
1

Company Name:

Trading Name:

Physical Address:

Postal Address:

Website:

Contact Person(s):

Contact Details:

Landline: (                  )                    -

Cellphone: (                  )                    -

Email:

1. Executive Summary

WRITE THIS LAST! Summarize your business plan in two pages or less. Be enthusiastic and concise. Include business goals, objectives, and 
monetary amount desired. 

Your plan must contain the following key elements:

1. The Customer Problem
2. Your Solution
3. Business Model (how you make money)
4. Target Market (who is your customer and how many of them are there)
5. Competitive Advantage
6. Management Team
7. Finacial Summary
8. Funding Required

BUSINESS PLAN OUTLINE
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2. Financing Proposal

Loan amount required: R

Proposed repayment terms: R

Utilisation of funds:

Collateral (if available):

Owners’ Contribution:
Equity: R

Cash: R

 

3. Company Description

Business activities (what does your company do):

Number of years in existence:

List of products/ services:

Target market description:

Business location:

Key business strength:

Legal structure:

List of business owners:

4. Industry Analysis

a. What are the characteristics of your industry? 

b. State whether it is growing/declining/changing/static. 
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c. What is the size of your market? 

d. Research your share of the market. Is it growing? 

e. Are more firms entering the industry and becoming increasingly competitive? 

f. List any current barriers to entry (e.g. licensing, permits). 

g. List strengths, weaknesses, opportunities, and threats of the industry/firm. 

5. Products and Services

a. List and describe your products (or services). 

b. What are your distribution channels? 

c. Include details regarding your competitive advantage. 

d. Provide the pricing structure for your products/services.
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6. Market Analysis

Use statistics, demographic research, and industry information where appropriate. Be as specific as possible. Remember to cite 
your sources.

A. Product

i) Describe the product or service from your customer’s point of view. 

ii) What do customers like and dislike about your products/services?

iii) What services are offered as part of the product (delivery, service, warranty, support, and/or refund offers)? 

B. Customers

i) Describe your customers, their characteristics, and location. 

ii) Why do they trade with you? 

iii) What do they like about your company? 

C. Competition

i) List major competitors - describe size, location, and reputation. 

ii) Compare your goods and services with theirs. 

iii) What are their major advantages? What are yours? 

iv) What value do you bring to customers that competitors do not? 
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D. Location

i) What kind of space do you require/have?

ii) Is it leased or owned?

iii) Why is the area desirable?

iv) Why is the building desirable?

v) Is it easily accessible?

vi) Is the street lighting adequate?

vii) Research market shifts or demographic shifts when choosing your location.

E. Marketing Strategy

i) Explain your pricing policy.

ii) How do you promote, advertise and sell?

iii) How do you distribute or deliver your products/services?

iv) What customer services will you offer?

F. Customer Demand

i) Using the information obtained in the previous sections of the marketing plan, calculate a forecast for demand for your product/service.

ii) How many customers do you plan to have in one year? Five years?
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7.  Management and Organisation  (Attach an organogram)

a. Who has management responsibilities?

b. Include the resumes of key managers as supporting documents.

c. Include position descriptions for all key employees.

d. List important advisors, such as attorney, accountant, banker, insurance agent, and advisory board or board of directors.

e. Include estimated financial costs and necessary services provided.

8.  Operational Plan

A. Production/Service

i) Discuss methods of production or service delivery, product or service development, quality control, inventory control.

B. Credit Policies

i) What is your credit policy?

ii) Do/will you sell on credit?

iii) What are the terms?

iv) Explain how you perform a credit check.

v) What are your collection policies?
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C. Personnel

i) How many employees are required?

ii) What skills are necessary?

iii) Define the pay and personnel policies.

iv) Are there any position descriptions and/or training programs?

D. Equipment, Technology, & Inventory

i) How much inventory is needed?

ii) What is its value?

iii) Why is that amount of inventory appropriate for your business and location?

iv) List your major suppliers and discuss any terms they extend to your business.

v) What equipment and technology is necessary to operate the business?
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E. Legal

i) Research and understand all legal issues. (Licensing, permits, insurance, zoning, government regulations, patents, trademarks, copyrights, 
etc.)

F. Exit Strategy

i) Describe exit strategies should the firm perform lower than expectations.

ii) Will inventory be liquidated?

iii) Will you close the business or sell?

9.  Financial Plan and Projections

a. The financial plan provides the numbers that correspond to your written plan. Historical and/or projected figures should be 
included. In addition, you should always include a narrative explaining the assumptions you used to arrive at the rand value 
of sales, expenses, etc. You must demonstrate that your numbers are reasonable. Detailed financial information is critical to the 
business planning process.

b. Start-up Expenses and Capital 
 Carefully calculate and categorize all start-up expenses including inventory, rent, etc. For example, what amount will be 

needed for renovations and equipment? Remember to include any cash you may need to operate and pay bills until the business begins 
generating cash. Provide a detailed list of equipment, furniture, and/or fixtures to be purchased. Include actual price quotes.

c. Financial History 
 If yours is an existing firm, include the income statements, balance sheets and/or tax returns for the past three years. 

d. Profit and Loss Projection (Income Statement) 
 Include a monthly profit and loss projection for at least 60 months of business operation. Be sure to provide a written explanation of 

assumptions used to develop your projections. 

e. Cash Flow Projection 
 Include a monthly cash flow projection for at least 60 months of business operation. The cash flow projection differs from the profit and 

loss statement. Cash flow statements illustrate how much and when cash flows in and out of your business. Be sure to provide a written 
explanation of assumptions used to develop your projections. 

f. Projected Balance Sheet 
 Your plan should include a projected balance sheet showing assets (things owned), liabilities (debts) and owner’s equity. If yours is a start-

up business, the balance sheet should show your financial position on opening day. 

10. Supporting Documentation
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NOTES:
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NOTES:
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NOTES:


