BACK TO WORK ENTERPRISE
~BUSINESS PLAN WORKBOOK~
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	MANAGEMENT This section looks at how you will manage your business and else will be involved

	1. Why do you want to start this business?


	

	2. What experience do you have of working in this type of business?

e.g. doing it; selling for it, etc.
	

	3. Who will make the decisions on what to spend and buy?
	

	4. Who will perform the secretarial, book-keeping and sales tasks in the business?
	Task
	Who will do it?
	How often?

	5. 
	Bookkeeping
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Daily       Weekly      Monthly

	6. 
	Sending and paying bills.
	
	Daily       Weekly      Monthly

	7. 
	Telephone answering
	
	Daily       Weekly      Monthly

	8. 
	Typing/Filing/Letter writing
	
	Daily       Weekly      Monthly

	9. 
	Banking
	
	Daily       Weekly      Monthly

	10. 
	Tax Returns
	
	Daily       Weekly      Monthly

	11. 
	Ordering Supplies
	
	Daily       Weekly      Monthly

	12. 
	Selling
	
	Daily       Weekly      Monthly

	13. How will you ensure that you get paid for jobs done and get paid on time?
	

	14. What other type of work can you (or you spouse/partner) do outside of the business if your business is slow to take off?
	

	15. Where do you want to see your business in one year’s time?
	

	16. Where do you want to see your business in five year’s time
	

	17. What type of business training do you think you may need during the coming year?
	TYPE OF TRAINING
	Who will do the Training

	18. 
	
	You
	Spouse/Partner
	Other

	19. 
	Sales and Marketing
	
	
	

	20. 
	         Book-Keeping
	
	
	

	21. 
	                  

                  Taxation
	
	
	

	22. 
	
Other (specify) _____________
	
	
	

	23. Business Registration
	Are you registered as Self-Employed with Revenue Commissioners                                 YES□    NO□  

	1. 
	DO YOU HAVE A TAX CLEARANCE CERTIFICATE TC1?             YES □    NO□  

	2. 
	IF REGISTERED PLEASE PROVIDE THE FOLLOWING DETAILS FROM THE TRI FORM:-
             Date of registration: __________________            Registration: __________________

             Type of Registration: (please tick)
            Self-Employed Registration  □         VAT Registration□     Employer Registration□

	11. What Accountant will you use?
	


	MARKETING This section looks design of your product/service: pricing, where you will sell and how you will advertise.

	1. What makes you think there is a demand for your business?
	

	2. If your business involves making and/or selling products please list the products and prices.  (if you already have a price list please attach)
	Product Type
	Price Per Unit

	3. 
	1. 
	€

	4. 
	2. 
	€

	5. 
	3. 
	€

	6. 
	4. 
	€

	7. 
	5. 
	€

	8. 
	6. 
	€

	9. If your business involves providing services please list the main services and how you will charge.  For each state whether you will charge per hours, day or job.
	Service Type
	Price

	10. 
	1. 
	€                                                                        per Hour/Day/Job

	11. 
	2. 
	€                                                                        per Hour/Day/Job

	12. 
	3. 
	€                                                                        per Hour/Day/Job

	13. 
	4. 
	€                                                                        per Hour/Day/Job

	14. 
	5. 
	€                                                                        per Hour/Day/Job

	15. 
	6. 
	€                                                                        per Hour/Day/Job

	16. What geographical area will you cover with the business?
	

	17. What types of customer do you expect to buy from you?
	What type of people e.g. housewives, students, farmers, businesses, tradesmen etc.

	18. 
	1.
	2.

	19. 
	3.
	4.

	20. How will you advertise your business in order to attract your customers?
	Flyers □
	
	Letterhead□

	21. 
	Van Signage□
	 Premises Signage□
	                     Event Sponsorship □

	22. 
	Local Radio□
	Newspaper□
	                    Printed Work Wear □

	23. 
	   Invoice Books□
	Trade Shows□
	Website□

	24. What other ways might you promote your business?


	

	25. What would you stress as the best features of your product / service / business when selling to a customer?
	

	26. Who are your competitors, how many are there and where are they operating?
	

	27. What can you do to improve your product/service/ business to be better than your competitors? 
	


	FINANCE This section looks at money needed for the business, how much you will take in and how much you will pay out

	A. Investment and Start-Up Costs

	1. Estimate how much you have already invested in the following items
	Equipment
	Transport
	Premises
	Materials
	Total

	2. 
	€
	€
	€
	€
	€                      A

	3. What additional investment will be needed?
	Equipment
	Transport
	Premises
	Materials
	Total

	
	€
	€
	€
	€
	€                         B


	Total Investment in your Business (A+ B) =
	€                         C


	4. Where will you get the finance you need for your investment?
	Invested A
	Savings
	TAT Grants
	Loans
	Future Income
	Total

	
	€
	€
	€
	€
	€
	€                         C

	PROFIT & LOSS Money that will come in and go out during the first year, an the profit and loss are made

	1. CASH IN (Sales)
	How many products/services can you deliver each week
	€                         A

	
	On average, How much will you get from each product/service
	€                         B

	
	WEEKLY CASH IN = (multiply A by B)
	€                         C

	
	TOTAL ANNUAL CASH IN = (Multiply C by 48 weeks)
	€                         D

	     Cost of Sales
	How much will you spend on supplies?
	€                         E

	
	GROSS PROFIT = (SUBTRACT E FROM D)
	€                         F


	2. OVERHEADS
	Amount per year
	
	Brief Description a short note of what you are including in your figures

	Part-time/Casual Wages              
	€
	
	

	Full Time Staff                            
	€
	
	

	Staff PRSI @ 10% of above        
	€
	
	

	Van/Car Repayment           
	€
	
	

	Fuel                                     
	€
	
	

	Insurance & Tax                 
	€
	
	

	Maintenance & Repairs     
	€
	
	

	ESB, Telephone, Postage  
	€
	
	

	Hire or Lease Equipment  
	€
	
	

	Rent & Rates                    
	€
	
	

	Disposable Items
	€
	
	(I.e. Blades, drill bits etc.)

	Advertising
	€
	
	

	Other Insurances
	€
	
	

	Office Supplies
	€
	
	

	Accountant/Solicitor Fees
	€
	
	

	Interest & Bank Charges
	€
	
	

	Vehicle Wear & Tear
	€
	
	

	Equipment Wear & Tear
	€
	
	

	Total Overhead                   €                        G


	3. PROFIT OR LOSS
	             Gross Profit                   (F)  €2      22222222  

	
	Less Total Overheads                   (G) €2      22222222

	
	Net Profit/Loss                    (I)  €22      2222222


	4. DRAWINGS
	How much wages (Drawings) Do you need for the Year                   X   €

	
	How much is your BTWEA                                                                  Y   €

	
	How much will come from profits (subtract Y from X)                        Z   €


	PRODUCTION This section looks at premises, equipment and materials needs for the business

	1. Describe where you will operate your business from.  Will you have separate business premises or will you operate from home/back of a van etc.?
	

	2. How suitable are the premises and do they need any extension or modification?
	

	3. Which of the following licences or permits will you require to operate your business?

	 Planning Permission □
	           Health & Safety Cert. □
	           Safe Pass Cert □

	4. 
	           CR Certificate □
	   HASSOP (Food Business) □
	                   Insurance □

	5. 
	     Driving Licenses   □      Classes ____________________________________

	6. List the main tools and Equipment, Transport, Premises and Materials you will require for start-up. 
	Equipment
	1.
	2.
	3.

	7. 
	
	4.
	5.
	6.

	8. 
	
	7.
	8.
	9.

	9. 
	
	10.
	11.
	12.

	10. 
	Materials
	1.
	2.
	3.

	11. 
	Transport□
	                  Car  □
	     Van/Truck □
	             Trailer □

	12. 
	Premises□
	      Workshop  □
	            Office □
	               None □

	13. What different materials will you require for your business and who and where are your suppliers?
	Type of Materials
	Supplier
	Location

	14. 
	
	
	

	15. 
	
	
	

	16. 
	
	
	

	17. 
	Have you secured trade discounts with any of the above?      YES□    NO□      %Agreed _____

	18. Where will you get additional labour as needed or specialist skills as required?

	


~PRSI~
If you are self-employed you pay Class S PRSI contributions.  This entitles you to a limited range of social insurance payments including, Widow’s/Widower’s Contributory Pension, Orphan’s (Contributory) Allowance, State Pension (Contributory), Maternity Benefit, Adoptive Benefit and the Standard Bereavement Grant.  Class S social insurance contributions are paid at a rate of 3% on all income.

If your income is above €26,000 you also pay a 2% Health Contribution on all income.  You pay this directly to the Revenue Commissioners when you make your annual tax return.
~INCOME TAX~
Your income tax is based on your net profit also, in addition to any other income you or your spouse may have.  Get professional advice from your accountant on how much this will probably be, and set aside some cash on a regular basis to help budget for it.
~WHAT IS A BUSINESS PLAN~
A Business Plan is a tool to help you think out and plan your business before you start.  Just as you wouldn’t build a house without a Plan to work from, neither would you start a business without a Plan to direct you to takes you through the first year of business.  Writing up a Business Plan takes you through a series of questions that you may not have considered but which are very important in whether determining whether or not you can run your business and make a profit.
A Business Plan is an essential document which will enable you to:

· Work out why you are going into business, how you will operate your business, what premises and equipment you will need, where to source your finance and who your proposed customers will be.

· Present your business proposal to funding agencies and lending institutions when seeking their support.
· Assure other who may become involved with your business that you have the ability to manage and operate your affairs.
~USING THIS WORKBOOK~
The workbook is presented as a series of questions and is divided into 4 sections called management, marketing, production and finance.  Set aside time to sit down and complete the workbook.  If your business will involve your family members or will require an investment of family finance you may want to involve them in the planning.  Answer each question as best you can. Where you are unsure of the meaning of a question or, you are unable to answer it, leave it incomplete and write out your query on a separate sheet of paper.  You can go through these questions later with the Jobs Facilitator at the Dept. of Social, Community & Family Affairs or the Enterprise Worker assigned to you at the local Dev. Company.  If you already have other information that adds to any of the sections (e.g. drawing, photographs, building plans etc) these may be attached to the back of the Workbook.  When the Workbook is complete you then have an Outline Business Plan.




BUSINESS CONTACT DETAILS


Business Name:		_______________________________________


Owner:				_______________________________________


P.P.S. Number:			_______________________________________


Address:				_______________________________________


_______________________________________


						_______________________________________


Telephone:			mobile__________________________________


						landline_________________________________


E-mail: (if any)			__________________________________


Legal Structure: 		Sole Trader �     Partnership �    Limited Company �


Business Description:	Short description of the business you will be starting


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________


Proposed Start Date:	_____________________________________________________
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