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Business Plan templates 
for start-ups and 
small enterprises

The Business Plans for start-ups and micro/small enterprises are very similar. 
There are some differences in paragraph 1. Business Project Profile, specific to start-ups.

A.
Business Planning for Start-ups
Business plans for start-ups are based on a business idea and initial market estimation and use mainly estimations and financial projections instead of existing enterprise data.
Business Plan

Year of the Business plan:    from........................... to .................................

Personal Data

Full name of the start-up / partners................................................................

Address: ........................................................................................................

Educational qualification ................................................................................

Special training ..............................................................................................

Work experience ............................................................................................

1.
Business Project Profile
Business name ................................................................................................

Business activity ..............................................................................................

Products and Services .....................................................................................

........................................................................................................................

Legal form of business project..........................................................................

Necessary administrative Procedures..............................................................

	1.1 Location

	Item
	Description

	Strategic shop/workshop location
	

	Costs of Premises
	

	Electricity / Water
	

	Access of roads
	


	1.2 Facilities

	Item
	Description

	Availability of raw materials
	

	Appropriateness of equipment
	

	Transport and storage facilities
	


	1.3 Management and Organisation

	Item
	Description

	Bank account
	

	Bookkeeping/Accounting system
	

	Administrative procedures done
	

	Administrative procedures 
to be done
	

	Taxation
	


	1.4 Risks and Opportunities of the Business Project

	Strenghts 
(positive factors to be capitalised)
	Weaknesses 
(negative factors to be eliminated)

	
	

	Opportunities 
(to make use of them)
	Threats 
(to avoid/consider them)

	
	


2.
Production Plan

	2.1 Projected Production and Sales

	No.
	Item
	Total Quantity per year
	Sales Revenue per year
	Capacity / Utilisation

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


	2.2 Machinery/Equipment Requirement

	No
	Item
	Unit Price
	Total Value
	Maintenance Costs

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	
	Total:
	
	
	


	2.3 Raw Material Requirement

	No.
	Item
	Quantity
	Total Annual Requirement

	
	
	
	Value
	Source

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	
	Total:
	
	
	


	2.4 Utilities / Infrastructure

	No.
	Item
	Annual Requirement
	Total Annual Costs
	Maintenance Costs

	1
	Electricity
	
	
	

	2
	Gas
	
	
	

	3
	Water
	
	
	

	4
	Rent
	
	
	

	5
	Other
	
	
	

	
	Total:
	
	
	


	2.5 Labour Requirements

	No.
	Labour Categories
	No. of Staff
	Annual wages/ Salaries
	Further Training required

	1
	Skilled
	
	
	

	2
	Semi-skilled
	
	
	

	3
	Unskilled
	
	
	

	4
	Owner’s salary
	
	
	

	
	Total:
	
	
	


	2.6 Administrative and Selling Costs

	No.
	Item
	Quantity
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total:
	
	
	


3.
Market Study

Main Customers and Market Segments: .........................................................................................

..............................................................................................................................................................

...............................................................................................................................................................

	Competitors

	No.
	Competitor
	Main Products
	Price per Unit

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Marketing Strategy to win Customers and overcome Competitors: ................................................................................................................................................................

................................................................................................................................................................

................................................................................................................................................................

	List of Suppliers

	Suppliers
	Products/Equipment/
Working materials
	Ranking of price - performance

	
	
	

	
	
	

	
	
	


4.
Cost Calculation

	4.1 Fixed Capital

	No.
	Item
	Value

	
	
	Initial
	 - Depriciation
	= Actual

	1
	Land/Building
	
	
	

	2
	Machinery/Equipment
	
	
	

	3
	Furniture and Fixtures
	
	
	

	
	Total:
	
	
	


	4.2 Working Capital

	No.
	Item
	Duration
	Quantity
	Value

	1
	Raw materials stock
	
	
	

	2
	Semi-finished goods stock
	
	
	

	3
	One year production expenses 
(utilities, adminstration, wages, salaries)
	
	
	

	4
	Preliminary and pre-operative expenses
	
	
	

	
	Total:
	
	
	


5.
Financing

	Financing

	No.
	Item
	Value
	Remarks

	
	Own funds
	
	

	
	Loan for fixed capital items
	
	

	
	Working capital loan
	
	

	
	Other
	
	

	
	Total
	
	


6.
Yearly Profit and Loss Statement
	Yearly Profit and Loss Statement

	Period: from...............  to....................

	Gross Sales
	

	Less: Returns and allowances
	-

	 = Net Sales
	=

	Less: - Costs of goods sold
	-

	 - Direct material
	-

	 - Direct labour
	-

	 - Overhead
	-

	 = Gross Profit
	=

	Less: - Administrative and selling expenses
	-

	 - Salaries
	-

	 - Telephone
	-

	 - Water
	-

	 - Electricity
	-

	 - Rentals
	-

	 - Others
	-

	= Operating Profit
	=

	Less: - Interest expense
	-

	 = Net Profit before Tax
	=

	Less: - estimated Income Tax
	-

	= Net Profit after Tax
	=

	Date

Signature


Instruction to the Business Plan Format for Start-ups
The Business plan for start-ups is similar to the busines plan for micro and small enterprises. The difference is that the start-up business plan is not based on existing experiences of previous production exercises but on estimations based on a initial market analysis and projected cost calculation. Administrative procedures, preliminary and pre-operative expenses for business start-up must be considered. That is why paragraph 1 on the business project profile is more detailed for the start-up business plan.
Instruction to 1: Write down the type of business activity in which the business start-up would like to be engaged. In this section the following issues have to be addressed: the legal form of the business, the business type / merchandizing, manufacturing or service/, the type of products or services. The strategic location of the business can play a decisive role in its success or failure. Explain the work premises and other utilities at the operator’s disposal and describe the specific working premise problems, the space needed for the business, the desirable features of the location and its accessibility to the market. If there is anything in the location that is of special interest for your business you can stress it, too. Set-up of business management, especially bank account, accounting system and administrative procedures done and to be done (business registration, tax ID etc.) have to be considered. As the project is normally not based on a previous business activity, the risks and opportunities of the project should thoroughly be analysed in a SWOT overview (Strengths, Weaknesses, Opportunities and Threats for the business project) and be discussed with friends, family, experts and other resource persons available.
Instruction to 2: The production plan includes the estimated production and sales per year based (estimation for start-ups). Capacity/utilisation means the percentage on how you are at the limit of your production and sales capacity with the respective product. In 2.2 put the value of the machinery and equipment and the maintenance costs. Depreciation costs will be highligthed under 4.1 Cost calculation - fixed capital. Utilities and costs of infrastructure such as electricity, water, rent to run the projected production plan including maintenance costs. 2.5 Labour categories required and salaires as well as further trainings required. 2.6 administrative costs to run the projected production plan.

Instruction to 3: The key issue in sales performance or marketing as a whole is to know better the likes, dislikes and expectations of customers. The yearly sales should be planned based on an initial market survey. The market survey will indicate the different customer segments (e.g. age, social status or region). Focus has to be given to those customers who are likely to purchase the product/service of the enterprise. Planning the yearly sales enables to find out about the desired production amount (it makes no sense to produce more than you can sell) and the yearly income. Describe the months during which sales are expected to be high, in order to make the necessary preparations ahead of time and exploit the advantage. For defining the unit price per product/service you should first know the unit costs (see production costs) as well as the prices of your direct competitors. In addition there is a need to identify the strength and weaknesses of competitors in their product quality/quantity and identify how their product/services differ from yours, their pricing and advertising techniques. The supply market should also be analysed. Identify the main suppliers for your equipments and raw materials, make price and quality comparison and a final ranking of price and performance of suppliers.

Instruction to 4: Under cost calculation it will be important to include depreciation costs of the fixed capital. Depreciation is the estimated price to the use of an asset. You need to know it to calculate the costs of your product/service. One of the various methods of defining yearly depreciation, and the simplest one, is to divide the purchasing price of the asset by the number of years of usage. Working capital should be detailed in different categories including utilities and administrative expenses and calculated for a one-year production plan. 

Instruction to 5: Financing will be calculated on the basis of the preceding cost calculation and the availability of own funds. Own funds are important to convince the financial institution to grant loan because own funds show the capability of the business owner of organized savings and business management.

Instruction to 6: The Profit and Loss Statement (PLS) is one of the financial analysis tools employed by business enterprises to track the performance of their enterprises. The PLS is the difference between sales and expenses of an enterprise over a given period of time, often one year. If this difference is positive, it is termed profit, while if it is negative, it is then termed loss.

The PLS is important for business operators/managers in checking the efficiency of their business strategies and taking proper actions. The statement is also important for bankers to check business profitability before extending credit. The statement can only be drawn up based on certain source documents such as the cashbook; otherwise it would be very difficult to apply, especially for micro enterprises. For the statement to be applied in a given enterprise a certain level of accounting system is needed to be in place. The PLS statement has the following components:

· Gross sales: the total value of sales which is obtained by multiplying the price of each product with the total units of output sold.
· Returns and allowances: stands for the value of damaged goods that are returned by customers to the business enterprise for which the business replaces the damaged goods with new. It also considers payments made as sales commissions, discounts, etc., which again are deducted from Gross Sales to result in Net Sales.

· Costs of goods sold: stands for the costs involved with regard to direct labour, direct material and factory overhead costs which are deducted from Net Sales to arrive at Gross Profit: Direct material: stands for those material costs directly accrued in the production process, such as raw material. Direct labour: refers to costs of all labour inputs directly used in the production of goods/services of a given enterprise. Often direct labour costs are measured on unit rates and costs of daily labour. Overhead costs: stands for those costs incurred, but which are not directly related to the production process. E.g. depreciation of machinery or equipment, shade rent, etc.

· Administrative and selling expenses: This includes costs incurred for certain administrative purposes and for the distribution of products. These are deducted from Gross Profit to arrive at Operating Profit.  These expenses are for example, salaries of management and support staff, expenses related to telephone, water and electricity bills as well as office rents and other similar expenses.

· Interest expense: this is the amount of interest to be paid on the amount of loan obtained, based on the current interest rate.

· Estimated income tax: the amount of tax that has to be paid as per the income tax proclamation.

B.
Business Planning for Micro and Small Enterprises

Micro enterprises normally do not need a business plan. But sometimes it may be helpfull for financing and business planning. Business plans for micro enterprise are rather rudimentary and adapted to the very limited accounting and management capacity of micro enterprises.
Business plans for small enterprises are more detailed than micro business plans but also based on a limited capacity in accounting, cost calculation and financial projection of the smal business owners.
Business Plan


Personal Data

Full name of the business operator / partners................................................

Address: ........................................................................................................

Educational qualification ................................................................................
Special training ..............................................................................................
Work experience ............................................................................................
1.
Business Profile
Type of the plan/work/business......................................................................

........................................................................................................................

Legal form of the business: ............................................................................

Year of the Business plan:    From........................... to .................................

Work premises at the disposal of the operator 

(location, size, facilities) ................................................................................

......................................................................................................................

Specify, if there is any advantage or problem related to the location: 

......................................................................................................................
2.
Production Plan
	2.1 Production and Sales

	No.
	Item
	Total Quantity per year
	Sales per year
	Capacity / Utilisation

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


	2.2 Machinery/Equipment

	No
	Item
	Unit Price
	Total Value
	Maintenance Costs

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	
	Total:
	
	
	


	2.3 Raw Material Requirement

	No.
	Item
	Quantity
	Total Annual Requirement

	
	
	
	Value
	Source

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	
	Total:
	
	
	


	2.4 Utilities / Infrastructure

	No.
	Item
	Annual Requirement
	Total Annual Costs
	Maintenance

	1
	Electricity
	
	
	

	2
	Gas
	
	
	

	3
	Water
	
	
	

	4
	Rent
	
	
	

	5
	Other
	
	
	

	
	Total:
	
	
	


	2.5 Labour

	No.
	Particulars
	No. of Staff
	Annual Wages/ Salaries
	Further Training required

	1
	Skilled
	
	
	

	2
	Semi-skilled
	
	
	

	3
	Unskilled
	
	
	

	4
	Owner’s salary
	
	
	

	5
	
	
	
	

	
	Total:
	
	
	


	2.6 Administrative and Selling Costs

	No.
	Item
	Quantity
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total:
	
	
	


3.
Market Study
Main Customers and Market Segments: .........................................................................................

..............................................................................................................................................................

...............................................................................................................................................................

	Competitors

	No.
	Competitor
	Main Products
	Price per Unit

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Marketing Strategy to win Customers and overcome Competitors: ................................................................................................................................................................

................................................................................................................................................................

................................................................................................................................................................

	List of Suppliers

	Suppliers
	Products/Equipment/
Working materials
	Ranking of price - performance

	
	
	

	
	
	

	
	
	


4.
Cost Calculation

	4.1 Fixed Capital

	No.
	Item
	Value

	
	
	Initial
	- Depreciation
	= Actual

	1
	Land/Building
	
	
	

	2
	Machinery/Equipment
	
	
	

	3
	Furniture and Fixtures
	
	
	

	
	Total:
	
	
	


	4.2 Working Capital

	No.
	Item
	Duration
	Quantity
	Value

	1
	Raw materials stock
	
	
	

	2
	Semi-finished goods stock
	
	
	

	3
	Finished goods stock
	
	
	

	4
	One year production expenses 
(utilities, adminstration, wages, salaries)
	
	
	

	
	Total:
	
	
	


5.
Financing
	Financing

	No.
	Item
	Value
	Remarks

	
	Own funds
	
	

	
	Loan for fixed capital items
	
	

	
	Working capital loan
	
	

	
	Other
	
	

	
	Total
	
	


6.
Yearly Profit and Loss Statement
	Yearly Profit and Loss Statement

	Period: from...............  to....................

	Gross Sales
	

	Less: Returns and allowances
	-

	 = Net Sales
	=

	Less: - Costs of goods sold
	-

	 - Direct material
	-

	 - Direct labour
	-

	 - Overhead
	-

	 = Gross Profit
	=

	Less: - Administrative and selling expenses
	-

	 - Salaries
	-

	 - Telephone
	-

	 - Water
	-

	 - Electricity
	-

	 - Rentals
	-

	 - Others
	-

	= Operating Profit
	=

	Less: - Interest expense
	-

	 = Net Profit before Tax
	=

	Less: - estimated Income Tax
	-

	= Net Profit after Tax
	=

	Date

Signature


Instruction to the Business Plan

The Business plan for micro and small enterprises is similar to the busines plan for start-ups. The difference is that the small business plan is based on existing experiences of previous production periods.
Instruction to 1: Write down the type of business/activity in which the business operator is engaged. In this section the following issues have to be addressed: the legal form of the business, the business type / merchandizing, manufacturing or service/, the type of products or services. The location of the business can play a decisive role in its success or failure. Explain the work premises and other utilities at the operator’s disposal and describe the specific working premise problems, the space needed for the business , the desirable features of the location and its accessibility to the market. If there is anything in the location that is of special interest for your business you can stress it, too.
Instruction to 2: The production plan includes the estimated production and sales per year based on the previous experience. Capacity/utilisation means the percentage on how you are at the limit of your production and sales capacity with the respective product. In 2.2 put the value of the machinery and equipment and the maintenance costs. Depreciation costs will be highligthed under 4.1 Cost calculation - fixed capital. Utilities and costs of infrastructure such as electricity, water, rent to run the projected production plan including maintenance costs. 2.5 Labour categories required and salaires as well as further trainings required. 2.6 administrative costs to run the projected production plan.
Instruction to 3: The key issue in sales performance or marketing as a whole is to know better the likes, dislikes and expectations of customers. The yearly sales should be planned based on certain market surveys or past experience, if any is available. The market surveys will indicate the different customer segments (e.g. age, social status or region). Focus has to be given to those customers who are likely to purchase the product/service of the enterprise. Planning the yearly sales enables to find out about the desired production amount (it makes no sense to produce more than you can sell) and the yearly income. Describe the months during which sales are expected to be high, in order to make the necessary preparations ahead of time and exploit the advantage. For defining the unit price per product/service you should first know the unit costs (see production costs) as well as the prices of your direct competitors. In addition there is a need to identify the strength and weaknesses of competitors in their product quality/quantity and identify how their product/services differ from yours, their pricing and advertising techniques. The supply market should also be analysed. Identify the main suppliers for your equipments and raw materials, make price and quality comparison and a final ranking of price and performance of suppliers.
Instruction to 4: Under cost calculation it will be important to include depreciation costs of the fixed capital. Depreciation is the estimated price to the use of an asset. You need to know it to calculate the costs of your product/service. One of the various methods of defining yearly depreciation, and the simplest one, is to divide the purchasing price of the asset by the number of years of usage. Working capital should be detailed in different categories including utilities and administrative expenses and calculated for a one-year production plan. 
Instruction to 5: Financing will be calculated on the basis of the preceding cost calculation and the availability of own funds. Own funds are important to convince the financial institution to grant loan because own funds show the capability of the business owner of organized savings and business management.
Instruction to 6: The Profit and Loss Statement (PLS) is one of the financial analysis tools employed by business enterprises to track the performance of their enterprises. The PLS is the difference between sales and expenses of an enterprise over a given period of time, often one year. If this difference is positive, it is termed profit, while if it is negative, it is then termed loss.

The PLS is important for business operators/managers in checking the efficiency of their business strategies and taking proper actions. The statement is also important for bankers to check business profitability before extending credit. The statement can only be drawn up based on certain source documents such as the cashbook, otherwise it would be very difficult to apply, especially for micro enterprises. For the statement to be applied in a given enterprise a certain level of accounting system is needed to be in place. The P+L statement has the following components:

· Gross sales: the total value of sales which is obtained by multiplying the price of each product with the total units of output sold.
· Returns and allowances: stands for the value of damaged goods that are returned by customers to the business enterprise for which the business replaces the damaged goods with new. It also considers payments made as sales commissions, discounts, etc., which again are deducted from Gross Sales to result in Net Sales.

· Costs of goods sold: stands for the costs involved with regard to direct labour, direct material and factory overhead costs which are deducted from Net Sales to arrive at Gross Profit: Direct material: stands for those material costs directly accrued in the production process, such as raw material. Direct labour: refers to costs of all labour inputs directly used in the production of goods/services of a given enterprise. Often direct labour costs are measured on unit rates and costs of daily labour. Overhead costs: stands for those costs incurred, but which are not directly related to the production process. E.g. depreciation of machinery or equipment, shade rent, etc.

· Administrative and selling expenses: This includes costs incurred for certain administrative purposes and for the distribution of products. These are deducted from Gross Profit to arrive at Operating Profit.  These expenses are for example, salaries of management and support staff, expenses related to telephone, water and electricity bills as well as office rents and other similar expenses.

· Interest expense: this is the amount of interest to be paid on the amount of loan obtained, based on the current interest rate.

· Estimated income tax: the amount of tax that has to be paid as per the income tax proclamation.
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