
 

 

Business Planning Guidance  

 

What is a business plan?    

A business plan does what it says. It is a summary statement that helps to set out goals, targets 

and milestones and define what is needed to help create a successful venture. This could be a 

commercial venture or it could be a not-for-profit activity or venture. Ultimately, the plan acts as a 

template for any project or activity that has several parts to it that need to be organised and 

planned to make sure it is all executed properly.  

 

Why do I need a plan?  

Good question. A full plan is usually needed in situations requiring clarity on the financial position 

of the business or venture. So if you are looking to obtain funding (for example, by way of a loan), 

it is usual for the awarding body to request a detailed outline of your business plan, what money 

you need, how you propose to invest it, your trading forecast and when and how they will see a 

return on those initial investments. 

Another good reason to have a plan is to help you map out your proposal for your own use and to 

share with your team. A bit like if you were planning to take a road-trip, you might plan your route, 

think about what you’ll need for the journey and work out how long it is going to take.  

 

Is it true that a full business plan can be a large document? 

Well, traditionally yes, a full business plan can end up as a pretty weighty document, especially if 

you are providing financial forecasts for 3 years and very specific detailing on your proposal. But, if 

you don’t require one to help you access funding and its’ core purpose is to define your vision and 

help you and your team understand the business strategy, it can be much smaller. Ultimately, it 

needs to clearly define your strategy, so focus on simple, clear instruction, rather than how many 

words or pages it has.  

We have created a one-page business plan which can be accessed here. This may be useful as a 

quick at-a-glance document to give you a visual reminder of how you envisage your proposal will 

emerge and what you’ll need to achieve it. 

 

What do I need to include in my ‘detailed’ business plan?  

A typical business plan will be split into sections and include: 

OVERVIEW: 

o A clear & simple (max 1 page) summary of what you are doing and how you propose to 

do it. It can include: 

 What the project is and why it is important   

 Who it will appeal to and how you will target that market  

http://www.swalemeansbusiness.co.uk/wp-content/uploads/2016/08/Swale-Means-Business-one-page-business-plan-example.pdf


 

 How close you are to being able to launch the project  

 Why you are best suited to provide this and/or if you need new people on board 

 What skillsets you will need 

 Summary bulleted financial projections demonstrating a strong viability, showing 

profit & loss forecasts and any surplus in addition to a cash-flow for at least 3 

years  

 If you are looking for funding, show how much you need, over what term and also 

demonstrate when the funder will get their money back  

 What physical resources you will need, for example premises & equipment and 

any other capital requirements   

 Anticipated outcomes – what do you want the ‘end result’ to be? 

DESCRIPTION: 

o Objectives – what you wish to achieve/deliver 

o Strategy that will help you to achieve these objectives 

o Statutory & Background Info – the history, the idea, the work completed to date 

PERSONNEL: 

o Key personnel involved, the role and relevant career history of individuals 

o Contractors essential to completing specific delivery tasks 

o Delivery Partners involved in providing the goods / services 

o General info on skills & expertise required for the project 

o SWOT analysis on team 

PRODUCT: 

o Details of the goods / services you propose to offer 

o The USP you propose that will ensure your product is chosen over other suppliers 

o Pricing policy – what you base your pricing on and how you factor in contingency 

MARKETING: 

o Details of your target market 

o Who your biggest competitors are 

o Your proposed market share 

o Growth potential 

OPERATIONS: 

o What your delivery practices will be based upon (vision, values, etc) 

o Methodology / delivery processes to ensure continuity and high customer service 

o Premises & Equipment requirements 

FINANCIALS: 

o Profit & Loss Forecast  

o Cash-flow Forecast  

o Sales Forecast & Breakeven analysis 

o Capital & Operations Budgets 

o Source of the funding 

o How records will be kept and what financial controls will be in place 

 



 

 

What is the best way to present my business plan? 

A formal business plan should always be presented in a printed format – prepared using 

something similar to Word and do be careful when including spreadsheets or imported items that 

they are still legible (and not too small). An acceptable ‘accessible’ font  would be like this one – 

‘Arial’ - size 12. If the plan is only for your personal use, as long as you can read it, go with what 

works for you.  

 

And what do I do with my business plan once it’s completed? 

Put simply, use it. Use it to access your funding and use it to monitor your progress. You should 

find that it is a constantly evolving document. As your route to market changes (and it will) you 

should revise the document to reflect those changes and allow you to forecast any amendments 

that will need to be made to your strategy. 

An initial plan is a great tool to enable you to work out next steps, charting your vision, working out 

how to gain traction in your progress and defining targets and goals in the short, medium and long 

term. 

 

Still need help? 

We’d love to help you.  

Swale Borough Council’s Economic Development team have recently re-launched the Business 

Support Programme and can provide access for you to a ‘Starting in Business’ 2-part workshop. 

This workshop will cover topics that will be able to help you fully understand the detail required in 

the ‘headers’ for your business plan and give you a clearer understanding of the legal and 

statutory requirements surrounding your project. In addition, we are also providing access to a 

business clinic with our independent business advisor, offering bespoke one-to-one hour-long 

sessions. Both of these services are fully funded by us, at no cost to you.  

These services are available to commercial entities (including sole traders), social enterprises, 

Voluntary & Community groups and Town & Parish councils. 

You can find out more by visiting our commercial & business website 

www.swalemeansbusiness.co.uk or you can contact the Economic Development team directly – 

email us at edu@swale.gov.uk or call us on (01795) 417165. 
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