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Executive summary
This is a summary of the entire plan and is usually contained at the start of the document. It should be completed at the very end of the planning process and, if you can, try to find a ‘wow factor’ that will entice the audience to sit up and take notice.
Vision and objective
Your vision is the broad, inspirational picture of what you are aiming to achieve, while your objectives are the concrete, measurable actions / steps that will help you achieve it.
Customer need
How have the needs of your community in relation to your proposed project been met in the past? What have people told you they want? Have you asked people from different parts of your community? 
Competition
Where / what is your competition? How will you collaborate and differentiate from it? Be careful not to undermine an existing business.
Work done to date
Show what you’ve done so far. This might include questionnaires, public meetings, research into premises, discussions with third parties like local councils.
Proposed project
You will need to cover this in as much detail as you can. It will need to include:

· What it means to be a community business
· Premises you will occupy 
· Product groups or services to be offered 
· Target customers and how the business will be marketed
· Opening hours/hours of trade



Staffing / business model
How will your business operate? Will you make use of volunteers? A tenant? 

Profitability objectives
Are profits reinvested in the business? Are they returned to the community once the business needs have been met? If so, what is the mechanism for this? Do you expect the business to eventually pay off all loans? If not, how will they be paid?
Financial data
Your financial data will be scrutinised in some detail and therefore you need to ensure that the figures provided are as robust as possible. Costs should be documented in full and assumptions clearly shown. Sales predictions should be both conservative and realistic. Whilst the costs should be predictable, the sales predictions are going to be much more subjective. Figures from the business that is closing (if there is one) are helpful, bearing in mind your community business will be different to the old business, and this will impact on sales. You would normally be expected to provide figures for a 3-5 year period.
Set up costs and funding 
You will need to detail the costs of setting up the business and show how these costs will be funded. You will probably need to show actual funds secured plus potential funding sources being investigated.
Risk analysis
What are the risks / threats to your project and what can you do to mitigate them?
Details of the management committee / steering group
Give confidence to the reader that the team is committed, and what skills, qualities or experience they have to steer this project together.




Business Plan Financial Data

	Outgoings
	Pre-Start
	Start Up 
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	Cost of premises
	
	
	
	
	
	
	

	Cost of tax

	
	
	
	
	
	
	

	Cost of refurb/refit
	
	
	
	
	
	
	

	Cost of stock

	
	
	
	
	
	
	

	Cost of staff

	
	
	
	
	
	
	

	Cost of professionals
	
	
	
	
	
	
	

	Cost of equipment
	
	
	
	
	
	
	

	Cost of utilities

	
	
	
	
	
	
	

	Cost of marketing
	
	
	
	
	
	
	

	Cost of interest on loans/shares
	
	
	
	
	
	
	

	Totals A
	
	
	
	
	
	
	

	Income
	
	
	
	
	
	
	

	[bookmark: _Hlk163829171]Sales/Rental

	
	
	
	
	
	
	

	Shares

	
	
	
	
	
	
	

	Grants

	
	
	
	
	
	
	

	Loans

	
	
	
	
	
	
	

	Donations

	
	
	
	
	
	
	

	Totals B
	
	
	
	
	
	
	

	Pre-tax Gross Profit (B-A) = C
	
	
	
	
	
	
	

	Tax at 19% Small Profits D
	
	
	
	
	
	
	

	Net Profit E 
C-D = E
	
	
	
	
	
	
	





Notes 

Outgoings
Cost of premises – purchase, lease or build costs
Cost of tax- e.g. Stamp Duty and Business Rates
Cost of refurb/refit – construction, decorating, electrical and gas services
Cost of stock – products, materials and ingredients
Cost of staff – employed staff and volunteer expenses costs
Cost of professional services – legal, accountancy, survey and memberships
Cost of equipment – fixtures and fittings, tools, vehicles etc.
Cost of utilities – electricity, gas, water telephone, broadband etc.
Cost of marketing – costs of market research, advertising, PR and promotions
Income
Sales – trading income from sales of goods or services
Rental – income from rent paid by a tenant
Shares – income from withdrawable Community Shares 
Grants – unrestricted income from non-repayable grants received
Loans – income from repayable loans with interest 
Donations – income from non-repayable gifts and donated money
Gross Profit
Income – Outgoings = Gross Profit or Earnings Before Interest, Tax, Depreciation and Amortisation (EBITDA)
Tax
Corporation Tax at 19% small profit rate (2024) below £50,000
Net Profit
Profit after tax has been calculated and paid
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