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important part of the plan and is best prepared 
last. 

Product/Service and Market Analysis:  
contains detailed analysis of the proposed 
products/services and plans for future 
product/service development.  The market 
prospects, opportunities and characteristics 
critical to the survival and growth of your 
business should be analysed. 

Marketing Plan:  identifies your business 
position in the market, nominates marketing 
strategies and sets directions for future 
marketing. 

Subheadings can include: 

The Market:  define your market, how it works, 
current trends and opportunities.  Analyse and 
select promotion and marketing strategies, 
identify future market activities, develop 
reporting systems for marketing activities and 
define training to develop marketing skills.  
Also look at market networking opportunities 
that will help you achieve better market reach. 
Competition:  identify your competitors, how 
they compete and impact on your business 
and define your competitive advantage. 

Operating Plan:  nominates 
volume/performance levels and identifies 
suppliers, costs and quantities of materials, 
processes, equipment and methods of 
extending the services or products offered. 

Management and Personnel Plan:  key 
management practices, staffing levels and 
skills, communicating with staff, monitoring 
and rewarding performance. 

Legal Matters:  identifies how you will deal 
with some of the legal matters of the business 
- structure, intellectual property rights, 
licensing and contractual relations with 
suppliers. 

Financial Plan:  includes a financial analysis 
and preparation of projected financial 
statements (two years) for your business.  
This can cover analysis of financial position 
and performance, levels of finance required for 
start-up or growth, sources of finance, break-
even analysis and anticipated growth in sales 
and profits. 

Action Plan:  identifies how you will 
implement your business plan and prioritises 
strategies for the first year of the plan. 

Business Plan Do's and Don'ts 

Do's 

• Remember to regularly update your 
business plan.  Targets will change and 
strategies must be adapted as they do.  

• Make it easy to read.  
• Refer to it for action plans - a business 

plan should be a living document and 
not be archived.  

• Use business planning templates and 
tools to be sure you cover everything.  

Don'ts 

• Don't make unrealistic assumptions.  
• Don't underestimate the difficulties in 

growing a business.  
• Don't underestimate competitors.  
• Don't be afraid to ask for help.  

Useful Contacts 

Please visit  our links section on our website 
for a list of useful contacts. 

About this Brochure 

This brochure and its contents were provided 
from the Department of State and Regional 
Development. www.smallbiz.nsw.gov.au  
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