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      BUSINESS PLANPRIVATE 


A guide for 

Small and Medium sized 

Not-for Profit Organisations

and Enterprises

Foreword
This business plan is a guide for small ‘not-for profit’
) organisations and enterprises, and starting entrepreneurs, the creation of small enterprises and for projects. It is based on an initiative worked out by the Associated Dutch Chambers of Commerce and Industry 1). They publicised of the original guide as a document realised, by the Dutch Institute for Small and Medium-Sized Enterprises (IMK), in consultation with:

*
Chambers of Commerce and Industry/Kamers van Koophandel en Fabrieken (KvK)

*
ABN AMRO Bank

*
ING Bank

*
Rabobank

*
Regional Institutes for Small and Medium-Sized Enterprises (IMK-regio)

*
MKB the Netherlands (MKB Nederland): association of


-
Royal Dutch Union of Entrepreneurs (KNOV), and


-
Dutch Christian Union of Entrepreneurs (NCOV)

*
VNO-NCW: association of


-
Confederation of Dutch Enterprises, and


-
Dutch Christian Union of Employers 

*
Dutch Institute of Chartered Accountants (NIVRA)

*
Dutch Order of Accountants and Consultants (NOvAA)

*
Hotel and Catering Industries Holland (Horeca Nederland)

*
Dutch Department of Trade and Industry (Min. van Econ. Zaken)

All above mentioned institutions and organisations have agreed to the framework and contents of  the original version of the document of the Business Plan.

This version of the document has been redrafted specially for the international cooperational work of the 

· Netherlands Management Co-operation Programme (NMCP)

As target groups for using the Business Plan as described in this document are foreseen the Small and Medium Sized Not-for Profit Organisations and Not-for Profit enterprises. The guide can also be useful for starting entrepreneurs, specially of developing countries and countries in transition. It is also useful for those who want to create a business plan for their own purpose. In that context the  Business Plans can be used as management tool for starting a (new) activity or for making their organisation more cost-efficient. Besides that it is an important document for the discussion with financial experts in order to receive financial support for the realisation of the activities, which are elucidated in the business plan. 
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PRIVATE 
TC  \l 1 "BUSINESS PLAN FOR THE STARTING ENTREPRENEUR"

INTRODUCTION

Writing a business plan is crucial for good business!
It is a mistake to think that Not-for profit organisations or enterprises*) do not need a business plan to run their business, which can be seen as comparable handling to for profit enterprises.

When you want to run a not-for profit organisation or service enterprise, you should be well informed about the product or service you are offering, your target market, the financial possibilities and the feasibility of your plans.  

A good business plan provides this information. Therefore writing and implementing a business plan helps you to arrange the necessary information and expectations.

For those who have already a running enterprise or project, a business plan may be a suitable instrument to prepare important decisions. It makes you consider all aspects that are involved when adapting your activities to new markets, customers or products.

It is advisable first to submit the business plan also to an accountant or consultant and to use their suggestions for further adaptation of the plan. After completion, your plan can be submitted to Banks and/or other credit institutions. When assessing your financing possibilities, your business plan will show them what financial risks and entrepreneurial qualities are involved in your enterprise.

This workbook or guide indicates step by step how to work out ideas about future or existing activities. By doing this very carefully and comprehensively, you will write a business plan that is tailor-made for your activities. Consequently, your chances of success will increase, as has been proved by the many organisations that advise starting organisations or small and medium sized enterprises (SME’s).

When the word 'entrepreneurs' is used in this workbook, we mean of course both male and female entrepreneurs. For projects the project leader is expected to be the initiative taker for the execution of the business.

*) A not-for profit organisation or enterprise is regarded in the context of this guide as an organisation which is not making profits, although they can make financial reservations to guarantee the continuity of their organisation.

1998, the editors.

PRIVATE 
EXPLANATION OF SOME KEY WORDS OF THE BUSINESS PLANTC  \l 1 "EXPLANATION OF THE BUSINESS PLAN"
In order to avoid misunderstanding some of the key words used in this document are elucidated in this paragraph.

1. Personal information. (See page 8 and annex 2 for an example of a curriculum vitae) The success of an activity is for an important part determined by the personal qualities of the entrepreneur. For this reason you should add as annexes to the business plan the c.v.’s of the involved individuals. 

2. Objectives, formalization and description (page 9 ). For some sectors the entrepreneur has to meet certain legal requirements (formalization) in order to establish the organisation/company, to run the activity or to execute the project. Not meeting these requirements may cause legal problems or other problems with official organisations. It will also be impossible to make use of government facilities e.g. credit guarantees. Besides that a clear description of the objectives and mission is an essential basis for the business plan.

3. Marketing approach (page 13). What is your target market and who are your potential customers? What are their buying considerations or reasons to use your services? How will they become your customer? A detailed analysis of the strong and weak points of the activities should be made available for consideration. You should explain your marketing approach (products/services, price fixing, place of business, competitors, etc.) and by doing so you should determine the turnover estimates. In this workbook there is not enough space for the explanation of your marketing approach, so you should add this on a separate sheet of paper.

4. Investments and financing (pages 18 and annex 3). You should give a clear picture of the extent of investments in buildings, renovation, machinery and stock, of debtors, finances and initial expenses (including cost of living). You should also explain how you are going to finance these investments: from own funds, bank loans, supplier's credit or other forms of credit. In general there are few special grants for starting organisations entrepreneurs. These grants can come from national or international origin.

5. Operating budget and redemption capacity (pages 20 and annex 4). The annual operating budget will show whether your plans are feasible or not. The expected turnover, gross profit, company costs and net profit should be quite clear. The net profit forms the basis for personal living expenses, investments and reservations. Part of the net profit should be used to support the cost of living of the entrepreneur or project leader.  

The remaining part supports the financial basis of the company. Together with the money that becomes available from depreciation’s this should be at least sufficient to meet your redemption obligations.

6. Specification of private account (page 22 annex 5). You should have a clear idea of the total private expenditures, as these may not exceed the net returns.

7.  Liquidity prognosis (pages 23 and annex 6). You should be aware of the quarterly fluctuating needs for credit. If you have based your figures on information from/about a specific branch, you should mention this. You should also take into account the losses that you will suffer in the initial period.

BUSINESS PLAN 

FOR 

NOT-FOR PROFIT ORGANISATIONS

AND ENTERPRISES

PRIVATE 

Name of the Organisation or enterprise

(or title of the project):

PRIVATE 
1.
PERSONAL INFORMATIONTC  \l 1 "1.
PERSONAL INFORMATION"
1.1
Entrepreneur * or project leader 
Name:





Address:




Zip code and city:


 
Telephone number/Fax number:

 
E-mail address:

Name of the Organisation/enterprise:
 
Office address:



Post-box:

Zip code and city

Telephone/Fax number:

E-mail address:

If there are several key persons which should be mentioned, repeat this paragraph.

As many credit institutions base their conclusion on the ‘credibility’ of persons, it is very important to give in the full details in the c.v.’s, explaining the history of a person, such as education, practical experience and personal skills. 

For details of the personal information see the annexed c.v.'s of all the involved persons. The annex 1 of this document is meant as a general outline as example.

PRIVATE 
2.
OBJECTIVES, FORMALIZATION AND DESCRIPTIONTC  \l 1 "2.
DESCRIPTION OF THE PLAN"
2.1
Outline of the plan/ Scope/ Objectives/targets
Give a rough outline of the plan (what sector, what kind of organisation/enterprise, what kind of services do you provide etc.)?.

Please give detailed information in chapter 3.

Give also information if you are planning to:

*
partly or completely take over an existing organisation, service  or enterprise?

(if so, ask for the annual report and get an extract from the Trade Register at Chamber of Commerce or the register institution)




yes/no

*
take over a subsidiary, join a network, or establish a franchise?

yes/no

*
establish a new organisation, enterprise or company?



yes/no

* 
establish a new project ?






yes/no

*
other: 

2.2
Further Information
What authorities, individuals or organisations have you contacted with regard to your plans?

Chamber of Commerce:

in


Mr/Mrs 


PUM/NMCP:



in


Mr/Mrs 
 

Consultant:



in


Mr/Mrs

Bank:



in


Mr/Mrs

Accountant:


in


Mr/Mrs

Local authority:

in 


Mr/Mrs

International Organisation:

in


Mr/Mrs

Others, specify:

in


Mr/Mrs



2.3
What will be the legal form of your organisation or enterprise?
Sole proprietorship
yes/no

Association
yes/no

Foundation
yes/no

Federation
yes/no


Partnership
yes/no

Limited Company
yes/no

Other: 
Which considerations have led you to this choice?

2.
OBJECTIVES, FORMALIZATION AND DESCRIPTION (continued)
2.4
Name and place of business
What will be the name of the organisation, enterprise, or title of the project?

Name:  

Have you enquired whether you are free to use this name?
yes/no

(check eventually with officials)

Where will your organisation/enterprise be established?

Address: 
Description of place of business (residential area, industrial site, other)

Can your customers easily reach you?

Can goods be easily supplied and removed?
yes/no

Are there sufficient parking facilities (both for customers and own car?)
yes/no

Can you indicate the surface of the total business accommodation? 
m2

Are there any possibilities to expand at the site?
yes/no

Are you going to rent, lease or buy the premises?
rent/buy/lease

Rent/lease per year
US $/Dfl                     
Purchase price     
US $/Dfl                    

Accepted per           
Duration of contract                
Has the contract been assessed by experts?
yes/no

If so, by whom?
                                                                                              
Has the contract any special conditions, e.g. financial clauses?
yes/no

If so, which?
                                                                                                        
2.5
Licences
Do you require an Establishment Licence for the service or product or are there any licenses involved? (check eventually with licenses advisory bodies) 
yes/no

Do you meet the professional requirements? (check )           
yes/no

If so, on which basis?                                                                                                

If not, how are you going to solve this problem?  

Have you been registered with the official registration body?
yes/no

If so, at the Chamber of Commerce or registration office in: 

Date:  

Number:  

Is the establishment in agreement with the zoning plan?
yes/no

(check with local authority)

Do you require a license because of environmental legislation
yes/no

(check with local authority)

2.
OBJECTIVES, FORMALIZATION AND DESCRIPTION (continued)
What other licenses do you need for the execution of your activities or product?
Are there any other legal regulations (national or local) or conditions you have to meet?

(think of all environmental regulations)
yes/no

If so, which?

2.6
Staff
How will you be staffed at the start?

(you, your partner; number of workers; full-time, part-time, occasional workers)

Who will replace you in case of absence?                                                                      
Have you decided the various positions for your future staff?
yes/no

Are you planning to expand your staff in the near future?
yes/no

If so, do you think you will be able to hire qualified staff?
yes/no

2.7
Administration
Who will carry out your administration?

Name:                                                                                                                   

Address:                                                                                                                

City:                                                                                                                     

Telephone/Fax:                                   /                                                                    

Who will prepare your annual report (balance-sheet, profit and loss account and explanation)?

Name:                                                                                                                   

Address:                                                                                                                

City:                                                                                                                     

Telephone/Fax:                                   /                                                                    

How often will you be informed about the financial position of your organisation/enterprise?


 monthly/yearly/quarterly

2.
OBJECTIVES, FORMALIZATION AND DESCRIPTION (continued)
2.8
Computerisation
For what purposes are you going to use a computer?




- word processing
yes/no


- accounting
yes/no


- stock keeping
yes/no


- project/order administration
yes/no

            - other purposes, specify

2.9
Insurance
Are you insured against standard risks?
yes/no

(fire insurance, loss of profits insurance, etc.)

If so, what is insured and to what amount?

2.10
Liability, terms of delivery and payment conditions
Is product liability arranged? Are you insured against it?
yes/no

If so, how is the liability arranged? (professional, personal and/or service liability)

If you are planning to deliver goods or services under general terms of delivery, please enclose them with this plan.

Have you registered these terms of delivery?
yes/no

(If not, contact a solicitor)

2.11
Starting date
When do you plan to start your organisation or enterprise? 
If you have already started, when did you start?
 
City:                                                                                                                      
Date: 






For approval signature of the entrepreneur:                                       
Stamp                                   
PRIVATE 
3.
MARKETING APPROACHTC  \l 1 "3.
MARKETING APPROACH\: SERVICE INDUSTRY"
3.1
Commercial concept
Can you describe the commercial concept of your future organisation or enterprise?

(target group, specification of the service and product range, price level, etc.)

Are you going to join any local, regional, national or international co-operative?
yes/no

If so, which? 

What services does this organisation provide?

(If possible, please enclose some information about this co-operative)

3.2
The market
Can you describe your market and any future customers?

(at a local, regional, national and international level)

Can you estimate the extent of the market? Which part of it do you think you can gain? 

Please give the foundation of these estimates.

Have you already discussed your plans with future customers?
yes/no

If so, how did they react?

Have you already submitted any tenders?
yes/no

If so, how did they react?

3.
MARKETING APPROACH (Continued)
At this moment the orders for providing a service or product, on hand amount to approximately


The total amount
US $/Dlfs.               
3.3
Place of business (location)
Please explain why you have decided on this particular location.

What part of the business accommodation is in use for the following activities?

·  office space
M2

·  meeting rooms
M2

·  space for sales
M2

·  administration
M2

·  others
M2

·  total space
M2

3.4
Service offered (product)
Give a short description of the services or service products, you are going to offer:

3.5
Cost price and selling price
Do you already have any idea of the cost price of your product?
yes/no

If so, please specify how the cost price of your products is built up:


Product or Service                                                 
*
use of materials
US $/Dfls.                                                            
*
man-hours x rate  
US $/Dlfs.                                                            
*
others
US $/Dlfs.                                                            
*
      
US $/Dlfs.                                                            
 
      
US $/Dlfs.                                                            

Cost price

US $/Dlfs.                                                            
Man-hours rate:
US $/ Dlfs.                     
How are rates determined (branch or sector organisation, accountant)?

3.
MARKETING APPROACH (Continued) 
Do you plan to check calculated costs against actual expenditure(s)?
yes/no

If so, how?

Have you already fixed the selling price of your services?
yes/no

If so, describe the calculation method you have used.

3.6
Promotion
What are your customers considerations to make use of your services?. (e.g. wide range of services, quality, price, service, delivery time, accessibility)

Buying considerations

Do you meet these considerations?



Please motivate your answers
What promotion means are you going to use to approach your customers?

*
personal sales


yes/no
individually/collectively *)
rarely/frequently

*
direct mail   


yes/no
individually/collectively
rarely/frequently

*
trade fairs   


yes/no
individually/collectively
rarely/frequently

*
advertising   


yes/no
individually/collectively
rarely/frequently

*
sponsoring    


yes/no
individually/collectively
rarely/frequently

*           word-of-mouth advertising
    
 yes/no

*           others, specify:

On which of their buying considerations are you going to focus?

 *)
Individually: developed and executed by you


Collectively: developed and executed by the co-operative
3.
MARKETING APPROACH (Continued)  
3.7
Analysis of the competition
Fill in the names of your main competitors. 

A.                                                                                                                         

B.                                                                                                                         

C.                                                                                                                         

D.                                                                                                                         

E.                                                                                                                         

F.                                                                                                                         

G.                                                                                                                         

Explanation:

How do you assess your company compared with the main competitors?

Assessment of your competitive power compared with competitors

(+ = own company better, o = equal, - = own company worse)

	PRIVATE 


	A
	B
	C
	D
	E
	F
	G

	Wide range of service or product 
	
	
	
	
	
	
	

	Quality
	
	
	
	
	
	
	

	Price
	
	
	
	
	
	
	

	Delivery time
	
	
	
	
	
	
	

	Service
	
	
	
	
	
	
	

	Accessibility
	
	
	
	
	
	
	

	Internationally
	
	
	
	
	
	
	

	Others:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


3.
MARKETING APPROACH (Continued) 

What is the difference between your services and those offered by above mentioned competitors?

(if possible, indicate per competitor on an annex) 

Can you estimate the total turnovers of your competitors?
yes/no

If so, their turnovers amount to approximately
US $/Dlfs.                        
How would you sum up your strong points compared with your competitors?

How would you sum up your weak points compared with your competitors?

3.8
Overview of Staff members
How many people, including the entrepreneurs(s), are employed in:

*
performance of services
               persons

*
sales
               persons

*
administration
               persons

*
other services
               persons

*
total
               persons
What is the proportion between direct/indirect staff? 
                          
3.9
Purchasing
Have you already contacted any future suppliers? 
yes/no

If so, what are their terms of delivery, terms of settlement, delivery times, etc.

PRIVATE 
4.
INVESTMENTS AND FINANCINGTC  \l 1 "4.
INVESTMENTS AND FINANCING"
4.1
Investment budget 

Please give a survey of those investments necessary when starting your activity and of those during the first year of its existence (amounts excluding VAT):

	PRIVATE 
FIXED ASSETS 1)
	Start + first Year

	Intangible assets (e.g. admission fees, goodwill)
	

	Land including costs
	

	Buildings and other immovable
	

	Architectural arrangements (e.g. renovations)
	

	Machinery, installations and spare parts
	

	Fittings, inventory and tools
	

	Computers and stationary
	

	Means of transport
	

	Other durable assets (e.g. participation’s)
	

	Prefinancing of VAT on fixed assets
  +  
	

	TOTAL FIXED ASSET
(A)  
	

	
	

	CURRENT ASSETS
	

	Stock of raw materials
	

	Stock of final product/commodities
	

	Work in progress
	

	Accounts receivable (debtors)
	

	Overflow items (a.o. deposit)
	

	Cash, bank
  +  
	

	TOTAL CURRENT ASSETS
(B)  
	

	
	

	Initial costs 2)
(C)  
	

	
  +  
	

	TOTAL INVESTMENTS
(A+B+C)  
	

	
	

	Do you need any guarantees? (e.g. bank guarantee for rent)
	yes/no

	If so, to what amount?
	


1)
Please specify the specific amounts, especially amounts over US $ 1000

2)
Closing costs for credits, public notary, consultancy costs, printing costs, cost of living during the first 
months
4.
INVESTMENTS AND FINANCING (Continued)
	PRIVATE 
4.2     Financing with private capital 1)
	
	
	
	

	
	
	
	
	

	What funds have you got to invest in the organisation?
	
	

	
	
	

	Savings
	
	
	
	

	Private car 2)
	
	
	
	

	Increased private mortgage
	
	
	
	

	Subordinated capital (e.g. family loans)
	
	
	
	

	Input company means 2)
	
	
	
	

	Total private capital
	
	
	
(D)  
	

	
	
	
	
	

	4.3     Financing with other capital
	
	
	
	

	Long term/medium term capital
	
	
	
	

	Mortgage on business accommodation
	(term
	
	years)
	

	Medium term bank loan
	(term
	
	years)
	

	Loans (local authority and others)
	(term
	
	years)
	

	Leases (cars, machinery, computers)
	(term
	
	years)
  +  
	

	Total long/medium term capital
	
	
	
(E)  
	

	
	
	
	
	

	Short term capital
	
	
	
	

	Bank overdraft
	(term
	
	years)
	

	Accounts payable (suppliers)
	
	
	
	

	Factoring agency
	
	
	
	

	Unpaid costs
	
	
	
	

	Provision for taxes
	
	
	
	

	Others
	
	
	
	

	Total short term capital
	
	
	
(F)  
	

	
	
	
	
	

	Total private capital and other capital
	
	
	

(D+E+F)  
	

	
	
	
	
	


 1)
If you have a partner in the business, your partner should answer these questions


as well
 2)
How have you determined its value? 
PRIVATE 
5.
OPERATING BUDGET AND REDEMPTION CAPACITYTC  \l 1 "5.
OPERATING BUDGET AND REDEMPTION CAPACITY"
5.1
Operating budget (amounts exc. VAT)

	Products *) See the note on it.PRIVATE 

	first year
	second year

	Turnover product A 
	
	

	Turnover product B
	
	

	Turnover product C
	
	

	Turnover product D
+  
	
	

	Total turnover
	
	

	
	
	

	Purchase value/use of raw material
  -  
	
	

	Discounts and bonuses received
+  
	
	

	Discounts and bonuses payable
  -  
	
	

	Direct purchasing costs
  -  
	
	

	Services third parties
  -  
	
	

	
	
	

	Gross profit/added value
(G)  
	
	

	Gross profit in % of total turnover
	
	

	
	
	

	Costs 1)
	
	

	Staff
(a)  
	
	

	Production
(b)  
	
	

	Housing
(c)  
	
	

	Transport
(d)  
	
	

	Sales promotion
(e)  
	
	

	General management
(f)  
	
	

	Depreciation’s
(g)  
	
	

	Interest and banking
(h)  
	
	

	Total costs
(H) 
	
	

	
	
	

	Net results
(G-H) 
	
	

	Special profits and expenses
+  
	
	

	Result before taxes
	
	

	Company tax 2)
-  
	
	

	Distribution of profits 2)
-  
	
	

	Private expenses 3)
-  
	
	

	Deducted profit/mutation of capital
	
	


1)
Please specify (a) up to (h) on the next two pages.

2)
Applies only to Private Companies.

3)
Please specify Private expenses separately
5.
OPERATING AND REDEMPTION CAPACITY

5.3
Test redemption capacity
	PRIVATE 

	first year
	second year

	Deducted profits/retained earnings  1)
	
	

	Depreciation’s 1)
+ 
	
	

	Replacement investments
-  
	
	

	Available for redemption and 
	
	

	expansion of investments
	
	

	
	  
	

	Redemption obligations 2)
	
	

	* mortgage business accommodation
-  
	
	

	* medium term bankcredit
-  
	
	

	* loans
-  
	
	

	* lease contracts
-  
	
	

	* reducing bank overdraft
-  
	
	

	Expansion investments
-  
	
	

	Liquidity mutation
	
	


*) Note on Products/services
The products A, B, C, …..  etc. mentioned in the context of not-for profit enterprises can also be described as service products. For example products as: advises, training, workshops and conferences, books, literature and other publications etc. can simple be quantified and indicated in this chapter.

6.  
PRIVATE ACCOUNT

6.1
Specification of the private account
For many purposes there is no need to give complete information on your private account. However if the Business plan is used for requesting credits from banks or grants the accountability of a person is an important factor for getting a decision on the proposal.

For those situations where information on the private account is needed in the annex 5 a form is given for your convenience.

If you wish you can request to keep this information confidential. 

PRIVATE 
7.
LIQUIDITY PROGNOSISTC  \l 1 "7.
LIQUIDITY PROGNOSIS"
	PRIVATE 
1st year
	Quarter

1
	2
	3
	4

	Bank account first day
+/-  
	
	
	
	

	
	
	
	
	

	Receipts
	
	
	
	

	* From sales (turnover)
	
	
	
	

	* VAT on sales of services
	
	
	
	

	* Other receipts
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total receipts
  
	
	
	
	

	Payments
	
	
	
	

	* Purchasing goods & services
	
	
	
	

	* Net wages/salaries
	
	
	
	

	* Other costs exc. interest & depreciation
	
	
	
	

	* VAT on purchases and costs
	
	
	
	

	* Payment of contributions/social 

  insurance/tax on salaries/

  collection of national insurance
	
	
	
	

	* Payment of VAT to treasury
	
	
	
	

	* Interest
	
	
	
	

	* Redemption’s
	
	
	
	

	* Private withdrawals
	
	
	
	

	* Other payments
  
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total payments
	
	
	
	

	Bank account last day
+/-  
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Annex 2

If this is appropriate or requested add as Annexes the c.v.’s of all key persons who will be involved in the organization, the enterprise or the project (co-workers and executors etc.)  

Curriculum Vitae

AS EXAMPLE

CONFIDENTIAL
1.1.
Name and address
Name:

Private address:

Place and zip code:

Date of Birth:

Place of Birth:

Civil Status:



not married/living together/married/divorced/






been married before

Partner's name and date of birth:
                              /                                           

Martial settlement or

cohabitation agreement


yes/no

Children:



yes/no; age(s):                                                        

1.2
Income situation
What is the status of your

income?



paid employment/benefit/no income

Net income per month:

US $ / Dfl:                                                                    

If you receive a benefit, what

kind of benefit?




What is the status of the income

of your partner?


paid employment/benefit/no income

If your partner receives a 

benefit, what kind of benefit?
                                

Net income per month:

US $ / Dfls:                                                                    

Do you or your partner have 

a commitment for alimony
yes/no:

If so, to what amount?

US $ / Dfls:                           per                                      Have you ever been

involved in a liquidation,

in business or privately?

yes/no

Are you at present involved in 

a liquidation?

yes/no

If so, how is this arranged?

(receiver's name)


1.3
Personal insurance’s
Against what risks have you insured yourself (e.g. industrial disability)?

Against what other risks are you planning to insure yourself?

* If entrepreneurs are starting an organisation or enterprise together, then please state these details separately
1.
PERSONAL INFORMATION (continued Annex 2)

1.4
Education (after primary school)





School/course




Certificate

From               to                                                                                        
 yes/no

From               to                                                                                       
 yes/no

From               to                                                                                        
 yes/no

From               to                                                                                        
 yes/no

From               to                                                                                        
 yes/no

1.5
Practical experience (in paid employment or as a self-employed entrepreneur)



Authority/ enterprise / Company name / place/city


Position

From               to                                                                                                   

From               to                                                                                                   
From               to                                                                                                   
From               to                                                                                                   
From               to                                                                                                   
From               to                                                                                                   
Have you signed a competition proviso?

If so, what does this competition proviso include?

1.6
Personal objectives
Why do you want to be involved as entrepreneur (= what are your personal objectives)?

What do you wish to accomplish with your activity; (= what are your business objectives and to what extent do you want to expand your company)?

1.
PERSONAL INFORMATION (continued Annex 2)

1.7
Personal qualities
Which of your qualities will make you a good entrepreneur?


What are your strong points and what are your weak points? Please indicate:

Strong points





Weak points

How are you going to improve your weak points?

1.8
Experiences and projects 
Complete your c.v. with a list of your experiences and the projects you have worked on.

A detailed list of your functions, experiences and projects you have worked, countries where you have worked etc.

1.9 
Personal References
Give at least the names of three persons who know you very well or with who you have worked for some time.

Add the addresses and telephone and fax number where those persons can be reached.
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4.
INVESTMENTS AND FINANCING ( Additional information on chapter  4)
4.4
Specification of balance sheet
Are your investments in fixed assets supported by tenders?
yes/no

If not, how have you determined the extent of these investments?

How have you determined the value of your stock? 1)
How have you determined the value of work in progress?

How have you determined the value of debtors?

Have you already contacted a bank with regard to financing your plan?
yes/no

If so, which bank, and who was your contact (name + telephone number)?

Have these contacts resulted in any promises?
yes/no

If so, which? And to what extend?

Have you already applied for any credits? 
yes/no

If so, which?

As a starting entrepreneur you may be eligible for a starting subsidy or else an investment fund. Sometimes the government may also contribute to a certain extent in the costs of

staff. Have you investigated whether this applies to your organisation/enterprise?

If so, what is the result?

Have you already contacted the local authority (social services department) with regard to financing your plans?
yes/no

If so, who was your contact? What have you agreed upon?

1) You should consider seasonal influences, so please budget the maximum value.
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4.
INVESTMENTS AND FINANCING ( Additional information on chapter 4)
4.4
Specification of balance sheet
Are your investments in fixed assets supported by tenders?
yes/no

If not, how have you determined the extent of these investments?

How have you determined the value of your stock? 1)
How have you determined the value of work in progress?

How have you determined the value of debtors?

Have you already contacted a bank with regard to financing your plan?
yes/no

If so, which bank, and who was your contact (name + telephone number)?

Have these contacts resulted in any promises?
yes/no

If so, which? And to what extend?

Have you already applied for any credits? 
yes/no

If so, which?

As a starting entrepreneur you may be eligible for a starting subsidy or else an investment fund. Sometimes the government may also contribute to a certain extent in the costs of

staff. Have you investigated whether this applies to your organisation/enterprise?

If so, what is the result?

Have you already contacted the local authority (social services department) with regard to financing your plans?
yes/no

If so, who was your contact? What have you agreed upon?

1) You should consider seasonal influences, so please budget the maximum value.
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5.OPERATING AND REDEMPTION CAPACITY (Additional information on chapter 5)
5.2
 Specification of operating costs
	PRIVATE 
Costs of staff:
	first year
	second year

	Gross wages/salaries 1)
	
	

	Social insurance contributions
	
	

	Pension contributions
	
	

	Travelling expenses and other allowances
	
	

	Hired staff
	
	

	Training
	
	

	Other costs of staff
	
	

	Total costs of staff 2)
(a)  
	
	

	Cost of production: 
	 
	 

	Additional materials
	
	

	Maintenance machinery and equipment
	
	

	Energy
	
	

	Rent/lease machinery
	
	

	Insurance machinery
	
	

	Other costs of production
+  
	
	

	Total costs of production 2)
(b)  
	
	

	Costs of housing:
	
	

	Rent
	
	

	Energy and water
	
	

	Immoveables
	
	

	Insurance’s
	
	

	Maintenance, repairs and cleaning
	
	

	Small tools/maintenance
	
	

	Rent/lease tools
	
	

	Other costs
	
	

	Minus: rent received
-  
	
	

	Total costs of housing 2)
(c)  
	
	

	Costs of transport:
	
	

	Workshop
	
	

	Lease
	
	

	Car(s)
	
	

	Fuel
	
	

	Insurance
	
	

	Other costs
	
	

	Minus: private use
-  
	
	

	Total costs of transport 2)
(d)  
	
	

	1)  Please split up wages/salaries into direct/indirect staff
(Dir.) 
	
	

	
(Indir) 
	
	

	2)  Please transfer these to the next page
	
	


5.  OPERATING AND REDEMPTION CAPACITY (Additional information on chapter 5)
Annex 4

	PRIVATE 
Costs of Sales promotion:
	first year
	second year

	Advertising
	
	

	Representation
	
	

	Packaging
	
	

	Promotion
	
	

	Trade fairs
	
	

	Other sales promotion
	
	

	Total costs of sales promotion 1)
(e)  
	
	

	
	 
	 

	Costs of General management
	
	

	Auditing and consultancy
	
	

	Administration, telephone, postage
	
	

	Contributions and subscriptions
	
	

	Insurance’s
	
	

	Travel and accommodation expenses
	
	

	Other costs of management
	
	

	Total costs of general management 1)
(f)  
	
	

	
	
	

	Depreciation 2)
	
	

	Intangible assets
(period.  ... years)  
	
	

	Buildings and other immoveables
(period.  ... years)  
	
	

	Architectural arrangements
(period.  ... years)  
	
	

	Machinery and installations
(period.  ... years)  
	
	

	Fittings, furniture and tools 
(period.  ... years)  
	
	

	Computers
(period.  ... years)  
	
	

	Transport
(period.  ... years)  
	
	

	Other durable assets
(period.  ... years)  
	
	

	Total costs of depreciation 1)
(g)  
	
	

	Costs of interest 3)


	
	

	Family loans
(interest ..   %)  
	
	

	Bank overdraft/-loans
(interest ..   %)  
	
	

	Suppliers' credit(s)
(interest ..   %)  
	
	

	Mortgage
(interest ..   %)  
	
	

	Others
(interest ..   %)  
	
	

	Banking
	
	

	Total costs of interest 1)
(h)  
	
	


1)
Please transfer these
2)
See other pages also

3)
         See other pages also







Annex 4
5.4
Explanation of operating budget (additional information on chapter 5)

Can you indicate how you have determined the budget (number of customers, average spending/orders per customer, number of staff)?

To what extent do you expect your company to expand?

Can you indicate how you have determined the purchase value (experience, branch or sector information, calculations)?

Can you indicate how you have determined labour costs?

How are you going to meet disappointing turnovers or supplies?

1)  See other pages too

2)  See other pages too
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CONFIDENTIAL
PRIVATE 
6.
PRIVATE ACCOUNT (Additional information on chapter 6)




TC  \l 1 "6.
PRIVATE ACCOUNT"
6.1
Specification of private account on annual basis
	PRIVATE 

	
	
	first year
	second year

	Private expenses
	
	
	

	Domestic expenses (food/clothes etc.)
	
	
	

	Holiday expenses
	
	
	

	Consumer durables
	
	
	

	Rent
	
	
	

	Gas, water, electricity
	
	
	

	Medical insurance and expenses
	
	
	

	Industrial disability insurance
	
	
	

	Other insurance’s
	
	
	

	Private use of car
	
	
	

	Private use of goods/costs
	
	
	

	Interest & redemption private mortgage
	
	
	

	Interest & redemption private loan
	
	
	

	Commitments to alimony
	
	
	

	Other expenses
	
	
	

	Income tax/contribution social insurance
	
	
	

	Subtotal private expenses
	
	+  
	
	

	
	
	
	
	

	Minus: private receipts
	
	
	
	

	Children's allowance
	
	
	
	

	Rent subsidy
	
	
	
	

	Income husband/wife/partner
	
	
	
	

	Other receipts
+  
	
	
	
	

	Subtotal private expenses
	
	-  
	
	

	Total private expenses (please transfer)
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CONFIDENTIAL
6.
PRIVATE ACCOUNT (ADDITIONAL INFORMATION ON CHAPTER 6)
6.2
Private housing
Do you own a house?
yes/no

If so, has it recently been surveyed?
yes/no

If so, what is the selling value of your house?

US $/Dlfs.               
What is the mortgage on your house?

US $/Dlfs.               
6.3
Other debts
	PRIVATE 
Kind of debt
	
Amount
	
Term (year) 
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7.
LIQUIDITY PROGNOSIS (Additional information on chapter 7)


For continuation with a second year.
	PRIVATE 
2nd year
	Quarter

1
	2
	3
	4

	Bank account first day
+/-  
	
	
	
	

	
	
	
	
	

	Receipts
	
	
	
	

	* From sales (turnover)
	
	
	
	

	* VAT on sales on services
	
	
	
	

	* Other receipts
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total receipts
  
	
	
	
	

	Payments
	
	
	
	

	* Purchasing goods & services
	
	
	
	

	* Net wages/salaries
	
	
	
	

	* Other costs exc. interest & depreciation
	
	
	
	

	* VAT on purchases and costs
	
	
	
	

	* Payment of contributions/social 

  insurance/tax on salaries/

  collection of national insurance
	
	
	
	

	* Payment of VAT to treasury
	
	
	
	

	* Interest
	
	
	
	

	* Redemption’s
	
	
	
	

	* Private withdrawals
	
	
	
	

	* Other payments
  
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total payments
	
	
	
	

	Bank account last day
+/-  
	
	
	
	


� This guide is derived from the Business Plan for the Chamber of Commerce 
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