OFFICE OF THE CONTROLLER

Business Plan Template

Guidelines
1
Introduction

1.2
Summary

This is a brief overview of your Business Plan which should talk to your business model, financial features, financial requirements, principal owners and major achievements.

1.3
Index of Content
It should provide an overview of the contents of your business plan with headings for major sections.

2
Business Description
Name of business; when formed; where is it located; how many people does it employ; is it a company; Close Corporation (CC);partnership; trust; Individual; who are the owners; what does it do; to whom does it sell its products and services.
3
Capacity Building/Supportive Culture
How an HDSA individual does the company employees or intends to employ; how many HDSA individuals are involved in ownership and management; what skill development plan does the company intends to have and how long will implementation take.
4
Strengths, Weaknesses, Opportunities and Threats (SWOT)
The SWOT analysis provides information that is helpful in matching the firms resources and capabilities to the competitive environment in which it operates. 

5
Profile of Target Market(s)
The company must provide market overview and segmentation describing the overall market broadly; what are the different segments; what are the advantages and disadvantages of each segment; why has the business selected a particular segment.

6
Product (petrol, diesel, jet fuel, illuminating paraffin etc)
What product(s) will your company offer to the market; is the specification according to the regulation.

6.2
Pricing 
How will the business respond to competitors; to what extent is the business affected by the exchange rate and interest rate; price elasticity.

6.3
Promotion
Describe the business promotion strategy and how will it be executed; measure that will put to check the effectiveness of the strategy.

6.4
Customers Analysis

Who are your customers or what sectors of the economy will you target; what customer retention strategy does the business have; how did you secure each customers; what’s the bargaining power of the customer.
6.5
Competitive Advantages
What competitive advantage does the firm enjoy over its competitors; how will this influence growth in sales or attract new customers (give examples).
6.6
Comparative Advantages
What factors are specific to the market or industry that makes it more likely for the business to gain market share.

7
Location and Premises 

Where the business is located; why is it located in this place; how long will it be located there; is the company owning or leasing the premises.
8
Source of Petroleum Products
Discuss the source of petroleum products; is it available inside the country if not where can it be sourced; 
9
Funding Plan
9.1
Source of Funds
What funding is required; from whom will the funding will be obtained; in what form will the funding be provided; what are the terms of the funding (period, interest rate, security, instalments, grace periods, special terms) 
9.2
Financial Projections
Provide financial projections (including the assumptions related thereto) for at least 2 years; ensure that the financial projection fit in with what has been stated in the rest of the document; the financial projection should reflect the most likely scenario (best and worst).
10
Sensitivity Analysis (what if scenarios)
Show what would happen to the key aspects (debts service ability, return on investment, oil price going up) of the business; what will happen if the price of petroleum products decreases locally; how the business ability to service debt would be affected by an increase in interest rate.
11
Operational Plans
An operational plan will explain to the reader how you plan on getting your product and/or service out to market or clientele. 
10
Management & Administration

(a) Management background

(b) Organogram of the company
11
Conclusion
i

