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Business and Financial Plan Completion Guide
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Business Name: __________________________
Your Name: __________________________


Aspects of your business plan need to address certain aspects of specific performance criteria which are implied or covered within your business plan. To ensure your business plan meets the performance criteria, please use the checklist below before your final submission.
BSB30320 Certificate III in Entrepreneurship and New Business
BSBESB301: 1.1-1.5, 2.1-2.5, 3.1-3.4 		Investigate business opportunities
BSBESB302: 1.1-1.4, 2.1-2.3, 3.1-3.3, 4.1-4.3		Develop and present business proposals
BSBESB303: 1.1-1.3, 2.1-2.5, 3.1-3.3		Organise finances for new business ventures
BSBESB304: 1.1-1.3, 2.1-2.4, 3.1-3.2		Determine resource requirements for new business ventures
BSBESB305: 1.1-1.3, 2.1-2.4, 3.1-3.3		Address compliance requirements for new business ventures
BSBTEC201: 1.1-1.3, 2.1-2.5, 3.1-3.2		Use business software applications
BSBFIN302: 1.1-1.4, 2.1-2.4, 3.1-3.4		Maintain financial records	
BSBESB404: 1.1-1.4, 2.1-2.4, 3.1-3.4, 4.1-4.4		Market new business ventures
BSBPEF301: 1.1–1.4, 2.1-2.4, 3.1-3.5		Organise personal work priorities
FNSFLT201: 1.1-1.3, 2.1-2.3, 3.1-3.3, 4.1-4.5		Develop and use a personal budget


	Section
	Description/Content
	UoC
	Ref
	Completed

	
	
	
	
	Yes
	No
	N/A

	1. [bookmark: _Hlk50986176]Key Details

	1.1
	Registration details
	
	
	
	
	

	
	State the name under which the business will operate?
Entered the date you registered?
Entered the state/territory as WA?
Listed you Australian Business Number (ABN)?
Did you list the required licenses and permits?
	
	
	☐	☐	☐
	1.2
	Contact details
	
	
	
	
	

	[bookmark: _Hlk48832657]
	Entered your contact details?
	
	
	☐	☐	☐
	1.3
	Online and social media details
	
	
	
	
	

	[bookmark: _Hlk51058892]
	Listed your website?
Listed your social media accounts for the business?
	
	
	☐	☐	☐
	2. The Business 

	2.1
	Plan Summary
	
	
	
	
	

	2.1.1
	What your business does?
	
	
	☐	☐	☐
	2.1.2
	Your target market?
	
	
	☐	☐	☐
	2.1.3
	Your unique selling point (USP)?
	
	
	☐	☐	☐
	2.1.4
	Your business goals?
	
	
	☐	☐	☐
	2.1.5
	Your history?
	
	
	☐	☐	☐
	2.2
	Our why
	
	
	
	
	

	
	The reason why you started the business?
	
	
	☐	☐	☐
	2.3
	Our vision
	
	
	
	
	

	
	Write a brief statement describing your vision for your business?
	
	
	☐	☐	☐
	2.4
	Our mission
	
	
	
	
	

	
	List the purpose of your business venture?
	
	
	☐	☐	☐
	2.5
	Operations
	
	
	
	
	

	2.5.1
	Products and Services
	
	
	
	
	

	
	Have you listed your products and/or services?
	
	
	☐	☐	☐
	2.5.2
	Production
	
	
	
	
	

	
	Have you listed how you plan to produce your products or services and where you will purchase your main supplies?
	
	
	☐	☐	☐
	2.5.3
	Sales and distribution channels
	
	
	
	
	

	
	Have you listed your sales and distribution channels?
	
	
	☐	☐	☐
	2.5.4
	Digital technology
	
	
	
	
	

	
	Have you listed the digital technology you will use in the business?
Did you complete the contingency plan? 
	
	
	☐	☐	☐
	2.5.5
	Information management
	
	
	
	
	

	
	Have you listed how you collect, store and stock information?
	
	
	☐	☐	☐
	2.5.6
	Customer relations
	
	
	
	
	

	
	Have you listed how you will build and manage customer relationships with your business?
	
	
	☐	☐	☐
	2.6
	Assets
	
	
	
	
	

	2.6.1
	Premises
	
	
	
	
	

	
	Have you described the business premises, the location and whether you own or lease the property?
	
	
	☐	☐	☐
	2.6.2
	Stock and inventory
	
	
	
	
	

	
	Have you listed the stock and inventory you already have and calculated when it needs to be replaced?
	
	
	☐	☐	☐
	2.6.3
	Equipment including technology
	
	
	
	
	

	
	Have you listed the equipment you have or plan to purchase and the cost?
	
	
	☐	☐	☐
	2.7
	Intellectual property
	
	
	
	
	

	
	Have you listed any intellectual property, including registered trademarks, patents etc. and highlighted your understanding of trademarks?
	
	
	☐	☐	☐
	2.8
	Key people
	
	
	
	
	

	2.8.1
	Our staff
	
	
	
	
	

	
	Have you listed your staff, including yourself?
	
	
	☐	☐	☐
	2.8.2
	Sources of advice and support
	
	
	
	
	

	
	Have you listed sources of support for your business?
	
	
	☐	☐	☐
	2.8.3
	Skill and staff retention strategies
	
	
	
	
	

	
	Have you listed ways to keep your staff (including yourself) committed and their knowledge and skills updated?
	
	
	☐	☐	☐
	3. The Market

	3.1
	The problem
	
	
	
	
	

	
	Have you listed the issues or problems that your potential customers have?
	
	
	☐	☐	☐
	3.2
	Our solution
	
	
	
	
	

	
	Have you listed how you are going to address these issues with your product or service?
	
	
	☐	☐	☐
	3.3
	Our target market
	
	
	
	
	

	
	Have you clearly defined your target market?
Have you considered the cultural and ethical requirements of your customers?
Have you conducted the research on the customers projected future and included the source of your research findings?
Have you completed the Customer Persona section?
	
	
	☐	☐	☐
	3.4
	Advertising and promotion
	
	
	
	
	

	
	Have you listed your marketing and promotion channels?
	
	
	☐	☐	☐
	3.5
	The Competition
	
	
	
	
	

	
	Have you listed your 3 main competitors, their strengths and weaknesses and what you will do differently?
	
	
	☐	☐	☐
	3.6
	Pricing strategy
	
	
	
	
	

	
	Have you explained how you will set your prices for your products and services, and your reason why?     
	
	
	☐	☐	☐
	3.7
	SWOT analysis
	
	
	
	
	

	
	Have you listed your business’s strengths, weaknesses, opportunities and threats?
	
	
	☐	☐	☐
	3.7.1
	How we’ll address each weakness and threat
	
	
	
	
	

	
	Have you listed how you would deal with each of the weaknesses and threats?
	
	
	☐	☐	☐
	3.8
	PEST analysis
	
	
	
	
	

	
	Have you listed the political, economic, social and technological issues that may threaten your business?
	
	
	☐	☐	☐
	3.8.1
	How we’ll address each of the PEST issues
	
	
	
	
	

	
	Have you explained how you would address these potential threats?
	
	
	☐	☐	☐
	4. Risk management

	4.1
	Risk assessment
	
	
	
	
	

	
	Have you listed the risks, the risk rating, and the risks mitigation?
	
	
	☐	☐	☐
	4.2
	Insurance
	
	
	
	
	

	
	Have you listed the insurance policies required for your business?
	
	
	☐	☐	☐
	4.3
	Insurance compliance
	
	
	
	
	

	
	How will you comply with the insurance policy terms and conditions?
	
	
	☐	☐	☐
	4.4
	Laws we'll need to comply with
	
	
	
	
	

	
	Have you listed the laws, rules and regulations your business will need to comply with?
Have you listed how you will comply with these laws?
	
	
	☐	☐	☐
	4.5
	Taxation we'll need to register for
	
	
	
	
	

	
	Have you listed at least two taxation rules that apply to your business?
	
	
	☐	☐	☐
	5. Goals and key actions

	5.1
	Goals for next year
	
	
	
	
	

	
	Have you listed 3 goals for your business to achieve and the actions that need to be taken to achieve the goals?
	
	
	☐	☐	☐
	5.2
	Goals for the next 3 years
	
	
	
	
	

	
	Have you listed 3 long term goals and what actions you need to take to achieve them?
	
	
	☐	☐	☐
	6. Work priorities

	6.1
	Personal commitments
	
	
	
	
	

	
	Have you listed your personal commitments and how you would solve potential problems?
	
	
	☐	☐	☐
	6.2
	Work week planner
	
	
	
	
	

	
	Have you made a general overview of your work schedule and included when you will do bookkeeping and professional development?
	
	
	☐	☐	☐
	7. The finances

	7.1
	Finance needed
	
	
	
	
	

	
	Have you listed any finance required for your business?
	
	
	☐	☐	☐
	7.2
	Sources of funding
	
	
	
	
	

	
	Have you listed potential sources of funding for your business? Including self-funded.
	
	
	☐	☐	☐
	7.3
	Balance forecast
	
	
	
	
	

	
	Have you completed the balance sheet forecast for 2 years?
	
	
	☐	☐	☐
	7.4
	Profit and loss forecast
	
	
	
	
	

	
	Have you completed the profit and loss forecast for 2 years?
	
	
	☐	☐	☐
	7.5
	Cashflow forecast
	
	
	
	
	

	
	Have you completed the cashflow forecast for 2 years?
	
	
	☐	☐	☐
	7.6
	Break even analysis
	
	
	
	
	

	
	Have you completed your breakeven analysis?
	
	
	☐	☐	☐
	8. [bookmark: _Hlk50990617]Supporting documents checklist

	
	Have you obtained and submitted the relevant documents?
	
	
	☐	☐	☐
	8.1
	Previous NEIS or Self-Employment assistance
	
	
	
	
	

	
	Have you had previous NEIS or Self-Employment assistance?
	
	
	☐	☐	☐
	8.2
	Previous NEIS or Self-Employment business idea
	
	
	
	
	

	
	Have you listed your previous NEIS or Self-Employment Assistance business idea?
Have you listed when you worked on the previous business idea?
	
	
	☐	☐	☐
	8.3
	What is different in the current plan or your circumstances
	
	
	
	
	

	
	Have you indicated what is different in the current plan or your circumstances?
	
	
	☐	☐	☐
	FP
	Personal Budget
	
	
	
	
	

	
	Have you completed the Personal Budget Tab in the financial plan?
	
	
	☐	☐	☐
	MP
	Marketing Action Plan
	
	
	
	
	

	
	Have you completed at least 3 consecutive months of marketing actions, with measurable results?
	
	
	☐	☐	☐
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