
 

 
 
 
 
Disclaimer: This project has been funded with support from the Erasmus+ programme of the 
European Union. This document reflects the views only of the author and the Commission cannot be 
held responsible for any use which might be made of the information contained herein. 

 

 

 

 

 

Your Business Success 

 Trainer Notes 

 

 

 

 

 

 

 



 

 
 
 
 
Disclaimer: This project has been funded with support from the Erasmus+ programme of the 
European Union. This document reflects the views only of the author and the Commission cannot be 
held responsible for any use which might be made of the information contained herein. 

 
 

How to Use the Trainer Guide 

 
The Trainer Guide has been designed to support the delivery of the Your Business Success 

course for learners as a one-day course. The course can be amended enabling it to be 

delivered in a variety of formats including:  

- 2 x ½ day course 

- Series of mini 2-hour sessions 

- Webinar and/or blended learning course 

 

The Trainer Guide explains how to use the PowerPoint trainer slides and the learner course 

Workbook including the YBS Toolkit. The files can be edited and branded to meet your 

organisation and target group needs. 

 

The Workbook can be edited into a short document, split into separate handouts or converted 

into e-learning modules and video as per the trainer’s preferences.  

 

The course includes a variety of team-based and individual activities – these can be edited and 

modified according to the trainer’s preferences and delivery model.  
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Slide 1: Course Title Slide 

 

 

 

Welcome learners and introduce yourself.  

This course aims to introduce participants to the Your Business Success planning system and workbook. 

During the course, participants will complete a series of worksheets which will enable them to develop their 

business ideas and business plans ready for inputting into the YBS platform. 

 

The course is highly practical and interactive. It has been designed to enable the trainer to run the course 

as a one-day workshop-style event, but it can also be delivered as an online webinar or a series of two-

hour mini workshops over a period of time.  

 

Slide 2: Your Trainers  

 

 

 

Introduce the trainers - possibly setting out the trainer’s qualifications, experience and credentials for 

running the course. 
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Slide 3: Today’s outcomes 

 

 

 

Explain the course outcomes and the timetable for the delivery (this will need to be adjusted according to 

your chosen delivery methodology). 

 

Slide 4: Project Background 

 

 

 

Introduce the background and purpose of Erasmus+ projects and then move on to introduce each of the 

partners in the long-term outcome for the YBS project (i.e. to provide a new digital business planning tool 

for small enterprises to support their growth and development). 
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Slide 5: The Importance of Planning 

 

 

 

Referring to the quote in the slide, explain that the planning process is as important, if not more important, 

than the business plan itself. Business planning is an ongoing continuous process and not a one-off activity 

resulting in a plan that sits on a shelf. Effective business planning also involves monitoring the progress of 

the plan and updating it. The YBS digital tool has been designed to make this as easy as possible for 

enterprises just like yours. 

 

Slide 6: Course Aims and Outcomes 

 

 

 

Discuss the aims and outcomes of the course which can be adjusted to reflect your delivery methodology 

and your participant’s needs. Refer to the next slide to explain the content of the course.   
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Slide 7: Course Learning Outcomes 

 

 

 

Explain that by the end of the course participants will understand the need for a dynamic, engaging and 

inspiring business plan, how to prepare such a plan and how to present it using the new YBS digital planning 

tool.  

 

Slide 8: The Single Page Plan 

 

 

 

Explain that one of the concepts embedded in the YBS digital business planning tool is the single page 

plan. The single page business plan was presented as a single page is supported by detailed planning in 

the background covering your company’s mission and vision, strategy, market analysis, objectives and 

plans. Once prepared the plan can be used to inspire people in your company, as a guide or a route map 

showing how you will achieve your business goals, a document that you can share with others such as 

investors and employees - it will also help you to explore opportunities enabling you to take advantage of 

them. 
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Slide 9: Power of Images 

 

 

 

Smaller business owners frequently claim that they do not need a written business plan as they know what 

they are doing. They sometimes say that their business is different to other businesses or that it is a simple 

business and does not require a business plan. Research has shown that businesses with a clear, inspiring 

and continuously updated business plan outperform businesses without one. 

 

The process of fighting or drafting a business plan helps business owners to gain new insights into their 

business idea and to identify new opportunities and strategies to develop and grow the business. During 

this course you will be encouraged to explore and capture your ideas for your business using a series of 

worksheets. Write down your ideas and answers, but also consider capturing them using pictures -even if 

you are not very good at drawing. It is also recommended that you work quickly, if possible, with other 

people, as this will increase your creative thinking. Creative thinking is as important in business planning 

as being analytical and logical - the best business plans are built on creativity and logic.  

 

This Use this slide to demonstrate the power of pictures. Ask participants what emotions, messages and 

ideas are evoked by a red flag and a yellow triangle. Explain that when preparing their business plans, they 

can use images or at least metaphors to communicate their plans and to inspire people. 
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Slide 10: Vision and Mission 

Statements 

 

 

 
Remind participants of the structure of the Single Page Plan that is contained within the YBS digital 

business planning system. Explain that businesses of all shapes and sizes use mission and vision 

statements supported by detailed plans to deliver the business objectives. 

 

Slide 11: Vision and Mission 

Statements 

 

 

 

 
Using this well-known company as an example, ask participants if they can relate to IKEA’s vision and 

mission. Ask them how IKEA has used vision and mission to design and develop their business. Ask if 

participants can see how IKEA reflects their mission and vision in the way they have designed their 

customer experience and products. A strong, well-crafted mission vision statement communicates what 

the company is all about and provide a framework for developing the organisations objectives, strategies 

and plans. 
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Slide 12: Vision in Business 

 

 

 

Invite participants to share and explain the vision they have for their companies. Discuss their ideas using 

this as an icebreaker. At this point be positive and encouraging rather than critical. 

 

Slide 13: Your Vision  

 

 

 

The purpose of this slide is to encourage participants to be more creative in the way they think about and 

visualise their business. As participants to draw a simple picture (it does not have to be perfect) to represent 

their business. The images should be symbolic, creative and potentially inspiring. Invite each participant to 

explain to a partner what their picture represents and how it relates to their business. 
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Slide 14: Vision the Business You 

Want  

 

 
If you have not yet given participants a copy of the YBS workbook or individual worksheets issue them 
now. Explain that they will be using the worksheets to develop their ideas, plans and strategies for their 
business. The purpose of worksheet 1 is to help them to start thinking about their vision for their business 
in a more expansive and creative way.  
 
Participants can either complete this activity now or later. If they have completed it now, invite them to 
share their answers with a partner or invite one or two participants to share their answers with the whole 
group. 
 

Slide 15: What You Want and Do Not 

Want 

 

 

 
Worksheet 2 (What You Want and Do Not Want) is designed to help participants to envisage the kind of 
company they want. Encourage participants to complete this worksheet quickly as this will stimulate 
creative thinking. Explain that they are going to look at their business from the perspective of their 
products and services, identifying who their customers are and finally the business environment. 
 
Participants can either complete this activity now or later. If they have completed it now, invite them to 
share their answers with a partner or invite one or two participants to share their answers with the whole 
group. 
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Slide 16: Example of a Vision 

Statement 

 

 

 
Use this slide to show participants an example of a vision statement. Invite them to comment on it and to 
consider if it is creative, inspiring, informative. Does it reflect the company aspirations, objectives and 
refer to customers? 
 

Slide 17: What Is Your Mission? 

 

 

 

Explain that drafting a truly inspiring and creative vision statement involves several steps and takes time. 

Worksheet 3 (Writing Your Vision Statement), shows a three-step approach starting with a very structured 

set of words which can be used to refine and develop the vision statement into a more creative, dynamic 

and inspiring statements. 

 

Invite participants to complete the worksheet. Participants can either complete this activity now or later. If 
they have completed it now, invite them to share their answers with a partner or invite one or two 
participants to share their answers with the whole group. 
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Slide 18: Developing Your Mission 

Further  

 

 

The next step is to work on the company’s mission statement. The mission statement describes the 

purpose for which the business exists. Great mission statements are short and memorable. They 

communicate in just a few words the company’s focus on what it is providing to customers. Mission 

statements are also about commitments and promises. They are about answering questions such as, 

what is your company committed to providing to your customers? A strong mission statement will reflect 

the owner’s passion and commitment. 

 

Invite participants to use worksheet 4 (Developing Your Mission) to capture ideas about their products, 

what differentiates them from competitors, the value that their product provides to customers, the values 

and beliefs that shape and drive the business and how these values are communicated and shared with 

customers. Participants can either complete this activity now or later. If they have completed it now, invite 

them to share their answers with a partner or invite one or two participants to share their answers with the 

whole group. 

 

 

Slide 19: Optional Exercise 

 

 

 

Optional Activity: This activity can help participants to develop their mission still further and involves 
them being interviewed by a partner which can help them to explore their ideas in more depth.   
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Slide 20: What Do You Think? 

 

 

Invite participants to comment on this example of a mission statement. Do they think it is inspiring and 

clear or would they suggest improvements? 

Slide 21: Drafting Your Mission 

Statement 

 

 

Invite participants to use worksheet 6 (writing your Mission statement) explaining that as with the vision 

statement, the process of arriving at the final version of the mission statement is an iterative process and 

will take some time. 

 

Participants can either complete this activity now or later. If they have completed it now, invite them to 

share their answers with a partner or invite one or two participants to share their answers with the whole 

group. 
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Slide 22: Developing Your Strategy 

 

 

Strategies set the direction, philosophy and methodology for building and growing a business. Strategies 

establish guidelines and boundaries and provide a framework within which important business decisions 

can be made. A clear well-defined strategic statement or statements unable business owners to keep the 

business on track and focused on achieving the company’s mission, vision and objectives. Strong strategy 

statements can be broad and at the same time help to create a focus on what is important. They also 

address internal and external influences and impacts on a business. External influences will include 

opportunities and threats to the company. Internal strategies will focus on internal strengths and 

weaknesses within the business. Worksheets 7- 12 will enable participants to develop strong strategy 

statements for their companies. 

 

Optional: Present and discuss Porter’s four generic strategies that enterprises can adopt (see page 13 of 

the Workbook.  

 

Slide 23: The Value of Strategy 

Statements 

 

 

Explain that strategies provide the framework for the actions that the business will take to achieve its 

mission, vision and objectives. Ideally, strategies will remain unchanged for several years as they act like 

compass for the business. 
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Slide 24: Key Components of Your 

Strategy 

 

 

 

The first step is to decide which strategies are most appropriate and relevant for your company. The starting 

point for identifying your strategies is to focus on what is critical to your company’s growth and development. 

Invite participants to complete worksheet 7 (Key Components of Your Company). This worksheet will help 

participants to identify the critical aspects of their business must be reflected in their strategy and developed 

through their objectives. 

 

Participants can either complete this activity now or later. If they have completed it now, invite them to 

share their answers with a partner or invite one or two participants to share their answers with the whole 

group. 

 

Slide 25: SWOT Analysis 

 

Worksheet 8 (strengths, weaknesses, opportunities and threats) is designed to enable participants to look 

at potential issues and topics both internally and externally that may impact on their companies. Internal 

issues are recognised as strengths and weaknesses and external issues are identified as opportunities 

and threats.  

 

Participants can either complete this activity now or later. If they have completed it now, invite them to 

share their answers with a partner or invite one or two participants to share their answers with the whole 

group. 
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Slide 26: Understanding Customers 

 

 

Worksheet 9 (reaching your customers) focuses on a company’s customers. The aim of the exercise is to 

enable participants to think that their customers, the reasons they buy from them and how they can 

promote and market their services to their top three customer categories or types. 

 

Participants can either complete this activity now or later. If they have completed it now, invite them to 

share their answers with a partner or invite one or two participants to share their answers with the whole 

group. 

 

Slide 27: Identifying Critical Issues 

 

 

Invite participants to consider generally what is working well are not working well in their companies and 

how can they improve the performance or solve underlying performance problems. Use this as a generic 

discussion session before moving onto worksheet 10. 
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Slide 28: Examining Critical Issues 

 

 

Worksheet 10 (examining critical issues) is designed to help participants to consider the factors that are 

limiting their company’s growth, profitability and effectiveness. The purpose of the worksheet is to 

distinguish between symptoms and the root causes of the blockages enabling new strategies and ideas to 

be developed. 

Participants can either complete this activity now or later. If they have completed it now, invite them to 

share their answers with a partner or invite one or two participants to share their answers with the whole 

group. 

 

Slide 29: Success and Limiting Factors 

 

 

 

Worksheet 11 (from here to there!) Comprises two parts. The first part is designed to encourage 

participants to reflect on the success of the company in the past and any factors that of limited the 

company’s success. The second part helps to bring the vision and the mission of the organisation to life 

by looking at future success factors and potential limiting factors. 

 

Participants can either complete this activity now or later. If they have completed it now, invite them to 

share their answers with a partner or invite one or two participants to share their answers with the whole 

group. 
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Slide 30: Drafting Strategy Statements 

 

 

Strategy statements should also be clear specific and concise just like the vision and mission statements. 

Discuss the following example strategy statements.  

 

Example 1:  

“To position the company for strategic acquisition in 2022 by building brands, identity, the 

management team and profitability” 

This statement sets the direction of the company with the BIG PICTURE and an exit strategy. 

 

Example 2:  

“We will hire the best employees and to have them just before we need them, retain them through 

high levels of job satisfaction and equity participation in our business” 

 

This is a human resource strategy which sends a message out that the company requires excellent 

people and will be a supportive and rewarding employer. 

 

Example 3:  
 

“We will focus on the delivery of cloud-based training solutions targeted at senior managers 

within blue-chip corporations with responsibility for managing a global workforce” 

 

This strategy describes not only the profile of the target customers but also the service that will be 

provided and the technology that will be used to deliver it. 

 

Participants can either complete this activity now or later. If they have completed it now, invite them to 

share their answers with a partner or invite one or two participants to share their answers with the whole 

group. 
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Slide 31: Setting Objectives 

 

Objectives help to clarify what your company is trying to accomplish in specific and measurable terms. 

For an objective to be effective, it needs to be a well-defined target with quantifiable elements that are 

measurable. Whereas a company vision statement is expansive and idealistic, objectives are designed to 

focus on the resources and actions necessary to achieve the business goals and objectives. The purpose 

of a set of well-defined objectives is to enable meaningful action to be taken in pursuit of achieving the 

company’s goals and delivering its mission. By linking people’s performance to the objectives and 

therefore to the company’s mission and vision, you can ensure everybody is ‘on the same page’ and 

working to the same long-term outcomes, namely Your Business Success! 

 

Slide 32: Objectives Give Focus 

 

Whilst there are no minimum or maximum number of objectives that can be set for an organisation, most 

small businesses are only able to manage and accommodate a maximum of 8-10 objectives. YBS 

recommends having at least one objective relating to the company sales revenue, one relating to 

profitability, 2-3 relating to marketing and possibly 4-5 relating to operations or other aspects of the 

business. 

 

Discuss with participants examples of objectives by referring to page 20 of the YBS Workbook. Explain 

that objectives just like the vision and mission are essential within any company as they provide direction 

and guidance to the company’s employees 
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Slide 33: Key Objectives  

 

 

Worksheet 13 (Identifying Your Objectives) is designed to help participants to determine which objectives 

they need to set. It is important that participants refer to earlier activities such as worksheet 7 (Key 

Components of Your Company).  

 

Participants can either complete this activity now or later. If they have completed it now, invite them to 

share their answers with a partner or invite one or two participants to share their answers with the whole 

group. 

 

Slide 34: The Value of Objectives 

 

 

Objectives are a key tool enabling accountability, delegation and enabling the whole company to stay 

focused on its long-term goals. Worksheet 14 (developing your objectives) is designed to help 

participants to elaborate and examine in detail each potential objective in terms of its financial impact on 

the business and precisely what will happen and when. Ideally each objective should be SMART (explain 

if required). 

Participants can either complete this activity now or later. If they have completed it now, invite them to 

share their answers with a partner or invite one or two participants to share their answers with the whole 

group. 
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Slide 35: Refining Your Objectives 

 

 

 

Worksheet 15 (drafting your objectives) is designed to help participants to refine their objectives into a 

smart, concise format. Each objective should have a clear link to the organisation’s mission and vision 

and be consistent with the company’s strategy statements. 

 

Participants can either complete this activity now or later. If they have completed it now, invite them to 

share their answers with a partner or invite one or two participants to share their answers with the whole 

group. 

 

Slide 36: Plans and Projects 

 

 

 

Plans are the specific actions that a company must implement in order to achieve their objectives. In 

small companies, it is helpful if each plan or mini project relates to a specific objective. When preparing 

plans, it is important to consider the time and resource requirements for each plan or project.  
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Slide 37: From Plans to Reality 

 

 

 

The success of any company is largely dependent upon the care with which they have developed their 

plans, the effectiveness with which they execute them considering time and budget constraints and the 

extent to which the monitor and amend the plans considering performance and progress. 

 

Slide 38: Building Projects and Plans 

 

 

 

Worksheet 16 (Developing Plans and Projects) provides a useful template to help participants to plan out 

the structure an outline of their plans and mini projects directly linked to one of the company’s key 

objectives. There may be more than one project for each objective, and these may be delegated to one or 

more employees within the business. 

 

Participants can either complete this activity now or later. If they have completed it now, invite them to 

share their answers with a partner or invite one or two participants to share their answers with the whole 

group. 
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Slide 39: Bring Everything Together 

 

 

Worksheet 17 (bringing it all together) is a simple tool to ensure that participants have considered the 

objective in relation to who will be responsible for delivering it and the timescale in which it will be 

completed. Having a list of plans and projects in this way is helpful when it comes to managing and 

monitoring the progress of each of the projects especially, if they have been delegated to other people 

within the company.  

 

Participants can either complete this activity now or later. If they have completed it now, invite them to 

share their answers with a partner or invite one or two participants to share their answers with the whole 

group. 

 

Slide 40: Your Business Success 

Single Page Plan 

 

 

 

The course has covered the first five stages in the development of Your Business Success Single Page 

Plan. Clearly there is more detail behind the Single Page Plan in the form of detailed plans, objectives 

and your mission and vision statement. The next part of the course is focused on how to populate the 

digital business planning tool – Your Business Success so that you can have a copy of your Single Page 

Plan.  
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Slide 41:  

 

 

Your single page business plan comprises five sections: vision, mission, strategy statements, objectives 

and a list of the plans required to deliver the business plan. 

 

Develop further once platform is available 

 

Slide 42:  

 

Develop further once platform is available 
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Slide 43:  

 

 

Develop further once platform is available 

 

Slide 44:  

 

Develop further once platform is available 

Slide 45:  

 

 


