


If you went to income-generation training or know how to sell or make 

goods or offer services (like running a creche or child centre) for money, 

then you must create a business plan as a 昀椀rst step in starting a business. 
This plan will help you answer questions along the way and will give you a 

good understanding of how you want your business to work and what it is 

that you want to achieve.  

Advice: make sure that you have joined a Village Savings and Loan 

Association group beforehand. This will help you save money for your 
business, and it will also offer ideas of good ways to run your business.

Business Plan Template

*** This template can be used for all types of businesses ***
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1. A business or organisation is formed to make money and earn a pro昀椀t by offering  
 customers products or services they can buy. 

 Explain what will your business offer customers? 

 ______________________________________________________________________________

 

 ______________________________________________________________________________

 

 ______________________________________________________________________________

2. The name of my business is:

 _______________________________________________________________________

Advice: Keep your business name easy for everyone in your community 

to understand and try to make sure that it relates to the products or 

services you offer.

3. What will the operating days and hours of my business be? When will your business  
 be open to customers? For example, Monday to Saturday from 6 am to 6 pm. 

 ______________________________________________________________________________

4. You get many different types of businesses. Tick the type that best explains your   
 business:

  Retail – I sell products (things) to customers.  
   Service – I offer labour or help to customers (a care centre for children is an  

        example).
   Manufacturing – I make things that can be sold.
   Processing – I turn raw materials into a 昀椀nished product that can be sold. 
   Agriculture – I grow LARGE crops and livestock that can be sold. 
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5. How much will I charge for my product/s or service/s? Do some research to see   
 what others are charging and keep your price competitive while keeping in mind  

          that you need to make a pro昀椀t. 

          For example, if Jabu is selling his jars of honey for R70 a jar, but he has been in   

          business for a long time, you can sell your jars of honey for R68 and still make   

	 a	pro昀椀t.

 Cost of your product/s or service/s: 
 

 _________________________________________________________________________________ 

 

 ___________________________________________________________________________

6. Am I sure that my business idea will make a pro昀椀t? A PROFIT is the money that 

 remains for you to use after you have spent money on the running costs of your 

 business? 

 Use the table and calculations below as a quick test to see if your business can   

 make a pro昀椀t:

Advice: If you reach a negative (-) value, then your business idea 

may not be able to make a pro昀椀t and you must then reconsider your 
plan/approach. 

7. Is there a need for my product or service in my community? For example, is your   
 product or service something your community can afford, and is it something they  

 use often?      

 Circle: Yes / No. 
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Advice: If there is no need for your product or service in your 

community, you may need to rethink your offerings so that you do not 

risk losing money. 

8. Is my product or service something that I can add more value to? In other words,  
 can you change it in some way so that it can make you even more money? For   

	 example,	you	can	sell	an	egg	for	R2,	but	if	you	boil	it,	you	can	sell	it	for	R4. 

 Write down ways you could add more value to your product or service now or at a  
 later time in  business once you have saved some capital (extra money to put back  

 into your business):

 ______________________________________________________________________________ 

 

 ______________________________________________________________________________ 

 

 ______________________________________________________________________________

9. Write down who your customers are. It’s important to know who your customers   
 are so that you know how to prepare your products or services to best meet their  

 needs. Knowing your customer and how/why they buy products and services can  
 also help you make marketing plans that work. 

 Write answers in this table to help determine who your customers are:

Now, write a full explanation of who your customers are: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Example: Parents/guardians, farmers, tuckshops or shop owners, and so on. 
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10. Point 9 helps you to con昀椀rm who your customers are. Now, let us give them a name  
 (tick the correct box). Are they:

   Consumers (individual people or families who buy products and services).
   Retailers (shops or other businesses that buy products and services to re-sell).
   Wholesalers (larger businesses that buy in bulk to supply products and 

    services to retailers).

11. There are 3 things that make a business work, these are:

 1.) Inputs – These are the things and effort that are PUT “IN” to making your   
  product or service something that can be sold. For example, feeding   
  the chickens that lay the eggs you sell. Inputs are often things you must buy  
  to run your business.
 2.) Operations – These are the “extras” you must do in your business for it to run.  
  For example, you must keep a balance sheet of your income and expenses. 
 3.) Marketing – This includes the things you do to let customers know that   

  your goods or services are available for purchase. 

12. Now, create lists of what your inputs, operations, and marketing steps are/will be  
 to make your business work:

13. Do I have capital/money to start (buy tools and equipment) for my business? Fill in  
 this table to explore if you have or will have the money to start operations. This table  
 will also help you to determine what you still need to get for your business so that  

 you can start it.
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14. Will I have enough money to cover the running costs of my business for the 昀椀rst   
 cycle/week/month?

 Use the following table to 昀椀nd out if you will have enough money to carry your   
 business for a cycle (one week OR one month) and make a pro昀椀t for the next cycle.  
 Note, if your business needs more time to produce a product, like harvesting honey  
 from bees, then capture your cycle accordingly (for example, 6 months). 

 My business production cycle is _______________________ (days/weeks/months).

PRODUCTION COSTS FOR ONE CYCLE

Advice: Examples of running costs can include things like – any loan repayments 

you need to make, contributions to electricity, water, and 昀椀rewood used, transport 
costs, marketing costs, rent paid for space used. Think carefully about all the things 

you need and all the things you must do to “make” your product or service and 

then be able to sell it. 
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15. If you do not yet have the capital/money to buy everything you need to start your  
 business and run it for its 昀椀rst cycle, you can think about ways to 昀椀nd this money.   
 Here are some options:

• From my own savings
• An agreed-on loan from 
 a trusted family member

• From a Village Savings and 

 Loan Association Group     

Now, add the total of your business starting costs to your 
business running costs for the 昀椀rst cycle to see how much you 
need to loan.

Business starting costs __________ PLUS (+) business running 

costs for one cycle ___________

Equals (=) R_____________ (the amount I need to start my business and get it running). 

16. Now you can write estimations (guesses) of your sales to see if you will make   
 enough money to make loan repayments and cover the costs of a second 

 business cycle.

Advice: You might 昀椀nd that you do not make a pro昀椀t in your 昀椀rst or 
second cycle of operating your business. This is because your 昀椀rst 

priority is to pay off any loans and buy the things you need to improve 

your business. You should, however, make a pro昀椀t by the fourth 
cycle and onwards. 

Join a Village Savings 

and Loan group to learn 

more about business 

and save!
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17.  Now, create a budget for your business. You can create this budget before the   
 start of every month so that you can plan for the month/s ahead. At the end   
 of every month, you can compare your budget and your trial balance (point 19). 
 This will help you to budget more accurately for the next month.

Advice: to work your budget out accurately, you must try to get quotes 

in advance. You can then write the quote number in the 昀椀rst column 
so that you can keep a record of the 昀椀le (just like you record and keep 

your slips).

*Remember to include any loan repayments. 
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17. What are the steps I must to take to set up my business?
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18. What are the steps I must take during the operations of my business? 
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19. A clever business owner keeps a balance sheet to keep a record of money that   
 goes in and money that goes out. This helps maintain CASH FLOW. Are you   
 prepared to use the following balance sheet for your business – circle: Yes / No

 BALANCE SHEET:

Notes:

• The receipt number is the number recorded on the slip you give or are given.
• The date is the day the money went IN or OUT.
• The description is what the money went IN or OUT for.
• Write the exact total of how much went IN or OUT under the correct heading. 
• Use “plus” and “minus” sums to work out what your balance totals for each row.

Examples of cash IN include sales, loans, grants, your own savings.
Examples of cash OUT include rent, materials, supplies, transport, and so on. 

Advice: It is important that you try to keep your balance sheet in the 

POSITIVE (+) cash 昀氀ow. 
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20. Compare your monthly budget with monthly trial balances, for example:

21. Are you prepared to create receipts for your customers? Receipts are pieces of   
 paper (recordings) that con昀椀rm money was received for a product or service. If you  
 are buying a product or service, you must GET a receipt. If you are selling a product  
 or service, you must GIVE a receipt. If there are ever arguments about a purchase  
 concerning you in the future, you can look at your receipts and the information   

 they hold for answers. 

 Are you prepared to buy and maintain a receipt book for your business? 

 Circle: Yes / No

 Make sure your receipts hold all the following information:

Advice: All receipts should be duplicated so that you can keep a copy 

and also give a copy to your customer. 
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22. It always helps to plan ahead; this includes planning for any risks or problems you  
 may experience while you run your business.  

 Write down any problems that can arise and what you can do to avoid them 
 OR 昀椀x them:

23. Businesses must be managed well to succeed. Go through the following list and tick  
 the boxes next to the activities you are willing to do for your business. 
 I am willing to:

  Put time and effort into planning my inputs, operations, and marketing.
  Buy the things I need (inputs) for my business to make a pro昀椀t.
  Spend money CAREFULLY while still trying to buy quality inputs. 
  Save money that can be used to grow or secure my business later. 
  Keep records of money transactions, stock, customer information, and so on.
  Communicate with customers and meet their needs. 
  Join a Village Savings and Loan group to save loan money when needed. 

Advice: If one or more of the boxes are not ticked, then you might 

want to take time to learn skills or 昀椀nd the energy to make ALL areas of 
your business work so that you can bene昀椀t from the most pro昀椀ts.  
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24. Answer yes or no to the following questions:

 • Are you willing and able to spend as much time as you can on your
  business? _________

 • Do you have good people skills? ____________
 • Do you have good leadership skills? __________
 • Are you good at organising things? __________
 • Can you make careful decisions? ____________
 • Are you a good manager? _________
 • Do you have any business experience? _________ If no, are you willing 
  to learn? ______

 • Are you going to put every effort in to make your business 
  a success? __________

Advice: The above is a list of qualities you must have to do well in 

business. If you do not yet have these qualities and have answered 

“no” to some questions, that’s okay! These are all qualities that can be 

learnt. What’s important is that you are willing to learn them and look 

for opportunities to do so. A great place to learn the steps of running a 

successful business is at a Village Savings and Loan Association group. 
A Village Savings and Loan group will help with the 昀椀nances needed 
to run a business, but it will also give you valuable information on how 

to run a business correctly, including advice on how to make or farm 

products and keep a record of your money.   




