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ACTION PLAN

Business Details

	Name of Business
	


	Principle Owner
	

	Address
	





	Postcode
	

	Telephone Number
	

	Website
	

	E-mail
	

	Legal Status
	



Creating the Brand

	Nature of Business
	

	In a simple succinct statement state the aim of your business
	



	List your brand’s core values



	



	



	

	Explain your target audience


	

	
	

	Explain the key characteristics
of your brand. What colours, 
design, status of customer,
on trend, steady, designer, 
economical, top level pricing,
your status, experience, expertise. Check out that these characteristics are aligned with your key business Goals and Objectives. 
	









Business Objectives – view this daily
Create SMART Objectives – Specific, Measurable, Achievable, Realistic & Time bound

	Within 3 months
	












	Within 6 months





	







	Within 12 months
	







	Within 24 months
	




	Within 36 months
	













The Competition 

	Name of Business
	Describe what they do well
	Describe what they could improve on
	Marks out of 10


	
	
	
	




	



	
	
	

	



	
	
	

	



	
	
	



Capacity

	How much time can you give to the business each week?
	


	How much time will be taken up by admin? 
i.e. ordering stock, taking orders, marketing, bookkeeping, delivering
	

	How much time does that leave for cakes?

	

	How long does it take to make a birthday cake from start to finish? 
	

	And a wedding Cake?
	

	How many cakes can you make at full capacity?

	1. Birthday
2. Wedding










Marketing Plan

	Activity
	Start
	Live
	Cost
	Measure
	Comments

	e.g. Competition local paper
	01/04/10
	01/05/10
	£200
	Promo code 1
	Win a wedding cake. Code ‘1’ 10% OFF.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Admin and Compliance

· Environmental Health
· Insurance
· Business bank account
· Approval from lender if property is mortgaged
· HMRC 
· Suppliers
· Other….

Plan of Action

	Action Required
	Priority
1:10
	By [date]
	Responsible
	Comments

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	



DATE FOR REVIEW: ________________________________________________________

TO BE REVIEWED BY: ______________________________________________________
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