
                                                                                    

 

BUSINESS PLAN GUIDE FOR SMEs 

Introduction to the Business Plan  
 

 

A business plan is a structured document that explains a business’s model, strategy, and 

operational requirements. It provides a roadmap for achieving your goals and serves as a tool 

to communicate your vision to stakeholders. The length and complexity of the plan should 

match the scope of your business, with enough information to guide you and inform 

potential investors, lenders, or partners. 

 

Why a Business Plan?  

 

A well-crafted business plan serves multiple purposes:  

▪ Assess Viability: Evaluates if the business idea is feasible, sustainable and potentially 

profitable. 

▪ Clarify Vision and Strategy: Define goals and strategies clearly, providing direction. 

▪ Proof of Planning: Demonstrates thorough thought and preparation to inspire 

confidence among stakeholders.  

▪ Support Funding Applications: Essential for securing loans, investments, or grants by 

providing evidence of planning and potential success. 

▪ Provide a Roadmap: Acts as a guide for measuring progress, adjusting strategies and 

staying focused on objectives.   

 

 

 



 

Research First: Know Your Market 

 

If you come across anything you’re unsure about while completing this business plan, take 

the time to research it thoroughly. Look at what your competitors are doing and analyse 

their strategies, ensuring you’re comparing like for like. For example, if your competitor 

offers premium services, ensure you’re comparing them to similar offerings in your business. 

Understanding your market and competitors will not only improve your business plan but 

also give you valuable insights to refine your business strategy. 

 

A business plan essentially helps you “get all your ducks in a row,” laying the foundation for 

your business’s long-term success.  

 

 

Steps to Create Your Business Plan  
 

 

1. Set Preliminary Goals  

▪ Define Your Audience: Identify who will read the plan, what they need to know, and 

how they will use it. This shapes the tone, structure, and focus of the document. 

▪ Establish Core Objectives: Outline primary business goals. Are you aiming to secure 

funding, validate a market opportunity, align your team or create a strategy for 

growth? 

 

2. Conduct Initial Research  

▪ Explore Market Demand: Understand the demand, market size, and customer needs 

in your sector. Use surveys, focus groups, and secondary data sources to understand 

the market. 

▪ Estimate Profit Potential: Determine whether the idea has profit potential and 

whether the market is large enough to support your goals. 

 

 

 

 



 

3.  Draft an Outline Plan 

▪ Create a Framework:  Develop a rough outline covering key sections like the 

executive summary, market analysis, product descriptions, and financials. This 

structure guides the detailed plan. 

 

4. Conduct Detailed Research  

▪ Competitor Research: Identify key competitors, assess their strengths and 

weaknesses, and understand their positioning in the market. Determine your 

competitive advantage.  

▪ Market and Customer Research: Gather detailed data on market trends, customer 

preferences, and needs. This step will support a strong marketing strategy and value 

proposition.  

 

5. Write the Business Plan  

▪ Fill in Details: Use your outline and research to build out each section. Ensure each 

section is clear, concise, and aligned with your business goals. 

 

6. Assess the Draft Plan  

▪ Reflect and Align: Review the draft to ensure it aligns with your goals and tells a 

cohesive story about the business. Refine sections to ensure clarity and relevance. 

 

7. Finalise the Plan  

▪ Polish for Clarity: Edit for readability, professionalism, and flow. A well organised 

plan is more engaging and credible and more likely to make a strong impression.  

 

8. Evaluate the Plan  

▪ Seek Feedback: Have an external advisor or mentor review the plan for completeness 

and effectiveness, making adjustments as necessary. This feedback helps identify 

areas needing improvement before sharing with stakeholders.  

 

Note: This step-by-step approach is adequate for a light touch Business Plan, however, 

following a structured process will lead to a more effective, thorough Plan.  



 

Tips for a Successful Business Plan  
 

 

1. Set SMART Goals 

When setting objectives for your business, make sure they are SMART - Specific, 

Measurable, Achievable, Relevant, and Timebound. For example, instead of a vague 

goal like "increase sales," a SMART goal would be "increase sales by 10% within the 

next six months by expanding marketing efforts." This approach ensures that goals 

are clear and provides a way to track progress effectively. SMART goals help align 

your efforts and resources with meaningful, attainable outcomes that keep your 

business moving forward. 

 

2. Use Plain Language 

Avoid technical jargon and overly complex terms that may confuse the reader. Write 

in simple, clear language that is easy to understand. Remember, your business plan 

may be read by people unfamiliar with your industry, such as investors or bank 

managers, so it’s essential to make it as accessible as possible. Using plain language 

not only improves readability but also demonstrates your ability to communicate 

ideas effectively. 

 

3. Professional Presentation 

The look and feel of your business plan can make a strong impression on readers. A 

well-formatted, visually appealing document conveys professionalism and shows that 

you take your business seriously. Use a clean layout with clear headings, bullet points, 

and visuals (such as charts and graphs) where relevant. Proofread carefully to 

eliminate any typos or grammatical errors. A professionally presented business plan 

enhances credibility and makes it easier for readers to absorb information. 

 

4. Write for an Outsider 

Assume that the reader knows nothing about your business or industry. Provide 

background information where needed and explain terms or processes that may not 

be universally understood. Avoid making assumptions about the reader's knowledge 

level. This approach ensures that your plan is informative and comprehensible to a  

 
 



 

broader audience, including potential investors, lenders, and partners who may not 

be industry experts. 

 

5. Keep It Focused  

Follow the "Keep It Simple and Straightforward" by being concise and direct. Each 

section should focus on delivering relevant information without unnecessary details. 

Avoid long-winded explanations and stay on topic. A focused business plan is easier to 

read and helps maintain the reader’s attention, making it more effective at 

communicating your core message. 

 

6. Incorporate Images Thoughtfully 

Adding images to your business plan can greatly enhance its impact if used 

appropriately. Include photos of your premises, products, or equipment you plan to 

purchase to provide context and help stakeholders visualise your business. Images of 

prototypes, branding designs, or key operational elements can also add clarity and 

professionalism. Ensure all visuals are high-quality, relevant, and add genuine value to 

the narrative. Avoid using images purely for decoration, as they can distract from the 

core message. 

 

7. Grounded in Reality 

Base your projections and statements on realistic assumptions. Avoid overly 

optimistic claims that cannot be substantiated, as they may damage your credibility. 

For example, if forecasting financial growth, make sure the numbers are supported by 

market research or historical data. A grounded approach reassures readers that your 

business plan is well-thought-out and that you have a clear, achievable path forward. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Key Sections of the Business Plan  
 

 

1. Business Details  

 

▪ Business Name and Contact Information: Start by providing the official name of your 

business, along with a primary contact person’s details. This includes the business 

address, phone number, and email address. This information helps establish the 

business identity and provides stakeholders with essential contact information. 

 

▪ Website Address: Include the URL of your business’s website, if available. Your 

website acts as a central hub for potential customers and stakeholders to learn about 

your products or services, contact you, and engage with your brand. If your website is 

under construction, mention your plans for launch, as well as the anticipated features 

(e.g., online store, blog, service information) that will enhance the customer 

experience. 

 

▪ Social Media Presence: List any social media platforms where your business has an 

active presence, such as Facebook, Instagram, LinkedIn, or Twitter. If you’re still in 

the process of setting up accounts, mention your plans to develop these channels. 

Social media platforms are valuable for marketing, customer engagement, and 

expanding brand visibility, making them an important part of your business’s 

outreach strategy. 

 

▪ Legal Status: Specify the legal structure of your business, such as limited company, 

sole trader, or partnership. Briefly explain why you chose this structure, as it impacts 

tax obligations, personal liability, and business growth potential. This section clarifies 

the legal framework within which your business operates. 

 

▪ Owners: List the names of all business owners or principal partners. If there are 

multiple owners, outline their roles and investment stakes in the business. This 

information provides transparency on ownership and the distribution of 

responsibilities within the business. Include CVs in the Appendices. 

 



▪ Business Start Date: Include the date when your business was or will be officially 

launched. If the business is still in the planning stages, provide an estimated start 

date. This information gives readers a sense of the business’s timeline and level of 

establishment. 

 

▪ Premises: Specify the location of your business operations, including whether you 

plan to lease or purchase the premises. Provide estimated costs for rent, utilities, 

business rates, and any maintenance expenses. Additionally, explain why this location 

is strategic - such as its proximity to target customers, ease of access, or suitability for 

your operational needs. 

 

▪ Justification for Location: Briefly explain why this location is strategically beneficial 

for your business. Consider factors such as proximity to your customer base, 

accessibility for suppliers, alignment with your brand image, and lower overhead costs 

compared to alternative locations. Highlight any unique advantages this location 

offers, such as foot traffic, visibility, or access to a skilled local workforce. 

 

▪ Legal and Compliance: Outline any necessary licences, insurance policies (e.g., public 

liability, employers' liability), and compliance certifications your business requires to 

operate legally. If your business handles personal data, describe steps to comply with 

GDPR, which is particularly important for businesses operating in Scotland. Detailing 

legal compliance reassures stakeholders that your business meets regulatory 

standards. 

 

2. Executive Summary  

 

The Executive Summary serves as an overview of the entire business plan. Though it’s 

typically just half a page to one page in length, it’s a critical part of the plan, as it’s often the 

first section that stakeholders read. In this section: 

▪ Business Vision: Summarise your business vision, capturing the core purpose and 

long-term aspirations. This sets the tone and direction for the rest of the document. 

 

▪ Core Offerings: Briefly outline what products or services your business provides, 

highlighting any unique aspects or competitive advantages. 

 



 

▪ Target Market: Identify your primary customer segments, showing who you aim to 

serve and why. This helps stakeholders understand the market demand and your 

business’s positioning. 

 

▪ Financial Highlights: Include key financial details, such as start-up costs, funding 

requirements, and revenue projections. This gives readers an immediate sense of the 

business’s financial needs and potential. 

Write the Executive Summary last to ensure it reflects the most important details from the 

entire plan accurately. It should be compelling and concise, making the reader eager to 

explore the full business plan. 

3. Goals and Objectives  

Setting clear goals and objectives provides a roadmap for your business, outlining where you 

want to go and how you plan to get there. Each goal should be realistic, measurable, and 

include specific milestones to track progress. Goals are often broken down into three 

categories based on the timeframe: 

▪ Short-Term Goals: These are immediate priorities, covering the first 12 months of 

operation. Short-term goals often focus on establishing the business, building brand 

awareness, and achieving early sales or revenue targets. Examples might include 

securing your first set of customers, launching a marketing campaign, or reaching a 

specific monthly revenue target. Short-term goals set the foundation for longer-term 

growth and are typically more tactical and specific. 

 

▪ Medium-Term Goals: Medium-term goals span the next 1 to 3 years and are focused 

on growth and expansion. These goals may include increasing market share, 

expanding product or service offerings, entering new geographical markets, or 

improving profitability. Medium-term goals are usually more strategic and may 

involve investments in infrastructure, hiring additional staff, or forming partnerships. 

These goals build on the initial foundation and guide the business towards sustainable 

growth. 

 

▪ Long-Term Goals: Long-term goals look beyond the 3-year mark and reflect your 

vision for the future of the business. These might include becoming a leader in your  



 
industry, expanding internationally, achieving significant revenue milestones, or 

implementing sustainable practices. Long-term goals focus on the big picture and may 

evolve as your business grows, but they provide direction and a sense of purpose, 

aligning daily operations with your ultimate aspirations. 

 

▪ Objectives and Milestones: For each goal, set clear, measurable objectives and 

milestones that guide your progress. For example, if your medium-term goal is to 

expand into new regions, an objective might be to establish a presence in two 

additional regions within 24 months, with milestones for research, market entry, and 

achieving specific sales targets. Milestones allow you to track progress, make 

adjustments, and celebrate achievements along the way, keeping your team 

motivated and focused. 

4. Management Team and Skills  

The strength and expertise of your management team are crucial factors for investors and 

stakeholders. A capable and experienced team inspires confidence and increases the  

likelihood of business success. This section should highlight the qualifications, roles, and skills 

of your team members, as well as any gaps that may need addressing. 

▪ Management Experience: Describe the relevant experience of each key team 

member, including their professional backgrounds, qualifications, and any specialised 

skills they bring to the business. Highlighting past achievements or industry expertise 

can build credibility and demonstrate that your team has the capability to execute the 

business plan. For example, if a team member has successfully launched a similar 

business or managed large projects, include these details to showcase their 

competence. 

 

▪ Roles and Responsibilities: Outline the specific roles and responsibilities of each 

member of the management team. Clearly define who is responsible for key areas 

such as operations, finance, marketing, and customer service. For smaller businesses, 

individuals may hold multiple roles, so it’s helpful to explain how responsibilities are 

divided or shared. Defining roles ensures accountability and helps stakeholders 

understand the structure and workflow of your business. 

 



 

 

▪ Skills Gaps and Training Needs: Identify any skills or expertise that may be lacking 

within the team and explain how you plan to address these gaps. For example, if your 

business requires technical expertise, you don’t currently have, consider strategies 

such as hiring specialists, contracting freelancers, or forming strategic partnerships. 

You might also address skills gaps through professional development or training for 

current team members. Recognising and planning to fill skills gaps demonstrates 

foresight and a commitment to building a well-rounded, effective team. 

 

5. Products and Services 

This section is essential for explaining exactly what your business offers and why it’s valuable. 

It should cover everything from the nature of your offerings to how you plan to differentiate 

yourself in the market.  

▪ Product Description: Clearly describe each of your products or services as if the 

reader has no prior knowledge of them. Outline the key features, functions, and  

 

benefits. Include specific details about the essential assets required to deliver your 

offerings, such as specialised equipment, tools, vehicles, or technology. If certain 

assets provide a competitive advantage, highlight these to show what sets your 

business apart and enhances operational efficiency. 

 

▪ Pricing Strategy: Explain your pricing model and how it compares to industry 

standards. Consider factors such as production costs, competitor pricing, and 

perceived value to determine a price point that attracts customers while ensuring 

profitability. Mention any planned pricing tactics, such as introductory offers, volume 

discounts, or premium pricing for higher-value offerings. Providing a rationale for your 

pricing demonstrates to stakeholders that you have a thoughtful approach to 

balancing affordability with revenue goals. 

 

▪ Distribution: Describe how your products or services will reach customers. Detail the 

channels you will use, such as direct sales, e-commerce, retail partnerships, or 

distribution networks. If applicable, include information on logistics partners, delivery 

timelines, or plans to maintain product quality during transit. For service-based 



businesses, outline how services will be delivered, whether on-site, online, or at 

specific locations. A clear distribution plan shows that you’ve thought through the 

logistics of getting your offerings to customers effectively and efficiently. 

 

▪ Design and Branding: Outline the key elements of your brand, including the design of 

your logo, packaging, and overall visual identity. Explain how your branding reflects 

the values and personality of your business, making it appealing and memorable for 

your target audience. If you have specific design elements that differentiate you from 

competitors, such as eco-friendly packaging or a distinctive logo, highlight these to 

show how your branding strengthens your market position and appeals to your 

customers. 

 

▪ Unique Selling Proposition (USP): Define what makes your product or service unique 

in the market. This could be a specific feature, quality, or benefit that competitors 

don’t offer. For example, your USP could be superior customer service, exclusive 

technology, sustainable practices, or a lower price point for similar quality. A well-

defined USP demonstrates to investors and customers why they should choose your 

business over others. 

 

6. Marketing Strategy  

A strong marketing strategy helps establish your brand, attract customers, and achieve 

growth. This section should cover your research findings, positioning, and tactical approach 

to reaching and retaining customers. 

▪ Market Research: Summarise the research conducted on market demand, industry 

trends, and customer preferences. Use this data to demonstrate an understanding of 

your target market and the factors driving customer choices. For example, if research 

shows a growing demand for eco-friendly products, mention how this insight shapes 

your offerings. By grounding your strategy in data, you show that your marketing 

decisions are based on actual market needs and potential opportunities. 

 

▪ Competitor Analysis: Identify your key competitors and provide an overview of their 

strengths and weaknesses. Describe how your business differentiates itself from these 

competitors. This could be through better quality, unique features, superior customer 

service, or more competitive pricing. Highlight any gaps in the market that your 



business can fill, such as a lack of local suppliers for a particular service or an unmet 

demand for a specific product attribute. A thorough competitor analysis shows that 

you have a clear understanding of the competitive landscape and know where you 

can carve out a niche. 

 

▪ Message: Define your core message or value proposition—the key benefit or promise 

you want to communicate to customers. Your message should align with your brand 

identity and speak to the needs and desires of your target audience. For example, if 

you’re a budget-friendly service, your message could be “High Quality, Affordable 

Solutions.” A clear message is crucial for maintaining consistent branding and 

resonating with customers. 

 

▪ Customer Segmentation: Provide details about your target customer profiles, 

breaking them down based on demographics (age, gender, income), behaviours 

(shopping habits, interests), and needs (specific problems they want to solve). For 

example, if you’re targeting environmentally conscious consumers, include details on 

how your products meet their sustainability preferences. Defining your customer  

 
segments allows for more precise marketing and a tailored approach to engaging 

different groups. 

 

▪ Marketing Channels: List the channels and platforms you will use to reach your 

audience. Include a mix of online and offline methods based on your target customer 

segments. Examples include: 

 

▪ Online: Social media (e.g., Facebook, Instagram), email marketing, search 

engine optimisation (SEO), Google Ads. 

 

▪ Offline: Local newspapers, flyers, trade shows, community events. 

 

▪ Describe how each channel will be used, such as Instagram for visual 

storytelling or local events for direct engagement. A multi-channel approach 

helps maximise reach and engagement across different customer groups. 

 

▪ Budget: Estimate the costs associated with each marketing channel and provide a 

budget outline. Include expenses for things like social media ads, print materials, 



website development, and any third-party marketing support. If possible, detail the 

expected return on investment (ROI) for each channel, indicating how each expense 

contributes to reaching your revenue goals. A clear budget not only shows that you’re 

financially prepared for marketing but also demonstrates strategic planning to achieve 

the best results from your investment. 

7. Customer Analysis 

Understanding your customers is key to developing a successful business. This section 

should provide insight into who your customers are, what they need, and how your product 

or service can meet these needs effectively. This analysis will demonstrate the business 

potential and validate demand to potential investors or stakeholders. 

▪ Market Demand: Outline the level of demand for your product or service by providing 

evidence of customer interest. This can include surveys, focus group feedback, pre-

orders, expressions of interest, or any other form of engagement with potential 

customers.  

 
▪ Market Size and Structure: Describe the size and characteristics of the market you’re 

entering. This includes an estimate of the number of potential customers, expected 

growth trends, and the maturity of the market: 

 

▪ Size: Quantify the market size based on available data. This could involve estimating 

the number of customers in your target demographic or calculating the revenue 

potential within a specific geographic area. 

 

▪ Growth Trends: Outline any relevant trends that could impact your business, such as 

growing demand for sustainable products, increasing use of online services, or 

emerging consumer preferences within Scotland or the UK.  

 

▪ Margin Analysis: Assess the pricing flexibility within the market and what customers 

are willing to pay. This section provides an analysis of potential profitability and how 

you intend to position your pricing: 

 

▪ Customer Willingness to Pay: Using insights from surveys, competitor pricing, 

or industry standards, outline what customers are willing to pay for your 



product or service. If your product is priced higher than competitors, justify 

this with added value such as superior quality or additional features. 

 

▪ Cost Structure and Profit Margins: Describe your expected costs to deliver the 

product or service and calculate the anticipated profit margin. For example, if 

your costs per unit are £10 and customers are willing to pay £20, you have a 

50% profit margin. This analysis helps demonstrate the profitability potential 

and reassures stakeholders that the business can achieve financial viability. 

 

▪ Pricing Strategy and Competitive Positioning: If relevant, discuss how your 

pricing fits within the market context. Are you offering a premium product 

with a higher margin or a budget-friendly option with lower margins but 

potentially higher volume? Explain how your pricing strategy aligns with 

customer expectations and market norms. 

 
 

8. SWOT Analysis 

A SWOT analysis is a strategic planning tool that helps identify your business's internal 

strengths and weaknesses, as well as external opportunities and threats. Conducting a 

thorough SWOT analysis based on market and competitor research provides a realistic 

picture of where your business stands and prepares you for potential challenges and growth 

areas. Be transparent and objective, as this analysis will guide strategic decision-making and 

risk management. 

▪ Strengths: Strengths are internal factors that give your business a competitive 

advantage and help it succeed. List aspects of your business that are unique, valuable, 

or well-developed. Examples of strengths might include: 

▪ Unique Expertise: Highlight any specialised skills, experience, or knowledge 

within your team that is advantageous. 

▪ Quality of Product or Service: Describe what makes your product or service 

superior to competitors, such as quality, durability, or customer satisfaction. 

▪ Customer Loyalty: If you already have an established customer base or strong 

brand loyalty, note this as a strength that can drive repeat business. 



▪ Financial Stability: Having a solid financial foundation or reliable funding 

sources can provide stability and support growth efforts. 

▪ Efficient Processes: Efficient operational or manufacturing processes that 

reduce costs or improve delivery times are strengths that can enhance 

profitability.   

▪ Weaknesses: Weaknesses are internal factors that may limit your business's success 

or create vulnerabilities. Being honest about these areas allows you to plan for 

improvement or risk management. Examples of weaknesses could include: 

▪ Lack of Brand Recognition: If you’re a new or lesser-known business, this 

could be a disadvantage compared to established competitors. 

▪ Limited Resources: This may include financial constraints, a small team, or 

lack of specialised equipment, which can limit your ability to expand or 

innovate. 

▪ Skill Gaps in the Team: Identify any essential skills or expertise that are 

missing in your team, such as technical knowledge or marketing skills. 

▪ Operational Inefficiencies: If your processes are not fully optimised, it could 

lead to higher costs or slower delivery times. 

▪ Reliance on a Small Customer Base: A narrow customer base could make you 

vulnerable to revenue fluctuations if any key customers reduce or stop buying 

from you. 

▪ Opportunities: Opportunities are external factors in the market or industry that 

could benefit your business. They represent potential areas for growth, expansion, or 

increased profitability. Examples of opportunities may include: 

▪ Market Growth: If your industry is growing, there may be an opportunity to 

capture more customers or increase market share. 

▪ Emerging Trends: Trends such as sustainability, digital transformation, or 

personalised customer experiences could align with your offerings, giving you 

a competitive edge. 

▪ Expansion Possibilities: Consider opportunities to expand into new 

geographic regions, launch new products, or enter related markets. 



▪ Technological Advancements: New technology can enable more efficient 

production, better customer service, or innovative product features. 

▪ Strategic Partnerships: Building alliances with other businesses, suppliers, or 

distributors can open up new channels for growth and improve your reach. 

 

▪ Threats: Threats are external challenges that could negatively impact your business. 

Identifying these risks allows you to plan for mitigation or contingency measures. 

Examples of threats include: 

▪ Competitive Pressure: New or existing competitors with stronger resources 

or better-known brands may make it difficult to capture market share. 

▪ Economic Downturns: Economic conditions, such as recessions or inflation, 

can reduce customer spending and affect your revenue. 

▪ Regulatory Changes: New regulations or compliance requirements, such as 

data protection laws, could increase costs or operational complexity. 

▪ Supply Chain Disruptions: Issues with suppliers, like shortages or rising 

material costs, could impact your ability to deliver products on time or at a 

sustainable price. 

▪ Shifts in Customer Preferences: Changing customer preferences, such as a 

move towards eco-friendly products or digital solutions, could make certain 

offerings less relevant if not adapted. 

By providing a detailed and realistic SWOT analysis, you give stakeholders a clear 

understanding of your business’s internal capabilities and external environment. This 

analysis also forms a foundation for strategic planning, allowing you to leverage strengths 

and opportunities while addressing weaknesses and threats. 

9. Financial Plan 

The financial plan is critical for demonstrating the financial viability, funding requirements, 

and long-term sustainability of your business. A comprehensive financial plan not only 

reassures stakeholders but also provides a roadmap for your business’s growth and stability. 

This section should cover start-up or expansion costs, funding sources, financial projections, 

and contingency planning. 



▪ Start-Up or Expansion Costs: This part outlines the initial expenses required to launch 

or grow the business. A detailed list of costs is essential to give potential investors or 

lenders a clear understanding of the capital needed. Include: 

 

▪ Assets Owned: Provide a list of items you already own that will be used in the 

business, along with their current market value. This could include equipment, 

vehicles, technology, or office furniture.  

▪ “Shopping List” of Needed Items: Outline all additional items required to start or 

expand the business, supported by quotes or cost estimates. This may include: 

▪ Equipment: List any machinery, computers, tools, or other specialised 

equipment. 

▪ Inventory: Specify initial stock or materials required to meet customer 

demand. 

▪ Lease Deposit: Include any security deposit or advance payment needed for 

commercial premises. 

▪ Marketing and Branding: Cover costs for website development, logo design, 

signage, and other promotional materials. 

▪ Licensing and Permits: Note costs for any required business licenses, permits, 

or regulatory fees. 

▪ Insurance: Include estimates for public liability, employers' liability, and any 

other relevant insurance policies. 

▪ Professional Fees: Factor in legal, accounting, or consulting fees necessary 

for compliance and setup. 

▪ Working Capital: Set aside funds to cover operating expenses (such as 

salaries, utilities, and other essentials) for the first three months or more, 

depending on your cash flow expectations 

▪ Outline all costs: For starting or expanding the business, including equipment, 

inventory, premises, marketing, and professional fees. The following is an example of 

typical start-up costs. Actual costs will vary based on the type of business, budget, and 

specific needs.   

 

 



 

▪ Example Start Up / Expansion Costs:  

Item Cost £ Description 

Equipment £4200 Equipment, Tools, 

computers 

Inventory £3000 Initial stock or materials 

Lease Deposit £2000 Commercial property 

lease deposit 

Marketing & Branding £1800 Website, logo, signage 

Licensing & Permits £300 Business licence, 

permits 

Insurance £500 Public Liability & 

Employers’ Liability 

Insurance 

Professional Fees £1000 £1000 Legal & 

Accountancy fees 

Working Capital (3 

months) 

£4000 Salaries, utilities, initial 

expenses 

TOTAL COSTS £16800  

 

▪ Funding Sources: Identifying and detailing your funding sources is crucial for 

demonstrating that you have a clear strategy to secure the necessary capital. 

Potential sources may include: 

 

▪ Personal Savings: Show the amount you’re willing to invest personally, 

demonstrating commitment. 

 

▪ Bank Loans: Include information on any bank loans, such as the loan amount, 

interest rate, and repayment period. 

 



 

▪ Start-Up Loans UK: A government-backed option for new businesses, often 

providing favourable terms. 

 

▪ Crowdfunding: Platforms like Crowdfunder UK allow you to raise funds from a 

large number of small contributors, often in exchange for rewards or early 

product access. 

 

▪ Grants: Research available grants from Scottish Enterprise, local authorities, or 

other agencies. Grants usually don’t require repayment, making them a valuable 

source of funding. 

 

Example Funding Breakdown Table: 

Funding Type Amount £ Funding Source 

Personal Savings £5300 Own Funds 

Bank Loan £5500 Secured loan from local 

Bank 

Start Up Loan £3000 British Business Bank - 

Government backed 

unsecured loan 

Crowdfunding 

 

£2000 Crowdfunder UK - 

online crowdfunding  

Business Grant £1000 Local Authority Grant 

Scheme 

TOTAL COSTS £16800  

 

• Note: For Scottish businesses, check the ‘Find Business Support’ portal for 

additional funding and support opportunities: 

https://findbusinesssupport.gov.scot/. 

https://findbusinesssupport.gov.scot/


 

Financial Projections: This section provides estimates of your business’s financial 

performance over the next 1–3 years. Include: 

▪ Cash Flow Projections: Outline monthly cash inflows and outflows to ensure you 

have sufficient funds to cover expenses. This helps manage working capital and 

plan for seasonal fluctuations. 

▪ Profit and Loss (P&L) Statements: Project income versus expenses to show 

profitability. This statement provides a snapshot of expected earnings over time 

and highlights when the business will become profitable. 

▪ Balance Sheet Projections: Show the business’s assets, liabilities, and equity at a 

given point in time, providing an overview of financial health. 

▪ Best Case / Worst Case Scenarios: It’s essential to prepare for both optimistic and 

conservative revenue projections. Outline contingency plans for each: 

 

▪ Best Case Scenario: Describe how your business would handle rapid growth, such 

as expanding inventory, hiring additional staff, or increasing production capacity. 

 

▪ Worst Case Scenario: Plan for potential challenges like lower-than-expected 

sales. Consider cost-cutting measures, renegotiating with suppliers, or tapping 

into emergency funding if revenue is slow to grow. 

A well-rounded financial plan not only shows the financial requirements of your business but 

also demonstrates preparedness and foresight, increasing confidence among investors, 

lenders, and other stakeholders.  

10. Contingency Plan  

Plan B: If sales or revenue do not meet expectations, outline clear actions to adapt. This 

could include reducing overhead costs, renegotiating supplier agreements, seeking 

additional funding sources, or adjusting marketing and sales strategies. For example: 

▪ Cost Reduction: Delay non-essential purchases, switch to more cost-effective 

suppliers, or reduce discretionary spending. 

 



 

▪ Revenue Boosting: Offer promotions, diversify the product line, or explore new 

customer segments. 

▪ Funding Options: Apply for emergency business loans, seek support from investors, 

or explore government grants. 

Managing cash flow is critical to business survival. Regularly monitoring finances and 

setting aside a reserve fund can act as a safeguard against unexpected downturns. 

Other Information 
 

 

In addition to the core sections, your business plan should address the following operational 

and legal considerations: 

Inventory Management Approach: Outline your approach to maintaining an optimal 

inventory balance to meet demand while avoiding overstocking. Describe the frequency 

of orders, storage requirements, and any cost-saving strategies, such as bulk purchasing 

or negotiating favourable terms with suppliers. This approach ensures you maintain 

adequate stock levels to fulfil customer orders while optimising cash flow and reducing 

excess inventory costs. 

Maintenance and Replacement Plans: Explain the maintenance and replacement 

schedules for critical assets, including any planned servicing and contingency plans for 

unexpected repairs or replacements. This demonstrates proactive asset management and 

minimises operational disruptions. 

Ongoing Compliance Measures: Summarise your commitment to regulatory compliance 

through regular reviews, staff training, and policy updates. This is especially important for 

data protection (e.g., GDPR) and any industry-specific standards, providing assurance that 

the business will continuously meet legal and regulatory obligations. 

Training and Development Plans: Outline ongoing training initiatives designed to 

enhance skills, adapt to industry changes, or meet regulatory standards. This may include  

 



 

customer service training, technical skills workshops, compliance updates, or leadership 

development for key team members. Regular training keeps your team up-to-date and 

helps build a knowledgeable, adaptable workforce capable of supporting business 

growth. 

Appendices 

 

The appendices provide additional, supporting material that backs up the claims and details 

presented in the main body of the business plan. Use this section to include documents and 

evidence that help build credibility with stakeholders, such as investors, lenders, or partners. 

While these documents are supplementary, they offer important insights and verification for 

the main points in your business plan. You can adjust the contents of the appendices 

depending on the specific needs of your business and the interests of your audience Consider 

including: 

• CVs of Key Team Members: Attach the CVs of key management and other essential 

team members. These documents should showcase each individual’s relevant 

experience, qualifications, and achievements. Highlight industry expertise, leadership 

experience, and specific skills that make the team capable of executing the business 

plan effectively. 

• Market Research Evidence: Provide raw data, survey results, focus group findings, or 

any other evidence supporting market demand, customer interest, and industry 

trends. This strengthens the Customer Analysis and Market Research sections of your 

plan by demonstrating that your insights are grounded in real data. 

• Letters of Intent and Agreements: Include any letters of intent, memorandums of 

understanding, or agreements from potential customers, suppliers, or partners. These 

documents show that there is already interest or commitment from external parties, 

which can be crucial in building stakeholder confidence. 

• Property Lease or Purchase Documents: If your business has secured a physical 

location, include copies of the lease agreement, purchase contract, or other relevant 

terms for premises. This adds credibility to the Premises section, especially if location 

is strategic to the business’s operations. 

 



• Financial Statements (if applicable): For established businesses, provide recent 

financial statements, such as balance sheets, income statements, or cash flow 

statements. This gives stakeholders a clearer picture of the current financial health of 

the business. 

• Product or Service Samples: If possible, provide samples, photos, or mock-ups of your 

products or services. This can be particularly helpful if the business plan will be 

presented in person or sent as a digital file with multimedia capabilities. 

• Press Coverage or Testimonials: If the business has been featured in media or has 

received positive feedback from early customers, include clippings or testimonials. 

This reinforces the brand’s credibility and market acceptance. 

• Technical Documentation: Include blueprints, designs, or technical specifications for 

products or services if relevant. This is particularly useful for businesses in 

manufacturing, technology, or any industry that requires specific technical 

capabilities. 

• Additional Legal Documents: Include any additional legal documentation relevant to 

your business, such as intellectual property filings (patents, trademarks), compliance 

certificates, or insurance policies. This supports the Legal and Compliance section by 

showing due diligence in protecting and legitimising the business. 

STRUCTURED FOR SUCCESS 
 

 

This business plan guide provides Scottish SMEs with a structured, actionable framework for 

building a clear, comprehensive business plan. Covering every key area - from goals and 

market analysis to financial planning and compliance - it enables entrepreneurs to present a 

realistic, thoroughly prepared proposal. Designed to support funding efforts and strategic 

growth, this guide equips you to communicate your business vision with confidence, 

demonstrating both potential and professionalism to investors, banks, and other 

stakeholders. With this plan in hand, your business is set for a strong foundation, ready to 

navigate challenges and seize opportunities in Scotland’s competitive landscape.  
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