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Business plan guideline 

 

The business plan consists of a narrative and several financial worksheets  

The real value of creating a business plan is not in having the finished product in hand; rather, 
the value lies in the process of researching and thinking about your business in a systematic 
way. The act of planning helps you to think things through thoroughly, study and research if you 
are not sure of the facts, and look at your ideas critically.  

 

Business Plan  cover page 

Business Address 

 
Your Business Name 
Address Line 1 
Address Line 2 
City, Postal Address 
 
Primary contact Person 
Telephone   
Fax   
E-Mail 
Web   
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II. Business Owner Details 

Number of Business Owners: 

 

Details of Each Business Owner: 

 Full Name 

 ID Number (Certified copies to accompany this form) 

 Contact Details 

 Qualifications, Certifications and Experience of each business owner 

 Role that each owner will play in the company 



Page 4 of 8 

III. General Company Description 

What business will you be in? What will you do? 

 List of products and services 

Knowledge of your industry.   

 Is it a growth industry?  

 What changes do you foresee in the industry, short term and long term and how will 
your company be poised to take advantage of them? 

 How much competition is there for the work you will be doing? 

 What makes your company unique – tell us what you will do that your competitors are 
not doing. 

Describe your most important company strengths and core competencies.  

 What factors will make the company succeed?  

 What do you think your major competitive strengths will be?  

 What background experience, skills, and strengths do you personally bring to this new 
venture? 

Expertise to do the job. 

 List of qualifications, certifications, experience that shows that you and/or your staff 
have the skills to provide the services your company is offering. 
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IV. Products and Services 

Describe in depth your products or services.  For example, if you develop Web Sites, describe 
the type of websites that you intend to develop including any new technologies that you will be 
using that will make your product better than those of your competitors 
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V. Marketing Plan 

Customers 

Who will your customers be?  Tell us why you think these potential customers will buy from 
your company? 

 

Do you have any existing customers?  Who are they and what services/products have they 
purchased from you. 

 

How do you intend to expand your customer base?  Who are these new customers? 

 

 

 

Marketing Strategy 

Promotion 

How will you get the word out to customers? 

Who will do the marketing for your company? 

 

 

 

 

Promotional Budget 

How much will you spend on the items listed above? 
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VI. Management and Organization  

Draw an organogram of all the people who will work in your company.  If this is a new 
company, then draw an organogram for Year 1, Year 2 and Year 3 that shows how you expect 
your staff complement to grow and the jobs that will be needed for this growth. 

 

 

Who will manage the business on a day-to-day basis? What experience does that person bring 
to the business? What special or distinctive competencies? 
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VII. Financials  

Who will do the accounting work in your company? 

 

What qualifications/experience does this person have in financial management? 

 

Is your company VAT registered? 

 

Have you applied for a Tax registration number? 

 

Do you have a Tax Clearance Certficate?   (Document to be enclosed with this application) 

 

 

Projected Financial Statement 

Please provide a detailed income and expenses statement for Year 1, Year 2, Year 3 

 

If your company has already been trading please provide management accounts for the past 
year (or months thereof). 


