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Instructions for completing the Business Plan Template

1. Download the template and save to your computer and/or memory stick.
2. Always remember to have a back-up copy.
3. Remember to save the template each time you update it.
4. Fill in each section with the relevant information.
5. See the relevant tips at the top of each section.  Go to your workbook.  Find the relevant information and fill in the plan section by section.
6. Fill in the questions asked at the end of each section.  The answers to these questions will help you answer your finance questions.  If you do not have the answers be sure to do your research, ask your teacher, ask your mentor, contact the YEP office.
7. When you are deciding on the price of your product you will need to also know the cost of it.  Sometimes you may be selling more than 1 product or unit.  For example you may be selling tea, coffee, sandwiches, lunches, snacks etc. In a coffee shop.  You may be designing large websites, small websites, advertisements, logo etc. if you are a web design company.  You may be selling jeans, tops, jumpers etc. if you have a clothes shop.  

To find out the price of your unit (which is the product or service you will be selling) – just use the average price of all the products/units together.  Look at the example in the template and change this to see how it works. Once you can do this – then do the same for your product or service and fill in the yellow box in Section.

Think about how many units you might sell every hour, every day, every week, every month.  Decide how many days a week you will work 5/6 or 7. Remember to think of quiet days and busy days – you are just looking for the average.

Make sure you find out the correct VAT rate for your product or service.
8. When you are finished filling in all of the sections – you will see that your monthly profit and sales will be done for you in the last section – titled Financial Calculations.  If you are not happy with these results you will have to go back to relevant sections to make the changes – otherwise it will not happen.  Remember the colour red means you are making a loss. 
9. All text should be in size 12.
10. Print off a copy before you submit it to make sure that it can be read and is correct.     
11. Save the final version and send to the YEP office on or before March 5th.
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