
3 PAGE BUSINESS PLAN

A Business Plan is a vital document for any business regardless of size, age or industry. The development of a Business Plan is the opportunity for business owners to make strategic decisions about where they want to take their business in the future. It is also an opportunity for staff to be involved in the process. This is your opportunity to develop a plan. 
This template is a guide to the types of issues that should be covered in a 3 Page Business Plan. It is not completely comprehensive and is a guide only, and users should ensure the plan is applicable to their business requirements. The 3 Page Plan has 3 elements, the Current State – where the company is at the present, the Future State – where the company wants to be in the short, medium term and an Action Plan outlining how the future state will be achieved.
This document is provided as a ‘model’ to enable consideration of issues relevant to the preparation of a simple Business Plan. It should not be taken as a substitute for Professional advice.
Please write in the sections you can complete including adding or deleting the sections you want. You can also add some appendices which can validate some of the decision around where you want to take the business. These appendices can include a SWOT, or a Business Model Canvas, customer information, financial statements, sales statements or other relevant data to your business. Just add them at the end. 
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Current State – Where are we now
This page details where the company sits now. It should include information such as

Markets & Services 

· Outline what products/services the business provides (paste graphics of products and services or others here as needed or put them in the appendices)
· Who are the key customers & their contribution to the business – describe any trends the business faces in its market (including any disruption the market is facing)
· Breakout the customers into different markets or customer types and describe each customer in detail where possible (customer Avatar – attach to appendices)
· Highlight the business model you have and how products or services are delivered to market including distributors or other channels
· Highlight potential areas for growth 

· Highlight any areas of concern.
Skills & Competencies

· Outline the governance structure of the business – ie does it have a board or management structure? A management chart can be added in appendices. 

· Outline the skills and practical experience of the key staff needed to meet the requirements of current markets
· Highlight any areas of concern and personnel development needs
Note: A SWOT or skills analysis is a useful tool for this purpose and can be attached in appendices.
Facilities & Equipment

· Provide a brief overview of the key facilities & equipment and its usage and capacity to cater for future growth 
· Highlight key pieces of technical equipment being used or that is needed
· Highlight key partnerships or technology that you have or that is needed. (you can use a Business Model Canvas to describe these – attach in appendices)

· Highlight any areas of concern.
Financial Status

· Provide a brief overview of the financial status of the company including turnover, profit & loss, cash flow, assets, liabilities, debtors & creditors, inventory, equity
· Describe any financial trends
· Describe how any growth has been funded.
· Put financial statements or sales statements in the appendices. 
Future State – Where do we want to be
This page details where the company wants to be in the short medium and longer term suggest 12 months 3 years and 5 years. It should include information such as:
Markets & Services 

· Outline what products/services the business would like to provide in the short medium & long term

· Identify who the target market sectors and customers will be and their potential contribution to the business
· Identify why the market is changing for the business (if)

· Identify how products or services will be delivered to this market.
Skills & Competencies

· Outline the skills & competencies that will be required to gain the potential markets and where those people or skills will be found
· Identify any potential new management structure
· Identify the company structure that will be required
· Highlight any areas of concern 

· Note: A skills matrix can be useful in this area (and can be included in appendices).
Facilities & Equipment

· Provide a brief overview of the any upgrades to key facilities & equipment that will be required to meet the proposed growth of the business including estimated costs
· Highlight the technology partners that will be required to support the business
· Highlight any areas of concern.
Financial Projection

· Provide a brief overview of the projected financial status of the company including expected turnover, profit and loss, cash flow, assets, liabilities & equity over the short and medium term (12-24 months)
· Identify any impacts in key markets and changes in contribution.
Risk Identification
· Identify risks (including risks in people, process, equipment, pricing, market, service) and classify them in terms of likelihood and impact on the business
· Note: the SWOT Analysis or Business Model Canvas is useful for this (include in appendices).
Action Plan – How are we going to get there
This page outlines the plan of how the company is going to achieve the goals set out in the Where do we want to be section of the document. It should include information such as:
Markets & Services 

· Development plan for new products & services

· Market entry or change strategies – how you will sell in this market
· Brand strategy – what brands do you want and how are they to be represented
· Marketing activities – website, signage, newsletters, brochures, advertising, mail channels, networks
· Budgets for marketing, branding and or packaging activities

· Key Milestones – when must they be achieved by and who is responsible?

Skills & Competencies

· Detail the strategies to overcome any skills & competencies shortfalls including estimated staff numbers, training requirements, staff structures
· What changes in management or governance can be actioned?
Facilities & Equipment

· Detail what changes will be made to overcome the shortfalls in Facilities & Equipment, including expansion to buildings, new equipment, disposal of redundant facilities & equipment
· Specify the timing when the facilities and equipment will be required.
Financial Plan

· Outline how the company is going to finance the Action Plan including financing R&D, Technology, Marketing, Facilities & Equipment, Staff increases & sales or other training – how will the company finance growth?
· Specify the periods when the finance will be required and where it will be obtained or funded.
Risk Management Plan

· Develop mitigation strategies for each risk identified in the previous section.
Appendices:

(put in list here of items to add)
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