35 COMMON MISTAKES FOUND IN BUSINESS PLANS
(and in no particular order).
1. Not using facts and figures to back statements up and writing some totally valueless statements like “the market is really big for our product”.
2. Not showing what your market share will be of your market.
3. Not defining what market you are in.
4. Not keeping the words clear and simple…remember the purpose is to get what you want and not to write a manual…just do what you have to do and no more.  
5. Going off at a tangent and writing about things that are either irrelevant or not worthy of comment.  

6. The business plan lacks focus.  A solution for this to write two things down at the very beginning of your planning process.  The first is your elevator pitch (which captures what you do).  The second is what the objective is of writing your business plan (what you want).  Then, everything you do and say in the plan should support these two. Anything that does not should probably be excluded from the plan.
7. Forgetting that the purpose of the escalator pitch and executive summary is to get the reader interested enough to decide to actually read the rest of the plan.  Therefore a disproportionate amount of time should be spent on the escalator pitch and the executive summary.  Some people say write the executive summary last, some say write it first.  We, at Expert Business Plans,  say you have to do both and more than once.
8. Writing for the wrong audience.  You have to know who you are writing for.  They will have different levels of knowledge about your business and there will be differences in the information they will need.  E.g. a bank will usually be looking at the worse case and how they protect their downside….a private investor will do this but also  be very tuned in to what the upside potential of the business is and how much wealthier you could make him.

9. Using too much, or any, technical jargon.  If terms are used they should be listed in a appendix of terms.
10. Not including the legal words you should have in the plan i.e. a legal disclaimer for investors, a confidentiality statement and a copyright statement.  
11. Forgetting to clearly say what it is you want.  This is usually money so make sure you say how much you need and when you will need it.

12. Forgetting to put your contact details on the plan

13. One or more of the following is missing: Profit and loss account, Balance Sheet, Cashflow, and Key Assumptions.
14. The individual time periods for the financials are not appropriate eg for a start-up the first two years should be by month. 

15. The assumptions used in the financial model do not match those described in the written plan.
16. Forgetting some of the overheard costs.  One way round this is to have an “other overheads” line in the financials.
17. Keeping costs the same through the period and not taking account of seasonal variations. 

18. Not stating who owns any IPR 

19. Not describing the benefits of the product/service to the customer and too much focus on the technology or delivery methods.
20. Not linking the sales and marketing resources and operational support resources to the level of sales.
21. Not describing in detail who is the customer, what the benefit of the product/service is to them, and why they would buy.
22. Pooh poohing any competition.  Stand up and be counted.  Say what competition there is and why you are different and where your/their strength and weaknesses are.
23. Not focussing enough on the key drivers and worrying too much about getting small items like the postage bill 100% accurate
24. Not saying what skill/experience is missing in the management team and how the gap will be filled.  There needs to be clear division of responsibilities.  Who is the overall boss?  Who is in charge of sales?  Who runs finance?
25. Having a plan document which is too large (megabytes) for the plan to be easily emailed.
26. Ignoring risk factors for the business.  These should be stated but then go on to say what your contingency plan is for each.
27. Writing too much [about the unimportant things] or writing too little [about the important things].  Also, repeating things too often.  Also, repeating things too often.  

28. Not describing what makes your business so special and why it will succeed when so many others fail.  

29. If your business is a start-up, with no trading history, some common specific mistakes are:  paying yourself too much, not showing any investment from yourself, ramping up the sales too early, having a high fixed cost base in the early days, assuming customers will always pay you on time, not asking for enough funding i.e. a margin of safety in case sales take longer than you expected.  

30. Page numbers, paragraph numbers, heading are lacking or inconsistent.

31. Not moving as much of the detail to an appendix and thereby keeping a much crisper main body.

32. Also, repeating things too often.

33. Not including the CV’s of the team and giving their relevant experience.
34. Not checking spleling or the grammar you is using.
35. Finally, not using an expert to help you write your plan.  Visit www.expertbusinessplans.co.uk and see how we can help you avoid these mistakes and many others.
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