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Welcome to Your Business Success
You have got a business idea. You have decided to start a business or have already started your business and
want to develop and grow it. The Your Business Success programme will help you build success into your
plans by helping you to capture, analyse and improve on your ideas, plans and actions.
There is a lot more to a successful business than just a good idea. You need to think things through to
maximise your chances of success such as are you the right person to run the business and will customers
like your product or service?
The Your Business Success business planning process will help you turn an idea into a sustainable, forwardfocussed business. You will have to think through all the parts of your business to plan how everything will
work. It will take time and commitment on your part, but if invest some hard work and time now, you will
reap the benefit later!
The aim of Your Business Success is not to enable you to write the perfect plan, but to have a simple,
practical plan that maps out what you want to achieve and how you will achieve it. The value is a business
plan is not in the plan itself, but in the process of drafting it, reviewing it and up-dating it.
Stop thinking your business plan and start thinking your business planning process and remember, an ‘okay
plan’ is better than no plan or waiting to produce the elusive ‘perfect plan’.

Seven Myths about Business Plans
Before going any further, check out these seven myths about business plans that need to be dispelled:
MYTH #1: My business is small and does not
need a business plan.

Business plans are essential for large and small
businesses.

MYTH #2: I do not need a business plan as I
know where I am going and what to do.

Great, but the process of preparing a business plan
helps to uncover alternative ideas, strategies and
ideas.

MYTH #3: I have not got time to write my plan
so I will engage a consultant to write it.

To be committed to the plan, it needs to be written by
the people who will be responsible for implementing it.
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MYTH #4: Once written most business plans just
gather dust on a shelf.

A good business plan is a live, working plan that is
continuously reviewed and updated.

MYTH #5: A good business plan needs to be
long and detailed.

Certainly, a good business plan needs detail, but that
does not mean it has to be long.

MYTH #6: My business is different to other
businesses and does not need a business plan.

All businesses are the same in that they need to plan
and review performance if they are to thrive and grow.

MYTH #7: The main purpose of a business plan
is to secure funding and finance.

Yes, a business plan is used to secure funding, but its
main purpose is to provide the company and the
people working in it with direction on what is to be
achieved.

To help you develop Your Business Success, this workbook includes a set of worksheets to help you to think
about your plans and ideas and to draft Your Business Success. Although the Workbook can be used on its
own as a business planning resource, it has been designed to be used with the Your Business Success
application.
To get the most from this Workbook, complete the Worksheets in the order in which they appear. Rather
than trying to write the perfect list of ideas or statements or plans, initially just jot your ideas down as quickly
as possible. Business planning is a much as a creative process as it is an analytical process.
The purpose of Your Business Success is to help you to capture the essence, spirit and passion of your
business idea rather than producing detailed set of spreadsheets of financial plans. Of course, the two go
together, but nobody is ever excited by just the numbers - except maybe an accountant or a financial
investor! For most small businesses what is needed for Your Business Success is a simple, clear and practical
plan with a strong vision and a clear route of how to convert GREAT IDEA into REALTY.

Enjoy every moment of Your Business Success!
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Developing Your Vision, Mission and Values
A company vision statement focuses on tomorrow and what the organization wants to ultimately become. A
mission statement focuses on today and what an organisation does to achieve it. Both are vital in directing
goals. Values

Vision Statements
A vision statement serves as the anchor of any organisation. In addition to expressing your aspirations and
dreams for your company, it also provides the framework for all strategic planning. Ultimately it answers the
question, “where do we want to go?”

A vision statement describes where the company aspires to be upon achieving its mission. This statement
reveals the "where" of a business -- but not just where the company seeks to be. Rather, a vision statement
describes where the company wants a community, or the world, to be as a result of the company's services.
Here is an example:

A world without Alzheimer's disease
Mission Statements
A mission statement is, in some ways, an action-oriented vision statement, declaring the purpose the
company provides to its customers and users. It will often include a general description of the organisation,
its function, and its objectives. Ultimately, a mission statement is intended to clarify the "what", the "who”,
and the "why" of a company. It is the roadmap for the company's vision statement. Here is an example:

Our mission is to transform the landscape of dementia forever. Until the day
we find a cure, we will strive to create a society where those affected by
dementia are supported and accepted, able to live in their community without
fear or prejudice.
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Values
Values are what support the vision, mission and shape your company’s culture. Values are your principles
and core beliefs. Here is an example:

We get it: we are trusted experts, informed and inspired by people affected
by dementia
We are united: together we achieve more
We will do it: we demand and deliver lasting change.
Here is an example of a well-know retailer. If you have ever visited an IKEA store can you relate to their vision,
mission and values?

The vision part of Your Business Success Single-Page Plan is important as it is where you describe your
business the way you see it. Often a great vision statement will be fun, will stimulate thinking and conjure up
both a picture and emotions. When creating your vision statement THINK BIG, be ‘wildly optimistic’.
The mission part of your Single-Page Plan describes the purpose for which your products or services or your
business exists. Typically, they address the question: ‘Why do our customers buy our products and services?’
To help you to draft your vision, mission and company values use Worksheets 1 - 6.
Top Tip: Work through each Worksheet quickly, be creative and if possible, share your ideas with
others especially people within your company – better still, why not involve them in the process?
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Worksheet 1: Developing Your Vision
Quickly note down key words or short phrases in response to these questions. Be spontaneous and creative
rather than slow and thoughtful!
WHAT?


Products and services?



Company image and specialisms?



Owner’s role? (hands-on or management)

WHERE?


Local, regional, natoinal, global?



Customers (types and locations?)



Business functions? (sales, marketing, operations)

WHO?


Customers (who are they?)



Partnerships and alliances?



Specialist advisors (business coach, website
designers, accountant)?

WHEN?


Timescale to implement your plans?



When will systems be selected and ready?



What are key dates?

WHY?


Reason for the plan?



Why will customers buy?



Why should/someone else invest in the business?

HOW?


How will you finance your plan?



How would you describe your company culture?
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How will you employ people?

Worksheet 2: What You Want and Do Not Want
This activity can be completed with someone acting as an interviewer. It will help you to envision the type of
company youwant to be and do not want to be. You might find answering the questions on the right-hand
side eaiser and then answer the questions on the left-hand side.
Describe three characteristics of
product and/or services.

your

Describe three things your product and/or
service WILL NOT do.

What is your
product or
service?

Describe three characteristics of your BEST
current or potential customers.

Describe
three
characteristics
of
customers you would be better off NOT
serving.

Who are your
customers?

Describe three characteristics of successful
businesses you admire and would like to
emulate.

What is your
business
environment?

Describe
three
charateristics
of
businesses you WOULD NOT like to
emulate.
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Worksheet 3: Writing Your Vision Statement
This activity is designed to help you write your vision statement. Keep revising it until your are sure it captures
your vision.
Step 1: To get you started, simply fill in the blanks for a general vision statement (draft 1)
Within the next …………… years, I will grow <insert company name>………………………………………. into a successful
<insert local/regional/national/global>………………… <insert type or description of your
business………………………… providing <insert products and/or services………………………………………………………….. to
<insert description of your customer ……………………………………………………………….

Step 2: Rewrite your vision statement using your own words to make it feel more like your vision.
Within the next …………… years, I will grow <insert company name>………………………………………. into a successful
<insert local/regional/national/global>………………… <insert type or description of your
business………………………… providing <insert products and/or services………………………………………………………….. to
<insert description of your customer ……………………………………………………………….

Step 3: Finally, write a fun, passionate, hugely optimistic vision statement that inspires you.
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Worksheet 4: Developing Your Mission
Quickly note down key words or short phrases in response to these questions. Be spontaneous and creative
rather than slow and thoughtful! Think about what will make your business be successful.

1. What is your product and/or service?

2. What differentiates you from your competitors?

3. Describe in as much detail as possible you’re the
characteritics of your ideal customers.

4. Why will customers buy your product and/or
service?

5. What value does your product and/or service
provide to your customers?

6. What unique benefits does your product and/or
service provide to your customers?
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7. What values and beliefs do you have that will
shape and drive your business forward?

8. How can you develop and share these values
with customers?

Worksheet 5: Ideas for Your Mission
This activity is designed to be completed whilst working with someone acting as an interviewer. It will help
you to develop your creative ideas about your business for inclusion in your mission.
Tell me why your customers will buy your
products and/or services.

Re-draft the answer captured by the
interviewer

What is your company committed to
providing your customers?

Re-draft the answer captured by the
interviewer

What ’promise’ are you making to your
customers?

Re-draft the answer captured by the
interviewer
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Why are you passionate about your
business?

Re-draft the answer captured by the
interviewer

Worksheet 6: Writing Your Mission Statement
This activity is designed to help you write your mission statement. Keep revising it until your are sure it
reflects how you feel and alligns to your vision.
Step 1: 1st Draft

Step 2: 2nd Draft
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Step 3: Final Version

Developing Your Strategy
Strategies set the direction of a company and provide a framework for evaluating important business
decisions. A set of well-defined strategies helps businesses to stay focused and on-track. A strong strategy
statement is broad yet help to ensure the business and people are focused. Strategy statements provide the
answer to a critical question: What will make this business success over time?

Effective strategy statements address both internal and external factors impacting on a business. Internal
factors typical relate to a company’s strengths and weaknesses whilst external strategy statements take not
account opportunities and threats outside of the business.

12

Here is an example of a set of The Alzheimer’s Association which has three core strategies designed to help it
achieve its vision, mission and values enabling it to change the landscape of dementia forever.
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New deal on support
We will provide information and support to anyone who needs it, in the way they need it – combining local
face-to-face support with telephone and online advice to help people navigate the maze of health and social
care services. This service will be available to every single person at the point of diagnosis onwards, so no-one
must face dementia alone. Our ambition, by 2022, is to reach out to everyone from the time of diagnosis to
offer help and deliver a universally accessible support and advice service.
New deal on society
We will change the conversation on dementia. We will bring dementia rights into the mainstream and make
sure people with dementia are treated as equal members of society. We will secure change nationally and in
communities, galvanising all those who want to achieve change and joining them in the dementia movement.
In 2022 more people living with dementia will say they live in communities that support them. We will have
increased public awareness and understanding of dementia, ending the stigma associated with the condition
today.
New deal on research
We will drive the dementia research agenda - joining together the research community and putting the
knowledge and experiences of people affected by dementia at its heart. This includes investing £50 million in
the UK’s first dedicated Dementia Research Institute and a further £100 million into pioneering
research across the spectrum including biomedical, prevention, assistive technology and care research. Our
ambition by 2022 is to have made our biggest ever investment in dementia prevention, care and cure
research. This will transform the landscape of dementia research, here and abroad.

One way to develop your overall business stategy is to decide which of the following four generic strategies
you will adopt to give your business a competitive advantage:





Cost Leadership Strategy
Differentiation Strategy
Cost Focus
Differentiation Focus

Source: Porter M. (1985): Competitive Advantage: Creating and Sustaining Superior Performance.

Porter called the generic strategies ’Cost Leadership’ (no frills), ’Differentiation’ (creating uniquely desirable
products and services) and ’Focus’ (offering a specialised service in a niche market). Porter further subdived
the Focus strategy into two parts: ’Cost Focus’ and ’Differentiation Focus’.
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Cost Leadership Strategy

The Cost Leadership Strategy is exactly that – it involves being the leader in terms of cost in your industry or
market. Simply being amongst the lowest-cost producers is not good enough, as you leave yourself wide
open to attack by other low-cost producers who may undercut your prices and therefore block your attempts
to increase market share.
The greatest risk in pursuing a Cost Leadership Strategy is that these sources of cost reduction are not
unique to you, and that other competitors copy your cost reduction strategies. This is why it's important to
continuously find ways of reducing every cost.



The Differentiation Strategy

Differentiation involves making your products or services different from and more attractive than those of
your competitors. How you do this depends on the exact nature of your industry and of the products and
services themselves, but will typically involve features, functionality, durability, support, and also brand image
that your customers value.


The Focus Strategy

Companies that use Focus Strategies concentrate on particular niche markets and, by understanding the
dynamics of that market and the unique needs of customers within it, develop uniquely low-cost or wellspecified products for the market. Because they serve customers in their market uniquely well, they tend to
build strong brand loyalty amongst their customers. This makes their particular market segment less
attractive to competitors.
As with broad market strategies, it is still essential to decide whether you will pursue Cost Leadership or
Differentiation Strategy once you have selected a Focus Strategy as your main approach. Whether you use
a Cost Focus or Differentiation Focus Strategy, the key to making a success of a generic Focus Strategy is
to ensure that you are adding something extra as a result of serving only that market niche. It's simply not
enough to focus on only one market segment because your organisation is too small to serve a broader
market (if you do, you risk competing against better-resourced broad market companies' offerings).
Porter specifically warns against trying to "hedge your bets" by following more than one strategy. Whichever
generic strategy you choose to persue, all subsequent decisions, systems and actions need to be consistent
with the stragey. Therefore if you choose to compete using the Cost Leadership Strategy, this needs to be
reflected in the way you market your business, the choice of supplies and materials, the systems you
implement and so on.
Use Worksheets 7 - 14 to help define your company’s strategy.
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Worksheet 7: Key Components of Your Company
One way to develop your stategy is to decide which of the following four generic strategies you will adopt to
give your business a competitive advantage:





Cost Leadership Strategy
Differentiation Strategy
Cost Focus
Differentiation Focus

Source: Porter M. (1985): Competitive Advantage: Creating and Sustaining Superior Performance.

Whichever strategy you choose will impact on how you structure and manage your business. Review the
folowing topics and identify the topics which you believe are CRITCAL to growing and developing your
company – you can add additional topics to the list if you feel something is missing.

☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

Market presence

Human Resources
Distribution
Logistics
Product features
Service features
Technology

☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

Unique product

Technical expertise
Reputation
Product cost
Quality
Skills/expertise
Customer service

☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

Company image

Key customers
Capital
Trade mark/patents
Pricing
Website
Social media

☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

Location or
geography
Accounting
E-commerce
Cash flow
Convience of products
Sales
Product margin

The topics you have identified as being CRITICAL need to be reflected in your strategy statement and
objectives.
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Worksheet 10: Strengths, Weaknesses, Opportunities and Threats
A SWOT analysis looks at potential issues and topics internally (i.e. strenghts and weanesses) and externally
(i.e. threats and opportunities)

STRENTHS: What is working well in your
company?

How can you improve still further on what
is working well?

WEAKNESSES: What is NOT working so
well in your company?

How can you resolve these issues?

OPPORTUNITIES: What opportnutues
exist for your company?

How can you capitlaise on each of the
opportunities?

THREATS: What threats does your
company face?

How can you mitigate or minimise each
potential threat’s impact on your business?
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Worksheet 11: Reaching Your Customers
This activity will help you to focus on our key target customer group and to identify how best to market and
sell to them.
List and describe three catagories
of your IDEAL or BEST customers

Where/how do these customers by
your products/service now and in
the future?

What are your plans to PROMOTE
and SELL your products/services
to each category of customer

Category 1:

Category 2:

Category 3:
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Worksheet 12: Examining CRITICAL Issues
Identify and explore three CRITICAL issues that you believe are limiting your company’s growth, profitability
or effectiveness. The aim of this activity is to distnguish between symptoms and the root cause enabling you
to make changes and improvements.
List three issues or
symptoms

What is the root cause of
the problem?

What needs to change
and HOW?

How will improvement
results be measured?

Issue 1:

Issue 2:

Issue 3:
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Worksheet 13: From Here to There!
Use this activity to reflect on what has made your company successful and what has impacted on your
growth and success in the past. Now switch your focus to envision the future!

Current Business – NOW

Your Business in the Future

List all of the ’Success Factors’:

List all of the ’Success Factors’:





































List all of the ’Limiting Factors’:

List all of the ’Limiting Factors’:
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Worksheet 14: Strategy Statements
This activity is designed to help you write a set of concise strategy statements. Keep revising them until your
are sure they reflecs how you feel and allign to your vision.
Strategy Statement 1:

Strategy Statement 2:

Strategy Statement 3:

Strategy Statement 4:
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Strategy Statement 5:

Strategy Statement 6:

Developing Your Objectives
Objectives clarify what your company is trying to achieve in a specific and measurable format. To be effective
each objective needs to be well-defined and connected to and consistent with your company’s vision, mission
and strategy statements. Objectives enable employees and others to understand what the business is trying
to achieve in concrete, practical, measurable terms.

Whilst the most important business objectives relate to marketing and finance, it is important that there are
objectives covering the whole range of company activities, especially those CRITICAL to the success of your
business. There is no set number of objectives that a business must have but having more than 8 – 10
objectives an become difficult to manage. Your Business Success recommends having a revenue and a
profit-related objective, 2 – 3 marketing related objectives and 4 – 5 operational or other objectives.

To be effective, objectives need to be as specific as possible and capable of being measured. Objectives are
your company’s main tool for ensuring accountability and keeping people focused and on track for success.

Here are some examples of potential objectives:

22

Financial

To increase sales from €50K in 2019 to €125K by 2022
To increase product margin by 25% within 12 months
To reduce overheads by 25% in two years

Marketing and Sales

To launch two new products in quarter 2 of 2020
To secure three key customer accounts worth over €20K per annum by 2022
To increase sales of product X to €50K per quarter by 2023

Operations

To reduce stock inventory by 25% by 2020
To increase production from 10,000 to 15,000 units per month by June 2021
To replace the manual stock control system with a computerized system by
2022

Human Resources

To reduce staff turnover by 10% per annum by 2023
To introduce a performance-based management system in 2021
To implement a new HR management system by 2022.

It is ESSENTIAL that your company objectives align and support your company’s mission and vision
statement – if they are not then they will create confusion, lack of focus and undermine Your Business
Success.

Use Worksheets 15 – 17 to define your company’s objectives.

Worksheet 15: Identifying Your Objectives
Based on the areas you have identified as CRITICAL to your business, your company’s strategy and overall
vision and mission, use the following checklist to decide on 6 – 10 topics you believe you need to set some
objectives.
Financial

☐
☐
☐

Sales revenue
Operating Profit
Gross margin

Marketing and Sales

☐
☐
☐

Market share
Key accounts
Social media

Operations

☐
☐
☐

Supply chain
Logistics/distrbution
Inventory levels

Human Resources

☐
☐
☐

Payroll costs
Staff commision
Manpower reviews
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☐
☐
☐
☐
☐
☐
☐

Cash flow
Credit
Investment
Overheads

E-commerce

☐
☐
☐
☐
☐
☐
☐

Research &
Development

☐
☐
☐
☐
☐
☐

New products
Improvements
Investment

Advertising
Website
Promotions
Number
customers
Network marketing

of

☐
☐
☐
☐
☐
☐
☐

Environmental and
Community

☐
☐
☐
☐
☐
☐

Green campaigns
Action groups
Emmissions

IT systems
Quality assurance
Eficiencies
Waste

Partnerships

☐
☐
☐
☐
☐
☐
☐

Other

☐
☐
☐
☐
☐
☐

Training
Recruitment
Health & Safety
Staff welfare

Re-stucturing

Other

☐
☐
☐
☐
☐
☐

Worksheet 16: Developing Your Objectives
This activity is designed to help you to develop your ideas for the objectives you have identified in Worksheet
15.
Describe the activity
required

What will happen and when?

What is the financial impact?
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Objective Topic:

Describe the activity
required

What will happen and when?

What is the financial impact?

What will happen and when?

What is the financial impact?

What will happen and when?

What is the financial impact?

Objective Topic:

Describe the activity
required
Objective Topic:

Describe the activity
required
Objective Topic:

25

Describe the activity
required

What will happen and when?

What is the financial impact?

What will happen and when?

What is the financial impact?

What will happen and when?

What is the financial impact?

What will happen and when?

What is the financial impact?

What will happen and when?

What is the financial impact?

Objective Topic:

Describe the activity
required
Objective Topic:

Describe the activity
required
Objective Topic:

Describe the activity
required
Objective Topic:

Describe the activity
required
Objective Topic:
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Worksheet 17: Drafting Your Objectives
This activity is designed to help you write a set of concise objectives. Keep revising them until your are sure
they reflecs how you feel and allign to your vision.
Objective 1:

Objective 2:

Objective 3:

Objective 4:

Objective 5:
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Objective 6:

Objective 7:

Objective 8:

Objective 9:

Objective 10:
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Developing Plans and Projects
Plans and project plans are the specific actions and tasks that you need to implement to achieve the
company’s objectives. Ideally each plan should directly link to one of the company’s objectives and positively
contribute to the company’s growth, success and development. Within Your Business Success, projects
provide the building blocks leading to the delivery of the company’s objectives, vision and mission.

Although the plan is important, often the planning process is often even more important. By working through
the planning process, many problems and issues become clearer making it straightforward to define the
actions necessary to implement a plan.

When preparing any plan there are several simple, but important steps. During the preparation process it is
advisable to estimate the costs and time associated with each of the actions – this helps to ensure the plan is
practical, resourced and deliverable within the time constraints. The best advice for developing plans is:

“Make your plans carefully. Execute them on time and on budget. Monitor
progress and measure results”
Use Worksheets 18 – 19 to develop your company’s plans and projects.
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Worksheet 18: Developing Plans and Projects
Projects are like the building blocks of your plan. They can be used to turn your company objectives into
practical, concrete actions that deliver the results you need to achieve your vision and mission. Use this
worksheet to plan out each of your projects.
Objective:
Project Name:

How will improvement results be
measured?

What will be
impact of
completing this
project?

How will you
monitor progress?

How will you
measure the
results?

What are the next
3 – 6 steps?
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Objective:
Project Name:

How will improvement results be
measured?

What will be
impact of
completing this
project?

How will you
monitor progress?

How will you
measure the
results?

What are the next
3 – 6 steps?
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Objective:
Project Name:

How will improvement results be
measured?

What will be
impact of
completing this
project?

How will you
monitor progress?

How will you
measure the
results?

What are the next
3 – 6 steps?
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Worksheet 19: Bringing It All Together
Before entering your plans into Your Business Success, summarise your objectives and plans into this
worksheet.
Objective

Project Name

Person Responsible

Completion Date
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Your Business Success Single-Page Plan
Insert and explain once we have sight of YBS platfrom

Vision
Mission
Values
Strategies
Objectives
Plans
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