Click or tap here to enter text.[Insert your business logo]
[Enter your business name]

Business plan
Date: Select a date	
 [Use the italicised guidance throughout this template for help completing your business plan. 
You may wish to remove this text before you finalise your plan. Use the grey fields to type your answers.] 



[bookmark: _Toc77604682][bookmark: _Toc77664015][bookmark: _Toc149822937]1. Key details
[bookmark: _Toc77604683][bookmark: _Toc77664016][bookmark: _Toc149822938]1.1 Registration details
[Find out about business registrations and choosing a business structure.] 
	Business name 
Registered or proposed name.
	

	Date registered
	

	State registered in
	

	Business structure
	Select structure

	Australian business number (ABN) Must be completed!
	

	Australian company number (ACN)
If a company.
	

	Director Number 
If a company.
	

	Licences and permits
Australian, state and local.
	


[bookmark: _Toc77604684][bookmark: _Toc77664017][bookmark: _Toc149822939]1.2 Contact details
	Name
	

	Phone
	

	Mobile
	

	Email
	

	Address
	


[bookmark: _Toc77604685][bookmark: _Toc77664018][bookmark: _Toc149822940]1.3 Online and social media detail
	
	Address/details

	Website
	

	Select type
	

	Select type
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[bookmark: _Toc149822941]2. The Business
[bookmark: _Toc77604687][bookmark: _Toc77664020][bookmark: _Toc149822942][bookmark: _Toc70600966][bookmark: _Toc70601350][bookmark: _Toc70680244]2.1 Plan summary
[Complete this section last so you can summarise information from the rest of your plan.]
	2.1.1 What our business does
The products or services we sell.
	

	2.1.2 Our target market
Who would specifically buy your product or service?
	

	2.1.3 Our unique selling point / Features and benefits
What makes you different as a business?
	

	2.1.4 Our business goals
What do you want to achieve long term?
	

	2.1.5 Our history
Industry experience, major achievements.
	


[bookmark: _Toc77604688][bookmark: _Toc77664021][bookmark: _Toc149822943][bookmark: _Toc72835344][bookmark: _Toc74046792]2.2 Our why
[Consider why you started this business. Why are you personally invested in this business idea?]
The inspiration behind the business. 
	


[bookmark: _Toc77604689][bookmark: _Toc77664022][bookmark: _Toc149822944]2.3 Our vision
[Consider what you want your business to accomplish in the long term. What are your ultimate goals? Be passionate, powerful and inspiring. Where do you see your business in 5 years’ time?] 
Our hopes, dreams and where we aim to go.
	


[bookmark: _Toc72835345][bookmark: _Toc74046793][bookmark: _Toc77604690][bookmark: _Toc77664023][bookmark: _Toc149822945]2.4 Our mission (Benefit Statement)
[Consider the purpose of your business and define what it does for your customers. What do you do, how do you do it and why do you do it? Include what benefits you bring to your customer. Remember: It’s not about making money! Making money is a result of something you do very well!]
Who we are and why we exist?
	


[bookmark: _Toc77604691][bookmark: _Toc77664024][bookmark: _Toc149822946]2.5 Operations 
[bookmark: _Toc149822947]2.5.1 Products and services (Revenue Streams)
What we’re selling. [In this section, you must list the sources of income to your business. This can income from products, services, fees, commissions etc. In the description field list if the price per unit is an hourly rate, a price per item, commission per sale, a percentage etc.] (To add extra product/service lines; right-click the last row, then click insert row below to add another line.)
	Product/service
	Description
	Unit price (incl. GST)

	
	
	[bookmark: Text3]$     

	
	
	[bookmark: Text4]$     

	
	
	$     


[bookmark: _Toc149822948]2.5.2 Production (Key Actions)
How we produce our products or services and where we get our main supplies from. [List the main steps you need to take, to provide customers with your products or services. For example: when and where you buy stock, when you send quotes or agreements, what suppliers you rely on.]
	


[bookmark: _Toc149822949]2.5.3 Sales and distribution channels (Channels)
The channels we’ll use to distribute our product or service to customers.  [In this section, you must list under Channel if you are using Direct Sales, Market Stall, Shopfront, Website, Wholesale, social media or other distribution channels.]
	Channel
	Used for
	Details

	[Example: Website]

	[Example: Selling our coffee beans internationally online.]
	[Example: Beans Online account for 20% of sales.]

	

	
	

	


	
	

	

	
	


[bookmark: _Toc149822950]2.5.4 Digital technology
[Learn about selling online and digital options to improve your business efficiency and profitability. You will need to list at least three different software applications you will use, for two different purposes each.] 
Technology we plan to use for our business. 
	





Technology contingency plan to use for our business. [Technology can fail! What is your plan if the technology you selected doesn’t work as expected?]
	








[bookmark: _Toc149822951]2.5.5 Information management
[How do you collect, store and use customer and stock information? Do you back up this information? How do you do this and how often? Make sure you comply with industry standards and  legislation.]
How we collect, store and use customer and stock information.
	


[bookmark: _Toc149822952]2.5.6 Customer Relations (Customer Relations)
[How will you build and manage customer relationships with your business?] [Examples: email newsletters, loyalty cards, sending discount offers or specials, thank you notes to customers, requests to like or share on social media, refer a friend discount, bonus points, customer birthday present, regular Brand updates, useful industry tips, competitions (regulations apply), event announcements, gift certificates.]
How we will interact with our customers, to keep them informed and/or engaged with our business. 
	






[bookmark: _Toc149822953]
2.6 Assets and Key Resources (Key Resources)
2.6.1 Premises
[Describe your business premises, the location, facilities and whether you own or lease them. 
Visit our Business premises page for more information.]
	


2.6.2 Stock and inventory
[What stock do you have? Describe how you store and manage stock. See our managing inventory page for more information. If you do not have any stock, please explain why. For example: Our business is a Drop-Shipping business, and we don’t hold stock.] 
	


2.6.3 Equipment (including technology)
	Equipment
	Date bought or leased
	Cost ($)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc149822954]2.7 Intellectual property
[List any intellectual property that you have registered or need to protect. For more information, check our intellectual property guide. In this section you must clearly demonstrate your understanding of Trademarks and Copyright and how they impact on your business or not. Remember: Your business name registration is NOT a Trademark registration!!]
	





[bookmark: _Toc77604692][bookmark: _Toc77664025][bookmark: _Toc149822955]2.8 Key people & partners (Key Partners)
[bookmark: _Toc149822956]2.8.1 Our staff
[List your existing staff and any staff or contractors required for your business. In this section you must include yourself, any partners, staff, or contractors. If the person’s name is not known yet, you can enter TBA (To be announced). List any major achievements, relevant skills and business experience.]
	Role
	Name
If role is filled.
	Skills and experience

	
	
	

	
	
	

	
	
	


[bookmark: _Toc70600969][bookmark: _Toc70601353][bookmark: _Toc70680246][bookmark: _Toc149822957]2.8.2 Sources of advice and support
[Sources of advice and support for your business could include a business mentor, your accountant, a valued supplier or even an industry association.
External people or organisations that provide support to our business. 
	Support type
	Name
	Skills and experience

	
	
	

	
	
	

	
	
	


[bookmark: _Toc149822958]2.8.3 Skill and staff retention strategies
[Read about developing and maintaining staff skills. In this section, you must include yourself as staff and specifically state how you will be keeping your own skills current as well as any staff if you intend to hire staff!] 
How we maintain our own skills and if applicable the skills of our staff.
		







[bookmark: _Toc77604693][bookmark: _Toc77664026][bookmark: _Toc149822959]3. The market
[bookmark: _Toc77604694][bookmark: _Toc77664027][bookmark: _Toc149822960]3.1 The problem
[What issues do your potential customers face in the market? Is there a lack of your service type in a particular suburb? Is the product supplied by other businesses expensive?] 
The market problem(s) that we aim to solve for customers. [In this section you must describe the problem the customer is currently having. These are the things customers generally complain about, but it is the issue you can solve for them!]
	


[bookmark: _Toc70600961][bookmark: _Toc70601345][bookmark: _Toc70680238][bookmark: _Toc77604695][bookmark: _Toc77664028][bookmark: _Toc149822961]3.2 Our solution, features and benefits (Value Proposition)
How our business solves the problem – our unique selling point. This is how we’ll succeed in the market. [In this section you must describe the solutions you bring to the customer. These are the reasons why customers would want to buy from you! It solves the problem(s) listed in 3.1. Make sure you include the features and benefits of your product or service.]
	



[bookmark: _Toc70600962][bookmark: _Toc70601346][bookmark: _Toc70680239][bookmark: _Toc77604696][bookmark: _Toc77664029][bookmark: _Toc149822962]


3.3 Our target market (Customer Segment)
[Not everyone will want your product or service, so make sure you research the market and have a clear picture of who you’re targeting. This helps focus your marketing efforts and improve your chances of success. 
The group of customers that we aim to sell our products or services to.  [Describe your targeted customers for example by gender, age, income, location or education.]
	 




[bookmark: _Toc70600963][bookmark: _Toc70601347][bookmark: _Toc70680240]The group of customers ethical and cultural requirements. [What cultural and/or ethical expectations do your customers have? For example: They expect eco-friendly products and packaging, or they have specific dietary requirements.]
	





The group of customers projected future.  [This section requires you to do some online research on your targeted customers. Your research will need to answer the following question: Will there be more or less of these customers over time? Important: In this section you must reference at least the link(s) where you found the information.]
	 


	[bookmark: _Toc77604697][bookmark: _Toc77664030][image: Office worker male with solid fill]
	[bookmark: _Toc149822963]Customer Persona
	[image: Office worker female with solid fill]

	[bookmark: _Toc149822964]Demographics

	Age group
	

	Profession
	

	Annual Income
	

	Education level
	

	Family Status
	

	[bookmark: _Toc149822965]Psychographics

	Lifestyle 
	

	Goals
	

	Pain points
	

	Spending habits 
	

	Values
	

	Interests 
	

	Hobbies
	

	[bookmark: _Toc149822966]Geographic

	City
	

	Area
	

	Region
	

	Country
	

	[bookmark: _Toc149822967]Behavioural

	Engagement 
	

	Product Usage
	

	Primary Social media Source
	

	Loyalty 
	



[bookmark: _Toc149822968]3.4 Advertising and promotion (Channels)
[Choose channels that suit your target market. For example, social media use varies across different age groups. Learn about choosing the best channels to communicate with your customers.]
The channels we’ll use to communicate with our target customers. [Select from: Conference/Industry fair, Email, Mail, Online, Paid Advertising, social media (Unpaid), or Other.]
	[bookmark: _Toc70680242]Channel
	Used for
	Details

	

	
	

	

	
	

	

	
	

	

	
	



[bookmark: _Toc77604698][bookmark: _Toc77664031][bookmark: _Toc149822969]3.5 The competition
[bookmark: _Toc70600964][bookmark: _Toc70601348][bookmark: _Toc70680241]The top 3 businesses we’re competing against, what they do well and not so well. What we’ll do differently to succeed in the market.
	Competitor name
	
	
	

	Their Strengths
	
	
	

	Their Weaknesses
	
	
	

	What we’ll do differently
	
	
	


[bookmark: _Toc77604699][bookmark: _Toc77664032][bookmark: _Toc149822970]3.6 Pricing strategy
[Explain your pricing strategy and why you chose it.]
How we set prices for our products/services. [These could be cost-based pricing, market-based pricing, luxury pricing, competitive pricing, or any other form of pricing you have chosen. Explain why you chose this pricing strategy.]
	


[bookmark: _Toc77604700][bookmark: _Toc77664033][bookmark: _Toc149822971]


3.7 SWOT analysis
[Learn how to complete a SWOT analysis for your business.]
Our business strengths, weaknesses, opportunities and threats. 
	Strengths
What’s good about our business.
	

	Weaknesses
What’s not so good about our business.
	

	Opportunities
External factors we could take advantage of. 
	

	Threats 
External factors that could cause problems for us.
	


[bookmark: _Toc149822972]3.7.1 How we’ll address each weakness and threat.
[What could you do to reduce the weakness and/or threats to your business?]
	




[bookmark: _Toc149822973]

3.8 PEST analysis
[Learn how to conduct a PEST analysis for your business.]
What affects our business politically, economically, socially and technology wise. 
	Politically
What impact does the political climate have on the business? [What do politicians decide on that could impact on your business?]
	

	Economically
What economic changes could impact our business?
	

	Socially
What social changes could impact our business? 
	

	Technological 
Technology factors that could cause problems for us.
	



[bookmark: _Toc149822974]3.8.1 How we’ll address each of the PEST issues
	








[bookmark: _Toc77604701][bookmark: _Toc77664034][bookmark: _Toc149822975]4. Risk management
[bookmark: _Toc77604702][bookmark: _Toc77664035][bookmark: _Toc149822976]4.1 Risk assessment
[Learn about types of risk that could affect your business and how to assess and manage risks to your business.]
Risks that could impact our business and what we’ll do to protect it. [Use the Risk Matrix principles to assess each risk on likelihood and severity, then rate each risk: low, medium, high or extreme.]
	Risk/impact description
	Risk Rating
	What we’ll do to reduce this risk

	[bookmark: _Hlk164670401]
	Select level	

	
	Select level	

	
	Select level	

	
	Select level	

	
	Select level	

	[bookmark: _Hlk164670461]
	Select level	


[bookmark: _Toc77604703][bookmark: _Toc77664036][bookmark: _Toc149822977]


4.2 Insurance
[If you’re not sure what you need, visit our Business insurance page for more information. For the Self-Employment Assistance program, you will need a minimum of $5 Million Public Liability Insurance, regardless of the type of business you will be operating. List the type of insurance (eg. Public Liability, Professional Indemnity, Product Liability, Workers Compensation, or Other. Then list under Details, information such as the name of the insurer and the amount of insurance you have.]
The insurance we have or need.
	Insurance type
	Details

	Public liability insurance	

	Select type	

	Select type	

	Select type	

	Select type	


[bookmark: _Toc149822978][bookmark: _Toc70600975][bookmark: _Toc70601359][bookmark: _Toc70680251]4.3 Insurance Compliance
[For the insurance to cover your business, your employees or equipment, you will need to comply with their Policies & Procedures and/or write your own. In this section you will need to research what you must or must not do, according to the Terms and Conditions of Insurance.]
The insurance policy compliance requirements.
	Insurance type
	Details of Insurance Compliance Requirement

	Public liability insurance	

	Select type	

	Select type	

	Select type	

	Select type	



[bookmark: _Toc77604705][bookmark: _Toc77664038][bookmark: _Toc149822979]4.4 Laws we’ll need to comply with
[List the laws that impact on your business including laws specific to your industry. This includes any licences you need for your business. Common laws that apply to almost every business are: A New Tax System (Goods and Services Tax) Act 1999, Income Tax Act 1986, Competition and Consumer Act 2010, Work health and Safety Act 2011, but there may be others specific to your industry.]
	


How we will comply with these laws. [List the things you must or must not do to comply with these laws.]
	


[bookmark: _Toc149822980]4.5 Taxation we will need to register for
[List the taxation registrations for your business. This depends on your chosen business structure and the amount of turnover in a year. Examples: Do you need to apply for GST (Goods & Services Tax) Does your business require its own Tax File Number?]
	1. 
2.





[bookmark: _Toc77604706][bookmark: _Toc77664039][bookmark: _Toc149822981]5. Goals and Key Actions (Key Actions)
[Learn how to set goals that will help your business grow. Use the SMART-goal principles!]
[bookmark: _Toc77604707][bookmark: _Toc77664040][bookmark: _Toc149822982]5.1 Goals the first year
	Your Goal
	[Enter a goal here]
	[Enter a goal here]
	[Enter a goal here]

	Actions to achieve goal

	· [Enter steps to take here]
· [Enter steps to take here]
· [Enter steps to take here]
	· [Enter steps to take here]
· [Enter steps to take here]
· [Enter steps to take here]
	· [Enter steps to take here]
· [Enter steps to take here]
· [Enter steps to take here]

	Due date
	Select date	Select date	Select date
	Who’s responsible
	
	
	


[bookmark: _Toc77604708][bookmark: _Toc77664041][bookmark: _Toc149822983]
5.2 Goals for the next 3 years
	Your Goal
	[Enter a goal here]
	[Enter a goal here]
	[Enter a goal here]

	Actions to achieve goal

	· [Enter steps to take here]
· [Enter steps to take here]
· [Enter steps to take here]
	· [Enter steps to take here]
· [Enter steps to take here]
· [Enter steps to take here]
	· [Enter steps to take here]
· [Enter steps to take here]
· [Enter steps to take here]

	Due date
	Select date	Select date	Select date
	Who’s responsible
	
	
	





[bookmark: _Toc149822984]6. Work priorities
[Assessing and organising your work priorities will help you manage your business. You may need to consider other commitments you have such as family commitments or other work commitments next to your business. Are there certain tasks you need to delegate to others? Do you need to hire help? What are your contingency plans if things do not go as expected?]
[bookmark: _Toc149822985]6.1 Personal Commitments
	Commitment
	[Priority 1 ]
	[Priority 2 ]
	[Priority 3]

	What is required?

	· 
	· 
	· 

	What could be a problem?

	· 
	· 
	· 

	What is your Contingency Plan?
	
	
	



[bookmark: _Toc149822986]6.2 Work week planner
[List the main tasks you will need to complete for your business, such as marketing, customer service, production, sales etc. Give a rough overview of what your week would look like. Block out the sections you need for other commitments. You must at least mention bookkeeping and professional development somewhere in your schedule.]
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


[bookmark: _Toc77604709][bookmark: _Toc77664042][bookmark: _Toc149822987]7. The finances
[You may find the Australian Taxation Office’s small business benchmarks useful to compare your performance when completing this section.]
[bookmark: _Toc77604710][bookmark: _Toc77664043][bookmark: _Toc149822988]7.1 Finance needed
[If you aren’t seeking finance, explain why you do not need any finance.]
How much money we need and what it’s for.
	




[bookmark: _Toc77604711][bookmark: _Toc77664044][bookmark: _Toc149822989]7.2 Sources of funding
[Describe sources and amounts of funding that your business has received. Include your own investment in your business. Include anything like scheduled crowdfunding]
	[bookmark: _Hlk149821159]




[bookmark: _Toc70600977][bookmark: _Toc70601361][bookmark: _Toc70680253][bookmark: _Toc77604713][bookmark: _Toc77664046][bookmark: _Toc149822990]7.3 Balance forecast
[Refer to financial plan for Balance forecast. No need to paste anything here if you attached the completed the financial plan.]

[bookmark: _Toc70600978][bookmark: _Toc70601362][bookmark: _Toc70680254][bookmark: _Toc77604714][bookmark: _Toc77664047][bookmark: _Toc149822991]7.4 Profit and loss forecast
[bookmark: _Toc70600979][bookmark: _Toc70601363][bookmark: _Toc70680255][Refer to financial plan for Balance forecast. No need to paste anything here if you attached the completed the financial plan.]

[bookmark: _Toc77604715][bookmark: _Toc77664048][bookmark: _Toc149822992]7.5 Cash flow forecast
[Refer to financial plan for Balance forecast. No need to paste anything here if you attached the completed the financial plan.]

[bookmark: _Toc149822993]7.6 Break-Even Analysis (Cost Structure)
[Complete this break-even analysis. You can also use your own accounting tools or ask your accountant for help.]
Our break-even analysis.
[Paste ONLY the green Summary Break-Even Analysis from your financials here.]
	



[image: Icon

Description automatically generated]
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[bookmark: _Toc377110882][bookmark: _Toc70600981][bookmark: _Toc70601365][bookmark: _Toc70680256]
[bookmark: _Toc77604716][bookmark: _Toc77664049][bookmark: _Toc149822994]8. Supporting document checklist
Attached documents (where relevant):
☐ Financial Plan
☐ Marketing Plan

Other Documents:
☐ Self-Employment Assistance Coaching Sign-up Checklist
☐ Insurance (Public Liability is a Self-Employment Assistance requirement)

☐ Record of Business Name Registration (If using a Business Name.)
☐ Licences & permits (Applicable to your business)
☐ Council Approval or evidence approval is not required by your council.
☐ Landlord permission (or rates notice if you work from home and own the home.)
☐ Certification (if required in your industry)
☐ Resume (if industry experience is essential or required in your industry.)
[bookmark: _Toc149822995]
8.1 Previous NEIS or Self-Employment Assistance?
[If you have previously received NEIS or Self-Employment Assistance, you will need to complete the following questions.]
☐ I have never received NEIS or Self-Employment Assistance
☐ I have received NEIS or Self-Employment Assistance (Complete 8.2 and 8.3)

[bookmark: _Toc149822996]8.2 Previous NEIS or Self-Employment Assistance Business Idea 
[Please list the previous business idea, for which you received the NEIS or Self-Employment Assistance.]
What was your previous business idea?
	


When did you work on the previous business idea?
	


[bookmark: _Toc149822997]8.3 What is different in the current plan or your circumstances?
[Describe why you believe your business plan will be successful. What were the Lessons learned?]
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