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Before we start  

• Identify Emergency Exits
• Turn mobile phones off or put on silent
• Break times
• Respect each other
• Do not be afraid to ask questions
• Get involved !
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General housekeeping rules



European Union funded Innovative Entrepreneurship project 
contributes to the development of a more conducive 
entrepreneurship ecosystem and improve the innovation culture 
in the Turkish Cypriot community.

For more detailed info www.inovatif.eu

İnovatif Girişimcilik / Innovative Entrepreneurship

innovativentrecy

İnovatif Girişimcilik / Innovative Entrepreneurship

About Innovative Entrepreneurship project
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Purpose of the Workshop outlined



Business Planning

Presenter
Presentation Notes

Set the context of the Workshop

This is the first step in helping develop a  Business Plan for your Business idea. 

IMPORTANT 

THROUGHOUT THIS WORKSHOP YOU WILL BE COMPLETING SEVERAL EXERCISES IN THE WORKBOOK PROVIDED THAT WILL HELP IN THE DEVELOPMENT OF YOUR BUSINESS PLAN. 

FOR MANY OF THE QUESTIONS YOU MAY NOT  KNOW THE ANSWER- THIS IS OK – YOUR BUSINESS ADVISOR CAN HELP YOU WITH THIS DURING 1:1 MENTORING




Contents of this Workshop

What is a Business Plan?

What are the key components of a Business Plan? 

Cash Flow Forecasting

Why is a Business Plan important?

What does a Business Plan look like?
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Go through contents – what will be covered throughout Workshop




Ice breaker
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If same audience as Workshop 1 use different Ice Breaker

If a different presenter delivered Workshop 1 confirm what Ice Breaker was done and if it worked well 

Icebreaker 

The small unknown fact
 Ask participants to share their name, where they are from and what their background is – (eg- worked in hospitality, student, homeworker etc) and one small unknown fact about themselves. 

True or False 
Ask participants to introduce themselves and make four statements about themselves, one of which is false. The rest of the group need to vote which fact is false.

Introduce a partner
Ask participants to get into pairs. Each person then interviews his or her partner for 2 minutes each while paired up. When the group comes together each person introduces the other person to the rest of the group.
 
Where possible encourage participant to share a business idea if they have one and if they feel comfortable doing this. 

There are loads of Icebreakers online and a different format may need to be taken if Workshop is delivered virtually.




What is a Business Plan?

A Business Plan is a written document detailing what you 
plan to do with your business and how you plan to do it  
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Basic definition of a business plan 

Most of participants will still have a lot more questions as to what exactly does this mean etc.. 








What is a Business Plan?

Presenter
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The mention of a Business Plan often scares entrepreneurs 

Many entrepreneurs believe a Business Plan is a large and complex document that they wont understand  and is full of figures and charts

Many believe a Business plan is only for large scale businesses and that you need to pay an Accountant or Consultant to develop a business plan for you

Reality is a business plan can be as small or large as you want it – it can be all text or lots of diagrams and images
	 
The vast majority of information contained in any Business Plan should come from YOU – through your knowledge of the business idea and through your Market Research – yes someone else can pull this all together but the information has to come from you 

This workshop should help breakdown the fear of business planning 

Tell participants that towards the end of the presentation they will see what a sample Business Plan actually looks like.




What are the key components of a 
Business Plan?

Executive 
Summary

Introduction 
& 

Background

Products / 
Services Marketing Operations People Finance Appendices
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This is a typical format 

There is no right or wrong format or prescribed length 

For some Businesses a plan could be presented on one page – for others it could be several hundred pages !

However it is important to understand why you are developing a business plan 

Is it for your employees to see what the company’s targets and objectives are for the next 2 years?

Is it to attract investors?

Is it to secure a loan? 

Or is it to assist in determining whether your business is viable or not?

Whatever the reason you should be aware of your audience when developing it.

The audience could even be yourself !



Key components of a Business Plan

Executive 
Summary

• Short and concise overview of the business
• Highlight purpose of plan
• Written last 
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Executive summary

Short and concise overview of the business

Highlight purpose of plan – eg is it for a loan from the bank for 10,000TL

Written last – after all other sections are completed


�



Key components of a Business Plan

Introduction 
& 

Background

• Basic introduction to business
• Outline of business idea
• Background on entrepreneur and relevant 

experience 

Presenter
Presentation Notes

Introduction & Background

Basic introduction to business 

Outline of business idea- brief description

Background on entrepreneur and relevant experience – ie how entrepreneur has background or relevant experience to start the business, include work experiences and qualifications and reason why they have decided to start this business




Key components of a Business Plan

Products 
/ 

Services

• Description of product or service and prices
• Use photos if appropriate
• Identify your Unique Selling Point(s) 

Presenter
Presentation Notes

Products / Services

Description of product or service and prices – assume reader does have no understanding of business – also helps to crystalize the business core offering
Sometime good for owner to do this as they sometime struggle to articulate business idea (elevator pitch)

Use photos if appropriate – helps bring idea to life – eg Creative arts – difficult to describe and do justice to product – seeing is believing

Identify your Unique Selling Point(s) – Very important – what will set your business aside from competitors 


Exercise – Consider your products or services – can you sum up what your business does in 2 sentences and identify at least 2 unique selling points for your business.  







Key components of a Business Plan

Marketing

• Market Research undertaken
• Target markets identified
• How will business be promoted
• Include branding and sample materials
• Competitors
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Marketing

Market Research undertaken – VITALLY IMPORTANT 1st STAGE – before marketing takes place 
This will help get an understanding of customers needs and wants and will shape your marketing plan 

Target markets identified – who will be your actual target market groups – eg Restaurant – value for money, high end – tourists or local – EVERYONE IS NOT YOUR TARGET MARKET

How will business be promoted – Through what mediums, and what cost

Include branding and sample materials – eg logo, flyers, signage etc.. – adds creditability 

Competitors- small analysis – who are they, strengths and weaknesses and how will you differentiate yourself from them 

Exercise – 	What market research have you undertaken or plan to undertake ?
	Who are your target markets?
	How will you market your business? How much will it cost to do this? 
	Will your business need a logo and branding ? Who will do this for you and what cost ?
	Who are your competitors  ? What are their strengths and weaknesses? How will you differentiate your business from them ?




Key components of a Business Plan

Operations

• Information on premises 
• Start up costs (capital)
• Insurance
• Legal issues

Presenter
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Operations

Information on premises – lease, rent, rates etc..

Start up costs (capital)- Eg Fixtures & fittings, vehicles

Insurance – Types and indicative prices – Employers liability, Public liability, Professional Indemnity, Vehicle Insurance etc.. 

Legal issues – licenses and permits required and status 

Exercise – 	What are your start up costs likely to be ?
	What insurances do you think your business will require?
	Are there any permits or licences required prior to starting your business? 



Key components of a Business Plan

People • Employee details and costs  
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�People

Employee details and costs  

If there are employees what are their roles and costs to the business





Key components of a Business Plan

Finance

• Cash Flow Forecast
• Projected Profit & Loss statement
• Assumptions
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Finance

Cash Flow Forecast – we are going to look at one of these in this Workshop

Projected Profit & Loss statement – will just touch on this – not go into detail 

Assumptions – Figures – where did you get them from – not just ‘pluck a figure out of the air’ !

Finance is an key part of the business plan 



Key components of a Business Plan

Appendices

• Quotations for Capital Equipment 
• Letters of intent
• Permits /licenses
• Rental Agreements 
• Other legal documents
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Appendices

Quotations for Capital Equipment 

Letters of intent

Permits/ licenses

Rental Agreements 

Other legal documents

Good to have these included – demonstrates organisation and research undertaken 



Cash Flow Forecasting

Cash flow forecasting, is a method of estimating 
the flow of cash coming in and out of a business, across all 
areas, over a given period of time eg 1 Year
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What is cash flow forecasting ?

Definition - Cash flow forecasting, is a method of estimating the flow of cash coming in and out of a business, across all areas, over a given period of time eg 1 Year

THE CASH FLOW FORECAST IS CORE PART OF THE BUSINESS PLAN AND CAN PLAY AN IMPORTANT PART IN HELPING YOU SECURE FUNDING OR HELPING YOU MAKE THE DECISION WHETHER TO START UP IN BUSINESS OR NOT 



Cash Flow Forecasting
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Before we show a cash flow forecast – warning – it will look scary and complex but we will break it down and help you understand it more 

Future Financial Business Planning mentor sessions will focus on this and Business Advisor will help you complete one for your business
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This is what a cash flow forecast looks like – do not dwell on this slide too long !



Cash Flow Forecast
Money 

in
Money 

out

Running 
Costs

Capital 
Expenditure

Sales

Grants, 
Loans & 

Investment

BALANCE
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Above diagram show in basic terms the principle behind a cash flow forecast 

Money In – Ask participants how money can come in to a business ? 

Explain 3 types – Grants, loans, investment and Sales
 
Money out – Ask participants what sort of money typically goes out of a business ? 

Explain difference in Running Costs and Capital Expenditure

Money in less money out gives you a balance 

You should aim have more money coming in than out !
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Demonstrate through this example 

Show Months along top (Yellow shade)

Green boxes is money in 

Red boxes is money out 

Blue box is Balance ie difference between money in and money out

Take Month 1 – 	2,000+2,000= 4,000 Money in
		1,800 +2,000= 3,800 Money out
		DIFFERENCE /BALANCE	200

         Month 2-	3,000+0= 3,000 Money in
		2,400+100=2,500 Money out
		DIFFERENCE /BALANCE     	500

Compare to last slide example – last animation 
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Address what's happening at the bottom in terms of Monthly Balance, Opening Bank Balance and Closing Bank Balance .



Cash Flow Forecasting

1 2 3 4
Monthly
Balance TL 200 TL 500 -TL 245 TL 515

Opening
Balance TL 0

Closing
Balance
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Confirm everyone knows where the Monthly balance comes from

Explain when you open a Bank Account there is always zero in at the very start

SO if you have zero in at start and over month your cash flow is positive by 200 your closing balance is 200

Now to work out your starting balance for the following month– its always the same as the closing balance for the previous month – ask participants what the next answer should be 

Explain to them it is like 1 second to midnight at end of month the balance is the same as 1 second later at the start of the next month 

Exercise – Ask participants to complete the rest of the exercise to demonstrate how opening and closing balance is calculated 




Cash Flow Forecasting

1 2 3 4
Monthly
Balance TL 200 TL 500 -TL 245 TL 515

Opening
Balance TL 0 TL 200 TL 700 TL 455

Closing
Balance TL 200 TL 700 TL 455 TL 970
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Completed example – show effect of negative cash flow in Month 3 and effect on Closing balance

Highlight that a negative closing balance for a month may require an overdraft facility 
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Provide handout to all participants for review 

Just to recap again and to see if everyone understands how the Cash Flow Forecast works 

Exercise – Look at some of the costs named in the Cash Flow Forecast – will your business have any of these? And what are they likely to be ?



Where do the Cash Flow Forecast 
figures come from ?

Your own 
Knowledge

Market 
Research

Business 
Advisor
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Onus on you to get the majority of figures for the cash flow through your own knowledge of the industry and marketplace – especially the case if you have worked in a similar business before you may know costs and potential sales revenues and your Market Research

Your Business Advisor will also be able to guide you on some figures



Forecasting costs

RESEARCH

Friends &
Family Suppliers

Estate 
Agents

Accountants

Own 
experience 

/ 
knowledgeBanks & 

other 
lenders

Insurance 
companies

Local 
Chambers

Utility 
Companies

Telecom 
Companies

Other 
businesses
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For any cash flow forecast you need to forecast 2 things – costs and sales 

To forecast costs RESEARCH is key 

You will need to research and speak with some of the following 

	Friends &Family
	Suppliers prices
	Estate Agents
	Accountants
	Own experience / knowledge
	Banks & other lenders
	Insurance companies
	Local Chambers
	Utility Companies
	Telecom Companies
	Other businesses

A few key points 

	Don’t make claims or costs you cant justify

	This is a forecast – its never going to be 100% accurate 	
	



Tips for forecasting sales

Look at competitors –
see if you can work out 
how many customers 

they are servicing

Use average prices if 
needs be to simplify –
eg average customer 

spend 200TL per meal 
inc drink

Your own knowledge of 
industry / marketplace 
can help you establish 
what is achievable and 

what is not 

Speak with potential 
customers to ascertain 

demand 

Test trade your business 
to see levels of demand
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Forecasting sales is often a lot more difficult than forecasting costs 

There is no exact science to doing it 

Don’t just make up figures – have some sort of justification 

Difficult to predict sales however there are a few ways of doing it 

	- Look at competitors – see if you can work out how many customers they are servicing

	- Use average prices if needs be to simplify – eg average customer spend 200TL per meal inc drink with average cost of sales 50%

	- Your own knowledge of industry can help you establish what is achievable and what is not 

	- Speak with potential customers to ascertain demand 

	- Test trade your business to see levels of demand




Forecasting sales
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Above is an example of sales forecast 

Exercise – What do you think your sales could potentially be? Will your sales be steady all year round or will they be seasonal?



Cash flow forecasting for 
sourcing finance
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If you want to purchase a house and require a mortgage your lender will want to see your pay slip and bank statements to see what money you have coming in and what you spend your money on - ultimately they want to see if you can afford to make the repayments on monthly basis  - Ie you will have more money going in each month than going out 

Similar with a Business loan – the bank want to see that your business has the capacity to make all loan repayments and want to see projected incomings and outgoings. 
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Show loan coming in (1)

Payments going out – repayment and interest (2)

Closing balance (3)

Capacity to repay loan

 Similar for an overdraft 

If you can advise bank that you need an overdraft in future can be easier to secure – demonstrates good business planning 



Why is Business Planning important?

Assess 
viability

Can be used 
to access 
finance

Provides 
direction and 

focus

Clearly sets 
out aims and 

objectives
Sets targets

Identifies 
potential 
problems
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Why is Business Planning important

Hopefully you have seen this in the previous slides

Assess viability – if you are constantly showing a negative bank balance is this sustainable or even viable? – IT’S OK TO GO THROUGH BUSINESS PLANNING PROCESS AND DECIDE YOUR NOT PROCEEDING WITH BUSINESS AS ITS NOT VIABLE ! – This is a key output from Business Planning and Into Business Programme

Can be used to access finance – loan or overdraft – as demonstrated in previous slides

Provides direction and focus – roadmap – likely change but sets out vision and how you plan to get there

Clearly sets out aims and objectives – important not to lose focus on these – reinforces this

Sets targets – eg sales target / breakeven / can be used to keep cost control and monitoring

Identifies potential problems – eg overdraft facility/ insurance/ requirement of licenses and permits/ staffing etc- forces you to think and research all areas of business




What does a Business Plan look like?
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Sample of the Business Plan that will be completed on the programme 

Your Business Advisor will help develop this plan with you 

The information for the Business Plan will come from you – your research and knowledge of the business idea and marketplace 

The Business Advisor will pull all this together and develop a basic Business Plan like the one above



What does a Business Plan look like?
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Sample of the Business Plan that will be completed on the programme 

Your Business Advisor will help develop this plan with you 

The information for the Business Plan will come from you – your research and knowledge of the business idea and marketplace 

The Business Advisor will pull all this together and develop a basic Business Plan like the one above






Summary
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Recap of what has been covered in the module 



https://www.inovatif.eu/business-information/

Next Steps



Thank you !

Questions, comments & next steps.
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