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INTRODUCTION

We have prepared this basic template for a business plan to help your group to think in a logical way about your proposed business and to assist the evaluator in determining the viability of the venture.  Please take your time in completing this document and ensure that you consult with the members of your group and inform them at each stage of the process.  We have found that transparency is the best antidote to suspicion which is a common destroyer of groups. 

In order to prepare this business plan, which must be submitted along with your project proposal, you may wish to have a competent member of your group undertake the task or you may choose to hire a consultant at a reasonable rate.  If you intend to hire anyone for this task, we ask that you include that cost as part of the planning grant to be covered by GEF SGP or by a co-funder. 
If you need any assistance, please contact us at the following address: 

Giles Romulus (Sub-regional Coordinator) 

Charissa Cheong Seward (Programme Assistant) 

Global Environmental Facility Small Grants Programme

United Nations House 

Marine Gardens, Hastings, 

Christ Church 

Barbados. 

TEL: (246) 467-6012/467-6011

Facsimile: (246) 429-2448

Email:  giles.romulus@undp.org or charissa.cheong@undp.org
In completing this template please use bullet points for your responses and place THOSE on the right hand side of the table in the space provided. 
	WHO ARE YOU?

	Name of Group
	

	Address of Group
	

	Telephone Number(s)
	

	Facsimile Number(s)
	

	Email Address
	

	Registered Business Name (If any)
	

	Business Registration Number (If any)
	

	What is the location or the address of your business?


	


	EXECUTIVE SUMMARY OF BUSINESS PLAN
(Please complete this section only after you have completed the relevant sections in the template)

	Please explain what your business activity is.
	

	How much money will your group contribute to the business?
	Line 9

	How much money are you requesting from the GEF SGP?
	Line 10 

	How much money will other entities contribute to the business? (Please state the name of each contributor along with how much money they will each contribute.) Please obtain a letter from the other contributors which confirm their contribution.
	Line 19

	What is the value of the “in-kind” or non-cash contribution to the business by each contributor? ((Please state the name of each contributor along with how much money they will each contribute.)  Please obtain a letter from the other contributors which confirm their contribution.
	Line 20 

	How much net profit will your business make over a three year period? 
	YEAR 1
(Line 83) 
YEAR 2
(Line 84) 
YEAR 3
(Line 85) 



	WHY ARE YOU IN EXISTENCE?

	Give all the reasons your group has for establishing this business.  
	


	WHAT PRODUCTS AND OR SERVICES WILL YOUR BUSINESS OFFER?

	List product(s):


	


                                                                                   AND/OR 
	WHAT SERVICES WILL YOUR BUSINESS OFFER?

	List service(s):


	

	ANALYSING THE RAW MATERIALS OR INPUTS FOR MAKING YOUR PRODUCTS AND/OR PROVIDING A SERVICE 

	What is the source of your raw materials and/or inputs?  
Will there be any negative environmental impacts from using these raw materials or inputs?

How readily available will the raw materials be in the future? Please tick the right answer.

How accessible will the raw materials be in the future?  Please tick the right answer. 

Please describe briefly, how you actually propose to make the products and/or provide the service. 
What are you going to do to ensure that you can continuously give to your customers, a high quality product and/or service?
	_____________________________________________________
_____________________________________________________
Scarce (  )        Abundant (  ) 
____________________________________________________
Easy to access (  )       Difficult to access (  )    

___________________________________________________

_____________________________________________________
_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

______________________________________________________

______________________________________________________



	FINANCING YOUR BUSINESS

	How do you plan to finance the many activities in the business?  That is, what is the source of your financing and co-financing?
If you are seeking a loan, how much money will it be, what is the interest rate of the loan and when do you have to pay it back?


	Line 5
____________________________________________________

____________________________________________________

Loan Amount: ____________
Interest rate:  _____________

Deadline for Payment of Principle and Interest:  _____________


	WHO ARE YOUR CUSTOMERS?

	On the right hand side of the table, place a tick next to the groups below, which you believe will be your primary or most important customers:

Farmers………….……..……………….

Neighbours……………………………...

Wholesalers…………………..…….….

Retailers……….………………...……..

Exporters……………………...............
Importers………………………….…...

Government…………..…………..…...

Tour Operators…..…………..………..

Hotels…………………..………….…..

Guest Houses………………….……..

Women..............................................

Men.....................................................
Children..............................................
The Elderly.........................................
Students.............................................

Tourists.............................................
NGOs……………………………..…….
CBOs……………………………..…….
Supermarkets…………………..….....
Other food stores……..………………
Overseas (Please specify) ………….
Others (Please list them)…………….

	Line 1
_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

_____

	WHO ARE YOUR COMPETITORS

	Who are your competitors? List names. 

What will make you different from the people who are already in the business offering this service and/or product?
What will you do so that you are sure that you are able to compete with the people already in this business and be successful at doing it?

	_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________
_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________


	HOW DO YOU PLAN TO MARKET YOUR BUSINESS LOCALLY, REGIONALLY AND/OR INTERNATIONALLY?

	How do you plan to promote/advertise the product/service?  Please tick the various ways. 
Newspaper advertisements…………………………………………………..…………………….

Flyers …………………………………………………………………………………………………..
Telling lots of people about the business ……………………………………………………....
Television advertisements ……………..........................……………………………………......
Radio advertisements ………..…..............................……………………………………………
Magazine advertisements…………..........................................…………………………………
Other (please list them) .................................................………………………………………..
How much will the group spend on promotions and advertising? Use Appendix 2 to s how you arrived at that cost. 
	Line 2 
_____

_____

_____

_____

_____

_____

_____

_____

	How do you plan to distribute or sell your product/service? Please tick the various ways:

By vehicle …………………………………………………………………………………………....

By foot ………………………………………………………………………………………………..
Sell them to stores/shops who will then sell them to the customers……………………..
Customers will come to you to get the product……………………………………………….
By sea ......................................................…………………………………………………………
By air  ........................……………………………………………………………………………….
Other, (please explain)……………………………………………………………………………...
How much will the group spend for distributing its product or service? Use Appendix 2 to s how you arrived at that cost.
	Line 3
_____

_____

_____

_____

_____

_____

_____

_____

	Is your product/service being sold to an exclusive (specialised) market or will it be sold to as many people as possible? Please describe.
	Line 4


	Where is your business in relation to your prospective customers?  In other words, how far away from you are your customers? State approximate distances in Kilometres (km)
	

	If you have a trademark registration number for your product, please provide it here.

If you do not have a trademark, please state the cost of registering the trademark.
	Line 5
_____


	WHAT IS THE ABILITY OF THE GROUP TO UNDERTAKE THIS VENTURE?

	List the MAIN strengths of your group, and then show how these will assist your Group in making the venture a success. 


	

	List the MAIN weaknesses of your group and then show how the group will overcome these weaknesses.

	

	List the MAIN external opportunities for the business and then show how the group will be able to capitalise on the opportunity (opportunities), so that they can make the business a success. 

	

	List the MAIN external threats against the business and then show how the group will be able to make the business a success in spite of these threats.

	


	HUMAN RESOURCES

	How many people do you need to make this project a success? Include here both volunteers and paid workers. 


	

	List their titles, skills and state how much each of them will be paid per week or per month.

	Line 6
Title 

Skill 

PAYMENT 

TOTAL 

Per week 

Per month 

TOTAL 



	Do you need consultants to develop the business?  If so, how many?
	

	State generally, what each consultant will do?
	

	How much money will each consultant be paid? (For example, per week or per month or per contract)


	Line 7

	Have you identified someone to perform your book-keeping/ accounting? 
	Yes___  No___

	Have you listed them as part of your list of volunteers, paid workers or hired consultants? If no, please include here the amount you intend to pay that person per year. 
	Line 8


	FINANCIALS

	How much cash will your group contribute to the business?
	Line 9
	
	

	How much money are you requesting from the GEF SGP?
	Line 10

	
	

	Please list all of the monthly expenses that you believe you will have, in order for you to operate this business.  Then place the value to each one of them.  For example: Internet Bill $60.00 (Please add notes in an appendix that will enable us to follow your assumptions): 

Utilities

Energy/all forms of fuel

Rent

Telephone

Electricity

Water

Petrol

Sub-Total 

Wages/Salaries

Employee wages 

Management salaries

National Insurance contributions

Sub-Total
Other Fees

Legal fees

Professional fees
Sub-Total
Marketing Expenses

Marketing and Advertising

Sub-Total

Vehicle Expenses

Vehicle maintenance 
Repairs

Sub-Total

Other Communication Expenses

Internet
Cell Phone

Internet Telephone

Internet Instant Messenger

Sub-Total

General Expenses

Office supplies/Stationery

Insurance

Bank charges

Miscellaneous

Unexpected expenses (5% of total expenses)

Sub-Total


	Year 1
____________________________________
______________________________________________________

____________________________________ Line 11______________

______________________________________________________
____________________________________ Line 12_____________

______________________________________________________
__________________ 

Line 13_____________

____________________________________
Line 14____________________

____________________________________________________________________________ Line 15___________

_____________________________________________

______________________________________________________
Line 16___________________

______________________________________________________________________________________________________________________________ 

Line 17____________________

__________________
	Year 2

_____________________________________________________
______________________________________________________
__________________ 

Line 22 _____________________
___________________________________

______________________________________________________
Line 23____________________

______________________________________________________

__________________ 

Line 24___________________

__________________
__________________ 

Line 25___________________

____________________________________
__________________ 

Line 26___________________

____________________________________
______________________________________________________

Line 27____________________

______________________________________________________
___________________________

______________________________________________________
Line 28___________________

	Year 3

______________________________________________________
______________________________________________________
__________________ 

Line 30_____________________

____________________________________

______________________________________________________
Line 31__________________ ______________________________________________________
__________________ 

Line 32___________________

__________________
__________________ 

Line 33____________________

____________________________________

__________________ 

Line 34__________________

______________________________

______________________________________________________
__________________ 

Line 35___________________

____________________________________

____________________________________________________________________________________________________________

Line 36____________________


	List any fixed assets (e.g. machines, equipment, vehicles, boats, land etc) along with the price you paid for them and their depreciation.  (Please include any duties and any other related cost?)
· Vehicles:  20% per year 

· Equipment including machinery: 15% per year
	Line 18
Name of Fixed Asset 

Value of Fixed Asset 

Depreciation 

(%)

Depreciation Value

TOTAL 


	How much cash will other entities contribute to the business? Please list the names of all contributors along with their contributions. 
	Line 19


	How much in-kind contribution will other entities contribute to the business? Please list the names of all contributors including your organisation, along with their contributions. 
	Line 20



	If you have to purchase materials/ supplies, please identify  the months when you have to purchase them and the amount of money that you will have to spend, for the next three years:

Month 1 ………………………………………………………………..
Month 2 ………………………………………………………………….
Month 3…………………………………………………………………..
Month 4 ………………………………………………………………….
Month 5 ………………………………………………………………….
Month 6 ………………………………………………………………….
Month 7 …………………………………………………………………
Month 8 ………………………………………………………………….
Month 9 ………………………………………………………………….
Month 10 ………………………………………………………………...
Month 11 ………………………………………………………………...
Month 12 ………………………………………………………………...     

TOTAL COST (add up everything in 

the above section and place the totals here.)                                  

	Year 1

Line 21
	Year 2

Line 29
	Year 3

Line 37



	Please list how much sales or income you anticipate that the business will earn per month, for the next three years:


Month 1 ………………………………………………………………..

Month 2 ………………………………………………………………….

Month 3…………………………………………………………………..

Month 4 ………………………………………………………………….

Month 5 ………………………………………………………………….

Month 6 ………………………………………………………………….

Month 7 …………………………………………………………………

Month 8 ………………………………………………………………….

Month 9 ………………………………………………………………….

Month 10 ………………………………………………………………...

Month 11 ………………………………………………………………...

Month 12 ………………………………………………………………...     

TOTAL INCOME/SALES (add up everything in 

the above section and place the total figures here.)


	Year 1

Line 38
	Year 2

Line 39

	Year 3

Line 40


PROJECTED PROFIT AND LOSS ACCOUNT
	ITEMS 
	YEAR 1 
	YEAR 2
	YEAR 3

	INCOME/SALES: 
	Line 41
Enter here the total from line 38

	Line 53
Enter here the total from line 39

	Line 65
Enter here the total from line 40


	Subtract: Direct Cost (If you did not enter any numbers in lines 25, 26 and 27, then ignore this section)
	Line 42
Enter here the total from line 21

	Line 54
Enter here the total from line 29
	Line 66
Enter here the total from line 37

	Total (Gross Profit):
	Line 43
(Subtract line 42 from line 41)


	Line 55
(Subtract line 54 from 53)

	Line 67
(Subtract line 66 from 65)



	Subtract: Expenses
	
	
	

	Utilities
	Line 44
Enter here the total from line 11

	Line 56
Enter here the total from line 22
	Line 68
Enter here the total from line 30

	Wages and Salaries

	Line 45
Enter here the total from line 12

	Line 57
Enter here the total from line 23
	Line 69
Enter here the total from line 31

	Other Fees

	Line 46
Enter here the total from line 13

	Line 58
Enter here the total from line 24
	Line 70
Enter here the total from line 32

	Marketing Expenses

	Line 47
Enter here the total from line 14

	Line 59
Enter here the total from line 25
	Line 71
Enter here the total from line 33


	Vehicle Expenses


	Line 48
Enter here the total from line 15

	Line 60
Enter here the total from line 26
	Line 72
Enter here the total from line 34

	Other Communication Expenses


	Line 49
Enter here the total from line 16
	Line 61
Enter here the total from line 27
	Line 73
Enter here the total from line 35

	General Expenses


	Line 50
Enter here the total from line 17
	Line 62
Enter here the total from line 28
	Line 74
Enter here the total from line 36


	Total Expenses

	Line 51
(Add lines 44 to 50)
	Line 63
(Add lines 56 to 62)


	Line 75
(Add lines 68 to 74)



	Profit/Loss (If the figure at line 55 is greater than the figure at line 47, then this  figure is called a Net Loss)

	Line 52
(Subtract line 51 from line 43)
	Line 64
(Subtract line 63 from 55)
	Line 76
(Subtract line 75 from 67)



	Depreciation
	Line 77
Enter line 18

	Line 78
Enter line 18
	Line 79
Enter line 18

	Include in this row any expenses that you have not included in the rows above

	Line 80

	Line 81
	Line 82

	(Net Profit) TOTAL
	Line 83
(Subtract the totals from lines 77 and 80, from the total at line 52)


	Line 84
(Subtract the totals from lines 78 and 81, from the total at line 64)
	Line 85
(Subtract the totals from lines 79 and 82 , from the total at line 76)


PROJECTED CASH FLOW
	ITEMS 
	YEAR 1 
	YEAR 2
	YEAR 3

	CASH FROM SALES: 
	Line 86
Enter here the total from line 38

	Line 87
Enter here the total from line 39

	Line 88
Enter here the total from line 40


	Subtract: Expenses 
	Line 89
(Add lines 51  and 80)

	Line 90
(Add lines 63 and 81)


	Line 91
(Add lines 75 and  82)



	Net Cash Flow
	Line 92
(Subtract line 89 from 86)


	Line 93
(Subtract line 90  from 87)


	Line 94
(Subtract line 91 from 88)



	Cash Balance
	Line 95
(Add the totals from lines 9, 10, 11.   Then add line 41 Next, subtract line 89)

	Line 96
(Add the total from line 95 to line 53.  Next, subtract line 70)

	Line 97
(Add the total from line 96 to line 65 Next  subtract line 91)



PROJECTED BALANCE SHEET

	ITEMS 
	YEAR 1 
	YEAR 2
	YEAR 3

	CASH
	Line 98
(Enter here the total from line 95)

	Line 99
(Enter here the total from line 96)

	Line 100
(Enter here the total from line 97)


	Assets 
	Line 101
(Subtract line 77 from line 18)

	Line 102
(Add lines 77 and 78. Then subtract this number from line 18)


	Line 103
(Add lines 77, 78 and 79. Then subtract this number from line 18.)



	 Total:
	Line 104
(Add lines 98 and 101)

	Line 105
(Add lines 99 and 102)


	Line 106
(Add lines 100 and 103)



	 Investments/Capital/Equity
	Line 107
(Enter here the total from lines 9,10, and 19)

	Line 108
(Enter line 113 here.)


	Line 109
(Enter line 114 here)

	 Profit/Loss
	Line 110
 (Enter here the total from line 83)

	Line 111
(Enter here the total from line 84)
	Line 112
(Enter here the total from line 85)

	 Total:

	 Line 113
(Add lines 107 and 110)


	 Line 114
(Add  lines 108 and 111)
	Line 115
(Add lines 109 and 112)


	WHAT ARE THE ISSUES THAT WOULD AFFECT THE BUSINESS?



	List the three main environmental issues that will affect the business negatively and also state how you plan to manage these risks.


	Line 

	List the three main environmental issues that will affect the business positively and also state how you plan to manage these risks.


	

	List the three main political issues that will affect the business negatively and also state how you plan to manage these risks. 


	

	List the three main political issues that will affect the business positively and also state how you plan to manage these risks.

	

	List the three main economic issues that will affect the business negatively and also state how you plan to manage these risks.

	

	List the three main economic issues that will affect the business positively and also state how you plan to manage these risks.

	

	List the three main technological issues that will affect the business negatively and also state how you plan to manage these risks. 


	

	List the three main technological issues that will affect the business positively and also state how you plan to manage these risks. 


	

	List the three main social issues that will affect the business negatively and also state how you plan to manage these risks.

	

	List the three main social issues that will affect the business positively and also state how you plan to manage these risks.

	

	List the three main legal issues that will affect the business negatively and also state how you plan to manage these risks.

	

	List the three main legal issues that will affect the business positively and also state how you plan to manage these risks. 


	


	WHO ARE THE MEMBERS OF THE MANAGEMENT COMMITTEE?

	Please list the names of the directors of the group:


	

	Please list the names of the management committee of the group and please state their responsibilities. 

	NAME 

RESPONSIBILITY 




Reviewed and Submitted on behalf of the group by: 

___________________________________

______________________________

______________

NAME & POSITION (In capitals) 



Signature 





Date 

___________________________________

______________________________

______________

NAME & POSITION (In capitals) 



Signature 





Date 

APPENDIX 1 

(Place here any assumptions that you made in arriving at the cost and income estimates) 

Glossary
Asset- These are the resources or things that a business values, which the business owner uses to generate income or sales for the business.  For example, equipment, machinery or land.

Balance Sheet- A Balance Sheet is a look at the business' assets, liabilities and owners equity on a particular day
Cash Flow- This is a look at all the cash flowing into and out of the business, so that the business owner is better able to manage it efficiently; as cash is critical to the survival of any business.
Expense- Money spent, usually on an item or a service, which is necessary so that a business person is able to manage their business.  For example, rent payments, utility payments
Income-The money that the business earns when it sells a service or a product.

Income Statement- This is the statement where the expenses are subtracted from the income or sales, leaving either a profit or a loss in the business.
Liabilities- These are the things which the business owes to other people or businesses.  For example, a loan which the business owner gets in order to manage the business.

Loss- When a business person finds that the business has more expenses than income or sales, this is a loss.  Alternatively, when all the business' expenses are subtracted from its income or sales and the result is a negative number.

Owners Equity- These are the monies that the owners of the business have put into the business
Profit- What is left after a business person has subtracted all of the business' expenses from its income or sales.  Alternatively, this occurs when a business’ sales or income is more than its expenses.
Sales- Another word for income; this is the money that a business earns when it sells its service or product.
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