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The Blind Business Association Charitable Trust (BBACT) has produced this publication for the purpose of assisting blind and partially sighted individuals wishing to start their own business.  BBACT exists to give positive and tangible support to all blind and partially sighted people who are, or wish to become, self-employed, and by this means to gain control of their lives, to enjoy to the full all the opportunities that independence provides. It is a small charity, offering a unique niche service to blind and partially sighted people who often need assistance beyond the normal channels in order to become self- employed.  

Contact details: 

Penny Hefferan 

BBACT Project Manager

Telephone: 0845 0450696 

E-mail: info@bbact.org.uk

BBACT Web-site www.bbact.org.uk
The New Business Start-Up Advisor has been compiled using resources from the following organisations:

Small Firms Enterprise Development Initiative,

Southend Enterprise Agency Ltd,

Barclays Bank Plc

Lloyds Bank Plc

Additional input has been made by individual blind and Partially Sighted Business Entrepreneurs and BBACT would like to thank all those who contributed. 
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Introduction

Purpose and context 

BBACT’s Business Start-up Advisor is the 3rd document in a series, which aims to provide blind and partially sighted individuals with informative and relevant information to assist with starting a business. Our Introductory Booklet “So you think you want to start your own business” gives some idea of what is likely to be involved and the kind of help that is available.  Our self-assessment checklist “Take a look at yourself” assists in identifying the necessary skills required to run a business and also highlights the knowledge and expertise you’ve already gained.  This document presumes that you are now serious in your intention to move your ideas forward and turn what may previously have appeared to be an un-obtainable goal, in to reality.   

Whilst are intention is that the information contained here is sufficient to start you on your way, it is by no means the only source of information available.  Numerous publications covering all aspects of running a business have been produced and whilst many are in print, a considerable range of material is also available in alternative formats and through the Internet.  BBACT have however, endeavoured to pull together some of the best advice on offer and in addition, we have also tried to address specific issues of particular importance to blind and partially sighted business entrepreneurs.  

The majority of the Advisor relates to the development of your business-planning document and provides you with a checklist to use when putting your proposal on paper. We also try to offer advice and practical solutions to specific issues of relevance to blind or partially sighted individuals in the hope that you will find these helpful.   

Although the New Business Start-up Advisor contains a great deal of information for you to take in, please don’t be put off.  The idea is that you go through it bit by bit, working with your BBACT mentor and/or Business Advisor.  We have tried to put the various sections in the order we feel is most useful and suggest you work through them in that way.  However, if you prefer to read through the whole document so you can begin to think about some of the tasks you will be undertaking as your plans take shape that may of course be helpful. If you’re reading this electronically and you want to refer to a specific section, you can locate the relevant title within the contents and press return, which will move you to your selected place.  Similarly, audio readers can jump to the relevant track as detailed. 

Your BBACT Mentor 

BBACT is only too aware of the challenges and frustrations that any individual starting a business will face and know that in addition, if you are blind or partially sighted, these are likely to be far greater.  It can be a very lonely and worrying time, particularly if you have limited local support.  In response to this, we have established our mentoring programme, which provides one to one support from a blind or partially sighted person who will themselves have run a business and overcome many of the difficulties you will be likely to come across.  The mentor is there to support you through the early stages of your business planning and throughout the first few months after your business starts up.  It is likely that you will have issues individual to you that are not covered within this document and your mentor will be able to guide you and signpost you to other help.  Other specialist organisations exist who have experience of supporting blind and partially sighted business start-ups and we will endeavour to put you in touch with the right help.  

In addition, as part of your package of support from BBACT, you will automatically be invited to join it’s sister organisation, the Blind Business Association.  This is a membership organisation for blind or partially sighted business entrepreneurs and will assist you in networking with people with experience of running their own business.  There are also a number of E-mail groups that might be of interest to you and your mentor will be able to assist you in finding out more.    

Your Business Plan 

Benefits and Purpose 

There is more than one reason for producing a business plan.  It will assist you in monitoring progress both during your start-up phase and later as the business develops, it will provide you with a tool against which you can measure success.  The document will also enable you to demonstrate to others that you have the necessary skills and knowledge to effectively run your business.  

Finally and possibly most importantly of all, the process you will go through in pulling your planning document together will equip you with a better understanding of the business you are starting, your competitors, financial requirements and the potential of your business.  

A business plan should not be a document created at the start of the business then left on the shelf to gather dust.  It should be a living entity and will need updating as circumstances change.  Although originally starting the business alone, you may be so successful you decide to employ someone else to assist you in coping with the workload.   But employing staff is a major step and you will need to be confident you will be able to secure enough future business to sustain yourself, your family and your business, including employees.   A thoroughly developed business plan will assist you in making these decisions and should you require additional finance in the form of a loan, it will provide the necessary information required by your financier.  

There is no one way to write a business plan and each plan will differ depending upon the type of business being started and the level of knowledge and expertise of the person starting it.  

There are many aspects involved in starting a business to be considered and as you work through your business plan in conjunction with this document, you will cover; legal matters, premises, health and safety, finance and specifics relating to the actual business you intend to operate.   One of the most important is marketing and we have also focused on identifying your market and planning your marketing strategy.

Background Research 

When devising your plan, you will have to undertake a certain amount of research. Research is key to developing an accurate picture of your potential customers and competitors and to identify some of the possible pit-falls. It will provide you with a strong foundation for your business and give you the confidence required to make the right business decisions. 

Who are your potential customers and where are they located?  Who are your competitors and how can you best overcome their influence on your business? Where is the best place to locate your business, will you need premises away from home and can you afford them?   The Answers to these questions are out there and thorough research will provide the key. 

Framework and Presentation 

The sections within this document offer a basic framework for your business plan.  Under each heading, we have outlined the relevant material you should include and detailed the kind of decisions to be made. But this is only a guide and you must of course make the document personal to you.  There is plenty of scope to add additional text you perceive to be important and if some sections are more detailed than you feel necessary, you can leave out as you see fit.  

It is important for presentation and access purposes that the Business Plan is not hand-written and is best produced electronically.  If you are unable to do this yourself, it might be possible for a family member to assist you.  If this can’t be arranged, an alternative solution should be found and your mentor will discuss this with you. 

Below is an outlined structure you might wish to follow when writing your plan.  

Business and Personal Contact Details

Business Trading/registered Name 

Your full name 

Business address 

Business phone, Mobile and fax numbers

Business E-mail and Web site addresses

Home Address

Phone number and E-mail address.


Status of Company and details of partners 


Business registration number –if applicable. 

Summary 

Nature of business – your product or service 

Business Unique Selling Point 

Location of business

Brief outline of market research undertaken 

Hours you intend to work 

Financial investment in the business 

Anticipated turnover and target growth for the business 

Background 

Professional experience

Employment History

Qualifications and training 

Reason for starting the business and how it will impact upon you

Personal strengths and weaknesses and responsive action 

The business premises and its geographical area of operation 

Marketing Plan 

Market research work undertaken 

Competitors - their location, strengths and weaknesses 

Information gathered about potential clients 

Target market 

Intended method of business promotion and selling 

Pricing strategy 

The Business Requirements 

Equipment and Furnishings

Capital Investment 

Financial Forecasts 

Cash Flow Forecast 

Profit and Loss Forecast 

Summary 

The business plan summary provides an overview of your business proposal for the reader and should be completed once the rest of the document has been written. 

Briefly describe the nature of your business, saying from where it will operate and the geographical area it will cover. If you’re a manufacturer, what do you make?   If you plan to offer a service, what is it? Go on to specify if your product or service is completely new and unique and if so, how.  

Outline In brief, the research you have undertaken to ascertain there is a market for your product or service and describe overall progress to date. There will be a section devoted to “your market” in your plan, so at this stage a simple statement that such a market exists is sufficient.

Write a sentence covering the legal and staffing structure of the business and state your anticipated turnover for the current year, giving an idea of planned growth. Finally, highlight the level of financial investment you are personally putting in to the venture and if applicable, the amount you are seeking from other sources. 

Background

If you have a Curriculum Vita, you should include this as an Appendix to the plan.  Whether you have one or not, in this section you can highlight your professional experience to date, identifying aspects that best equip you to run your business.  Give an outline of your employment history, your qualifications and training and state your reason for wanting to start the business.  Then describe where the business is to be located and give details of the premises you intend to use.  

The Personal impact of starting a business 

Often the would-be business owner is not prepared for the anxiety, expense, commitment and risks involved.  Your personal aspirations will need to coincide with the realities of setting up and running your business and if you worked through the self-assessment document “Take a look at Yourself”, you will already have an idea of your response.

Consider the following aspects starting your business may effect then enter a statement in the plan demonstrating your confidence to move forward.  Family commitments, financial commitments, time allocated for setting up and then running the enterprise and the effect on leisure pursuits you currently enjoy. 

If you haven’t already done so, discuss your idea with family and friends and be realistic about costs in terms of time and money if you proceed with your plans.   Bounce your ideas off your potential customers and take their feedback into account.   

If you need to develop your skills in any area related to your proposed venture, investigate where the training is available, how much time you will have to spend per week and, if there is a financial cost, then decide on how to pay it.  If all goes well, you may be able to allocate training expenditure under Business Start-up costs – potentially reducing your first year’s tax bill. 

Market Research 

This is the section of your plan where you demonstrate that there really is a potential market for your business, not just because you say so, but also because you have evidence to support your beliefs.   To be able to do this, it is vital that you understand your market place.  Armed with detailed knowledge of your competitors, their quality of service, pricing policy, limitations or areas of poor service, you will be able to confidently identify any gaps and target your business where it is most likely to succeed.   

So often, small business owners regard market research as a luxury but you will find as you put your business idea into practice, there is no real substitute for planning and research. With the best will in the world, a good service or product will not sell unless a market exists, or can be created for it.  A great deal of time therefore, needs to be spent on locating and assessing that market. 

In your plan, you should include data relating to the size of the market in which you intend to sell, explaining assumptions made.  Detail existing competition and highlight your competitor’s strengths and weaknesses. Then outline the advantages your products/services will have over the competition and assess and describe your Unique Selling Point (U.S.P.).  In addition, describe research undertaken and consideration given to your target market, but at this point, you don’t need to include details of how you intend to capture this market, as this will be included within the marketing section of your plan.  

It’s crucial to accurately find out what potential customers are looking for so that your assumptions are based on fact and not guesswork.  You should undertake a customer survey to ascertain the level of interest in your business and identify priorities for service delivery. 

Many factors will determine your target market.   If you are working alone, how many customers or orders can you cope with?  Will you be working limited hours each week, restricting access to clients only able to use the service at other times? Will your customers have to travel to your home or business premises and is public transport a factor?  If you’re planning to work from home, will your service be available to anyone who wishes to use it or do you intend to restrict it’s availability?  The plan should include details of work you’ve done to consider these issues and show how the findings influence your choice of target market.     

When researching your competitors, find out how much they charge, what the quality of their product or service is and consider whether you can improve on their performance?  Can you sell cheaper, be quicker on delivery or   offer enhanced service such as after sales support?  A note of caution here, it is dangerous to compete on price alone.  It may well be better to charge more, but offer more as well.
In order to gain first-hand knowledge of your competitors, pose as a customer and sample their service for yourself, assessing staff competence and product knowledge.  

If you plan to trade only in your local area, it is important to gauge whether there is scope for your business or is the market close to saturation.  You may discover that there are a number of similar businesses in one area of the town or County but not in another. If you intend to operate over the Internet, you may gain business from overseas, which will need to be studied because of its special nature. 

The information you obtain about competitors and potential customers need not be vast as long as it is accurate. At a time when you are setting up your business you will probably find that most of it can be found fairly quickly.  Locating competitors and customers can be a challenge though if you’re unable to access printed material e.g. advertisements, yellow pages etc.  It is important to find solutions to the problem and to enlist the help and support of willing volunteers.  Decide what you need to know and discuss with friends and family, how you might find this information.  The telephone is also a highly effective tool and your local library will be able to offer assistance. Trade publications can be a Very useful source of information and there’s benefit to be gained from attending trade exhibitions as well. 

You can research and refine your ideas as you go along. Don’t just get the information, write it down and then forget it, as you need to analyse what you have found out.  How you use the information is more important than the information itself. 

Once you’ve completed your research, you should have a clear idea who your potential customers are and where they are located.  Armed with this information, you will be able to decide on the best location for the business, the type of premises you will need and the business income potential. 

Your Business Status and its registered and Trading Names

The legal form of your business

On the front page of your plan, you will want your personal and business contact details, with the name of your business clearly displayed at the top. You should also state what legal form the business will take i.e. are you going to be a sole trader, a partnership (stating details of partners) or a limited company, (providing company registration number).  (See Appendix 1 for details of options available).  

Your registered and trading Names.

A registered name is mainly used to identify you or your business as a legal taxable entity and is usually the same as your own name. 

Your trading name need not be the same as your registered name although this might make matters more complicated than they need to be. Trading names can be used by businesses to identify themselves or product range to their potential customers / clients.  The importance of a trading name varies from business to business and it is worth spending some time on choosing the name most helpful to you by giving your potential customers some idea of the nature and scope of your business. Perhaps you may need a name that suggests quality or good service, or high fashion, or value for money. Equally, for many reasons, you may prefer to include your own name or initials 

The name should create an image and clearly identify what product / service you are selling.

Allan Smith Assoc. – doesn’t mean a lot to most people

Allan Smith Architects – does identify the service they are offering to potential clients. Many companies, especially franchise companies, do not sell or market their products as much as their name i.e. McDonalds, Tie Rack, Toys ‘R’ Us.   They market their name, as this identifies the product / service they are offering.

When deciding your business name you will first wish to ensure that your proposed choice is unique. This can be done by reviewing Yellow Pages, Companies House Register and Trade Associations.   It is up to you to take sensible precautions to avoid using a name already in existence. (Check with directories and libraries). If you suspect your name may be a registered trademark then check with the Trade Marks Registry, which is part of the Patents office and is accessible via the web. Should you choose a name already in use, and then be prepared to change the name if requested or the company concerned may sue you for “passing off” and claim loss of profit. You may of course use your own name without threat of legal action.

Certain words are prohibited without special permission from the department of industry. Examples include ‘Royal’, ‘Bank’, ‘International’, ‘British’, ‘Commonwealth’ and ‘Building Society’.

If you are establishing a limited company, it is necessary to check the names of existing companies. This can be done by telephoning Companies House on 01222 388588

If the trade name can be abbreviated into letters, is it appropriate e.g. “New Unlimited Trading Services” - “NUTS” would not be a great business decision.

There is no requirement to register a business name, except in the case of limited companies. In the case of Sole Traders, or Partnerships, it is now left to the individual(s) to decide the trading name. 

A free publication called ‘Notes for the Guidance on Control’ of Business Names’ is available from the Companies Registration Office, Companies House, Crown Way, Maindy, Cardiff CF4 3UZ.

If you are not a limited company or trading under your own name(s), for example ‘William Smith’ or, in the case of a partnership ‘Smith and Brown’ then you must disclose the name or names of each owner and for each owner an address in Great Britain.

You must show the information on your business stationery, e.g. business letters, written orders, invoices and receipts. You must also display the information prominently and legibly in any premises where business is carried on, at a point to which customers or suppliers have access. The information must also be given in writing if requested by anyone in the course of their business. Guide notes are available free of charge from Companies House at Cardiff. Failure to Comply with the regulations is a criminal offence and in certain circumstances may render contracts unenforceable!

Location of Business Premises 
One important matter for consideration is where you locate your business premises, whether you work from home or from a dedicated building.   In both cases there are points to bear in mind before making a final decision.   

Working from Home 

There can be several advantages in running a business from home.  There are no additional premises costs, no requirement for travel to and from work unless it is to visit customers and you have complete control over your work environment.  However, there are considerations that might effect your decision.  

If your business will require you to travel to customers, will they be local or will you be travelling long-distances. If you plan to deliver training or undertake consultancy work, are you within easy access to national public transport links. If not, you may still decide to work from home but may have to move house first.  If you do make this decision, one important piece of advice worth noting is that it is not wise to move house and start a business at the same time! 

If the business will not involve clients coming to the house and is in reasonable travelling distance from them for you, your main consideration will be whether you are happy to work in the space available.  It can be lonely working from home and it’s important to have a pleasant environment with enough space to work and store materials.  If you share the house with other family members, it is most ideal to have a space separate from the main living area to ensure privacy and quiet.  

As an alternative therapist, masseur or counsellor, you will have to decide where to set up your treatment room.  Are you able to use a space on the ground floor in easy access of an outer door or will clients be required to go through the house.  If there are stairs to be negotiated and you are planning to target elderly customers, will this be suitable?  Is your house somewhere you feel clients will be comfortable and does it require any re-decorating to make it more presentable?  If the premises are in a poor state of decoration or are not clean, clients are likely to be put off.  

If your business requires a small workshop, do you have space to build or can you modify an existing space i.e. a garage.  This might require planning permission and will need to be taken in to account in your start-up planning time.   You should also investigate health and safety regulations and your council will be able to provide you with all the necessary information. Any work that is required will cost and whilst this might be set against business start-up costs, do you have the finances to invest or will you need to budget for this within a loan or grant application.     

Depending on the type of business you plan to start and whether clients will be coming to the house, you may be required to register your home for use as a business premises with your local authority, resulting in additional costs and red tape.  Additionally, there might be restrictions upon your mortgage or house insurance policy, which you should check. However, this should only become necessary if the business activity is of at a level that would warrant it and therefore, it should be possible to run for a trial period, building up clients and deciding whether in fact, you would prefer to work from somewhere other than home.  

Finding a Suitable Business Premises

It’s extremely important for any business to be situated in the right premises at the right location, but that doesn’t necessarily have to mean splashing out vast sums of money. Take your time to investigate all the options available to you and consider the following points before making any decisions. 

Geographically, what is your preferred location?  During your market research, you will have gained a picture of where competitors and potential clients are located which should have given you an idea where you would like to be.  Will you be situated far from home or customers you’ll be required to visit. Is the area you are considering accessible to you i.e. what is the public transport network like and are there plenty of paved walkways? If you are likely to work late, is it deemed relatively safe?  

Once you’re happy with the general location, the next task is to look for suitable premises.  Consider whether any of the following are important to you: Will customers and suppliers be visiting the premises and if so, how important is its appearance?  How much space will you need i.e. will you be storing large amounts of materials?  Does your business demand a specific type of environment?  

If your offering a massage service compatible with hair and beauty treatment, it is worth investigating whether any salons have spare rooms they would be willing to let.  Similarly, contact your local gym or doctors surgery; they might be surprisingly keen to be seen to enhance the services available from their premises.  

You could look for premises situated within a building from where other small businesses operate, known as small business centres.  There could be some unexpected benefits such as shared facilities, networking and reduced costs.  

Contact local estate agents and councils to see if they hold lists of vacant premises and ask friends and family to keep an eye on local papers for you in case something suitable is advertised.  Generally, let others know your looking for somewhere because you never know what contacts people might have.   

When looking for premises make sure you choose from those that have a designated use suitable for the activity you intend. The property agent handling the property or local authority planning office should be able to inform you of a premise’s designated use and if your intended activity meets the criteria.

Once you’ve decided upon the premises you want, be certain that you can afford what it will cost to set up and run the business from there.  If you are expecting customers to visit your premises is there nearby provision for parking and good public transport access?   Is the physical access to the building safe enough for you and your customers and visitors? 

If you are carrying out operations on the premises that might cause injury to others, you must take all necessary precautions to keep unauthorized people out of the area, by means of signs and if necessary, physical barriers.   (Note: Refer to APPENDIX 3 for information about BUSINESS INSURANCE).

Once you’ve finalized your premises, so much else will begin to fall in to place.  Remember though, don’t try to get everything perfect all at once, but do try to ensure that your premises reflects the professional business you are running. 

Marketing

Marketing plan.

Your entire business is about marketing. This is about everything from knowing your competition, the design of your business stationery, having clean floors and windows in your shop, how well your telephone is answered, how competitive your prices or charges are and even includes sending your bills on time! It is your attitude to customers, suppliers and staff that matters as well as your packaging, ticketing or business colour scheme. It is your appearance, the way you deal with complaints and, not least of all, where, when and how you advertise. 

Once you have completed your market research, you will have the necessary information to write your marketing plan. Evaluate the information gathered and highlight competitor’s strengths and weaknesses.  Identify your UNIQUE SELLING POINT and Reassess competitors, against your idea.

When you’ve written your plan, show it to others and test out your assumptions. Use the information as a basis for decisions around geographical location for your business, type of premises, legal framework and business name, your target market, product/service costs etc.  

Your Marketing Strategy

Before you can consider what tools to use to market your business, you must be certain what message you want to give about yourself, your product or service.  Then you will be able to decide who to send your message too and how to do it.  You must clearly get across why customers should buy from you or whom your service is really for.  If you’re not effective in your marketing, you will miss the opportunity to attract those you are actually seeking whilst causing dissatisfaction to others for whom your product or service might not have been appropriate.   
Marketing is a planned activity informed through customer research. Its aim is to motivate people to want your service or product. 

Without a market you don't have a business and getting the market wrong, causes 90% of business failures. Don't underestimate the potential value of developing your market plan, for, if you do, you will regret it within a matter of weeks or months as your new business starts to fail. 

Accepting market disciplines and carrying out the tasks in this section will help you eliminate hunch, intuition and myth. You will be able to establish a framework for deciding by reasonable judgment, the demand for the products and/or services you are going to offer.

Your Business Image

Developing an image for your business is important as it enables you to consistently give the same message to customers, staff, suppliers or the public.  Your image will run through all aspects of the business and can relate to the design of your stationary or logo, the wording used when dealing with telephone enquiries, the wearing of uniforms or the office colour scheme.  Establishing a company image assists you in promoting the business as it becomes recognisable to all. For some companies, this may mean signing a fleet of vans and for a manufacturer, it could lead to the design of a trade mark sign which is included on all their products.  Consider what might be relevant to you and see how easy it is to implement. 

Another very important aspect of image is the message you give by the way you personally present yourself.  If you are blind or partially sighted, in can be difficult to grasp the importance of this issue but poor personal turnout can have a detrimental effect on your ability to successfully sell your business.  It would be wrong to suggest that there won’t be circumstances where your visual impairment leads to a negative response from potential customers but if you are well turned-out and have developed good personal communication skills, these instances are more likely to be rare.  

No matter who your customers are, they will expect you to be appropriately dressed.  If you’re a therapist, it is obviously not appropriate for you to work in a suit but presenting a clean and tidy image and possibly wearing a uniform will benefit you in convincing them of your professional approach.  Similarly, a piano technician visiting schools or private homes will want to ensure they present an image that promotes them as a respectable and therefore trust-worthy business person.  

Whatever the business, it is worth getting the honest views and opinions of friends and family about your clothes and general appearance.  If there are improvements you could make, it is better to make them now rather than waiting until you have lost customers because you took no action.  

In a similar way, it is beneficial if you can communicate in a fashion that does not emphasise your visual impairment.  Important things to bear in mind include; ensuring you face the person to whom you’re speaking, resist any temptation to put your hands over eyes or face, stand still and remember to smile.  

If some of these suggestions sound obvious then you’ve probably no reason to worry.  However it’s always worth considering how you look before a meeting and if you have a dog, don’t forget to brush off the hairs!  

Promotion of your Business 

The work you have already undertaken has identified your target market.  You now have to decide what the most cost-effective way of reaching it is.  This doesn’t necessarily mean the cheapest way, it’s the method you use within the budget you have, that will get you the maximum possible number of clients/sales.    

You should think carefully before choosing your method of business/product promotion.   Many businesses rely on advertising to sell but it can swallow up a lot of money and there are alternatives that may be as effective, but cheaper! 
Methods of selling might include:

· Visiting potential customers or establishments where customers frequent.  If you’re a therapist, this might include visiting your local gym or doctor’s surgery to ask if they would be willing to promote your service. If you have a product you plan to sell through local retailers, make a personal visit to encourage interest and if appropriate, get details of the suppliers. 

· Using a sales team or agents

· Advertising in trade magazines, publications, Yellow Pages or specialist directories, newspapers, on Bill boards or poster sites, on local radio or TV

· Visits to wholesalers

· Door to door leafleting and mail shots to businesses or households 

· Approaching large companies for them to use your product as promotional aids

· Party Plan or home demonstrations

· In a mail order catalogue

· Shop window cards

· Exhibitions, Craft and Country Fairs or At local markets

Advertising

All too frequently advertising is ‘hit and miss with considerable sums of money spent wrongly or, at best, to little effect. Through your advertisement, you should aim to move the potential customer from knowing nothing about you to having the desire to make a purchase or use your service.  You want to get attention for your product/service, help them to understand it and get them to believe init. 

There are a number of questions you should ask yourself before rushing to place advertisements.

· Who are you trying to reach and where would your customers expect to see your advertisement?

· What are you trying to say and is your advert compelling, clearly describing your product or services?

· Can you arrange test adverts in various publications to check response? 

· Is a series of ‘small ads’ better than one large display advertisement?

· What advice is available from the advertising department of the publication you are proposing to use?

· Does your advertisement comply with the Advertising Standards, i.e. is it ‘decent’, legal and honest?

· How will you monitor the results of your adverts?

Advertisements do not actually sell goods or services: all they do is attract the attention and interest of your customers. This means that you must be able to respond correctly to the interest.  You should consider 

Whether you can cope with the possible number of enquiries or orders; whether they’ll be someone who can reply knowledgeably to initial telephone enquiries and will your telephone always be answered during trading hours. If you are going to be reliant upon answer phone-voice mail, it is important to ensure that your message is clear and informative and that you respond quickly to calls. 

When you’ve made the decision about where you are going to advertise, take time to find out who else advertises there and what kind of text/image they present.  Your advert needs to stand out and grab the reader’s attention so take advice about design and content and make sure you have the size and style that best meet your objectives.  

Using Magazines and Newspapers 

This can be a low-cost method of promoting your product or service although it may also take more of your time.  It can include getting information or news items in papers and magazines and is particularly useful if you intend to sell to a market where there are specialist publications.  In order to successfully market your business in this way, you must first consider what it is about you or your business that makes you interesting or newsworthy.   If you’re the only one providing that service in the area or you are launching a new product line, it’s amazing what you can come up with if you think laterally. 

If you’re writing an article for a publication, take the time to look at the kind of thing they include and the style they use – it will help you write an article they will be willing to print. If you decide to write a press release, ensure it’s succinct and includes the details of who you are, what you’re wanting to tell them about, where and when they can find out more and why they should want to.  Ensure that in all cases, you include your contact details – it’s easy to forget them.  If you’re not confident in doing this yourself, think about people you know and try to identify someone able to help you.  Your mentor and BBACT will also be happy to assist. 

Mail shots

This is one way of reaching a large customer base but it’s important to ensure that it’s appropriately targeted.  Methods include using mailing lists and sending leaflets or letters through the post; putting an insert in a trade or general magazine; delivery through a door to door distributing agency; sending direct mail shots with other companies; using a sales person to directly promote the business; or, personally distributing your promotional material to suitable outlets or private residencies.  Leafleting around your local area does of course create it’s own difficulties if you have limited vision but it might be possible to persuade people you know to help with this, in return for payment in kind. 

Word of mouth and Reputation

A totally free and highly effective form of promotion depends upon you telling people about your business and asking them if they know anyone whom they could pass on information to.  You never know what contacts people might have and taking any opportunity to tell them about your business is very valuable.  Additionally, developing your reputation as a reliable, trust-worthy business offering value for money with quality of service will ensure that people talk about you.  No matter what you are selling, if customers had a positive experience they will tell their friends and colleagues.  

Evaluation 

It is important to establish which forms of promotion have reaped the greatest benefit for the business.  Without doing any evaluation on the impact of adverts you’ve placed or articles you’ve written, you won’t know whether or not to use that medium in the future.  When new contacts are made and fresh customers use your service, make sure you find out where they heard of you and whether they responded because you were offering something not available elsewhere or because they simply liked the way your business was presented.  You should end up with statistics about numbers of customers and where they came from with feedback you can use when considering future marketing strategies.  

Selling

Selling is the art of convincing people that they need your service or Product. Customers do not buy people or goods, they buy people’s skills or buy the things that a product or service do for them.

Your skills may not be obvious, you must tell, promote or demonstrate your skill.
A good salesman does not just sell a computer, he demonstrates the time a computer saves, its accuracy and the sense of power a computer gives.  Similarly, a customer does not generally buy an electric light bulb for its design but to give light!  A sales team does not sell the design of a power station, they sell the power produced and the value the energy is worth.

These may seem simple examples, but they are the basis of selling. 

Sell by listening and asking. Who knows more of what they want, the customer or you?

There are several basic rules to consider when selling a product or service.

· Is it a one-off sale, and is it unlikely that I will meet the client again?

· Am I selling an on-going service?

· Do I consider the product or service good value?

Most self employed or small business people rely on selling an on-going service. 

Example: If A: sells a car for £3,000 by pressure selling the Customer is soon likely to realize they did not get value for money and complain to everyone.  Alternatively if B: sells a car for £2,800 the customer is more likely to have the confidence to return annually for a £300 service. Customer B will also feel they received value for money and will tell all their friends.

Similarly, it is important to be honest with customers.  By all means use sales gimmicks to help you but if you want to be seen, as a business where integrity is foremost, don’t give misleading information, it will only backfire.  

Enthusiasm for a product or service is contagious so as you believe in it, use that to help you sell.  Do not assume potential clients know all the benefits of your service. You are the expert! Always use your expertise to market as well as you sell!

Negotiation

Negotiation is often the link between the marketing and selling stages. All selling requires negotiation between the seller and the purchaser and this is usually simply a matter of listening, asking the right questions and giving well-informed answers.  It avoids errors and misunderstanding and gives you the opportunity to satisfy their full needs.  Many sales people butt in before a customer has finished explaining exactly what they want.  Asking questions at the right time shows interest, helps you and controls the discussion. It also gives you the opportunity to explain your added value. Some salespersons arrogantly assume that they know best. Listen, customers will often tell you why they will buy.  Know how to deal with objections to a sale and have a memorised list of answers to enable you to respond to objections to price, delivery time etc.

The importance of asking the right questions is illustrated by the following example:

A small a-la-carte restaurant had a special Greek night arranged with two chefs on duty. Unfortunately both chefs required a lemon for their particular dishes and only one was available. The dilemma for the owner was to know which one the lemon should be given to.  The owner asked what each needed the lemon for and discovered one chef required the juice and one chef required the peel. Simply asking what the lemon was for was all the negotiating skill required. 

Price Negotiation

Prior to any discussion on price you must know your break even base i.e. the point above which you make a profit.

A customer enquires about one of your products and you ask a price of £10. The customer offers £7 but your break-even base is £8.  You negotiate and agree a price of £8.50.  At the negotiated price of £8.50, the customer thinks they have a bargain; you have a small profit but have also gained a possible customer for life, plus offer the chance to service annually or when required.  Why accept £1.50 less? If you lose the sale it will cost you more than £1.50 to find a new customer. As long as you are sure of your breakeven price and that the customer will be satisfied, consider the future income potential.

There are methods of making your product more appealing or seemingly better value to a similar product being sold elsewhere.  You might offer a secondary item at half price or reductions for bulk purchases.  If you do this though, remember your break-even point.  If you’re providing a service, look for possible ways in which you might allow the customer to negotiate a lower price through acceptance of cash payments, block bookings etc.  This all makes the customer feel they’ve got a bargain and it can benefit you because you have their commitment and cash.

Telephone Negotiation

It is essential to your business that you develop the ability to respond correctly to telephone enquiries. When you first establish your business, you hope many telephone enquiries will be received in response to your advertising. There is a right way and a wrong way to handle such calls.

If a small specialist computer shop receives a telephone enquiry from a customer saying they have had a price of £ xxx quoted for a computer and asking if the shop can match it, how ever low the price is, they would be making the wrong response if they simply stated that it was too low for them to match.  The correct approach would be to ask what the price included because it is highly likely that although their price might be higher, they might provide a better package. They could ask whether all software licenses and manuals were included, what type of warranty was being offered or whether the price included installation.  Continuing the discussion might enable the shop to demonstrate that the price being asked was not in fact cheap after all. 

Remember not to make the customer feel embarrassed by their lack of technical knowledge and Thank them for giving you the opportunity to say how your service is special or even, if it could be improved.

This is the stage in the negotiation when you build customer confidence in you and your service and when the customer asks what you charge, is when the selling stage starts! If you have negotiated well, you have also marketed your services; selling then becomes simply supplying the customer with what they have said they want

Negotiation Cycle.

Incoming telephone call: -

1. Answer with confidence, introducing yourself and your company.

2. Listen to the question.

3. Evaluate.

4. Seek clarification, exactly what is required?

5. Ask if client had considered your quality of service.

6. Now is the time to market your service.

7. Explain simply your added value and ask if the customer had considered these facts?

8. Now sell a service that benefits you and is right for the customer.

Business Start-up requirements

When considering your business Start-Up Requirements, you will have to decide what Plant, Equipment, Furniture and other facilities are essential from the outset.   It is important to keep your initial outlay as low as possible, so only organize what you need, not what you would like to have.   

It is quite possible that you will find second-hand furniture or equipment suitable for your purposes and it’s worth getting friends and family to keep an eye on the local papers.  Local auction rooms are also good places to look as they often have sales of assets from companies gone in to liquidation etc.  However, you don’t want to skimp on health and safety so make sure that any equipment you purchase is up to standard.  Similarly, you will wish to present a professional image so furniture should be in good condition. We all want the best but it is so easy to over-stretch the finances, which could have an irreversible damaging result for you and your business.  In time, as you become established, you will be able to invest in new equipment and furniture.  

Most business start-ups purchase computer equipment and soft-wear.  As a blind or partially sighted person, it is potentially one of the most important things you will need.  Specialists soft wear i.e. screen readers or text magnification programs may be purchased through Access to Work (see Appendix 2) and in some circumstances, they will also support the purchase of a computer as well.  Other items you may consider to be helpful might include a pocket memo machine, electronic diary or note taker or a straightforward tape recorder.  What ever you think your needs might be, you should arrange to speak with your Disability Employment Advisor – found at your local job centre – and they can discuss the best way forward.  Your BBACT mentor will be able to assist you in making an application and Appendix 2 provides further information. 

All equipment gets older and worn in use and this has to be reflected in your planning, but it is quite legitimate to forecast this “DEPRECIATION” in your cash flow forecasting.   The rate of depreciation is accepted as being 25% per year on most equipment and a staggering 67% on computers.   This annual loss can be offset against tax liability, but you must keep records.   

Certain equipment, mainly in manufacturing, must be inspected periodically to conform to health and safety regulations.   These inspections have to be carried out independently, and the cost born by the business.   There will be other items you will identify which you will include in your cash flow forecast when you write it.   

Costing and Pricing

This section relates to the market research work you’ve already undertaken and once you’ve worked through it, you will be able to estimate how much time and what materials you will need for jobs or services you are going to do; work out how much it costs you to provide your product or service - including overheads as well as labour and materials; understand margins (the difference between what a product or service costs you to produce or provide and what you sell if for) and how these influence sales and profit and apply the calculations to your own business; choose a suitable method of pricing, applying it to your product or service and link your pricing decisions to forecasts of sales and profits as set out in your business plan.

The Importance of Pricing

The setting of prices is one of the most important decisions in any business. Getting it right, however, is difficult because there is no standard formula or approach that can be used by every business. What you must have is extensive knowledge of customers and competitors, so that you know the price level that will be acceptable to your customers. You will also need details of your business expenditure, so that the price you charge will cover your costs and provide you with a profit. The price you decide depends largely on what level of profit you want or can obtain from the business. As a minimum, you should aim at profits that will give you a reasonable wage from the venture and a reasonable return on the money you have put in, taking Building Society interest as a minimum guide.

Personal survival budget 

In order to know how much profit the business must make for you to be able to meet your personal commitments, you will need to write a personal survival budget. It is a realistic list of your personal expenditure on a weekly or monthly basis and should include items such as; rent or mortgage for your home, heat and light, food and clothing, insurance, travel, schooling costs for any dependant children, entertainment and holidays.

Detail any income you may receive which is not related to your business, from pensions, benefits or investments and other incomes coming into the household.

Costs, Volume and Profits - CV & P

It is important to keep in mind the relationship between costs, volume and profits. This relationship differs from business-to-business, but a change in any one of the items will influence the other two. Selling more of your product should increase your profits.

CV & P analysis (also called break-even analysis) looks at the relationship between costs and profits at various levels of sales. It tries to answer the question: “How much, or many, do I need to sell, (knowing my costs) to achieve my target level of profit?”

In the following sections you will be using the tools of CV & P analysis to answer this question with regard to your own business.

Profit Target

The profit target, as mentioned earlier, should include a reasonable wage for yourself and a return on the money put in, basing your earnings on your personal survival budget as a minimum. Remember to allow for your levels of skill and experience, hours worked, responsibilities and the loss of fringe benefits.

The second part of your profit target is a return from the money you or others have invested. Given the high-risk nature of most small businesses, the return needs to be reasonably high – certainly higher than the interest on bank and building society deposits.

For example, if you invested £10,000 in your business, you might decide to look for a rate of return of 15% per annum to compensate for the risk; this would give £1,500 as the annual target. Add the two figures together to find your annual target profit figure. If you decided you want £15,000 as your wage and £1,500 return on your investment, this gives a target figure of £16,500 (net pre-tax).

Whether you achieve this figure immediately is not the point. What is important is that it is the target to aim at. New businesses often do not make the full profit possible for two or three years, or perhaps longer. The owner-manager may have to make do with a lower reward and make sacrifices (e.g. not taking a holiday abroad, a part-time job or going without a new car) until the business gets established.

Calculate the profit target for YOUR business. Refer to your personal Survival Budget, Now calculate the amount of investment you are personally putting into the business.   This will not include any money you have borrowed from a bank or elsewhere, as this will need to be repaid and taken into account later, when calculating your selling price.   But say you have invested £3,000 and you feel you would like a return of 20% on that money, (works out as £600).   

So in this example: You need an annual wage (drawings) of £16,000. You want your 20% on your investment of £600 and your profit target (before tax) is: £16,600.

You have now established what profit you would like to make in your first year.   Working backwards from that figure, you now need to calculate the cost of running the business and supplying the goods or services to your customers.   

The business costs are divided into two categories, FIXED and VARIABLE.   It can be difficult to identify which cost falls into which group, as again there are no rules and things vary from business to business.   However a general rule is that fixed costs are often time related i.e. monthly rent, quarterly rates, or weekly wages.

Variable costs are usually those, which are governed by the amount of business activity, or usage e.g. raw materials are purchased as required, depending on production levels and sales activity.

Prepare two lists of a) your fixed costs and b) your variable costs as they apply to your business.   

If you’re uncertain, use the following example of a fictitious hairdressing salon with an owner/manager and an assistant. 

Example: 

Assistant employee.  

Monthly Fixed costs:

Rent on shop




£850

Heat/light etc.




£25

Business Rate




£60

Insurance (premises)



£30

Insurance (public Liability)


£20

Interest on borrowing



£50

Assistant’s wages



£800

PAYE 





£40

National Insurance Payments 

£24

Yellow Pages




£12

Phone.

£30 * 

TOTAL Monthly FIXED COSTS

£1,941

Monthly Variable costs

Shampoos/perms/other materials

£180

Laundry





£50

OAP discounts 25% off)


£100

TOTAL Monthly VARIABLE COSTS
£330

Remember your target profit? £16,500 (PER YEAR £1,375 per month)

With this added in this company’s operating costs are £3,646 per month. * Phone can be regarded as fixed or variable as line rental is fixed, but calls are variable.

Now is the time to pause and take other factors into account.   The business owner is married with two young boys who expect to be taken to football on Saturday afternoons, so a decision over whether to close the salon at noon on a Saturday or not, would need to be made.   If he-she works 8 hours per day for 5 days and open for four (Productive) hours on Saturday, they personally can only realistically work productively for around 41.5 hours per week, (based on an 8 hour day with a 30 minute break).

The assistant may not be qualified to carry out all the tasks in the salon, but can wash hair and see to the dryers, clean up and make the customers coffee.  They may only work around 25 productive hours (hands on with customers) but it is useful to bear in mind that a smooth running, clean and tidy salon is good marketing and therefore good for business.   Your combined productive working hours per month are 266 hours.   

Bearing in mind that the salon’s operating costs are £3,646.00 per month it is fairly simple to work out that the business has got to earn a minimum of £3,646.00 (divided by the productive hours) – 266) = £13.70 for each hour.   However the owner, having paid their own wage (drawings) and the assistant’s wage, has no profit except for what they wanted back out of their original investment.   We have not discussed the need or otherwise, to register for VAT (value added tax), yet and we simply can’t charge every customer the same price, whether they are having a perm or a trim and whether or not they are entitled to an old age discount.   

Work out and write down how many productive hours you can work per week.   This does not include using these principles to determine what price or prices you will be charging for your products or services.   These may change slightly before the process of planning is completed, so be prepared to make alterations.

Administration, book keeping, visiting suppliers etc are not directly chargeable because these are part of your core costs and whilst you need to build them in to your price are not included at this point of the equation.  

Financial Forecasting

Cash Flow Forecast

A cash flow forecast is a record of when you think you will receive cash in your business and when you think you will have to pay it out. The purpose of the forecast is to throw up when you need for cash is at its greatest, so you can be certain what your funding requirements are. In your business plan, you should include cash flow forecasting for at least one, preferably two years ahead.  

Points to remember in preparing a Cash Flow Forecast are: -

a) All receipts and payments, including loans, capital purchases, and drawings must be included.

b) The entries on the Cash Flow are shown when the money is received and/or paid out.

c) All amounts must be inclusive of VAT.

d) Use round pounds only, and tend to err on the pessimistic side, but with the overall picture being as realistic as possible.

e) Prepare the Cash Flow before the Profit and Loss Forecast.

Of all the parts of your plan, your financial forecasts, (CASH FLOW and PROFIT AND LOSS), are vital, if YOU are to monitor the progress of your business and be able to react and make necessary changes to your operation, in the event of a crisis, or more hopefully, a successful first few months of trading.

Most people use a spreadsheet to record their cash flow forecast. It’s quite likely that you’ve never seen one but once you understand how it’s structured, you’ll find it’s quite straightforward really. Imagine a sheet of paper with a number of lines drawn from top to bottom on the page.   In this case we need enough lines for 12 months of forecasting, (13 columns, including the description). Each month is then divided into two columns, by the addition of extra lines.   The result is that each month has two columns: One is headed “Budget” (the figures you are forecasting or predicting for your cash flow).   The column to its right will be headed “Actual” This figure will be entered as each month’s trading figures become available and will represent what “actually” happened compared to what you forecast.   

To complete the picture, there are lines drawn across the page, ending up with a page full of squares.   On the far left of the page a series of headings are entered, relating to a particular item, e.g. Bank Interest Payments. All the squares to the right of the heading are gradually filled with figures, specifying the amount of interest paid for Jan. Feb. March and so on through the year.   

Below is a guide to give you an idea only of what type of data is required.   Your forecasts will be more specific to your enterprise.   The important thing is to be realistic in your forecasting.  Decide from when your financial year will run (The tax year runs from 5th April to the 4th April 12 months on which is usually followed). 5cash flow forecast 

Sample Cash Flow:

Name of Business: XXXXXXXXXXXXXXXXX

Period Covered

XXXXXXXXXX

	
	April 03
	May 03

	RECEIPTS 
	Budget
	Actual
	Budget
	Actual

	Cash from sales
	
	
	
	

	Cash from debtors
	
	
	4,000
	4,980

	Capital invested 
	5,000
	5,000
	
	

	Other Receipts 
	
	
	
	200

	TOTAL RECEIPTS (a)
	5,000
	5,000
	4,000
	4,980

	PAYMENTS
	
	
	
	

	Payments to Debtors
	2,200
	3,000
	1,800
	1,200

	Cash Purchases 
	
	
	
	

	Wages/drawings 
	1,400
	1,112
	1,700
	1,234

	Rent/Rates/Water
	
	
	
	

	Insurance
	   80
	   79
	    80
	   79

	Repairs/Renewals
	
	
	
	

	Heat/Light/Power
	
	
	
	

	Postage
	    50
	  271
	     50
	   131

	Stationery/Printing
	    20
	    50
	
	

	Telephone
	
	
	
	   24

	Interest and Charges
	   100
	   119
	  100
	   285

	Drawings
	
	
	 1,000
	   800

	Other
	
	
	
	

	TOTAL PAYMENTS (b)
	3,850
	4,631
	4,730
	3,753

	Net cash flow (a –b)= C
	1,150
	369
	(730)
	1,227

	Opening Bank Balance
	
	
	1,150
	369

	Closing Bank Balance
	1,150
	369
	420
	1,606


Note the difference between forecast and actual Cash from debtors in the receipts section, which may mean that payment, arrived earlier than forecast and will have a knock-on effect on the figures for the next month.  

It might have been advantageous to re-negotiate the payments to creditors for April, as the actual amount paid was £800 more than the forecast.   Alternatively, reduce cash expenditure on raw materials until demand picks up.

The example above provides some idea of the kinds of headings your cash flow forecast will need but these will vary depending on the type of business you are running. If you’re uncertain, it would be wise to discuss it with your mentor and if you have one, your accountant or financial advisor as they will be able to give you information specific to you.  BBACT is also able to provide a template in Microsoft Excel if you would find it helpful. 

Some additional items of expense you will need to take into account when completing your financial forecasts.  

Income Tax   

If you operate as a Sole Trader, you will pay normal rates of income tax on the whole of your profits, whatever sum you actually draw out from your business.   If you operate as a Partnership, the amount of income tax charged on your profits will depend on the income tax rates paid by the individual partners on their income.   If your company employs you, you will pay income tax on your salary.

National Insurance (NI)

Unless your earnings are very low, (at the time of writing, less than £3,770 a year), you are liable to pay Class 2 National Insurance Contributions if you are self-employed.   Class 4 Contributions may also be due on your profits, (currently 6% of profits between £7,530 and £26,000).  If you employ staff, both you and your employees will pay National Insurance unless earnings are very low.   You will need full details from your local Contributions Agency.

Value Added Tax (VAT)   

VAT is a tax on sales of goods and services.   You MUST register if your turnover is over the threshold (currently £56,000).  You may register if your turnover is below this figure, if after the appropriate advice, it would be to your advantage. One advantage of registering prior to reaching the £56,000 threshold is the ability to receive back the VAT on goods and services you have purchased to start up your business.   Not all goods or services are subject to the maximum rate of 17.5%.   Your local VAT Office has leaflets on which items are zero-rated and exempt.

Capital Gains Tax (CGT)

This is the tax you pay if you make a profit of over £7,100(currently), after allowing for inflation, when disposing of a capital asset such as land, investments or property.   You can offset capital losses against capital gains when calculating your liability.   You may be liable to pay CGT on the sale of your home if you claim the cost of running part of it as a business expense. Inheritance Tax and Corporation Tax may come into your calculations under certain circumstances.  Your advisors will help you if this is likely. 

Capital Introduced.  

If you have a sum of money at your disposal, whether your own or through borrowing, it will have to be part of the Cash Flow Forecast, in the “Receipts” or “Income” part of the sheet.   If you spend some or all of this capital on plant, machinery or other “capital equipment”, details will need to be shown in the “Payments” portion of the sheet.

Profit And Loss Forecast 

A profit forecast shows what level of profit you expect your business to produce at the end of the period, according to the accounting records you keep.  Many of the figures will differ from those in your cash flow forecast. 

Points to remember in preparing a Profit and Loss Forecast are: -

a) It reflects the level of net income you hope to achieve in the year.

b) It shows all direct and indirect expenses, which are expected to be incurred in achieving your sales.

c) For VAT registered businesses the figures should not include VAT, as VAT is a tax that you merely collect on behalf of the Government.

d) Exclude Capital introduced and Capital Expenditure.

e) Exclude your own drawings and that of any partners.

f) Include provision for the Depreciation of your assets.

In overall appearance, a Profit and Loss Forecast, looks very much like a Cash Flow Forecast.   It is a wide sheet of columns and rows, with headings across the top and down the left side.   

A sample P and L follows, but it should only be used as a guide on layout and the data required.   This is the last major section of your Business Plan.   You may want to, and you almost certainly will have to go back over the documents to refine the data you have entered.   This does not matter!   From now on your Business Plan is an organic item, which will need regular updating and monitoring, so you can keep an eye on things even before you start trading.

Sample Sheet

PROFIT AND LOSS FORECAST

Business Name XXXXXXXXXXXXX

Period Covered xxxxxxxxxxxxxx  

	
	Budget
	Actual
	Budget
	Actual

	
	Month
	April
	Month
	May

	Sales (net of VAT)  A           £
	12,300
	11,475
	12,000
	8,480

	Less Direct Costs
	
	
	
	

	Materials
	7,900
	7,034
	7,700
	5,928

	Drawings (wages)
	1,000
	882
	1,000
	889

	Gross Profit   B
	3,400
	3,559
	3,300
	1,663

	Gross Profit margin (B/A X100%  
	27.6%
	31.0%
	27.5%
	19.6%

	Overheads
	
	
	
	

	Salaries
	500
	230
	700
	245

	Rent/Rates/Water
	100
	100
	100
	100

	Insurance
	50
	79
	50
	79

	Repairs/Renewals
	300
	256
	400
	145

	Heat/Light/Power
	50
	70
	50
	70

	Postage/Printing/Stationery
	
	50
	
	

	Travel
	
	
	
	24

	Telephone
	200
	271
	200
	254

	Professional Fees
	
	
	500
	500

	Interest Charges
	10
	13
	10
	11

	Bank Charges
	50
	106
	50
	274

	Other
	240
	
	140
	42

	TOTAL OVERHEADS  C
	1,500
	1,175
	2,200
	1,744

	Trading Profit (B – C)
	1,900
	2,384
	1,100
	(81)

	Less Depreciation
	100
	73
	100
	73

	NET PROFIT BEFORE TAX
	1,800
	2,311
	1,000
	(154)

	CUMULATIVE NET PROFIT
	1.800
	2,311
	2,800
	2,157


Note: In the final row add all the “budget” figures and all the “actual” figures as the trading period progresses.   It will be easier to spot trends and take action as required.  As you will observe, in this example, the May Net Profit was in fact a disappointing loss of £154.00, which reduced the cumulative profit figure of £2,311.00 achieved in the previous month.

Break-even analysis.

You have now completed your Business Plan, subject to changes you will be making from now on.   One of the most important things you need to know, however, is your business’s break-even point.   This is the point at which, having taken your variable and direct costs into account, the volume of your sales, produces a profit.

Traditionally this is done using graphs and other tools, which can be difficult to manage with a visual impairment.   However there is another way using a simple formula.

Look at the following example:

Sales price per unit



£10.00

Variable costs per unit



£5.00

Fixed costs





£40.00

Therefore every unit sold makes a Gross profit of: -

Sales price





£10.00

Less Variable costs



£5.00

Gross Profit




£5.00

The total of fixed costs is £40.00.   Therefore if we want to establish the number of units sold at which neither a profit nor loss is made, (the break-even point), the calculation will be: -

Fixed costs £40.00 ÷ Gross profit per unit £5.00. = 40 ÷ 5 = 8

An alternative way of expressing this is to say that each unit sold makes a “contribution” of £5 towards covering the fixed costs.

Financial Investment 

Giving careful consideration to the financial resources your business will need is tremendously important.  If you start your enterprise without adequate funds, you will almost certainly find yourself in difficulties of one sort or another.   You may be in the fortunate position of being able to start your business gradually and build it up bit by bit but if you’re taking the plunge and going straight in, you will want to know that you can survive, at least for a certain period of time.  

By now, you will already have identified your capital investment needs i.e. premises, furnishings, equipment, materials etc, and you have projected anticipated sales.  But these are only projections and if things take longer to get going than you’d hoped, you will need to know that there’s adequate cash available to buffer the storm.  

Your personal survival budget will have helped you identify how much money you personally require each month  and it is wise, if at all possible, to put enough money a-side to cover you for a couple of months so that you won’t have to make any drawings from the business.  This will enable you to build up the business cash levels, making it more secure and able to more easily meet your cash flow needs.

However you decide to fund your business, ensure you look at all the options open to you before making any applications because if you get lucky, it might be possible to obtain grants or low-cost loans rather than a loan at full business rates.  You will find details about grants and loans in “So you want to start your own Business” and it is important to carefully consider what your needs might be and to look for the best option for you.  Talk with your BBACT mentor, your Disability employment Adviser, Job Centre Plus, Business Link/Enterprise Agency and local council about possible funds. 

Finally, consider whether it might be possible to persuade a friend or family member to invest in your business although, this could have damaging implications if things don’t progress as planned. If you go down this road, ensure that you formalize any agreement to protect those involved.  

Appendices 

Appendix 1 

The Business Legal Form. 

There are a number of ways to set up a company:

· Sole Trader

· Partnership

· Limited Company

· As a Franchise

To decide which is most appropriate for you, read the following descriptions and consider which will meet your objectives. 

Sole Trader.

As a sole trader you will be working on your own or with employees, but you will be running the business.

The advantages of this type of business are:

· Minimal formality and bureaucracy – simple to form as all you need to do is advise the Inland Revenue and perhaps H.M. Customs and Excise (VAT authorities).

· Less costly to set up.

· Usually tax beneficial, particularly in the early years when profits are low.

· Cash flow advantages as the owner’s wages (known as drawings) are not subject to PAYE. (Remember to allocate self-employment stamp expenses [National Insurance]).

· Financial information about your business remains confidential, as accounts are not available to the general public or competitors.

· Freedom of action – you decide!

The disadvantages are:

· Unlimited financial liability as you are personally responsible for all debts of the business. This means any claims against your business may have to be met from your personal assets

· You are the business and the business is you.

· It is often argued that prospective customers are more reassured or impressed with a business that is ‘Limited’. In some cases this may be so, but it is not usually by itself a strong enough argument for becoming a limited company.

· Your tax payments may be higher if you make substantial profits. 

A Partnership.

Established in a similar manner as a sole trader, but where there are a minimum of two people owning and controlling the business each taking a share in the profits or losses made by it. This

Profit / loss division need not necessarily be on an equal basis.

People with different but complimentary skills often form partnerships, so a greater range of services may be offered. Typical examples of partnerships are Accountants, Solicitors, Doctors, Dentists, Veterinary Surgeons, Estate Agents and Advertising Agents. Many partnerships are in professions where the professional body insists that its members are personally responsible for their actions.

A Limited Liability Partnership, (LLP) is a relatively new concept, but if this might be in your plans, again, your Mentor will signpost you to the necessary information.

Whilst there may be several different types of partners, only two are suitable for consideration in a business partnership:

· A full partner who will share in the profits and losses in an agreed proportion and will be part of the management

· A sleeping partner who will have no part in the management of the business, but will still be held responsible for the debts and for providing capital

The Partnership Agreement

This is a job for a good solicitor. Briefly, an agreement should include among other points:

· The names of the partners, the name of the business and its activity

· The date the partnership starts and how long it will last

· The contributed capital and the interest on it

· The manner in which the profits will be divided

· Management and control of the business

· Holiday arrangements

· What happens on retirement or death of one of the partners?

· What happens if one partner wants to leave?

The advantages:

· Shared responsibility/workload and decision-making.

· Pooling of skills and resources

· Minimal formality and bureaucracy

Disadvantages: 

· Disagreement over the way in which the business is run – partners are advised to choose each other with great care.

· Partners are jointly and individually liable for all debts of the business even if they are incurred without your knowledge.

· Lack of flexibility – If a partner resigns or dies the partnership ceases to exist and must be reformed if the business is to continue. A partner withdrawing their share of the business may force it to be wound up.

A Limited Company

A limited company is a legal entity in its own right, regardless of who its members are. This means that it can sue, or be sued, under its own name.

The Advantages:

The main advantages of this form of business are that the liability of its members is restricted to the amount they agreed to invest. This is important where large sums of money might be involved and members could be put at some personal risk. The limited company will also continue to exist in the event of the death of an individual.

The Disadvantages:

There are a number of legal requirements covering the operation of a limited company. You are legally required to prepare and have audited a set of accounts, which must be presented to the members at the annual general meeting. (Small companies are not liable for audit). 

Banks will probably still want to make you personally liable for the payment of any loan or overdraft they provide to the company in the event of your business failing.

Until you have some trading experience behind you suppliers may often require cash on delivery when they provide goods or services to you.

Franchises:

A franchise is a way of owning a business without taking the normal risks of starting out on your own. The shop or service is run by the franchisee, which has purchased permission to operate the business by the franchiser. The franchisee gets the benefit of the franchiser’s known name in the field of operation. The franchiser will often supply the raw materials or stock, provide point of sale materials and give training to the franchisee, which usually gets exclusive right to operate in a certain geographic area.  The franchisee has the responsibility of running the business on a day-to-day basis and keeps most of the profits. The franchisee will almost always pay an initial licensing fee and then a percentage of the profit to the franchiser. The BFA (British Franchise Association) operates a code of conduct for its members and can offer advice to wood-be franchisees.  

Appendix 2 

Access to Work 

When you’re planning your business, one of the major concerns is likely to be how you will cope with the daily administrative tasks or possibly, how you will be able to travel to your clients whilst carrying your massage couch.  But there are solutions through specialist technology or a funded support worker and below, we have given you some ideas of the kind of support you might be eligible for and the choices available to you.  

Access Technology

Any person running a business is likely to find it beneficial to be able to use computer technology and if you have sight difficulties it is even more advantageous. Few of us can get away with a pen and paper as it’s a important that we can write presentable letters, store and retrieve information and, in particular these days, use he e-mail and Internet.

There is a whole range of access technology. This either makes the computer talk, produces large text on screen or on a Braille display, which sits under the keyboard. There is a good deal of choice and some of the solutions are extremely expensive. You need to shop around and see a range of equipment before deciding what you think you want and need.  Consider carefully, the tasks you want the equipment to do for you because this will influence which package you go for.  It is also important to consider the type of after-sales support you will require and whether training is offered as part of the package.  

A range of other equipment is available that can offer significant benefits including Close Circuit Televisions that enlarge text, scanners, pocket memos, electronic diaries, Braille note takers, Braille embossers, multi speed tape and CD recorders.  

Other Forms of Assistance

Employment Services are also able to offer financial assistance to people needing transport, reading, clerical or other physical help in the business, which you cannot perform because of sight difficulties. If you have a good case it is also possible to get finance towards the cost of a driver, someone to sort out the filing or to read hand-written post etc.

The Access to Work Scheme

This is a national scheme run by the department of Work and pensions "Employment Services, Disability Services". Civil servants who are not specialists in any particular disability but are ordinary men and women with reasonable intelligence and human experience operate it. They are not specially trained in disability and, in particular, have no special knowledge of vision disability. They learn from each other and from contact with those of us who have little or no sight. If approached in the right way, they can be very helpful to us in making money available to acquire the specialist equipment we need to run our business but they can only act upon the information they receive so it’s important that we ensure this fully represents our case.

The Access to Work Scheme is organized on a regional basis with centres throughout the United Kingdom. When you start your business, get in touch with the nearest regional centre, give them some information about yourself and make a request for an Access to Work Assessment. You would be wise to request an assessor who has specialist knowledge of visual disability and self-employment. If a non-specialist assesses you you may not get the best advice for your circumstances. 

The Access to Work Assessment

This consists of the following components: you meet with the Assessor; explain your business plan and the difficulties, which arise, as a result of your disability. The Assessor will guide you to possible solutions and may arrange a visit to a resource centre or supply company so that you can handle the kind of equipment, which is being recommended.

After the Assessment, the Assessor will compile an official report for which he is paid and submit this to the Disability Employment Advisor back at the Business Centre. A business case will then be constructed which, hopefully, will justify your need for access technology. If the cost is in the region of £1,000/£3,000, and the case is a strong one, financial approval can be given quickly. If, on the other hand, the need is for expensive technology then a senior manager will need to approve the allocation of funds. This may take longer and involve further questioning or discussion.

The final stage of the Assessment is a letter, which you receive from Employment Services confirming that they are able to fund some, most, or all of the cost of the particular equipment required.

Understanding the Access to Work Scheme

The Access to Work Scheme is not a magic carpet for suddenly acquiring a fancy new computer with speech and a Braille embosser etc. Everyone starting a business incurs expenses; the Access to Work Scheme does not cover business expenses. It covers the additional expenses, which arise through disability. 

Below, there are a few examples of where how you can claim. 

· A partially sighted graphic artist will need to use a Mac and appropriate publishing software etc. If the vision sight deficiency is severe, then Access to Work might support the expenditure of a large monitor, a monitor arm to support it, some more appropriate room or desk lighting, and possibly some magnification software to enhance what is seen on the screen. It is unlikely that the Access to Work Scheme will provide the Mac itself.

· If a totally blind person is working as a private tutor, the Access to Work Scheme could certainly be approached to provide a support worker who would read the pupils' hand-writing, possibly assist with travelling to the pupils' homes, preparing printed work-sheets and so on. But one would probably want to make the case for a computer with speech output. This can indeed be done, because most seeing tutors could rely perfectly well on pen and paper for the running of their business, whereas a person with no sight must have a computer that talks or can read Braille.

· An architect becomes partially sighted and wishes to continue his practice. He needs a lightweight sophisticated video camera so that he can visit sites; take detailed pictures of what is there before coming home to study them in detail on a computer with a large monitor. Here the Access to Work case is very strong. As a fully seeing person he would not need such a camera other than as a status symbol and luxury. As a partially sighted person he could probably not continue his work without the video camera. Perhaps the architect used to write his reports by hand, which he can no longer do. Hence the case for either a CCTV, a computer with magnification software or indeed a dictation machine if he intends to use a secretary.

· Having lost most of her sight a nurse is beginning to plan a new career as a visually disabled person. She contacts the Disability Services saying that in a couple of months she intends to set up a business as a therapist. However gemmed up she is on what she needs and the business she intends to run, the chances are she will be turned down for Access to Work help because there is, of course, no business as yet. Grants are not given on speculative proposals or projects. You need the business to be established. This is not a difficulty; all you have to do is establish your business and state that you have done so.

· Two visually disabled partners plan to set up a small business in the middle of town. They contact Disability Services asking for business advice, and sources of funding. This is a fruitless way forward; Disability Employment Advisors are not business experts. They will reply by sending information about the Access to Work Scheme itself.

· A family man has recently lost his sight and is desperate to get back into work as a self-employed person. He has been offered money towards the purchase of equipment by his local Access to Work Disability Employment Advisor but he must pay 20% of the cost, which comes to £600. He doesn't have the cash. In certain rare circumstances the Department does have discretion to pay the whole of the cost of Access to Work equipment. Your case is stronger if it is your first employment opportunity as a visually disabled person. If financial help is not forthcoming, then an application can be made to the Blind Business Association Charitable Trust; Trustees will bend over backwards to meet some or all of the cost, subject to funds being available and evidence of a good business plan.

Making it all Work

Blind and partially sighted people are a minority disability; self-employed blind and partially sighted people are a tiny minority within a minority. We cannot really expect civil servants to understand and meet our needs. So we must use the assessment procedure to establish on paper an official recommending report that will bring forth the funds we require. The whole procedure should take between one and two months and you will need to be reasonably assertive to be successful.

We hope that these brief notes will help you in your progress towards satisfactory self-employment. If you need assistance in finding suppliers and trainers in Access Technology, or a Specialist Assessor, or even some help in writing your initial application letter, please talk with your mentor and your BBACT representative 

Appendix 3

Insurance

Insurance is essential to any business, as the lack of adequate cover could jeopardize its survival and may impact on the personal assets of the business owner. There are many types (classes) of insurance and what to insure and for how much is partly a question of judgment, and partly a legal or contractual requirement.

Insurance Required By Law

Motor Vehicle - Third Party Cover

Employers Liability

This is compulsory immediately upon employing staff, with one or two exceptions such as the employment of direct family. It insures the employee in the event of injury or disease sustained during their employment.

Other Insurance

Public Liability

The business needs to be insured against claims for injury or damage to third parties or their property, which may result from the activities of the business or caused by your own or your employee’s negligence. Furthermore, having such insurance will make people more comfortable in dealing with you.

Product Liability

This should be considered if you manufacture products.

Fire Insurance

Insuring buildings, stock and equipment, against the risk of loss through fire.

Special Perils

May be added to extend fire cover to include loss or damage through explosion, aircraft or vehicle impact, storm, flood, burst pipes, and earthquake.

Theft Insurance

Arrangements should be made to insure stock, plant, machinery and equipment against theft.

Money

Cover may be applied to theft of cash from your premises or while in transit to the bank.

Goods in Transit

Protection of stock, while being moved from your premises.

Fidelity Insurance

Cover against theft by employees.

Engineering Insurances

Insuring of steam boilers and pressure plant, which may be of a potentially dangerous nature, if not serviced and inspected regularly.

Professional Indemnity

If you give professional advice, e.g. consultants, architects, it is recommended that you be fully insured against any consequential claims for financial loss that may be sustained by your clients as the result of your advice.

As well as these, you should also consider taking out personal insurance to cover you in the event of being unable to work through accident or long-term illness.

Appendix 4

Keeping the Books

Every business, however small, must keep adequate books of accounts that record all financial transactions, supported by receipts for expenses incurred. Your accounting year need not necessarily run from 1st Jan to 31st Dec. nor need it coincide with the start and end of the tax year in April. However, in all instances records must be kept for a minimum of 6 years to comply with Tax Regulations.

If you have access to a computer there are numerous software packages that can maintain your accounts with the minimum of effort on your part:

Packages include, “DOSH”, Money Manager, Microsoft Money, Quicken, Quick Books and Sage.

These names are only examples of software packages available (many provide demo discs).  Unfortunately however, a screen reader or screen magnification user will often find aspects of a package to be inaccessible so trying them out on your system before purchasing is important. For basic financial records, you can use Microsoft Excel spreadsheets, which work very efficiently.  Talk with your mentor as they will have experience of maintaining records and can possibly put you in touch with other soft wear users. 

If you do not have a computer then the records must be maintained manually. Keep them as simple as possible but record in sufficient detail to ensure that they can be balanced without too many problems.  This is obviously very difficult if you can’t read print and may be a suitable job for a support worker, funded through Access to Work.   

You may feel that your valuable time would be better spent concentrating on other parts of the business rather than mastering software or maintaining a manual record yourself. Consider employing a part-time bookkeeper for a few hours a month – you will find them advertised in local newspapers and Yellow Pages.  

A major requirement is to keep all receipts. It will be very difficult to justify actual business expenses unless you have the receipts to support your accounts.

Should your business succeed to the point where it becomes necessary to register for VAT, then your VAT records for Input and Outputs must be precise and always kept up to date. Remember that

VAT Officers can visit your company at any time to examine your books, and the easier it is for them to reconcile your records the fewer problems will arise from such visits.

One important point is that you should always be aware of your Tax, National Insurance and, where applicable, your VAT commitments. Although it may be difficult during the early months of

Trading when your cash flow is fluctuating you should where possible, always set aside within your cash reserves sufficient funds to meet these commitments. Many businesses fail when a demand for payment is received from the Inland Revenue or Customs and Excise (VAT) and there are insufficient funds to meet those demands.

Appendix 5

Tax and National Insurance

You should inform your local Tax office as soon as you become self-employed. This is done by completing form CWF1 that is available from the Inland Revenue.

 How Business profits are taxed

The business is taxed on the net taxable profit i.e. income less allowable expenses. Your personal drawings (the wages of sole traders or those in partnership) are not an allowable deduction when calculating tax due. As the business profits are not known until after it has traded for a period, tax is paid in arrears, and you are strongly recommended to make provision for any tax that may become due.

Special arrangements apply in the first year of trading, but in subsequent years the tax is payable in equal instalments in January and July each year.

Self-Assessment

In the past, the Inland Revenue have calculated the tax due on information individuals have provided, but with Self Assessment the individual is responsible for assessing their own tax liability. However, if the accounts are submitted to the Inland Revenue by 30th September, following the end of the previous tax year, they will continue to calculate the amount of tax due.

The introduction of Self-Assessment means more stringent regulations regarding late submission of accounts, and if accounts are not submitted by 31st January following the end of the tax year, fines will be imposed.

Various information leaflets are available from your local Tax office

If you are self employed you are liable to pay a flat rate Class 2 National Insurance Contribution unless you obtain exception because of low earnings. You may also be liable to pay an additional Class 4 contribution based on your taxable profits.

Payment of the Class 2 contribution can be made by monthly direct debit or by payment of a quarterly account from the DSS. Any Class 4 contributions will be calculated by the Inland Revenue and added to your tax liability, payable at the same time as your tax.

Class 2 contributions cover the following benefits: -

• Sickness

• Maternity

• Widows and Basic Retirement Pension

• Child’s special allowance

• Death Grant

Information leaflets are available from the local DSS office.
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