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Business & Marketing Plan Input Preparation Form

Quick Business and Marketing Plan for Year:

Business Name:
Date:
 


Remember! 
Save this Business and Marketing Plan Input Preparation Form (Word format) to your computer and complete Steps 1-6 of your Quick Business and Marketing Plan in Word format. You can then copy and paste Steps 1-6 into the 6 input screens on the online Business and Marketing Plan Wizard and generate your Plan.
Step 1 of 6: Information about the business

Business name: 

Business address:

Telephone:

Main contact name:

Main contact email address:

Business website:

Type of business:

Products and services offered:

Years in business:

Number of staff – full-time:

Number of staff – part-time/seasonal:




Step 2 of 6: Our business plans for the future 
Our vision for the future of the business

Short-term vision (over the next year):

Enter your text here




Long-term vision (beyond next year):

Enter your text here




Our major plans for the coming year
For example maintaining profitability, business expansion, refurbishment and increasing product range
Enter your text here






Our actual figures for this year and targets for next year

		
	This Year 
	Next Year 

	Sales (excluding VAT)
	
	

	Numbers of guests / visitors
	
	

	Profit
	
	












Step 3 of 6: Business analysis
What are the unique selling points of our business?
Identify what it is that distinguishes your business from competitor businesses
Enter your text here




[image: icon_action] ACTION POINT - How can we more effectively communicate these unique selling points to increase our bookings?
Enter your text here




What is it that makes our business successful?
Examples of business strengths include sound finances, skilled workforce, unique product and good cost control
Enter your text here






[image: icon_action] ACTION POINT - How can we exploit our strengths and do better business?
Enter your text here




What are the weaknesses of our business? 
Things that prevent you from doing better business include weak financial management, untrained staff, over-reliance on a few customers and wastage
Enter your text here




[image: icon_action] ACTION POINT - How can we address our weaknesses and improve our business?
Enter your text here





What external opportunities can we benefit from? 
Examples include changes in customer spending patterns and new e-marketing methods
Enter your text here




[image: icon_action] ACTION POINT - How can we exploit these external opportunities and do better business?
Enter your text here





What are the external threats to the business?
External threats that may have negative consequences for the business include the arrival of strong new competitors, economic downturn, escalating costs and increased regulation
Enter your text here





[image: icon_action] ACTION POINT - How can we reduce the impact of these external threats?
Enter your text here






Step 4 of 6: Our markets 
Who are our main customer types and where do they come from? 
Examples include families, tour groups, corporate clients, special interest markets, domestic market and overseas markets
Enter your text here





Which of these customers have the most potential for our business in the coming year and why?
Enter your text here




[image: icon_action] ACTION POINT - How can we attract customers with the most potential? 
Enter your text here





What marketing activities, which have worked well for us in the past, can be re-used to promote our business? 
Examples include Internet promotions, newsletters, networking, brochure distribution, posters, direct mail, special events, trade shows and advertising
Enter your text here




[image: icon_action] ACTION POINT - How can we attract new business in the coming year?
Enter your text here




What marketing opportunities are there in our locality? 
Examples include festivals and events, activity groups (such as walking and angling), and collaborating with other tourist providers or partnering with competitors to provide package of events
Enter your text here






	
[image: icon_action] ACTION POINT - How can we best exploit these local opportunities? 
Enter your text here





How satisfied are our customers with the products and services offered to them?
Enter your text here





[image: icon_action] ACTION POINT - How can we improve the customer experience?
Enter your text here







Step 5 of 6: Our competitors
Who are our key competitors and where are they located?
Enter your text here





What are our competitors’ main strengths?
Describe ways in which your competitors are better than you
Enter your text here





[image: icon_action] ACTION POINT - How can we outdo our competitors’ strengths?
Enter your text here







What are our competitors’ main weaknesses? 
Describe ways in which you are better than your competitors 
Enter your text here





[image: icon_action] ACTION POINT - How can we gain advantage from our competitors’ weaknesses?
Enter your text here





How does our pricing compare to competitor pricing?
Enter your text here







[image: icon_action] ACTION POINT - What should be our pricing strategy for next year?
For example price increases, price decreases, seasonal rates, offer more packages or provide added value 
Enter your text here






[image: icon_action] ACTION POINT - How can we improve our product offering so that customers will do business with us rather than those competitors? 
Examples include adding facilities, changing menus, refurbishment, staff training and unique offerings
Enter your text here








Step 6 of 6: Our website
Read the following list of website features and delete all the features that are NOT included on your website
 
Remember! 
The more of these features which are included on your website, the more effective it will be!

· Description of our business
· Our business location
· Our contact details
· Our prices
· Availability details
· Images and maps
· Ability to send email to make enquiry about reservation
· Ability to book online
· Keywords 

Your website should contain keywords relevant to your business which potential customers are most likely to type into a search engine, e.g., Google, when searching for the products and services which you offer 
	


[image: icon_action] ACTION POINT - What improvements do we need to make to our website to increase our business?
Enter your text here


Remember!
Now that you have completed Steps 1-6 of this Business and Marketing Plan Input Preparation Form in Word format, you can copy and paste Steps 1-6 into the 6 input screens on the online Quick Business and Marketing Plan Wizard and generate your Quick Business and Marketing Plan.
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