YOUTH BUSINESS TRINIDAD AND TOBAGO

“Nurturing the business spirit in youth”

BUSINESS PLAN INSTRUCTIONS
The YBTT Business Plan is designed to be straightforward and easy to use. The pages to the left are guidelines to be followed when completing the related sections to the right. If you have any questions please do not hesitate to contact our office.

NOTES FOR GUIDANCE

1. 
Description of Business

     
Explain in your own words what you are going to do.

     
In the spaces provided you are to list the products you will sell and/or the services you will provide

2. 
Details of your business premises

The location of your business and the premises from which you will operate are crucial for business success. 


Tell us if the premises are being rented or if it is owned by a family member or a family friend. 


Are these premises secured?


What about the location, is it accessible to your potential customers? 


How does the location suit your business needs?


Are any types of licenses required to operate from these premises?

Will there be the need for any repairs or adjustments to the building? If so be sure to consider these costs.

3. 
Owner /Staff Profile

Tell us why you think that you, your business partner (s) and your staff have the experience, ability and commitment to make a success of the proposed business.

Attach CV's of yourself and the main business partner (s) giving details of 
your:



a. Education and qualifications



b. Previous wok experience



c. Training received



d. Hobbies and interests

 

(Insert additional sheets as required)

4. 
Business Training

Have you undertaken any business training which provides you with business knowledge that will make your project succeed? Give details and attach certificates.

(Include training received in bookkeeping, marketing, etc and courses completed from YTEPP, ETTIC, SEBA, BDC and other training institutions)

5. 
Details of Your Marketing Plan

Your Marketing Plan considers all the ways you intend to make customers aware of who you are and why they should buy your product or service. You cannot market properly until you know who your customers will be, what they will want and how much they are prepared to spend.

Tell us who will buy your goods/services. If you have promises of work from these people include letters from them.

Explain how you researched your market and what the results were. Attach any questionnaires you would have used.

Include details of the sources of your statistical information (e.g. Central Statistical Office)


Give details of your main competitors

List your major competitors and tell us their main strengths and weaknesses. In looking at their strengths and weaknesses think about their product or service offering, reputation in  the sector, price, supplier relations, distribution channels, location and customer service etc. 

Remember that depending on your business type, your competitor may be in a completely different geographical location.

6. 
Competitor Analysis (continued)

Now that you have analyzed your competitors’ strengths and weaknesses tell us what strategies you will use to be competitive. Give us details of any special features you will provide.


You need to consider the following:


How different is each competitor's product/service from the other and do these differences affect how 
customers buy?


How well do your competitors currently satisfy the customers' needs?


Are there any needs at present unsatisfied?


What is different about the product/service you will provide?

(Some entrepreneurs are tempted to suggest that their business will have no competition. However, you will need to consider how the needs for those products or services are currently being satisfied)

7. How will you promote your product / service?


Here you tell us how you intend to let the public know of your product / service. 


Will you utilize posters, leaflets, call cards or an attractive sign? 


Will you advertise in the newspapers and the electronic media?


What about a web presence? Will this work for your type of enterprise? 


(Think about how the target market receives information about the product or service at present and 
determine whether new approaches are necessary)

9.
Explain your pricing policy


Tell us how you arrived at your prices and how they compare with those of your competitors.

In coming up with your price you will need to consider your overheads such as electricity, rent, labour etc. You should also consider unproductive time such as traveling, business administration etc.


(Remember to calculate your break even point)


Show how you worked out your monthly sales figures in Year 1 of the cash flow 

a. Begin this table by listing the products or services which you will provide. 

b. Then insert the price which will be charged for each product or service.

c. You are then required to make projections based on your knowledge of the market, your research conducted and the activities you intend to embark upon. For each month in the first year, project the quantity of the items which will be sold or the number of service appointments that you will complete. Don’t be too excited to place large figures. Be as realistic as possible. Where you think you may not supply a product for that particular month do not be afraid to input zero.

d. On a separate sheet of paper calculate the value of the monthly sales for each item. This is found by multiplying the price by the monthly quantity. The total sales for months 1 to 12 are then entered into the cash flow section “Sales”

10.
Assets Owned To Be Used By The Business

You may already have personal or business assets which you will use to help in establishing your business. These may include personal or family funds, bank or credit union savings, equipment, vehicles and other items. Include these here giving us an idea of the value of these items. This gives an idea of the commitment you are willing to make to ensure the business commences operations. The total of these contributions will be 
your contribution to the start-up of the enterprise.

11.
Insurance 

Here you are required to list the types of insurance which will be required for your business. You are NOT to list personal life insurance policies here if these are not linked to the business.

You may therefore need to consider the following types of insurances:

a. Public liability

b. Product liability

c. Goods in transit

d. Fire and theft

e. Employers liability

f. Vehicle insurance for vehicles used for the business

g. Personal insurance linked to the business

12. 
Finance Request Details


 Please indicate the financial institution that you have approached prior to visiting YBTT for funding:



a.. The commercial banks



b. The non-bank lending institutions



c. The credit unions



d. Other microfinance agencies



e. Family members

13. 
YBTT Funding Request Details

You must indicate the products or services you will like YBTT to fund. You should therefore approach suppliers and obtain written price quotations or invoices which must be enclosed with your Business Plan. In most cases YBTT will make payments directly to these suppliers based on the documents provided. You are therefore encouraged to ensure that you obtain the best prices for the quality of goods or services for which 
funding is being requested.

NOTES FOR GUIDANCE:  CASH FLOW

14.
Your cash flow is important since it projects how much cash will come in and leave your business over a period of time. YBTT has asked you to project this on a monthly basis during the first year. In doing this       it allows you the business owner, and the lender to see if you will have adequate cash to run your business. It also shows where there will be cash surpluses and shortfalls so you can plan better for both your savings and borrowings.

Assumptions to the cash flow are therefore important. Since you are projecting in the future you must let YBTT know the assumptions you have made in coming up with the figures included in the cash flow. The sales assumptions must be placed on page 13 while other assumptions may be included on a separate page.


Some points to consider:

a. Note any seasonal variances. For example in some businesses the demand is greater during the Christmas period.

b. Ensure the owner’s salary is included and that it  is realistic

c. There may be delays between some sales and income. For example, cash from sales made in January may not be collected until March

d. Do not overestimate sales figure or stock levels. Be realistic

e. Some costs can be spread over a 12 month period and paid monthly

f. Remember to include YBTT loan proceeds and any other funds which will be placed in the business

g. Follow the guides suggested in the cash flow to ensure your calculations are correct.. Guidelines are provided for TOTAL CASH INFLOWS; TOTAL CASH OUTFLOWS; and CASH SURPLUS or (DEFICIT) 

h. Remember that personal expenses are NOT included in your cash flow. Your personal expenses will be paid from the owner’s salary.
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