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The guide

Coversure Branch Business Plan

It has been said that the existence of a business plan is one of the main indicators of a successful company, yet only 25% of small to medium sized companies actually have one in place.

This document, along with the support available from Head Office, will give you the opportunity to build a business plan that is relevant to your business, whether it is an established Coversure site or a brand new one. 

Once created, this will be your Business Plan and not relevant to any other Coversure Branch

A business plan needs to be dynamic.  Feel free to review it and change it as required but equally set a time scale for it.  Most importantly of all, communicate it to everybody involved in your business. 

As you work through this document you will find a number of areas where we will ask for your input.  Please complete these sections as completely and honestly as possible. 

Once the plan has been completed we will ask you to commit to it by signing a copy.  We will then discuss and review your plan with the Coversure Board who will in turn sign and return a copy of it to you to confirm their support.

The business plan will cover the following areas:

Your Vision

Your vision for your Coversure franchise business should be the core of your business plan.  Where would you like your business to be this time next year? 

Take a moment at this point to define your ambitions for your business.  What would you like your Coversure franchise to provide for you?  How soon would you like to achieve your objective(s)?

Do you have specific targets for profit or premium income?  Commission & Fees? 

Do you want to become the Group’s most profitable branch?  Is that possible?

Start your business plan with a brief statement describing what your business does, your target market(s) and details about your franchise area.

Your ambitions need to be achievable and measurable.  State them in the box provided and set a target date for them.

Your Background

Give a detailed account of your insurance background – what experience you having in insurance broking in general.  Include similar information about your staff – past employment and how this helps support the products being sold.

For new / potential Franchisees – give a brief explanation of why you wish to carry on regulated activities.
Current Business Review

Gathering information about your business will tell you a lot about where you currently stand in relation to your ambitions and begin to suggest how you might go about achieving them.

A good place to start is to look at the management information statistics that are supplied by us on a monthly basis.  Are there any areas that you can improve upon?

We estimate that each member of staff quoting for new business should use the system to calculate approximately 100 quotations per month.  How do you and your staff compare?  

What comments have Head Office made about your performance?  Do you agree with them?

Try looking at all of the statistics supplied to you together rather than as a monthly snapshot and try to identify trends.  There might be specific areas where you or your staff are particularly weak and you can make a commitment to work on these.
One very useful source of information about your business is your staff.  Can they suggest potential markets that you might be able to explore?  Are there products in your portfolio that they know to be competitive which you are not targeting?

Try to identify which markets are most profitable for you.

Consider the methods by which you are attracting business.  Could you make savings or would further financial investment result in even greater success?

Who are your competitors and what are they doing?

Think about how likely it is that they will compete with you on a long-term basis.  Many schemes and facilities are only available to our competitors for a short period of time and you should make sure that you have a plan that will help to minimise the effect of your customers defecting to other local brokers or direct markets.

How are your finances, have you made a contingency plan for future expansion?

Projecting a professional image at all times is essential.

You need to take time following your business review to write down your thoughts and list the changes and improvements you will be making.
S.W.O.T. Analysis

S.W.O.T. stands for Strengths, Weaknesses, Opportunities and Threats and it is a good idea to sit down with your staff and conduct an analysis into these areas and how they apply to your business.
First you will need to complete a SWOT analysis on yourself and your branch, and then you will need to complete a SWOT analysis on a series of questions posed by Head Office.
· Strengths

Identifying your strengths will help you to decide on which areas you can rely.  You are likely to see a very good return for your efforts in these areas and it is important to know what your strong points are.

· Weaknesses
Your weaknesses will tell you which areas of your business need special attention.
· Opportunities

Opportunities are areas that your business needs, you will need to have a strategy in place that allows you to make the most of the opportunities that exist.

· Threats 

Threats need to be monitored closely and action taken if need be. 

This is how a S.W.O.T. analysis might look for a typical Coversure Branch.
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Risk Management
It is an FSA requirement for firms to have adequate risk management systems in place.  This requirement arises from the following sections of the FSA handbook: -

· Principle 3 – Management and Control – states that a firm must take reasonable care to organise and control its affairs responsibly and effectively, with adequate risk management systems.


· SYSC 3.2.17 G – states that a firm should plan its business appropriately so that it is able to identify, measure, manage and control risks of regulatory concern. 

The FSA requires firms to identify the risks that the business faces and put in place actions to mitigate these risks – not only is it an FSA requirement but it is also good business practice.   These risks should be managed as part of the business plan and the business continuity plan.

The risks can be grouped under four main headings: -

1. Operational Risks
2. Financial Risks
3. Regulatory Risks
4. External / Strategic Risks
Listed on the Business Plan template are some common risks to businesses.  The lists are not comprehensive but should give you some idea; blank spaces have been left for you to add to the lists. 

Establish the action / controls that you will take to mitigate each risk and complete the tables. 

Further information can be found on Coversure.info under Compliance > FSA Standards > Senior Management Arrangement, Systems & Controls > Risk Assessment.
Business Objectives 

It is important to have a clear idea of your business objectives.  As with your overall vision of the business these should be ambitious but achievable.  They should also be specific, measurable and bounded by time.

One, often overlooked, example of a business objective is to compile a list of potential clients / particular business opportunities you would like to have on the books.

If you looked at a list of a dozen or so target clients how many would know of your existence?  How many of them know about the service you are able to offer them?  How do you plan to source your customers?
Looking at your S.W.O.T. analysis you might decide to concentrate on the opportunities that you have identified and define these as specific business objectives.

If you have identified a specific niche (e.g. fleets) as an opportunity for your business, you should at this point decide exactly how much income you would like to earn and how soon you could achieve this. 

Don’t forget to study all aspects of your S.W.O.T. analysis before deciding on your Business 
Objectives.  Remember that the objectives should be achievable?

Situations change of course and your business plan should be dynamic enough to enable you to change direction as soon as new opportunities present themselves.
Identify any long-term strategies and expansion plans for the business.
Action Plan & Methods

In this section we will ask you to consider which methods you might employ to achieve the goals you have set and ask you to make a commitment to them.  Your branch action plan will define exactly how you will put your new plan into action, the cost of the plan and the results you should expect. 

Returning to the business objective example you might want to consider the following:

· Finance

Do you have the available finance to expand?  If not, how will you fund the project?  When was the last time you updated your cash flow forecast?

· Advertising & Marketing

How will you attract new business enquiries?  Are there publications that might produce business for you or would it be better to contact potential clients direct?  Is this a market where telemarketing could produce leads for you?

· Staff & Training

Who will be responsible for the completion of this project on time and within your budget?  Do they know anything about fleet insurance?  Could they be trained to a competent level or do you need to invest in a new member of staff?
Do they have the time to get involved and if not, could another member of staff take over their existing role whilst they are seconded to the project?

Why not include specific roles in your staff development plans that they themselves are committed to in writing?

· Timing

When will you start each new project and how long will it be before you review its progress?
When considering your action plan in detail, don’t forget to include areas of your business where your plan will be to reduce your efforts.  If a particular advertisement is not working for you then stop wasting money on it!  If you or your staff are spending too much time and effort chasing small, unprofitable business then stop doing it!

Don’t be afraid to try new ideas.  Could that Sandwich bar that you arranged cover for last week help with the promotion of your business?  How could you help your new client to grow his business as well as your own? 

Are there suppliers that your new client(s) could introduce to you?
The action plan is probably the most important aspect of your business plan.  It is, however, your responsibility to make it happen.

Advertising & Marketing

The Advertising & Marketing section has been included in your business plan to enable you to detail your plans.  You should detail which directories / magazines you intend to use and which marketing methods you will be using, and add details of your target markets.

Marketing Calendar

The marketing calendar will allow you to plan your Marketing for the next 12 months.  You will need to list when and how many mail shots you will be sending each month and to whom (new or existing clients).

Financial Projections & Budget for the Year 

You should always have in place a cash flow spreadsheet that includes budgets for Staff, Advertising & Marketing.  A sample can be found on Coversure.info.  Your branch success is built on sound finances.  This is a vital part of your business plan.

Please give brief comments on your financial projections.

Treating Customers Fairly

Treating Customers Fairly (TCF) continues to be a priority for the FSA and there will be continued pressure on firms to demonstrate that they are delivering the results which the FSA expects.

It is not sufficient to simply say that if you did not treat customers fairly they would go elsewhere.  It is necessary to approach TCF as a formal project and to be able to produce evidence in the form of Management Information that results are being achieved.  This is an on-going requirement and not just a one-off exercise.

Full details of the action which Branches need to take are set out on Coversure.info under Compliance, FSA TCF and as part of the annual Business Plan, review dates should be set to ensure that the necessary action is being taken.

Additional Supporting documents

As you continue to up date your business plan, you may wish to add additional supporting documents.

Examples of these are: Quarterly Business Plan Review, Business Development Agreement, Training Plan information (available under Compliance on coversure.info).  You may wish to add your own documentation.  If additional documents are attached please list these on your business plan.

Measurement

A business plan, needs to be measurable. In this section we will discuss how you will measure the success of your new business plan and what steps you need to take if you are not on course for success.

There are a number of tools available to you that will help you to measure the effectiveness of your business plan, many of which are included within the management information statistics supplied by Coversure Head Office.

For these to be of any use, it is important that you accurately record the sources of enquiry and business written using the relevant prompts. 

For areas of your business that are not covered by these reports you will need to compile your own.  You cannot hope to measure the success of your business if you fail to do so.

Communication

Having successfully produced a business plan for your office it is essential that you communicate it to everyone involved especially your staff and also update them with your progress. 

Commitment

It may seem a small point but to add your signature to a business plan will help you to commit to its content.  We will commit to helping you achieve your ambitions. 

Sample Strengths





Strong Sales Team


Products for commercial vehicles, trucks and fleets


Commercial facilities


Household rates


Coversure Computer System








 





 Sample Weaknesses





Lack of knowledge in Commercial


Decoration of Office


Young driver facilities


Competitiveness in low premium markets


Liability Markets


Sales training needed


 





Sample Opportunities





£5bn worth of commercial business available!


Fleets (Policyfast)


Cross Selling


Corporate Sales


Staff fallout from businesses unable to meet compliance requirements





 





Sample Threats





Volatility of Taxi markets


New branch of Swinton nearby
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