toc121321262]Recruitment
If you need to hire staff for a new business venture or to support growth in an existing business, you should spend time setting up a recruitment process.
Read about finding and hiring staff. 
Processes for recruitment and interviewing
Click or tap here to enter text.
[bookmark: _Toc120633085][bookmark: _Toc120633533][bookmark: _Toc120701868][bookmark: _Toc121137588][bookmark: _Toc121137774][bookmark: _Toc121297315][bookmark: _Toc121297471][bookmark: _Toc120258939][bookmark: _Toc121321263]Inductions 
You will need an onboarding process, including induction, to ensure staff start with the knowledge required to fulfill their role. 
Learn about staff onboarding and inductions.
Staff induction program 
Click or tap here to enter text.
[bookmark: _Toc358365846][bookmark: _Toc118722369][bookmark: _Toc120258940][bookmark: _Toc121321264]Succession planning
If you have spent many years developing and growing your business, selling it on the open market may not appeal to you as much as passing it on to someone you know and trust.
Use the following resources to help you complete your succession plan:
· Passing a business to a successor
· Succession plan template 
Note your succession plan below or create it separately and attach it to your business plan.
Succession plan
Click or tap here to enter text.
[bookmark: _Toc121137592][bookmark: _Toc121137778][bookmark: _Toc121297319][bookmark: _Toc121297475][bookmark: _Toc121137593][bookmark: _Toc121137779][bookmark: _Toc121297320][bookmark: _Toc121297476][bookmark: _Toc121137595][bookmark: _Toc121137781][bookmark: _Toc121297322][bookmark: _Toc121297478][bookmark: _Toc179963169][bookmark: _Toc179963904][bookmark: _Toc179964055][bookmark: _Toc179966199][bookmark: _Toc180564705][bookmark: _Toc235508295][bookmark: _Toc118722370][bookmark: _Toc120258941][bookmark: _Toc121321265]Financial plan
Although you can prepare you own financial statements, it may help to work with your accountant or business adviser. 
You can also use our financial plan template. 
[bookmark: _Toc358365849][bookmark: _Toc118722371][bookmark: _Toc120258942][bookmark: _Toc121321266]Start-up costs
One of the common causes of new business failure is not having enough start-up capital to meet expenses, especially in the first 6–12 months.
[bookmark: _Toc118722372]Learn about costs to start and run your business and use the start-up costs calculator to work out your required start-up capital. 
Startup costs
Click or tap here to enter text.
Funding sources
Click or tap here to enter text.
[bookmark: _Toc121137601][bookmark: _Toc121137787][bookmark: _Toc121297328][bookmark: _Toc121297484][bookmark: _Toc121137605][bookmark: _Toc121137791][bookmark: _Toc121297332][bookmark: _Toc121297488][bookmark: _Toc120633093][bookmark: _Toc120633541][bookmark: _Toc120701876][bookmark: _Toc120633097][bookmark: _Toc120633545][bookmark: _Toc120701880][bookmark: _Toc358365850][bookmark: _Toc118722373][bookmark: _Toc120258943][bookmark: _Toc121321267]Profit and loss forecast
A profit and loss forecast involves listing your planned expenses and calculating the sales targets needed to reach your profit goals.
Read about budgets and forecasts.
[bookmark: _Toc118722374]The financial plan template will also help to prepare your profit and loss forecast. 
Record your total figures and results below. 
Profit and loss results
Click or tap here to enter text.
[bookmark: _Toc121137610][bookmark: _Toc121137796][bookmark: _Toc121297337][bookmark: _Toc121297493][bookmark: _Toc120633102][bookmark: _Toc120633550][bookmark: _Toc120701885][bookmark: _Toc358365851][bookmark: _Toc118722375][bookmark: _Toc120258944][bookmark: _Toc121321268]Cash flow forecast
Cash flow forecasting is a management tool that helps you determine if you will have enough funds to pay your business expenses when they are due.
[bookmark: _Toc118722376]The financial plan template will also help with preparing your cash flow forecast.  
Projected cash flow forecast 
Click or tap here to enter text.
[bookmark: _Toc358365852][bookmark: _Toc118722377][bookmark: _Toc120258945][bookmark: _Toc121321269]Balance sheet
A balance sheet shows your business’s assets (what you own), liabilities (what you owe) and owner equity (total assets minus total liabilities). 
Learn about financial statements.
[bookmark: _Toc118722378]The financial plan template will also help with preparing your balance sheet. 
Record your total liabilities, net assets and owner equity.
Balance sheet
Click or tap here to enter text.
[bookmark: _Toc121137614][bookmark: _Toc121137800][bookmark: _Toc121297341][bookmark: _Toc121297497][bookmark: _Toc121137618][bookmark: _Toc121137804][bookmark: _Toc121297345][bookmark: _Toc121297501][bookmark: _Toc358365854][bookmark: _Toc118722379][bookmark: _Toc120258946][bookmark: _Toc121321270]Financial ratios
For an existing business, you can assess your performance by completing the following financial ratios based on your profit and loss reports and balance sheets for the last 2 years.
	Ratio
	Formula
	Definition
	Result

	Gross profit margin (%)
	(Gross profit x 100) ÷ Sales
	The gross profit margin is gross profit expressed as a percentage of sales. This is a key indicator of your business’s financial health and production efficiency.
	

	Net profit margin (%)
	(Net profit x 100) ÷ Sales
	The net profit margin is net profit expressed as a percentage of sales. It shows how effectively your business turns sales into profit.
	

	Break-even point
	Fixed costs ÷ Gross profit margin
	The break-even point is the point at which total revenue equals total expenses. It shows the minimum sales required to cover costs (i.e. to ‘break even’).
	

	Margin of safety
	Total sales – Break-even point
	The margin of safety is how much actual or forecasted sales exceed the break-even point. It shows how much ‘breathing room’ you have (i.e. how much sales can drop before you start taking a loss).
	

	Current ratio
	Current assets ÷ Current liabilities
	Current ratio is a measure of your business's liquidity (i.e. ability to repay short-term debts)—a ratio below 1 shows a liquidity problem.
	

	Current trading level per month
	Annual sales ÷ 12
	Your current trading level is used to determine average monthly sales. It is useful for analysing and setting sales targets.
	

	Budget sales level
	[Overheads + drawings + loan (principal)] ÷ Gross profit margin
	This ratio indicates the level of sales needed to achieve the desired profit on drawings and the repayment of the principal.
	

	Debtor days
	(Trade debtors x 365) ÷ Credit sales per year
	This ratio approximates the average number of days debtor payments are overdue.
	

	Creditor days
	(Trade creditors x 365) ÷ Credit purchases per year
	This ratio approximates the average number of days payments to creditors are overdue.
	

	Days stock
	(Closing stock x 365) ÷ Material used or stock purchases
	This ratio approximates the number of days stock is held without replenishment.
	

	Stock turnover
	Cost of goods sold ÷ Average stock value
	This ratio is used to approximate how often the stock turns over per year. A high stock turnover indicates you are selling goods faster; a low turnover rate indicates weak sales and excess inventories.
	

	Gearing ratio (%)
	(Borrowed funds x 100) ÷ Total assets
	This ratio is used to assess how much of the total assets of the business are used for borrowed funds.
	

	Debt to equity ratio
	Total liabilities ÷ Owner’s equity
	This ratio shows the proportion of owner’s equity and debt used to finance the business’s assets.
	

	Asset turnover per annum
	Total sales ÷ Total assets
	This ratio is used to show how much of the total assets are used to produce sales.
	


[bookmark: _Toc121137622][bookmark: _Toc121137808][bookmark: _Toc121297349][bookmark: _Toc121297505][bookmark: _Toc121137623][bookmark: _Toc121137809][bookmark: _Toc121297350][bookmark: _Toc121297506][bookmark: _Toc121137624][bookmark: _Toc121137810][bookmark: _Toc121297351][bookmark: _Toc121297507][bookmark: _Toc121137625][bookmark: _Toc121137811][bookmark: _Toc121297352][bookmark: _Toc121297508][bookmark: _Toc121137626][bookmark: _Toc121137812][bookmark: _Toc121297353][bookmark: _Toc121297509][bookmark: _Toc121137627][bookmark: _Toc121137813][bookmark: _Toc121297354][bookmark: _Toc121297510][bookmark: _Toc121137628][bookmark: _Toc121137814][bookmark: _Toc121297355][bookmark: _Toc121297511][bookmark: _Toc121137629][bookmark: _Toc121137815][bookmark: _Toc121297356][bookmark: _Toc121297512][bookmark: _Toc121137630][bookmark: _Toc121137816][bookmark: _Toc121297357][bookmark: _Toc121297513][bookmark: _Toc179963175][bookmark: _Toc179963912][bookmark: _Toc179964061][bookmark: _Toc179966207][bookmark: _Toc180564713][bookmark: _Toc235508303][bookmark: _Toc120258948][bookmark: _Toc121321271]Action plan
You have now completed the major parts of your business plan and have all the information you need to create a list of actions to reach your business goals.  
Along with the actions you have identified from each section above, include the following in your action plan:
details of strategies, tasks and KPIs required to achieve goals
financial forecasts based on the implementation of your plan 
· sales forecast
· profit and loss forecast
· cash flow forecast.
Read about short-term and long-term goals and KPIs. 
Action plan
Click or tap here to enter text.
[bookmark: _Toc121321272][bookmark: _Toc118722380][bookmark: _Toc120258947]Review and update business goals 
Business goals need to be reviewed and updated based on how your business is progressing, including: 
· [bookmark: _Toc118722381]analysing improvements
· [bookmark: _Toc118722382]prioritising improvement, development and changes
· [bookmark: _Toc118722383]revising goals for your business.
Updated goals
Click or tap here to enter text.
[bookmark: _Toc121321273]Make a schedule to review your actions
For your business plan to become a reality, actions should be coordinated and placed on a timeline for review or completion. 
You should regularly contact your business advisers to discuss and review the outcomes of this action plan. 
Your actions should apply to the next 6–12 months or a more appropriate period based on the goals in your plan.  
Add your action items to the following schedule.
	Action
	Date initiated
	Follow up date
	Person responsible
	Deadline
	Outcome
	Cost
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