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Executive summary

(Only needs to be completed for an external funder/reviewer)
(a). Background to the project -

(b). Description of the new business proposal and its management -

(c). Investments required and sources of funds -

(d). Profit and cashflow projections, and marketing plans -

(e). Risks associated with the new enterprise -

(f). The economic, environmental and social impacts of the new project – 

Background: the existing business

1. What are your personal and family objectives?

Long term:

Short-term:

2. Description of your current business activities and enterprises -

3. Recent business performance and future outlook for the underlying business -

	Summary of accounts
	YEAR
	year
	year

	Profit 
	
	
	

	Total asset value (A)
	
	
	

	Total liabilities (B)
	
	
	

	Net worth (A-B)
	
	
	

	Current assets (C)
	
	
	

	Current liabilities (D)
	
	
	

	Liquidity (C-D)
	
	
	


4. SWOT analysis of present business:
Strengths:  
Weaknesses:  
Opportunities:  
Threats:  
5. Key people and their skills -

You:

Your partner:

Your family:

Your staff:

Other key people:

Outline of The proposed new project

6. Description of the new project and the reasons for undertaking it -

Service/product to be introduced (what?):

Scale (how big?):

Location (where?):
Timescale (when?):

Rationale (why?):

Resources needed:

Land/buildings:

Management:

Labour:

Finance:

Anticipated annual profit:

Initially

At maturity (? years):

7. To achieve this, what activities have to take place?  List them in sequence.
8. What other goods/services are relevant or complementary to your proposal?

9. List other businesses you expect to benefit from this project, and in particular identify any businesses with whom you are or will be collaborating -

10. How will your business benefit from this collaboration?

11. Outline your project management plans and identify who will undertake these activities –

12. In running this project, what people and skills are required?  What are the recruitment plans and training plans?

Marketing the new Service/product

13. Describe the nature and size of the market for your product/service -

14. Who are your key customers and what are their buying preferences?–

15. Who are your main competitors and how do you plan to compete with them? –

16. Outline your plans for contacting your customers and selling to them –

17. Describe your pricing policy –

18. Summarise your marketing activities and expenditure –

	Marketing activities
	year 1
£
	year 2
£
	year 3
£

	Personal selling
	
	
	

	Leaflet distribution
	
	
	

	Advertising
	
	
	

	Telesales
	
	
	

	Links with other businesses
	
	
	

	Customer research
	
	
	

	Personalised mailshots
	
	
	

	Special events
	
	
	

	Internet activities
	
	
	

	Markets/shows
	
	
	

	Special offers
	
	
	

	Others
	
	
	


19. What are your sales targets for the next three years?  (These numbers feed into the cashflow forecasts.)
	Marketing targets
	year 1
	year 2
	year 3

	Units sold
	
	
	

	Value of units sold
	
	
	

	Price range and average
	
	
	


20. Identify the records and information that will be kept to monitor the project.

legislation and regulation
21. Outline the legislation that applies to this enterprise and how it will comply –

	Relevant legislation/regulation
	Regulatory Body
	Contact details
	Actions needed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


financial plans

22. Costs and funding –

Summary profile of investment.

	Investments
	Year
	year
	year

	Capital items
	
	
	

	Non-capital items
	
	
	

	Total
	
	
	


Summary profile of funding

	Funding
	Year
£
	year 
£
	year 
£

	Private funds
	
	
	

	Private loans
	
	
	

	Commercial loans
	
	
	

	Any grant expected
	
	
	

	Total
	
	
	


23. Returns

	PROJECT RETURNS
	YEAR
£
	YEAR
£
	YEAR
£

	Profit
	
	
	

	Cashflow
	
	
	


24. How will the project become self-sustaining?  What are the major areas of sensitivity within the budgets?
25. As a percentage, what is the profit from the project compared with the capital invested in it?  
26. How long would it take additional income to repay that capital?
managing risks

27. Outline of the risks associated with this investment -– 

During the setting up of the project

	Risk Assessment
	Risk Control

	Identification
	Analysis
	
	Planning
	Control

	Risk description


	Probability

(1 to 5)
	Impact

(1 to 5)
	Risk Manager
	Existing control in place
	System for monitoring risk
	Risk control system

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


During the running of the project

	Risk Assessment
	Risk Control

	Identification
	Analysis
	
	Planning
	Control

	Risk description


	Probability

(1 to 5)
	Impact

(1 to 5)
	Risk Manager
	Existing control in place
	System for monitoring risk
	Risk control system

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


RESPONSIbility
28. Review your plans to see what effects they have on:

The local economy:
The local community:
The local environment:
29. How can you modify the plans to ensure that potential benefits are realised?







2




