Community Enterprise Loan Fund Business Plan Guide


Highland Opportunity (Communities) Ltd

Community Enterprise Loan Fund

Guidance On The Content Of Business Plans 

Every project is different. These guidance notes cannot provide comprehensive advice in all cases. If you require more detailed advice please contact the Highland Opportunity Community Enterprise Business Adviser. 

THE BUSINESS PLAN accompanying the application should include:-

1. History and background of Organisation

· When established

· Relationship with any other organisation e.g. branch of national organisation

· Major events in history

· Key personnel (volunteers and paid staff)

· Legal Status of Organisation-society, trust or limited company.

(Note: Please detail directors, members, or trustees names respectively, and insure that a personal information form is completed for each key director, committee member and/or trustee).

2. Nature of the Project

· Trading Activity-detailed description of what will your business/project do
· Community Benefit-how the community at large will gain from your activities
· Date of Commencement-date your project will start trading if not already operating
· Jobs – any positions created or retained by your project
3. Marketing

· Description of product or service

Give details of the product or service that you are offering.

Why is your product or service better than others in the marketplace?

Give details of any legal requirements, such as licences or patents.

· Market Research

What market research have you undertaken on your product and/or service?

Give details of how you conducted your market research. Give details of the findings and conclusions of your market research.

· The Market

Where is your market? Give a short description of the market to be served.

Who will be your main customers and what indications have you got that they will buy from you? Describe a typical customer-business/individual. Have you spoken to any potential customers about the products or services that you intend to provide? List potential customers. Do you have any firm orders for your product or service? Please give details.

What knowledge and experience have you of the business you propose to start?

· The Competition
List your major competitors and the products/services they sell and the prices they sell at. Give details of their strengths and weaknesses. How will you better your competitors.
· Sales and Promotion
Describe how you plan to sell your product or service to your customers. Give details of transport and distribution, if relevant. Include terms offered to customers.

Explain how you will initially gain the attention of your potential customers. How will you advertise or promote your product or service and how much will it cost?

· Pricing Policy

How much will you charge for your products or services? Will people be prepared to pay these prices? Give details of pricing.

· Premises
Describe the location and why you chose it. Describe the premises and explain what makes them suitable for your operation. State whether they are owned or to be purchased or rented. If buying give actual/estimated cost and loan finance required. If renting, give actual/estimated annual rent/frequency of payment and how long the lease will run. Give details of rateable value/rates payable/frequency. Have you obtained all necessary statutory authorisation to operate the business in the premises, e.g. planning permission, building warrant, change of use permission from The Highland Council.

3. PROJECT FINANCE

This section should build up to the financial summary shown in the application form.

DETAILS OF THE PROPOSED PROJECT

	Cost
	£

	Land
	


	Site Works
	


	Premises
	


	Plant/Equipment
	


	Working Capital
	


	Other (Specify)
	


	
	

	
	


ASSISTANCE REQUESTED

Specify the loan assistance requested from Highland Opportunity (Communities) Ltd

	Loan Amount £
	Repayable over

	
	


SUMMARY OF SOURCES OF FINANCE

The total of this should equal the proposed cost of the project.

	
	£

	Own resources
	


	Bank
	


	Local Enterprise Company
	


	HOCL
	


	Other (Specify)
	


	
	

	
	


DESCRIBE THE OTHER SOURCES OF FINANCE

Bank – 

	Overdraft Facility
	£

	
	Present Overdraft Level
	£


	Loan
	£

	
	Interest Rate
	


	Date
	

	
	
	

	Repayment Period
	

	
	
	


	If Secured give details
	



Local Enterprise Company – 

	Grant
	£ 

	
	Repayment Period
	


	Loan
	£ 

	
	Interest Rate
	



	Revenue Support 
	£ 




	Own Funds
	£



	Specify other funds




Describe any assets introduced/to be introduced into the business.

List and give approximate value 

CASHFLOW FORECAST

A cashflow forecast covering 3 years is required. A pro-forma spreadsheet is included at the end of these notes. It can be adapted to meet the needs of the project with rows added or deleted. If adding rows please check that the formulas still add up all the relevant information correctly (In particular the total column will not have the formula if rows are inserted).

OTHER FINANCIAL INFORMATION

Please provide most recently certified accounts, if appropriate, and detailed financial cash flow projections covering a three-year period. 

Before finally submitting this Business Plan to Highland Opportunity (Communities) Limited, please ensure that:-

The cash flows have been completed and signed by the applicant or accountant.

The Business Plan is signed and dated by the applicant.


[image: image1.wmf]Highland Opportunity (Communities)Limited Pro-forma Cashflow Forecast

Cashflow Forecast for next 12 months of Trading and for the following 2 years.
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		Highland Opportunity (Communities)Limited Pro-forma Cashflow Forecast

		Cashflow Forecast for next 12 months of Trading and for the following 2 years.

		Months		1		2		3		4		5		6		7		8		9		10		11		12		Total		Years		2		3

		INCOME

		Equity																										0

		Loans-bank																										0

		Loans-other (specify)																										0

		Grants (specify)																										0

		Sales																										0

		TOTAL INCOME		0		0		0		0		0		0		0		0		0		0		0		0		0				0		0

		EXPENDITURE

		Land																										0

		Site Works																										0

		Premises																										0

		Plant/Equipment																										0

		Vehicles																										0

		Labour incl ERNI																										0

		Materials/Stock																										0

		Rent/Rates/Insurances																										0

		Heat/Light/Power																										0

		Furnishings																										0

		Maintenance																										0

		MV-Fuel/Lic/Insur.																										0

		Maintenance																										0

		Hire/Leasing Charges																										0

		P/E Maintenance																										0

		Hire/Leasing Charges																										0

		Stationery																										0

		Telephone																										0

		Advertising																										0

		Professional Fees																										0

		Bank Charges																										0

		Overdraft Interest																										0

		HOCL Loan Repayment																										0

		Term Loan Repayment																										0

		Misc. Expenses																										0

		Pers./Directors Remun.																										0

		TOTAL EXPENDITURE		0		0		0		0		0		0		0		0		0		0		0		0		0				0		0

		Surplus/Deficit		0		0		0		0		0		0		0		0		0		0		0		0		0				0		0

		Opening Bal/-O'draft		0		0		0		0		0		0		0		0		0		0		0		0		0				0		0

		Closing Bal/-O'draft		0		0		0		0		0		0		0		0		0		0		0		0		0				0		0

		Signed

		Date



&CCash Flow Projection




