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· A GUIDE TO LEASING HCD PREMISES

	1. 
	LEASE CHARGES
The Lease fee covers the drawing up of the Agreement.  If the Lease is in the name of an individual, identification in the form of a passport or driver license will be required.  If in the name of a Limited Company a copy of the Incorporation Certificate will be required.

Lease Fee Charge for all sites £350.00 

Prices Inclusive of VAT

HCD Ltd offers a standard 2-year Lease term for office rental and a standard 6-year Lease term for the retail units.  The tenant has the option to break the Lease upon serving HCD with 3 months written notice FOR OFFICES and six months written notice FOR SHOPS on the first calendar day of the month.  Lease fee charges are non-refundable.

We can also offer tenants a Licence agreement for 6 or 12 months to test their ideas for £50.00; at the end of the licence period we can either offer a lease or recommend the business for further training or to other referral agency.



	2. 
	REFERENCES
You must supply two references.  Your references should comprise of at least one work related influence whether it be a former employer, a previous landlord, or an old landlord, if you include a personal referee it would be preferable if it were a professional person.  Please enclose your references on letter headed paper with the completed application form.



	3. 
	RENT
Rent is always paid one calendar month in advance.  The first rent payment must be made by bankers draft, building society cheque, or cash. Subsequent rent payments must be made by standing order on the first day of each calendar month, if payment is late, interest will be charged if prior written permission has not be obtained by the Finance Officer.



	4. 
	DEPOSIT
A deposit equivalent to 8 weeks rent will be required upon signing of the lease along with your first months rent, this will be held by HCD.  The deposit cannot be used by the tenant to offset payment of rent and it will be refunded after an inventory on the unit has been taken and written clearance from HCD’s Officer is received.  No interest is accruable on the deposit.




	5. 
	SERVICE CHARGE

Revisable annually to cover costs. 

Charges are by square footage on units occupied.



	6. 
	MAINTENANCE & REPAIRS

The premises are let as seen, as specified in your lease to whose areas of responsibility.



	7. 
	INSURANCE
It is the responsibility of the tenant to insure their contents, please note that this is not the responsibility of the landlords.  The landlord is responsible for the building insurance only.  If you are interested in contents insurance we shall be pleased to recommend a reliable company, but would not accept any liability relating to this recommendation.



	8. 
	ALTERATIONS

No changes to the unit(s) are allowed without prior written consent from the landlords.



	9. 
	BUSINESS SUPPORT

HCD will require each tenant to sign a monitoring and business advice agreement with the uptake of a Lease or likewise.



	10. 
	MEMBERSHIP

Tenants are eligible to become a member of HCD Limited, contact us for further information to find out if you are eligible.



	Please return completed pages 6 – 31 to 

Hackney Co-operative Developments  CIC
Lettings Team

62 Beechwood Road

London E8 3DY

By the Deadline given to you.


· WHY PREPARE A BUSINESS PLAN?

These notes provide general focused guidance in the preparation of a business plan, the purpose of which is to help you to:

· Test the viability of your business idea without risking and/or spending any money

· Focus your own ideas

· Lend structure to your business

· Prepare your case for raising finance e.g. obtaining a grant, loan or raising venture capital

· Provide a bench work against which your business performance can be measured.

The Plan should be comprehensive, detailed, clear and concise.  After reading the plan, the lenders should know exactly what the business is and how it will operate.  They should be able to see the level of sales and profitability in the first year and understand why the business will be successful.  Ask a friend or advisor to proof read the finished documents to make sure that it meets these objectives and to eliminate spelling mistakes and typographical errors.

When the business plan is finished you should:

· Check that all the headings and sub-headings are correct

· Make sure that all the pages are numbered correctly

· Ensure that the front page has the business name, contact details and current date

· Check spelling

· Make sure that all the appropriate supporting information is in the appendices

Always send a copy of your finished business plan in advance to potential lenders/funders, so that they will have an opportunity to read it through before any meeting.

· STARTING YOUR OWN BUSINESS

First, it is vital to ask yourself a number of basic questions.  Working on a freelance basis or running your own business is a very different lifestyle from being an employee, a student or unemployed.  It is advisable to consider very seriously your suitability to self-employment before proceeding to plan your enterprise.

Carefully consider the effects that starting a business may have on your family, lifestyle and friends.  How good are you at managing finance, people and time?  Do you have the right skills, expertise and experience?  Which of these do you need to acquire?  To help you answer some of these questions, you may want o discuss your ideas with other people.

If you need to borrow money or apply for a grant, you will also be expected to show your commitment by investing some of your own money in the business, just having an idea for a business is not enough.

· THINKING YOUR IDEAS THROUGH

ASSESS THE RISKS 
It is important to establish whether you are the right sort of person to start a business.  Discuss the project with friends, colleagues and relatives.

MOTIVES
Examine your motives closely; if they are the right motives, they will spur you on.  You may also find that you are starting your business for the wrong reasons.

PRESSURES
The pressures of being self-employed are inescapable.  You will be staking practically everything on your own ability; it if goes wrong, there may be no-one but yourself to blame.  You will have to work long hours.  If you employ people, you will need to be positive and show good leadership at all times, even when you do not feel like it.  There will inevitably be times when you will feel lonely and isolated.

AGE AND EXPERIENCE
There is no doubt that it helps to have at least some relevant experience.  Surveys reveal that many successful businesses have been started by people in their thirties who have some management experience.  On the other hand, young people have some advantages, fewer domestic commitments, plenty of energy, new ideas, etc.

SKILLS AND QUALIFICATIONS 

Qualifications relevant to the business are obviously important.  Do you have the right skills and abilities; relevant to the business you are starting.

PERSONALITY
There is no single type of self-employed person, but experience has shown that there are some things, which successful self-employed people often have in common.  These people tend to be logical, perceptive, organised, responsible, extrovert, confident, good at communication, sociable, flexible, adaptable, opportunists, hard working, committed, determined, creative and imaginative.  But don’t worry, you will develop and grow with experience.

FAMILY COMMITMENTS
Many of those successful started their own business have the backing of their families, even if this is only in the form of moral support.  Your family must be prepared for the pressure and long working hours, which you may face.

USEFUL TIPS
The process of assessing your ideas never really ends.  Sometimes it is necessary to go right to the brink of starting the business before you realise it is not for you.  Get advice about your business idea, and your own capabilities, from an experienced business advisor.
If you decide not to use our form template please ensure you follow the guideline in the business plan format.
· SUGGESTED BUSINESS PLAN FORMAT
CONTENTS


1.   EXECUTIVE SUMMARY






1.1  
Brief summary of business intentions         



1.2  
Aims and objectives for the first 5 years   



1.3 
Financial summary  
                         

2.  BACKGROUND/BUSINESS HISTORY





2.1 
Personal history of proprietor(s)



2.2 
Why do you want to start a business?         



2.3  
Skills and abilities                                         



2.4  
Business history




3. LEGAL ASPECTS

3.1 Sole Trader, Partnership, Limited Company etc


3.2 Insurance



3.3
Other Legal Requirements 


4.    PRODUCTS/SERVICES                          



4.1  
Product/Service description                      



4.2  
Suppliers/sub-contractors alternative suppliers                                    


5.   THE MARKET AND COMPETITION



5.1 The Market  

5.2 Market Research                                                         



5.3
Competition



5.3
SWOT analysis






6.    MARKETING STRATEGY


6.1    
Marketing strategy



6.2    
Methods of marketing & promotion



6.3    
Plan of action-diary of events/activities



7.
PREMISES


8.   EXPENDITURE



8.1   
Equipment



8.2   
Transport


9.   MANAGEMENT AND ORGANISATION



9.1   
Management



9.2   
Staff, Limited Company



9.3
Insurance


10.  FINANCIAL INFORMATION


10.1 
Pricing policy



10.2 
Personal survival budget (PSB)



10.3 
Sales forecast



10.4 
Cash flow forecast



10.5 
Cash flow forecast assumptions



10.6 
Profit and loss forecast (P&L)


11.  APPENDICES



For examples Curriculum Vitae, Brochures and References 


12. OTHER SUPPORT ORGANISATIONS
1.
EXECUTIVE SUMMARY

1.1 BRIEF SUMMARY OF BUSINESS INTENTIONS 
Write an overview of the business plan including:

· What your product/service is
· Where you hope to run the business from

· What geographical area the business will cover (eg Tottenham, London etc)

	

	

	

	

	

	

	

	


1.2 AIMS AND OBJECTIVES FOR THE FIRST 5 YEARS
Please list short, medium and long-term aims and objectives for your business. 
How will your needs change as the business develops - eg staffing, premises, capacity?

· Year 1 (short term) 
· Year 3 (medium term)

· Year 5 (long term)

	

	

	

	

	

	

	


1.3 FINANCIAL SUMMARY
· If you are a start-up or have been trading for less than a year you will need to do a projected forecast.  You can base this on your final cash flow.

· If you have been running a business for a number of years, please include three years of actual figures.

Fill in this table to summarise the information

	SALES £
	EXPENDITURE £
	NET PROFIT £

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2.
BACKGROUND / BUSINESS HISTORY

2.1 PERSONAL HISTORY OF PROPRIETOR(s)

Name, address and contact details

	


2.2 WHY DO YOU WANT TO START A BUSINESS?   (NEW BUSINESSES ONLY)
	


2.3 SKILLS AND ABILITIES 
· What skills and abilities can you bring to the business?

· Do you have any specific training or qualifications that are relevant to the business proposition?

Include details of past employment that is relevant to the business proposition.

	


2.4 BUSINESS HISTORY   (EXISTING BUSINESSES ONLY)
· Brief history of the business that you already run

· Areas of success and concern in the existing business

· Other experience in the industry

	


Include your curriculum vitae as an appendix

3.
LEGAL ASPECTS

3.1 LEGAL STRUCTURE OF BUSINESS 
There are various different types of business structure.  You will need to choose an appropriate legal structure for your business.  A solicitor or an accountant should be able to assist you.  Three of the most common types are outlined below.

SOLE TRADER/PROPRIETOR  
As the term implies, being a sole trader or proprietor means that you are in business on your own.  It is important to register with the Inland Revenue and pay National Insurance contributions.

PARTNERSHIP
If you go into business with at least one other person you are in partnership.  If the business is a partnership it is essential that you have a partnership agreement.  It is important to register with the Inland Revenue and pay National Insurance contributions.

PRIVATE LIMITED COMPAMY (Ltd)

A private limited company is a separate legal entity from the people who run it.  Those who hold shares in the company own it.  It is a legal requirement to register with Companies House and get a certificate of incorporation from them (place this in the appendix). 
There are other legal requirements such as preparing and submitting accounts every year that can be viewed by the public.

· Please explain your business legal structure and why you’ve chosen this structure.

· Remember to check at Companies House that your company name has not already been taken.  It is also a good idea to check that your company name has not been used as a domain name on the Internet.

	


3.2 INSURANCE
This is very important for certain types of business.  Always insure expensive equipment and property and investigate whether you need public liability or professional indemnity insurance.

	


3.3 OTHER LEGAL REQUIREMENTS 
Businesses offering food and drink for sale on the premises are required, by law to have the relevant certificates and licenses.  More information can be obtained from the environmental department of the local council.

Any business with an annual turnover of more than £67,000 (2008/09) must be registered for VAT.  This means you must charge VAT (at 17.5%) on your sales and can claim back VAT on your purchases.  The difference between the amount you charge and the amount you claim will be paid to Customs & Excise or refunded by Customs & Excise.

	


4.
PRODUCTS / SERVICES
4.1 PRODUCT / SERVICE DESCRIPTION
· Write an introduction explaining the overall product/service

· Use bullet points to list all products and services with detailed descriptions of each

· If you are manufacturing, break down the manufacturing process, with costings

· Describe any quality control systems you have in place

· Give details of how packaging/distribution will be undertaken, if required

	EXAMPLE ( SERVICE

Web package 1: 
This package will provide a basic five-page website, with a maximum of ten hours spent in the service.  Any additional cost will be passed on to the client, and if more work is required we make an additional charge for the service.

Web package 2: 
This package will provide a comprehensive web solution service.  We will give an estimate or fixed time for each project (as this offers tailor-made web sites).  We can design the concept, depending on the services required.


	


4.2 SUPPLIERS/SUB-CONTRACTORS
· Who is your suppliers/sub-contractors? List their names, addresses & contact details.

· Why have you selected these suppliers/sub contractors?

· Will they offer you any special trade/credit/discount deals?

Remember to include alternative suppliers in case your main supplier lets you down.

Please complete this table to summarise the information.

	TABLE OF SUPPLIERS

	WHO
	WHAT THEY OFFER
	COST £
	DEALS THEY OFFER

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5.
THE MARKET AND COMPETITION

5.1 
THE MARKET
This is the only section that is not personal to you but an overview of the industry.

· Give a summary of the industry

· Has the industry seen any changes?  Over what time span?

· Is the industry in decline or growth?

· What section of the industry are you planning to enter?

YOUR RESEARCH CAN BE SUPPORTED BY:
· Business profiles from high street banks.  These are free, ask the local business banker

· Information on your trade sector from your borough’s reference library

· Your own knowledge of the industry

· Information from the Internet.  Choose a search engine and type in ‘overview of market’ and the name of your industry, eg ‘overview of the market, fashion’

	


5.2 MARKET RESEARCH
For the purpose of showing what market research you have done, use the following headings to help with organising your research.  Remember keep It Simple!

CLIENT GROUPS
How many different customer groups are there? Describe them.  Are they individuals or businesses? What section of the community do they represent? Where are they located?  What are their habits? Which papers do they read?  What is the size of your potential market

RESEARCH UNDERTAKEN/METHODS USED
What research have you undertaken?  Have you done a questionnaire? Have you viewed similar product/service providers? Have you investigated specialist magazines, websites and/or publications? Have you attended industry events or contacted relevant associations and unions?

LEVEL/DEMAND
What level of service are you offering – top/middle/bottom of the market?  Are you offering a quality product/service? What have you done to show that there is a demand for your service?  Are your different customer groups likely to pay different amounts for your product/service?

NETWORK
 What networks have you developed in the industry to help you in the business?  Do you already have a client base?  Include a list of useful contacts as an appendix.

SEASONALITY
Is the industry you are going into seasonal?  If yes, what effect will this have on your business and what are the seasons?

LOCATIONS
Is the location going to affect the business? Are you planning to open a shop that requires passing trade? If yes, what effect will the location have on the success of the business?

TEST TRADING/WORK UNDERTAKEN
What work have you embarked upon? Have you shown any samples or sold your product/service to your potential customers? Have you had a good response?

	


5.3 COMPETITION
Write a general introduction to competition in your chosen field.

· Who are your competitors/potential competitors? Do they provide a quality service, or not?

· Do they communicate/distribute their product effectively?

· Could you offer the same or better?

Please complete this table to summarise the information

	Name and Location
	Product/service and price
	Strengths
	How do they promote themselves?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5.4   SWOT ANALYSIS (STRENGTH  ( WEAKNESSES ( OPPORTUNITIES ( THREATS) 

This section is about you and your business, to help you assess your position in your chosen industry.  It will offer guidance in your present and future market.  Please do an analysis of your business and your personal strengths, weaknesses, opportunities and threats (SWOT).

	BUSINESS SWOT
	PERSONAL SWOT

	Strengths of your business
	Personal Strengths

	Weaknesses of your business
	Personal Weaknesses

	Opportunities for your business
	Personal Opportunities

	Threats to your business
	Personal Threats


	Strengths


	

	Weaknesses


	

	Opportunities


	

	Threats


	


6.
MARKETING STRATEGY 

6.1 MARKETING STRATEGY
· Start by separating your strategy by client group (where appropriate)

· How you will reach your target customers and inform them of your product/service?

· Explain your strategy

· Which methods will you use (give a full breakdown and costing)?

	


6.2 METHODS OF MARKETING AND PROMOTION
· PUBLIC RELATIONS (PR)
This is about the relationship that your business builds with it is customers and industry.  It will be built through the media (eg press releases), fairs and exhibitions, sponsorship deals and launches or celebratory events.

· ADVERTISING
This is where you pay for space in the media (eg press, TV, cinema, radio and outdoor)

· DIRECT MARKETING
Direct marketing is aimed at specific sector, with customers you have contact details for.  The materials used would include leaflets, brochures, catalogues, inserts, facsimiles and emails.

· SELLING
This is about special offers and sales teams for example promotions and competitions.

Whichever method you’re using you’ll need a corporate image including your business name, colours and maybe a slogan or business philosophy.

Please fill in this table to summarise the information

	METHOD
	TIME
	COST £

	 eg Flyers
	3 months
	£200

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


6.3 PLAN OF ACTION – DIARY OF EVENTS/ACTIVITIES 
Write a plan of action to show how you will undertake the development and promotion of your business, month-to-month and week-to-week.

Diary of event/activities.

Please complete in this table to summarise the information.

	Month 1
	Month 2
	Month 3
	Month 4
	Month 5

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


7.
PREMISES

When thinking about premises you should consider:

· Do I really need and can I afford the additional cost of premises?

· Is there enough passing trade to sustain my business? 

· Provide evidence in your market research section.

· Are the premises accessible? What sorts of transport links are there?

· How much will the refurbishment cost? 

· Get at least two competitive quotes for evidence.

· What sorts of parking facilities are there?

· Is the premises freehold/leasehold or licensed?

· If leased, how long is the lease for? Is it suitable for your needs?

· Is the lease flexible?

· What is the charge for the lease, monthly rental costs, business rates and service charges?

· What is the review date of the lease, and what changes can be made?
If you have found suitable premises, it is important that you seek legal advice with regard to the lease and rental agreements.  If you need to make any changes to the property you need to think about your lease agreement and planning issues.  You may need planning permission, a trade licence and/or environmental health clearance depending on the nature of your business.  The planning department or environmental department of your local authority should be able to advise you.
	


8. 
EXPENDITURE

8.1 EQUIPMENT
List the equipment that you already possess and the equipment that you require to start the business (capital expenditure).

Do you need to buy all the equipment or could you save money through hire purchase or rental arrangements?  You may also find leasing is a good way to keep up with new technology.

Equipment Tables.

Please fill in this table to summarise the information

	EQUIPMENT POSSESSED OR REQUIRED
	VALUE OR COST £


	
	

	
	

	
	

	
	

	
	

	Total £
	


8.2 TRANSPORT (IF REQUIRED)

List your distribution/travel methods

If you possess or require a vehicle, fill in the table

	VEHICLE POSSESSED 
	MILEAGE
	VALUE
	TAX/INSURANCE/SERVICE COSTS

	
	
	
	

	VEHICLE POSSESSED
	MILEAGE
	COST
	TAX/INSURANCE/SERVICE COSTS

	
	
	
	

	
	
	
	


9.
MANAGEMENT AND ORGANISATION

9.1 MANAGEMENT
· List all management required for the proposed business

· List their present and future training needs

· Include copies of their Curriculum Vitae

· Include up-to-date references

9.2 STAFF
· How many members of staff are needed?

· What will their duties be?

· How many hours a week will they work (full time, part time, etc)?

· What skills will they require?

· What plans do you have for staff training?

	


10. 
FINANCIAL INFORMATION

10.1 PRICING POLICY
· Describe how you have arrived at your prices.

· To discover your cost per item, look at the costs of materials, labour and overheads.

· You should be able to demonstrate an awareness of your competitor’s prices.

Pricing policy please fill in this table to summarise the information.

	Product/Service
	Your cost
	Your Price
	Competition Price

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


10.2 
PERSONAL SURVIVAL BUDGET (PSB)
	EXPENSES

	COST PER MONTH £

	Food


	

	Rent/mortgage


	

	Utility bills e.g. gas, electricity, water, etc


	

	Clothes


	

	Travel


	

	Entertainment / Leisure


	


	Holidays


	

	Children-childcare etc


	

	TV license


	

	Repayments-loans, credit cards, etc


	

	Hire charges


	

	Telephone, mobile and facsimile


	

	Personal and Property Insurance


	

	Car Tax and Insurance


	

	Savings Plan


	

	Tax and National Insurance


	

	Total £
	


10.3 
SALES FORECAST
· This is where you calculate the number of sales you expect to achieve over the forecast period.  

· Include the number of units sold and their cash value.

· These figures should be based on your market research and marketing strategy.

· The sales forecast should include any seasonal variations that may affect monthly figures.

You need to consider whether you can achieve the sales and whether the figures are realistic.

	


10.4 CASH FLOW FORECAST
· This is where you give a full financial breakdown of income and outgoing expenditure to show how much money you will have in the bank at the end of each month.  

· You need to be realistic about your expenditure and sales- this is important for the survival of the business.

· Remember that when you invoice a company it can take between 7 and 90 days before you get payment.  Also, bills can be paid monthly and quarterly-make sure you reflect this.

· Consider the seasonal variations in your type of business:  For example a Christmas Gift Shop will have increased sales during November and December.

· Consider buying second hand or paying by instalments.

· Always make sure that your bank balance is at least a minimum of £300 in credit at the end of each month.

CASH FLOW FORECAST ASSUMPTIONS
· The cash flow forecast assumptions explain what is happening in the cash flow.

· They should demonstrate clearly to the lender how the figures have been reached.

· They can be written on a monthly or a quarterly basis.

· They are a good place to explain seasonal variations.

· They can be used to explain if equipment is being paid for in instalments.

10.5 PROFIT & LOSS (P&L)

This section aims to show whether the profit on your sales is greater than your overheads for the business.

· Your overheads are all the operating costs for the company-this will include the depreciation of your equipment.

· This exercise is to establish how much profit the company might make over the duration of the forecast.

· This is not as difficult as it looks. Always speak to a business advisor if you have any concerns, and please remember that this is not a replacement for the cash flow forecast.

Kindly supply us with the following details.  If you do not have these details, please indicate whether you would like us to recommend someone to you:
	Recommendation:
	Yes
	
	No
	


	Accountant
	

	Address

	

	Telephone Number
	

	Email Address
	


	Solicitor

	

	Address

	

	Telephone Number
	

	Email Address
	


	VAT Number

 (If you are registered)


	


	Funding My Business


	By reference to my Profit and Loss and Cashflow Forecasts, I will require the sum 

£________________________ to commence the business.

I am investing      £______________________________________
I am borrowing    £______________________________________



PLEASE USE CASHFLOW AND PROFIT & LOSS BELOW or if you have your own format please use it.

	Business Name:


	Profit and Loss Account – DATE:



	 
	 Expenses 
	 Income 

	 
	 £ 
	 £ 

	Turnover
	 
	 

	Sales
	
	

	Other income
	
	

	Cost of sales
	
	

	Opening stocks
	
	

	Purchases
	
	

	Closing stocks
	
	

	 
	
	

	Profit before tax
	
	

	 
	
	

	Allowable expenses
	
	

	Employee costs
	
	

	Premises costs
	
	

	Repairs
	
	

	General administration
	
	

	Motor expenses
	
	

	Travel/subsistence
	
	

	Bad debts
	
	

	Legal/professional
	
	

	Other finance charges
	
	

	Depreciation
	
	


	Other
	
	

	 
	
	

	Operating profit
	
	

	Balancing charges
	
	

	 
	
	

	Profit/loss before tax
	
	

	Taxation
	
	

	Profit/loss after tax
	
	

	
	
	


CASHFLOW

	START DATE
	


	MONTH
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	TOTAL

	
	RECEIPTS
	
	
	
	
	
	
	
	
	
	
	
	
	

	1.
	Sales
	
	
	
	
	
	
	
	
	
	
	
	
	

	2.
	Grants
	
	
	
	
	
	
	
	
	
	
	
	
	

	3.
	Loans
	
	
	
	
	
	
	
	
	
	
	
	
	

	4.
	Capital Introduced
	
	
	
	
	
	
	
	
	
	
	
	
	

	5.
	VAT on sales
	
	
	
	
	
	
	
	
	
	
	
	
	

	6.
	TOTAL of 1 to 5
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	EXPENSES
	
	
	
	
	
	
	
	
	
	
	
	
	

	7.
	Stock/Raw Materials
	
	
	
	
	
	
	
	
	
	
	
	
	

	8.
	Wages/Salaries (Including Tax & NIC)
	
	
	
	
	
	
	
	
	
	
	
	
	

	9.
	Rent/Rates/Water
	
	
	
	
	
	
	
	
	
	
	
	
	

	10.
	Heat/Light/Power
	
	
	
	
	
	
	
	
	
	
	
	
	

	11.
	Insurance
	
	
	
	
	
	
	
	
	
	
	
	
	

	12.
	Repairs/Maintenance
	
	
	
	
	
	
	
	
	
	
	
	
	

	13.
	Motor/Travel
	
	
	
	
	
	
	
	
	
	
	
	
	

	14.
	Telephone
	
	
	
	
	
	
	
	
	
	
	
	
	

	15.
	Printing/Stationery
	
	
	
	
	
	
	
	
	
	
	
	
	

	16.
	Advertising/Publicity
	
	
	
	
	
	
	
	
	
	
	
	
	

	17.
	Professional/Bank Fees
	
	
	
	
	
	
	
	
	
	
	
	
	

	18.
	Sundries
	
	
	
	
	
	
	
	
	
	
	
	
	


	19.
	Other specify)...............................
	
	
	
	
	
	
	
	
	
	
	
	
	

	20.
	Capital Payments
	
	
	
	
	
	
	
	
	
	
	
	
	

	21.
	Loan Repayments
	
	
	
	
	
	
	
	
	
	
	
	
	

	22.
	VAT on Purchases
	
	
	
	
	
	
	
	
	
	
	
	
	

	23.
	VAT to Customs & Excise
	
	
	
	
	
	
	
	
	
	
	
	
	

	24.
	Drawings
	
	
	
	
	
	
	
	
	
	
	
	
	

	25.
	TOTAL of 7 to 25
	
	
	
	
	
	
	
	
	
	
	
	
	

	26.
	RECEIPTS minus PAYMENTS (6-25)
	
	
	
	
	
	
	
	
	
	
	
	
	

	27.
	OPENING BANK BALANCE
	
	
	
	
	
	
	
	
	
	
	
	
	

	28.
	CLOSING BANK BALANCE (26-27)
	
	
	
	
	
	
	
	
	
	
	
	
	


Note: Remember the closing balance at the end of a month will be the opening balance of the following month.

Assumptions to Cash flow and Profit & Loss

	



11.
APPENDICES

In the appendices please include any of the following if you have them, as it will assist us to speed up your application, the essential documents are compulsory.

· Senior Management’s Curriculum Vitae (Essential)

· Two References (At least a previous landlord Commercial or Residential, employer or a professional person accountant or solicitor) (Essential)

· At least three letters of intent from clients

· Pictures/illustrations (where appropriate) 

· Photographs

· Copy of lease (if appropriate)

· Samples of market research questionnaires

· Copy of your passport or similar documents and proof of address (Essential)
· A letter of rejection/limited support from a bank for The Prince’s Trust clients

· Press Exposure

· Leaflets and Promotional Literature

· A partnership agreement and/or other legal documentation (where appropriate)

· Your useful contact list, who they are? What is the advantage of knowing them? Are they present or prospective? The more useful contacts you can list, the better.

Useful contact list please fill in this table

	Name and Contact Details
	Company

Name
	Description
	Advantage of contact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


12.

OTHER SUPPORT ORGANISATION

When running a business it is useful to know who the local business support providers are.  In London there are numerous agencies and specialist organisations that offer additional support.  Here is a list of some of the key providers for business support.

· The Prince’s Trust

· Local authorities

· Banks

· Libraries

· Enterprise agencies

· Customs and Excise (VAT)

· Business Links

· Social Enterprise Agencies

Contact details for the above organisations can be found on the Internet and in local or national directories.

	GLOSSARY OF TERMS




	APPENDIX 1


Accounts: Statement of company’s financial affairs produced at end of set Accounting period.  Split into balance sheet and profit and loss account.

Accounting Period: Period from which a company makes up its accounts, normally a calendar year.

Assets: Anything owned by the company with a money value.

Balance sheet: Statement of assets and liabilities of a company.  The net balance of assets and liabilities will be represented in the profit and loss accounts.

Cashbook: A record of business’s income and expenditure, including VAT.  If working correctly figures should match bank balance.

Creditor: A person or institution to whom you owe money.

Cashflow: Movement of money into and out of a business, consisting of all receipts and cash payments.

Current Assets: The working capital, i.e. stock (raw materials or finished products) used to generate profit.

Current liability: Liability due for payment within a year eg taxes.

Debtor: A person or institution who owes you money.

Deferred liability: Liability, which is not current ie within a year.

Depreciation: The reduction in value of an asset over its working life.  To be included as fixed cost in budget.

Direct costs: (variable costs): Costs that vary with according to output.  Main direct costs are labour, raw materials, wages, and power.

Fixed Assets (Fixed capital): Assets purchased that or not intended for direct consumption, but as a means of production, eg a cooker.

Indirect costs: (overheads): Costs of production that do not vary with volume of output.  Examples – interest on loans, equipment maintenance, rent, and rates.

Liability: Any form of debt.

Liquid assets: Assets with fixed monetary value that can be converted into money at that value, ie bank accounts, shares.

Market: Existing or potential demand for your product.

Marketing: Identification and evaluation of the market which provides information on size of the market, product price, packaging, promoting, selling and distributing on a profitable basis.

Petty Cash Account: Record of all minor spending. Cash taken out should be replaced with a receipt.  Include a column for VAT paid.

Profit: Amount needed to keep entrepreneur in an activity, payment to entrepreneur for his / her enterprise.

Profitability: Measure of profit between two or more profit making alternatives.

Profit and loss accounts: Statement of a company’s earnings and expenses and consequently profit and loss made.

Purchase Day Book: Shows money you owe. File invoices; transfer details to cashbook once payment received

Sales Day Book: Show who owes you money.  Keep unpaid sales invoices filed.  Transfer details to cashbook on receipt of payment.

Turnover:  The value of total sales in a set accounting period.

Unique Selling Point (USP): Attribute of product or service, which differentiates you from competitors and persuades people to purchase

	APPENDIX 2


Legal Format: What type of company should you form?

	ISSUE


	SOLE TRADER
	PARTNERSHIP


	LIMITED COMPANY

	Start up


	Register as 

Self–employed
	Deed of Partnership drawn up
	Register with Registrar of Companies.



	Liability


	Unlimited
	Unlimited
	Limited to money 

put into business.



	Management


	By owner
	Shared responsibility
	Board of directors and management team.



	Raising Finance


	Mainly personal money


	Partners’ finance
	Owners finance,

 Issuing of shares.

	Records and 

Accounts


	No strict accounting or audit required. 
 Records not available for public investigation.
	Accounting and audit requirements.  Accounts open for public inspection.

	Profits


	Belong to owner
	Belong to partners
	Dividends paid to shareholders.

	Tax, National Insurance & 

Pensions


	Profits are taxed whether drawn or not, 

Possibly at higher rates, National Insurance cheaper, but in general fewer benefits. Tax deductible pension contributions restricted.  Losses offset against tax on 

other income.
	Employee status PAYE, high National Insurance, but full benefits.  Unlimited contributions to company pension.  Corporation tax on company profits.  Losses retained in company.

	Continuity


	If owner dies or retires business may go out of existence.


	Partnership dissolved on death, retirement, or bankruptcy.
	Perpetual existence.

Owner and company are not same entity.

	Selling


	Usually whole business sold


	Possible to sell some or all shares.
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