Business and Entrepreneurship – Business Plans
1 of 21 - Welcome
Welcome to this session on Business Plans
In this session we will be covering:
· Business plans
· Vision, mission and values
2 of 21 – Introduction 
There are many different types of company, different sizes, those that are new and those that are existing.
When a business idea is first thought of, the initiator does not often think about the process of making that idea become a reality.
They often think in terms of success and profit but for new business ideas, it is essential that there is a business plan in place to assist with start-up.
A sound business plan can assist with many aspects of new business introduction, providing a written strategy to take the business idea forward.  
3 of 21 – Business Plan
 What is a Business Plan?
· A business plan is a guide, a roadmap for a business that outlines goals and details how the organisation plans to achieve those goals.
· The thought of preparing a business plan can be terrifying and this often discourages the initiator from making one.
· However, with a sound business plan in place, detailing all the necessary steps to get the business off the ground, this often helps take a new business idea forward.
· It provides information for potential stakeholders in the potential business, often helping them to decide whether to get involved with the business or not.  
Check out the following article and video for more information: 
http://articles.bplans.com/what-is-a-business-plan/ 
4 of 21 – Uses and users of a Business Plan – Part 1
So why go to the bother of writing a business plan?
Business plans are used:
· To detail the vision of the organisation
· To detail the goals of the business venture
· To detail the product or service being offered
· To work out how much finance will be required for start up
· To detail the staffing plan
· To work out the optimum location for the business
· To compare the business against competitors
5 of 21 – Uses and users of a Business Plan – Part 2
Business plans are used by:
· Banks to decide if they should lend finance
· Investors to help decide if they should invest
· The owner/writer of the business plan to check if their idea is a good one
· The owner/writer of the business plan to check progress
If a bank manager is looking at a business plan as a tool to decide whether to provide the start-up with a loan, what kind of information should the business plan contain?
See the list below for some examples of questions that need to be considered: 
· How much money will be required to start the business?
· How much money for rent?
· How much money to pay wages?
· How much money will be spent on special licenses (e.g. to sell alcohol)?
· How much profit the business forecasts it will make?
6 of 21 – Contents of a Business Plan
You have some thoughts on what should go into a business plan, but what is actually required?
· Executive Summary
· Details of the product/service
· Market Analysis
· Competitor Analysis
· Sales and Marketing Plan
· Ownership and owner(s)
· Financials
There are many websites showing examples of business plan content. You can also download templates such as this:  https://www.nibusinessinfo.co.uk/downloads/business-plan-template.doc 
7 of 21 – Question 1
Which of the following should you include in your business plan?
· What it is that you are offering (product or service)
· How you will market your business
· State that you have no competition
The correct answers are, what it is you are offering, (product or service) and how you will market your business. You should not state that you have no competition as every business has competitors, both direct or indirect.
8 of 21 - Contents of a Business Plan Continued
Executive Summary
This should be a concise statement, detailing what the business is, where it is to be located and when it plans to start trading.  A brief summary of how the business is to be financed including personal capital, loans or grants.  You can detail the Unique Selling Point (USP) of the product or service.  It should include information relating to current market dynamics including the current and forecasted levels of growth of the chosen business sector.  
Details of the Product/Service
This should include a detailed description of the product/service being sold including the benefits that will be offered to customers. The description should also detail how the product/service will be regarded in the market by potential customers, eg ‘value for money’. An explanation outlining why customers would purchase the product/service as opposed to other competitors, eg better quality product, excellent after-sales service, convenient location.
Market Analysis
Should include information on the market that the business will exist in.  Information on potential customers, volume of customers and why they would choose the product/service.  The owner/writer could carry out market research and include the findings here.  This section should detail the segment of the market that the product/service will appeal to.  
Competitor Analysis
This section should detail: 
· the competitors to the new business
· their location
· product/service they provide 
All of these factors should be compared to the start-up and how they differ or are similar.  
Sales and Marketing Plan
Should include the price that you will sell the product for, any discounts or special pricing for bulk buying.  Detail how the product/service will be marketed, including advertising and promotion. Give details of where the item will be promoted/advertised.  
Ownership and owner(s)
State the type of business that is being opened, franchise etc.  Include who is involved in the product. You could include the qualifications of the owner and the staffing plan in this section.

9 of 21 – Question 2
Can you complete these statements about other things you might need to include in a business plan? Please fill in the blanks in the text below, with the following words and phrases: Size, Areas, Licenses, Beauty, Qualifications, Restaurant and Salon.
There are other BLANK that can be included in the business plan, these are dependent on the BLANK and type of business. If you are opening a BLANK, you may want to include a section on the BLANK required to run the business. If you are opening a BLANK BLANK, you may want to include the BLANK of staff. 
The correct answer is:
There are other areas that can be included in the business plan, these are dependent on the size and type of business. If you are opening a restaurant, you may want to include a section on the licenses required to run the business. If you are opening a beauty salon, you may want to include the qualifications of staff. 
10 of 21 – Bespoke Ideas on a Business Plan
If you were to think of a restaurant, they may have some more specific requirements which they’ll also need to include in their business plan. This could include: 
· Food Premises Approval - If your business involves handling meat, fish, egg or dairy products, you must be inspected and approved by your local council.
· Alcohol – license to sell alcohol from the premises. 
· Music – a license to play copyrighted music. The license is necessary whether you play music from CDs, have a karaoke night or contract the services of a DJ.
Whatever your business plan, once it is complete, it is important to keep it up to date and ensure that it is being followed.
11 of 21 – Purpose and Aims
When starting any new business venture, it is important to have a clear view of the organisation’s purpose and long term aims.
This will normally be set out within the business plan; however, a clear mission and vision statement can help communicate to the outside world, the nature of the business's goals and aims in a few short sentences.
Equally important, the mission and vision statements signal what a business is all about to customers, employees, suppliers and the community.  
Company values support the mission and vision statement and help shape the culture of the organisation.
12 of 21 – Mission and Vision Statements – what are they?
The vision and mission statement serve different purposes but are often confused with each other.
A mission statement describes what a company wants to do now, a vision statement outlines what a company wants to be in the future.
This is illustrated in the examples below:
BBC’s mission statement:  
“To enrich people’s lives with programmes and services that inform, educate and entertain”
Heinz’s vision statement:  
“To be the best food company growing a better world”
13 of 21 - Mission and Vision Statements
Not all companies will have both a mission and vision statement. Often, they can be used interchangeably – what might seem to be a vision is described as a mission statement and vice versa.
Some companies set themselves very challenging visions for the future. Some statements are quite wordy which can result in losing their effectiveness. Some are more motivational than others.
Mission Statement:
A Mission statement talks about HOW you will get to where you want to be. Defines the purpose and primary objectives related to your customer needs and team values.
It answers the question, “What do we do? What makes us different?”
A mission statement talks about the present leading to its future.
It lists the broad goals for which the organisation is formed. It helps define the key measure or measures of the organisation's success.
Vision Statement:
A Vision statement outlines WHERE you want to be. Communicates both the purpose and values of your business.
It answers the question, “Where do we aim to be?”
A vision statement talks about your future.
It lists where you see yourself some years from now. It inspires you to give your best.
14 of 21 – Question 3
Time should be taken in the early stages of a new business venture to create an effective mission and vision statement which clearly describe its purpose and future aims.
To help develop effective statements, the following questions need to be considered. 
Correctly identify what questions should be considered for each statement. Write these out into the table below. 
· For whom do we do it? 
· Where do we want to be going forward?
· What do we do today?
· How do we want to do it?
· What, For Whom and Why?
· When do we want to reach that stage?
· What is the benefit? 
· Why we do what we do?
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The correct answers are shown in the table below:
	Mission
	Vision

	What do we do today?
	Where do we want to be going forward?

	For whom do we do it?
	When do we want to reach that stage?

	What is the benefit?
	How do we want to do it?

	Why we do what we do?
	

	What, For Whom and Why?
	



15 of 21 – Company Values
Company Values are what support the mission and vision statement, shape the culture and reflect what the company considers as important. Company values are also known as Core Values.
Company values can serve a number of purposes. They can help to educate customers and potential customers about what the company believes is important and clarify the identity of the company.
They can also be used as a recruitment tool. Jobseekers can consider whether these companies hold the values that they consider as important. Organisations can also use the values when selecting future employees to evaluate whether they possess similar traits in line with the company values.  
16 of 21 – Company Values – Examples
Examples of Company values which many organisations view as important include:
· Teamwork
· Trust
· Respect 
· Quality
Check out the following video of how Rentokil Initial put their values of Service, Relationships and Teamwork into action. Take note of how employees practice the values as you watch the video.
http://www.rentokil-initial.com/about-us/values.aspx 
17 of 21 - Communicating Vision, Mission and Company Values
Once an organisation has created their mission, vision and values, they need to communicate this to both internal employees and to the outside world.
Often this information will be found under the corporate section of the company website, however as you may have seen from your research not all mission, vision and values are easy to find.
Employees also need a way to be made aware of the existence of company values and ensure that they act as ambassadors of the company in promoting the values.
18 of 21 – Vision, Mission and Company Values – Case Study
Read the following short case study: 
Eversheds are one of the largest law firms in the world with over 4,000 employees operating in 29 offices worldwide.  To make sure the Eversheds business strategy was effective, it was important that all staff understood the vision and learnt to share the values. This process was undertaken through internal communication.
Communication involves:
· The message – this must be something everybody can understand
· The medium – how the message is conveyed
· The receiver – the person being targeted by the communication
· Feedback – so the sender knows the communication has been effective
Think about or note down all the different ways Eversheds could communicate its company values to all employees taking account of their numerous locations worldwide.
19 of 21 - Vision, Mission and Company Values – Case Study Summary  
 Every organisation uses many different methods to communicate with its staff. Face-to-face methods might include meetings, interviews and reviews or by using new methods such as videoconferencing. Written methods might include e-mails, reports, noticeboards and in-house magazines.
 As Eversheds’ offices are spread all over the world, a variety of techniques are used to communicate the vision and values. For example, face-to-face methods included:
•  Annual general meetings open for all staff
•  Roadshows
•  Staff feedback directly to managers
•  Team meetings
•  Staff appraisals.
Written methods of communicating the vision and values included a range of published literature within the organisation, as well as the Eversheds website.
20 of 21 – Question 4
Considering what you have learnt about business plans, please fill in the blanks in the statements below, with the following words and phrases: Present, Future, Important, Mission, Vision, Company and Values.
The BLANK Statement concentrates on the BLANK; it defines the purpose and primary objectives related to your customer needs and team values.
The BLANK Statement focuses on the BLANK; it is a source of inspiration and motivation. Often it describes not just the future of the organisation but the future of the industry in which the organisation operates.
BLANK BLANK are what support the mission and vision statement, shape the culture and reflect what the company considers as BLANK.
The correct answers are: 
The Mission Statement concentrates on the present; it defines the purpose and primary objectives related to your customer needs and team values.
[bookmark: _GoBack]The Vision Statement focuses on the future; it is a source of inspiration and motivation. Often it describes not just the future of the organisation but the future of the industry in which the organisation operates.
Company Values are what support the mission and vision statement, shape the culture and reflect what the company considers as important.
21 of 21 – End
Well done. You have completed this session on Business Plans.
In this session, we have covered:
 •	Business plan
•	Vision, mission and values
If you have any questions about the topics covered, please make a note and discuss these further with your tutor.
