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WRITE YOUR BUSINESS PLAN

By April Whiston



Hello Amazing Business Legend, 

 

 Congratulations!
 

You've taken a massive step to bring your business to life!

Planning is important and critical in building success. Keep in mind, no-one

is an overnight success. Grit, determination, structure and commitment

are key to becoming the business person you visualise yourself to be. 

 

When planning your business, you must work in a systematic manner.

Many people want to jump into the 'how', but first we must tap into our

visionary skills and commence the brainstorming. We must build the

environment of the business before we opt to 'do' the work.

 

Following on in this guide, you will find resources to help you with your

planning. Take the time to answer the questions and complete this

planning process. 

 

Enjoy the journey and thank you for choosing Boss Brain.

 

With Warmth,

 

April Whiston
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WHERE DO YOU START?

BUSINESS PLAN 

SWOT ANALYSIS

REGISTER BUSINESS 

OBTAIN INSURANCE

SOFTWARE

SET UP

SOFT 

FURNISHINGS

BRAINSTORMING 

You start at the start!

With any business idea, you must start with the brainstorming phase.

Brainstorming is the process of getting your thoughts out of your head

and onto paper. 

The Planning Pyramid

The Planning Pyramid identifies key steps that must be completed prior

to working on your 'soft furnishings'. Soft furnishings include your

branding, marketing and document formulation. This is completed last in

the setup phase to ensure the branding and its message matches the

final plan and concept for the business. 
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SOFT FURNISHINGS

Logo

Style Guide

Business Cards

Flyers

Signwriting

Banners

Soft furnishings are the elements of a business that are fun, creative and

sometimes expensive. They include your branding, marketing, social

media set up and website design. Other elements included are: 

These elements are important, they share our message to our market

and ultimately influence our revenue. But, this is why we leave it to last. 

When starting your business, you must build a solid foundation. You must

ensure you understand and are clear on your Vision, Mission, Values,

Standards & Expectations and more. 

Your product and service offering must be solid and it is from here, you

use this information to design and bring to life your brand. 

What is Brand?

Your brand is the appearance, vibe, message and aesthetics of your

business. When branding, you want to refine your logo, slogan, sub mark

(if desired), colours and fonts. These elements together create your style

guide. 

Your style guide is what you use to create your content, brochures, flyers

etc. to ensure you have consistent branding, which portrays a consistent

message to your market. 

THE FUN THINGS ARE DONE LAST
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Now that we know we leave the soft furnishings to last, let's talk about

where you start. Let's start with brainstorming! 

Brainstorming is the process of getting all of your ideas out of your head

and onto paper. This process helps us reduce low-level anxiety and

provides a mind map that we can use to connect, dissect and expand on

our business idea.  

There is no perfect way to brainstorm. Every person does it slightly

differently, but the purpose is always the same, to think BIGGER and to

imagine your possibilities. 

On the following page, work through the brainstorming tips and have a

go yourself. Once complete, please share your mind map with us on

social media. 
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Brainstorming Tips
Clear your mind

Set aside some time, at least 1 hour

Get comfortable

Have a drink on hand

Collect equipment needed; a big piece of paper,

coloured markers and sticky notes

Start dumping your ideas onto the paper. This

does not have to be done in any particular

sequence

Once you have something on the paper, start to

cluster together similar ideas or ideas that connect

Clustering can be done by linking ideas with joining

lines or arrows

Continue to do this and watch your brainstorming

project develop into a map of your mind's idea

Use this as the basis for writing your business plan
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Vision

Mission

Values

Business Brief

Standards

Expectations

Business Structure

Business Registration Numbers

Qualifications and Description of Owner/Founder

History of Business to Date

SWOT Analysis

Products & Services Sold

Business Assets 

Software Solutions 

Marketing Budget

Branding 

Marketing Plan 

Your Business Plan

Your business plan is your road map to success. It helps you create a

direction and is the tool that you can reference to obtain reassurance

when needed. 

Along with the above, it is the tool you can share with your employees,

partner, investors or financiers to help them to truly understand your

vision and the direction you are planning to take.

A solid business plan provides reassurance and should be reflected upon

and updated annually. Your plan includes the following key areas: 

On the following pages, you will find a description for each category and

the option for you to fill in the plan as you go. You can then type this into

a word document to print and publish. 
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Business Plan Template
 

Business Name

 
Reviewed: __ Month 20__

Logo

Here
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Google

“To provide an important service to the world-instantly delivering relevant

information on virtually any topic.”

Nike

“To bring inspiration and innovation to every athlete in the world.”

Microsoft

“To help people and businesses throughout the world realize their full

potential.”

Thankyou

"To empower the everyday Australian to change the world through a

simple choice in their everyday life. 

Patagonia

"In business to save our home planet".

McDonald's

"To be the best quick service restaurant experience. Being the best

means providing outstanding quality, service, cleanliness and value, so

that we make every customer in every restaurant smile".

Have a go at writing your own vision statement: 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Your vision 

Your vision should describe a brighter future and must instil hope. Your

vision must align with your values and ethics. This applies to both your

personal vision and the vision you have for your business.

Some vision statement examples are: 
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Your mission

Your mission can be so well defined that it sounds like a motivational

strategy.

Your mission should create clarity and set you in a direction for serious

action.

Your business mission is goal-based, inspirational and must motivate your

team to achieve this with you.

Some vision statement examples are: 

9

Google

"To organize the world's information and make it universally accessible

and useful.”

Nike

“To do everything possible to expand human potential."

Microsoft

"Our mission is to empower every person and every organisation on the

planet to achieve more."

Have a go at writing your own mission statement: 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________



Values

In this section dot point the values of the business. A business value is an

emotion or thought you want within your business. 

Examples include honesty, integrity, time, discipline and excellence. 

1.

2.

3.

4.

5.

6.

7.

8.

Business Brief

The brief is a summary of the business goals, daily operations and a

description of what the business does. It only needs to be a paragraph or

two long and is here to give readers of your business plan an early

concept and visual.

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
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strive for excellence 

go above and beyond

Business Standards

Your business standards provide a benchmark for behaviour, work ethic

and attitude within your business. These standards are for all people

involved in the business including employees and clients. 

You will find your values are represented within these standards. 

List your standards below: 

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

Business Expectations

Your business expectations are the things you want your employees and

clients to strive for. They include things such as:

You will find your goals may flow through in here: 

List your expectations below:

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
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Business Structure  

Examples of this are sole trader, company, trust, partnership etc. 

Business Registration Number  

Examples are ABN, ACN, Identification number etc.

Business Ownership Structure

Provide an outline of the business structure. 

A brief paragraph stating any directors etc. 

________________________________________________________________
________________________________________________________________
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Management and Owner's background

Share your background below and the key qualifications, awards etc that

a relevant to your business.

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
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2002 Business commenced as small family-owned cafe

2003 Business employed first manager 

 

 

 

 

 

 

 

Business History

Describe a brief history of the business and your related personal

achievements to date. 

Use a dot-point timeline, an example is below: 

Your History 



 

 

 

 

 

 

 

 

 

 

 

Business Goals 

Document the goals of the business. These can be financial, related to

culture, awards, employees or anything of importance to you and your

business. 
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Business Assets

List all company assets here. Assets are items of value to the business. 



SWOT ANALYSIS
Analyse your businesses Strengths, Weaknesses, Opportunities and Threats, now and

into the future. 

S - STRENGTHS
Outline the strengths of the business. These might include a quality product, no debt,

good staff, educated team members, passion, uniqueness and more.

____________________________________________

____________________________________________

____________________________________________

W - WEAKNESSES
Outline the weaknesses of the business. Examples of weaknesses include things such

as; new to the industry, new to business, no bookkeeping skills, new to marketing, few

reviews.

____________________________________________

____________________________________________

____________________________________________

O - OPPORTUNITIES
This is where we list all the potential and future opportunities for the business. This

includes things like collaborations, new products, speaking gigs and more.

____________________________________________

____________________________________________

____________________________________________

T - THREATS
This is where we look at all of the threats the business could face. These include

competitors, economy crashes, product supply issues, technical failures, staff

concerns and world crisis.

____________________________________________

____________________________________________

____________________________________________
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The Products or Services Sold

In this section, list and describe the core products and services sold.

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

Pricing Summary

Dot point your key products from above and list the cost price and the

retail price. 

Product/Service:                                                           COST                 RRP
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Operation Cost

Outline the estimated operating costs of the business including wages,

marketing, power consumption, insurances etc. 

You can choose annual, monthly or weekly. 

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

Capital Requirements

Outline the capital requirements to get your business to an operational

stage. If you are a service-based business, this may be very low. If you

are in machinery or farming, this would be quite substantial.

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
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  Accounting software - Xero or Wave are our recommendations

  Point of sale (if in retail)

  Customer Relationship Management (CRM)

 

 

 

 

 

Logo

Slogan

Colours

Fonts

Software Management Systems

Outline the software selected to manage your business.

At a minimum you will need:

1.

2.

3.

Brand description

Describe your brand aesthetics. This includes:

Marketing Budget

As this is a new business, how much money are you prepared to allow to

launch: 

________________________________________________________________________________________________
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Initial Marketing Direction

Which platforms will you use to showcase your business? 

Facebook        Instagram        Twitter        LinkedIn

 

TikTok      Snapchat      Pinterest      YouTube      Website   

 

Others: 

 
_____________________________________________________________________________________________

 
 
 

Which networking events will you attend to raise awareness of your

new business? 

Print Media Marketing

What print media will you use to showcase your business?

Brochures          Flyers          Business Cards

 

Shop Front       Signage       Car Signage   

Others:

_____________________________________________________________________________________________
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NOTES 
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
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Upon Completion

After working through every category in the business plan template, we

encourage you to format this into a document that can be easily edited.

You may choose Microsoft Word or Google Docs. 

This should be saved in cloud storage to avoid losing once complete.

When sharing with other people, always state clearly that this is a

confidential document and only share this plan in a PDF version to avoid

other people editing. 

Your Plan

You should be very proud of what you have achieved. We encourage

you to print and frame your business plan and share it in a location that

you see frequently and that others who require guidance from it can

reach. 

It is good business practice to review your plan on an annual basis and

adjust categories and goals that need adjusting. 

To compliment your business plan, you could create a vision board. A

vision board provides a visual tool to motivate and inspire you to chase

your dreams. 

As a BONUS, on the following page there are vision board creation

instructions, why not have a go?

As an EXTRA BONUS, we have also added the "13 Page Guide to Product

Development". These steps will help you launch a new product from idea

to selling and hopefully, reaching the sales goals you set in your business

plan. 

Want more help?

Check out our website and download the Business Start-Up Course. This

course will only strengthen and expand your business knowledge and

skills.  
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YOUR VISION BOARD

 Photos, images, pictures, etc from magazines,           

 newspapers or print outs from the internet. 

 Quotes, words and goals printed out for placement  on 

 your board. 

 A board of some description. We recommend using  a 

 canvas or pinboard. 

 Glue or pins to adhere your images, quotes and  goals to  

 the board. 

Once completing your vision statements, we encourage you to

create a vision board. 

A vision board is a tool that helps you stay aligned and focused

on your vision. It is both a motivational tool and an

accountability tool.

To create a vision board you need the following: 

1.

2.

3.

4.

Once you have everything you need, set aside at least an hour

to get crafty and create your board. 

[See our video tutorial on our YouTube Channel] 

Once complete, place your vision board in a location you will

see frequently to inspire you to chase your dreams. 
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THE 13 STEP GUIDE 

Ideas

Recommended Retail Price (RRP)

Estimate costs

The look, feel and size of a product

How it will be sold

How it will be delivered

1. Brainstorm

2. Bounce ideas off others

Share your idea with anyone who will listen and give you feedback.

This is also known as basic market research. 

3. Create a prototype

Create a prototype product or test your service with a mock client or

audience. If you are in the service/consulting space, this is known as

pro-bono work. 

4. Gain honest feedback

Get those people who have tried your product or service to give you

honest feedback about your product. Rate what they liked, didn't like

and what they think could be improved.

5. Complete a cost analysis

Based upon the product or service you designed and delivered on in

step 3, create a cost analysis report. This report can be done in excel

or a similar program and should list all of the expenses incurred to

bring that product or service to a standard that it could be offered or

served. 

To product development
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6. Refine prototype and make adjustments

Based upon the feedback given in step 4 and the results from the cost

analysis, make adjustments that are necessary. This may be an

improvement or a reduction. Any refinement should improve the

function of the product or the offering of the service. 



8. Complete a SWOT analysis

A SWOT analysis allows us to examine our product or services

strengths, weaknesses, opportunities and threats. It is at this point we

take a very close look at our competitors and how we are

comparing. 

13. Create a full marketing plan and schedule

Create a marketing plan with a budget and goals. Clearly state what

you are going to use to share your message, how you are going to

say it and whom you are going to target. 

10. Take pre-orders and early-bird registrations

At this stage, we want to start an early launch marketing campaign. It

is ideal to share this new product or service with our existing client

base and take pre-orders or early-bird registrations for a trial/sample

event if in the service industry. 

11. Order your product

Based upon the numbers ordered in step 10 and your estimation of

future sales, place your order for your product. 

9. Refine prototype and make adjustments

Based on the results from the SWOT analysis, make necessary

adjustments. This may be an improvement or a reduction. Any

refinement should improve the function of the product or the offering

of the service. 

12. Promote new product and release date

Confirm the release date of the product with your market and build

anticipation. Using the tactics of scarcity around first shipment or

limited numbers for your service-based product will drive people to

commit in this early phase. 
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7. Get clear on your exact pricing

Now that your refinements have been made, re-check your cost

analysis and amend costings. At this point, you should have a very

clear understanding around what this product will cost you to

produce. If you are providing a service, you should have a clear

outline of all the expenses incurred to deliver your service. 



CONCLUSION
This guide has been designed to help aspiring business owners to add

structure and clarity to their direction.

At all times we encourage you to work with your appropriate legal and

accounting agencies. 

It is of paramount importance that you comply with all Government

legislation when running a business. 

Ensure you follow and abide by all tax and superannuation

requirements. 

If you need advice or support for your business we encourage you to

seek accredited professional advice and to visit certified Government

websites for information. 

Thank you for purchasing our guide. Our team can be contacted via

email, april@bossbrain.com.  

We provide Business Consulting and Coaching, along with digital

support, website development, branding and graphic design and

content creation. 

We wish you the very best with your new business. 
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