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INTRODUCTION

a. Give a brief history of the business/venture and the people behind it.
	


b. Summarise the financial history of the business (existing businesses only) e.g. “Sales of €X were generated in 2018 and profits of €Y.” 
	


MISSION STATEMENT
A Mission Statement tells us the overall purpose of the company and where the business intends to go. It is not a marketing tool or slogan. 

	


 OPERATIONAL SECTION

PRODUCT OR SERVICE

a. List the product(s)/service(s) you currently provide (For existing businesses only). 
	


b. Describe the new product or service you wish to provide. Describe its benefits to the consumer.
	


c. Describe briefly how these product (s) and/or service(s) are produced.
	


d. List the premises/machinery required. Indicate what equipment you have and what you need to buy/lease.
	


e. List your main suppliers and state why you have chosen these suppliers 

	


f. State how you will protect your business legally, if appropriate. For instance, trademarks, choice of legal structure, insurances, governance requirements and intellectual property, if relevant.
	


g. How will you ensure quality control? For example, adhering to industry standards, membership of a professional body etc.)
	


h. What business, economic and regulatory factors need to be considered and how will you prepare for these?
	


i. What environmental factors need to be considered?
	


j. How will you mitigate your environmental impact?
	


k. How will you comply with health & safety regulations and any other regulations - e.g. HSE, Fire safety, County Council?
	


MARKET SECTION
MARKET
a. Research & feasibility:
What evidence do you have that there is a need for your product or service? For example, have you spoken to any future customers? What was their reaction? Have you obtained any forward orders? 
	


b. Customers: 
Who are your current/potential customers (gender, age and location)? Do you intend to market your product or service to local residents, tourists, through the internet etc.? What kind of choices will you give customers? Why will they buy from you?
	


c. Unique Selling Point (USP):

Why would someone pay for your product or service? What is its USP?

	


d. Competitors: 
Who are your competitors?  What is their reaction to you likely to be? Have you any advantages over your competitors? See Appendix 3 for more information on competitor profiling. 
	


e. Price

1. What price will you charge and why? What will your margins be? Give details of your pricing policy. Will your price be higher, the same, or lower than the competition? See Appendix 4 for more details. 
	


2. What terms will you offer your customers? – e.g. discounts, credit.

	


f. Place

1. How will customers buy your product/service?

	


2. Do you have you a reliable distribution channel?

	


3. Will there be a passing trade?

	


4. Is it accessible by public transport? Is it easy to find car and bicycle parking? Please provide details.
	


5. How will you maximise online accessibility/visibility? For example, search engine optimisation. 
	


MARKETING
a.  Who do you want to target? Who are your potential customers?
	


b. What image/message do you want to get across to your potential customers? For instance, will you project an image of a cheap/luxury/fun product or service etc.? If relevant, you can include your logo or other examples of visual merchandising in an appendix. 
	


c. How will you promote your product or service, e.g. advertising, personal selling, direct mail, website, social media etc.  

	


d. List promotional material(s) required, e.g. business cards, fliers, pop-up stands etc.

	


e. Does the internet fit into your business strategy?  If yes, describe how you will use the internet to benefit your business e.g. website, search engine optimization. social media marketing, internet advertising.
	


f. How will you network to increase sales?

	


g. How will you evaluate the effectiveness of your marketing? For example, will you seek feedback from customers and if so, how? 
	


MANAGEMENT AND ORGANISATIONAL STRUCTURE
You can include an organizational chart if relevant.

a. State who management team are and list their relevant qualifications and work/life experience:
	Name


	Qualifications and Experience



	
	


b. State current number of employees and proposed number of employees.
	Current 
	Proposed

	
	


c. Detail any training to be provided to you and/or you employees.
	


d. List any professional advisors who you will go to/have gone to for advice. Please note that applicants for LEADER grant aid are welcome to seek mentoring from Kildare Local Enterprise Office.
	Name


	Relevant Expertise

	
	


CVs can be submitted if management feel that they are relevant. (These can be included in the appendices).

FUTURE DEVELOPMENT

a. Vision for the business in the first five years (in terms of products/services, market, number of employees, turnover, and profit).
	


b. What factors will determine future growth of the business?

	


c. How might the nature of the business change in the future? You can make reference to trends that are happening more broadly and how you will respond to these. 
	


d. How will the business adapt or change to compete effectively in the future?

	


FINANCE SECTION
See Excel file for finance templates.
a. Estimation of expansion or start-up costs:

	


b. Sources of finance – grant aid and match funding:

	e.g. We are applying for a grant of € X. We require borrowings of € X and intend to pay this back over a period of X years.



c. Projected profit and losses for three years:

	e.g. Our breakeven point is € X for Year X.  We hope to breakeven/make a profit of € X in Year X. 

Our expected gross profit margins are X.

Our expected net profit margins are X.




d. Sales targets:

	e.g. Our estimated sales for Year one will be worth € X. We expect this to increase by X% in Year 2 and Y % in Year 3.




e. Cashflow forecast/budget for 5 years:

	


APPENDIX 1: PRACTICAL DETAILS
CONTACT DETAILS
	Business Name:
	

	Address:
	

	
	

	
	

	
	

	Eircode:
	

	Telephone:
	

	Email:
	

	Website:
	

	Social Media:
	


LEGAL AND ADMINISTRATION

	Legal Status:
	

	Registered with Companies Registration Office?:
	Yes? (Please provide number)
	
	No?
	

	Registered for (Please tick box)
	Income tax
	
	Corporation tax
	

	
	Social welfare
	
	VAT:

(Give number)
	

	Insurance requirements and/or provider:
	

	Accountant/Bookkeeper
	Name:
	
	Address:
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Solicitor
	Name:
	
	Address: 
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Professional Advisors
	Name:
	
	Address:
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Bank
	Name:
	
	Address:
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Research (Please list organisations you have contacted to discuss your plans):
	

	

	

	


APPENDIX 2: S.W.O.T.  ANALYSIS

	STRENGTHS


	OPPORTUNITIES

	WEAKNESSES*
(Coming from inside the business)

	THREATS*
(Coming from outside the business)

	*Explain how you will deal with these


APPENDIX 3: COMPETITOR PROFILING
	Name


	Location
	Competitor’s strength(s)
	Competitor’s weakness(es)
	Your strength over the competitor

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


APPENDIX 4: MARKET RESEARCH

	RESEARCH PLAN FOR: _____________________ DATE:____________    PREPARED BY: ______

	What questions do I need to ask about my proposed venture/expansion?
	Where can I get the answers?

(use list discussed earlier)
	Timeframe &

Responsible person

	
	
	


APPENDIX 5: PRODUCT PROFILE
	Service or Product description
	BENEFITS of your product/service to current and future customers:
	What range of choices do I give?
	How will you keepup with trends?
	What can I do to keep “the edge” on my product/service?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


APPENDIX 6: CUSTOMR PROFILING

	Who are my customers?
	Where are my customers?
	Why do they/will they buy my product/service? (BENEFITS)
	Unique selling point (USP)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


APPENDIX 7: COMPETITOR PROFILING

	Name


	Location
	Competitor strength(s)
	Competitor weakness(es)
	Advantage over competitor

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


APPENDIX 8: PRICING WORKSHEET

	
	PROS
	CONS

	HIGHER 


	
	

	SAME


	
	

	LOWER


	
	


APPENDIX 9: SHORT- & MEDIUM-TERM GOALS
	YEAR 1

	Turnover Target
	

	Profit Target


	

	Estimated number of employees


	

	Products/Service


	

	Branches (if relevant)


	

	Property (if relevant)


	

	Other


	


	YEAR 2

	Turnover Target
	

	Profit Target


	

	Estimated number of employees


	

	Products/Service


	

	Branches (if relevant)

	

	Property (if relevant)


	

	Other
	


	YEAR 3

	Turnover Target
	

	Profit Target


	

	Estimated number of employees


	

	Products/Service


	

	Branches (if relevant)

	

	Property (if relevant)


	

	Other
	


	YEAR 4

	Turnover Target
	

	Profit Target


	

	Estimated number of employees


	

	Products/Service


	

	Branches (if relevant)

	

	Property (if relevant)


	

	Other
	


	YEAR 5

	Turnover Target
	

	Profit Target


	

	Estimated number of employees


	

	Products/Service


	

	Branches (if relevant)

	

	Property (if relevant)


	

	Other
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