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Your Vision

Business Statement

My franchise covers the following areas;

OX1, OX2, OX3, OX4, OX5, OX7, OX9, OX10, OX11, OX12, OX13, OX14, OX15, OX16, OX17, OX18, OX20, OX25 (formerly OX6), OX26 (formerly OX6), OX27 (formerly OX6), OX28 (formerly OX8), OX29 (formerly OX8), OX33, OX44 and OX49

The office will be located in Bicester. The planned opening hours are 9.00am till 5.00pm Monday to Friday. Closed for lunch 1.30pm till 2.00pm.

I currently have access to the system at home and I intend to keep this access and provide out of hours quotations for any leads that have asked to be contacted outside of my trading hours. Also I will be able to complete any outstanding administration at home.

I have completed a 5-year cash flow forecast estimating Income and Expenditure for the branch and this is attached for your perusal.  For the basis of this cash flow forecast the commission and fees have been estimated at 17.5% although I hope to achieve 20% (taking into account commission from Finsure, I-prompt, Right to Claim and IPM referrals).
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 My ambitions for my branch are as follows:

 1.  Write £240,000 in Gross Written Premium in the first 12 months


Date 1/7/06

 2.   Average a Commission/fee income of 15 – 20%



Date 1/7/06

 3.   Write a wide range of insurance products




Date 1/7/06

 4.   Create local awareness of Coversure and our facilities



Date      
 5.        








Date      
 6.        








Date      
 7.        








Date     












 8.        








Date      
The business plan that follows covers a period of 1 year from its inception date. 1/7/05

Background

Details of previous employment within insurance
1987 – 1991
Full employment under the Y.T.S. scheme for the first year by Leagrave Insurance Bureau, which became Quoteline Insurance in 1988. At this time I was taken off the Y.T.S. I was originally employed as an Insurance Advisor. In 1990 I was promoted to Motor Supervisor.

1991 – 1993

Insurance Consultant with Martin Kemp Insurance Services

1993 – 1999
Insurance Consultant with Coversure Insurance initially in Buckingham but in 1998 branch merged with the Woburn Sands office to become Coversure Insurance, Milton Keynes

1999 – June 2005
Employed by Coversure Head Office in Huntingdon as Marketing Manager. Role changed to Franchise Development Manager 2002.

July 2005-

Owner of Coversure Insurance Services, Oxford

Current Business Review

I have reviewed my business with the assistance of the MI available.

The new revenue statistics highlighted the main areas of business transacted were Motor (inc Taxi), Commercial Vehicle and Household. In general, fees were at a good rate.

The statistics showed that there was a lot of untapped business for Liability & Goods in Transit and in general my branch had not done enough cross selling.

Taking recommendations from my staff on board, I will put in place a bonus scheme for leads generated by Cross selling.

Having looked at the state of the office and the equipment it is quite evident that the main need is 3 new pc’s and these will now be bought.

To help me renovate the branch I have made a list of items that need attention and have set a plan over the next 12 months to complete.

S.W.O.T. Analysis

Strengths

Excellent knowledge in Insurance, Sales & Marketing

Excellent hands on experience of operating a business from my time with Coversure Head office

Access to good personal lines rates for Car, Home, Taxi & Van

The Commercial Department have negotiated excellent scheme facilities enabling us to compete for business against competitors for commercial insurance

Excellent computer system

In depth Coversure and system knowledge

Enthusiastic & Hard working

Good sense of Humour

100% backing from family

Secure financially

S.W.O.T. Analysis (Continued)

Weaknesses

Possibly being a one man band

Unknown locally

S.W.O.T. Analysis (Continued)

Opportunities

My area is a large and untapped market for Coversure.

If I am able to prove to the local area that I can provide competitive and quality insurance, I will be able to reach my targets.

I intend to make cold calls to local businesses’ following mail shots to create awareness of the branch.

Friends and family are willing to recommend my services to their friends and family.

S.W.O.T. Analysis (Continued)

Threats

Not following my Action plans

Relying on one type of policy to provide a large percentage of income. 

Family or personal illness

Other brokers especially A-Plan

S.W.O.T. Analysis (Continued)

Please complete this section, these are questions posed by Head Office 

	
	Strength
	Weakness
	Opportunity
	Threat

	Insurance Knowledge, Education & Training
	x
	
	
	

	Knowledge of Commercial Lines Insurance
	x
	x
	
	

	Knowledge of Personal Lines Insurance
	x
	
	
	

	Sales Skills
	x
	
	
	

	System Knowledge
	x
	
	
	

	Products
	x
	
	x
	

	Training - Searchlight
	x
	
	
	

	
	
	
	
	

	Rates & Products
	
	
	
	

	Claimsline
	x
	
	
	

	Commercial Lines Rates
	x
	
	
	

	CV Rates
	x
	
	
	

	Commercial Department
	x
	
	
	

	Personal Lines Rates
	x
	
	
	

	Private Motor Rates
	x
	
	
	

	Right2Claim
	x
	
	
	

	RTU
	x
	
	
	

	
	
	
	
	

	Office
	
	
	
	

	Atmosphere
	x
	
	
	

	Business Finance
	x
	
	
	

	Competition
	x
	x
	x
	x

	Decoration
	x
	
	
	

	Decreasing Broker Network
	x
	
	
	x

	Local Population
	x
	
	x
	

	Location
	
	
	
	

	Location in relation to other branches
	x
	
	
	

	Management of Staff
	x
	
	
	

	Passing Trade
	x
	
	x
	


S.W.O.T. Analysis (Continued)

	
	Strength
	Weakness
	Opportunity
	Threat

	Coversure
	
	
	
	

	Computer System
	x
	
	
	

	Coversure Brand
	x
	x
	x
	

	Group Contacts
	x
	
	
	

	Head Office Support
	x
	
	
	

	
	
	
	
	

	Advertising & Marketing
	
	
	
	

	Activity Levels
	x
	
	
	

	Advertising/Marketing Budget
	x
	
	
	

	Chasing Lapsed Renewals 12 months on
	x
	
	
	

	Conversion rate
	x
	
	
	

	Courtesy Calling
	x
	
	
	

	Cross Selling
	x
	
	x
	

	Current Advertising
	
	
	x
	

	Current Marketing
	x
	
	
	

	Marketing Area
	x
	
	
	

	Pre & Post Renewals
	x
	
	
	

	Use of Marketing Area
	x
	
	
	


Risk Management
Operational Risks

	RISKS
	MITIGATING ACTION/CONTROLS

	Structural damage / inaccessibility – e.g. fire, flood, subsidence, problems at neighbouring properties or traffic restrictions


	· Insurance

· Regular hazard checks

· Fire alarm system

· Business continuity plan

· Versatile computer system accessible from any location



	Theft of equipment or money – e.g. burglary, fraud


	· Security measures – e.g. alarm

· Theft insurance

· Replacement equipment readily available from local outlets

· Daily banking



	Communications failure – telephones, computer network and local PCs (including data corruption)


	· Business continuity plan – alternative connection e.g. home

· Service level agreement in place with Opal (TalkTalk) Telecom

· Reliable leased line for man connection to the Heywood servers and Zen Internet, our ISP

· Datamatters’ business continuity plan

· Regular back up of local PCs

· Replacement PCs easily sourced locally

· Virus protection software installed on all PCs

· Telephone calls can be diverted



	Loss of key staff – e.g. Franchisee, Partner or fellow Director, senior staff member


	· Key man insurance

· Contracts of employment (period of notice clause)

· Golden handcuffs 

· Succession planning

· Coversure Head Office support



	Staff errors and omissions 
	· Appraisals

· Training plans

· Supervision

· Professional indemnity insurance




Financial Risks
	RISKS
	MITIGATING ACTION/CONTROLS

	Solvency
	· 6-monthly / quarterly management accounts
· Business strategy / planning
· Marketing strategy



	Loss of key clients – e.g. through poor service or loss of staff member


	· Maintain high levels of customer service
· Maintain large customer base
· Avoid over-dependence on key clients 
· Staff contracts
 

	Unsuitable / uncompetitive product range 


	· Influence of Coversure network (bulk buying) 

· Good reputation with Insurers – able to negotiate competitive schemes

· Delegated authority schemes



	Over-dependence on a limited number of products 


	· Diversification

· Head Office innovation

	Adverse cash flow
	· Cash flow monitoring

· Credit control monitoring

· EDI point of sale policies (quick commission turnaround) 



	Fraud/dishonesty by staff – cash/cheque handling


	· Daily banking

· System reports (credit control) quickly identify any issues

· Head Office auditing / credit control departments monitor bad debts.

· Return premium cheques issued directly from Head Office

· M.I. 

· Supervision (including file checks)

· Fidelity guarantee insurance



	Customer credit risk
	· Deposits cover short term charges by Insurers

· Policies cancelled immediately due to non-payment

· Head Office auditing / credit control departments monitor bad debts




Regulatory Risks

	RISKS
	MITIGATING ACTION/CONTROLS

	Treating Customers Fairly (TCF)
	· TCF mission statement – “Ten Commandments”

· TCF project documents – self assessment, gap analysis & performance standards

· TCF M.I. library

· TCF M.I. graphs


	Conflicts of Interest (COI)
	· COI policy statement

· COI gap analysis


	Financial crime inc. Money Laundering, Bribery Act 2010 & UK financial sanctions
	· Extensive Anti-Money Laundering procedures on coversure.info. 

· Staff training 

· Head Office appointed MLRO

· Bribery Act 2010 procedures

· UK financial sanctions checks



	Information Security – Loss or inappropriate disclosure of Customer Data
	· Information security policies (locally & Datamatters)

· Management ownership / monitoring

· Physical security measures

· Computer security measures

· Staff vetting/training



	Staff Competency
	· Extensive HR / training procedures covering: -
   - Recruitment/Induction
   - Training plans
   - Performance appraisals



	Misleading advertising / financial promotions
	· Head Office sign-off procedure



	Unfair Inducements
	· “Level playing field” commission policy in place for most product

· Modest hospitality and other benefits offered by Insurers / Business Partners



	Insufficient disclosure of information (ICOBS)
	· IT system – scripts and documentation

· Ongoing compliance monitoring including annual health checks from head office

· Supervision including periodic file checks / telesales reviews / sales observations



	Suitability of advice
	· IT system scripts

· Extensive T & C regime

· Supervision including periodic file checks / telesales reviews / sales observations

· Customer satisfaction surveys


	Excessive charges
	· M.I. (BRF report)

· Fees reviewed as part of compliance monitoring

· Charges disclosed in TOBA and/or Statement of Price



	Dissatisfied customers
	· Documented complaints procedures including electronic complaints log

· Complaints M.I. 

· Head Office customer services role

· Customer satisfaction surveys



	Capital Resources
	· 6-monthly / quarterly management accounts


	Compliance breaches generally
	· Compliance monitoring programme

· Annual health checks (H.O.)



	Data Protection Act breaches
	· Customer TOBA

· Data Protection Register entry


	Accuracy and timely completion of the RMAR
	· FSA reminder emails

· Comprehensive RMAR section on Coversure.info

· H.O. support

· Formal figures from accountant




External / Strategic Risks

	RISKS
	MITIGATING ACTION/CONTROLS

	Acquisition / takeover
	· Head Office / Local corporate structure

· Franchise agreement

 

	Legislation and regulation – changes which might impact upon the profitability of the business


	· H.O. support

· Use of lobbying groups (e.g. BIBA/IIB)

· Insurance press – to maintain awareness


	Loss of office site


	· Lease agreements

· Building ownership

· Soft property market

· Flexible IT / telephone system



	Loss / withdrawal of franchise licence 
	· Franchise agreement (notice period)

· Alternative networks



	Failure of business partners
	· Managed by H.O.

· Multiple providers


	Competition / Competitors 

National 

Local


	· Managed by H.O.

· Branch websites with SEO / Adwords

· Niche products

· Marketing campaigns

· Advertising / PR

· Incentives


	Economy – e.g. less money to spend
	· Some insurances are required by law

· Major products lines tend to be a necessity and not a luxury


	Bankruptcy
	· Franchise agreement (buy back clause)

· Client money controlled centrally

· Value of the client bank



Business Continuity Plan

Disaster Executives: Bryan & Janet Baines
Supported by the Management Team of Coversure Insurance Services Ltd 

Steps to be taken in event of disaster: - 

1. Reinstate Security and Safety at the office

2. Contact Insurance Companies. 

3. Arrange for an assessor /contractor to repair/replace/make safe

4. If office needs to be evacuated meet at Barclays Bank.
5. Liase with business neighbours as necessary.

6. Contact and Advise FSA

If office cannot be traded from I will be trading from: - 

Address: 10 Regiment Close, Wootton. Northampton NN4 6RQ
We/I will advise Huntingdon

If not our Home address, the contact name and telephone number of the branch is: -

Name



Telephone Number

I will move telephone/fax lines by contacting

Opal via Joe Cottrell to move phone lines to 
01604 709653
BT to close off lines and transfer fax number to 
01604 709653
I will contact Data Matters

Advise of temporary trading address

I will Contact Suppliers

Fuel, power supplies, water, service providers, accountant, stationary and solicitor. 

Arrange further stationery supplies from Huntingdon

Arrange for delivery of vital supplies to new location.

Arrange for replacement of vital business equipment with Insurers. 

We/I will Contact Customers

Develop a letter to advise customers of situation & diary to keep them advised

Contact Key customers
 

I will Inform Shareholders (if appropriate)

I will set-up temporary office

Recreate the 31day paper diary from system diary

Update from movable drive backup from last working day

If the Disaster Executives were incapacitated I have arranged the following: - 

The disaster recovery plan would be instigated by Jeff Robins who would liase with Coversure Head Office at Huntingdon. 

   In event of a Health and Safety Disaster 

1. First Aid Kit is kept in the stationary cabinet.

2. Emergency Contacts list below including local hospital contact number 

The contact numbers are listed below.

Contact Telephone Numbers 

Insurance:        Fortis                     Policy number FOR/12346/ox/120

Insurance company?                      

Tel:   08701 222034
Landlord?                                   


Tel:   01865 765491

Temporary Trading office

Contact Name:
Bryan Baines
 

Tel: 01604 709653

Suppliers and Service Providers:

Electricity:

Supplier   SWEB    Account number  3344566712

Emergency Contact:
 Customers Services
Emergency Contact Number


Tel: 08701 291204

Water: 

Supplier     Anglian     Account number
47920145
Emergency Contact
Customer Services
Emergency Contact Number


Tel: 08703 932123      

Telephone Services:

Nigel Taylor at Datamatters


Tel: 08704 585100

Joe Cottrell  (Opal)



Tel: 07931 386071 / 0800 0832062 

Out of hours (Data Matters)


Tel: 07913 121135  

Stationery:

Main Supplier
Viking
 Account number 
956736582
Telephone Number
0800 1971747
Coversure Huntingdon for printed supplies 

Diane Candy                                     

Tel: 0870 4585030 

Post office for redirection of mail             
Tel:

Other Contacts 
FSA reference number:



430753

FSA Contact Telephone Number:

Tel: 0207 066 4688

Accountants      Brennan Associates

Contact name:
Paula Brennan


Tel: 01582 344455

Solicitors
Eckford Reeds







Contact name:
Michael Corneleaus

Tel: 01604 345432

Local Doctors Surgery telephone:

Tel: 01865 992331

Hospital telephone:



Tel: 01865 121212

Police Station:




Tel No: 01865 232320 (or 999)

Coversure Insurance Services 

Head office, Huntingdon                      

08704 585050

Nick Hollands Mobile                          

07785 534757

Mark Coverdale Mobile                        

07876 231564

Shareholders  (If applicable)

Name:
Mr J Bloggs



Tel: 01865 233453

Name:
Mrs J Bloggs



Tel: 01865 445443

Name:





Tel:

Business Neighbours 

Name:
Hamptons Estate Agent


 Tel: 01865 234890

Name:
Bicester Fish & Chips


 Tel: 01865 123543

Name:





 Tel:

Key Customers 

Name:
Bicester Taxi Co


 Tel: 0800 234765

Name:
Local Builders Ltd


 Tel: 01865 223441

Name:





 Tel:

Business Objectives

Objectives

The area I have selected has 235,533 residential dwellings and 13,529 businesses. In total there are 249,062 potential targets. My intention is to ensure that these people are aware of my presence.

Develop a personal lines account based on the local population, friends and family
 

Develop a commercial account based on the local population, friends and family
 

Maximise cross selling opportunities

Create a local awareness of Coversure 
Keep up to speed on best business areas to maximise profitability

Write a wide range of insurance products

Market the business and myself to ensure all potential customers are aware of the services I can offer

Be known in the community for good/quality service

To have sustainable growth

Run the office as per Coversure’s Operating Guide to ensure profitability

Maximise all opportunities by posting details of all competitive quotations following them up with a phone call

Maximise all leads by diarying failed quotes for next year

Target Business

Type of Insurance 

Projected GWP

  Projected Commission & Fee Income

Private Motor & Taxi

     £100,000


£20,000

Commercial Vehicle

     £50,000


£10,000

House



     £10,000


£2,000

Large Commercial

     £



£

Small Commercial

     £20,000


£4,000

Property Owners

     £15,000


£3,000

Misc (Travel etc)


     £5000


£1,000





     £



£





     £



£

Branch Action Plan

Action







  

Develop a personal and commercial lines account.
 

Leaflet drop to surrounding area advising of Coversure’s opening.

Visit local businesses and hand over information pack.

Mail shot various trades in my area and follow up with a courtesy call.

Friends and family to pass postcards with my freepost address to other friends and family asking them to give me a chance to quote for their insurance needs.

Advertise in Yellow Pages.

Make sure my office is clean, tidy and inviting to clients.

From day one put into place Courtesy Call Plan for new clients and claims.

For renewals, make a pre renewal call and follow up with courtesy call.

Diary any lapsed renewals for the following year.

Diary selected failed quotations for next year.
Closely monitor the current business split to ensure on target.
Advertising & Marketing

Advertising

Place a quarter column advert in the Yellow pages. The cost per annum is £451.20. The deadline for the Oxford Yellow Pages is 27/5/05 with a release date of July 2005. 

Marketing

In the franchise/marketing area the Royal Mail have advised there are 235,533 residential dwellings and 13,529 businesses. In total there are 249,062 potential targets.

With the help of my family and friends we will spend a few weekends delivering leaflets to the local residential properties but may consider a leaflet drop via local newspapers or Royal Mail.

I believe friends and family could be a good source of leads. I will have 5000 or 10000 postcards pre printed with the branches freepost address details on the front. The reverse will also be pre printed, allowing the prospective client to complete contact details i.e. Name, Address, Tel No and Contact time. A list of policy types will also be pre printed allowing the prospective client to enter renewal dates.  

Targeted Mail shots will be sent to the following businesses and will be followed up with a phone call. 

· Taxi Offices - There are 90 offices in the area but I will be contacting the local council for driver details and will write direct to the drivers.

· Restaurants, Café’s, Fish & Chip shops and Takeaways - There are 383 potential clients.

· Retail Shops -There are 964 potential clients.

· Building & Allied Trades - There are 1653 potential clients.

I will also be contacting the local letting agents of which there are 137 to see if they are interested in referring property owners to me.

Coversure operate a successful marketing initiative by mailing 50 businesses per week, following up with a phone call 7 days later. The target trades add up to 3000 (excluding Taxis which will be mailed quarterly in addition to this), this will take 60 weeks to complete but does produce results. I will do the mailings and phone calls. The cost per month will be approx £89.00

If additional funds can be passed to marketing I intend to mail shot all the target trades at 300 per week. This will take approximately 10 weeks and cost £2100.00.

Taxis offices and drivers will be marketed quarterly by mail shot only. There are 90 base offices and I have estimated there are 500 drivers in the OX postcodes.  Based on 600 letters per quarter the marketing spend here for 12 months is £984.00.

Marketing Calendar

This calendar will be used to ensure the planned marketing is carried out.

	Month 1
	1200 letters to local businesses

600 letters to Taxi Office/Drivers

	Month 2
	1200 letters to local businesses



	Month 3
	600 letters to local businesses

100 letters with follow up phone call

	Month 4
	200 letters with follow up phone call

600 letters to Taxi Office/Drivers

	Month 5
	200 letters with follow up phone call

	Month 6
	200 letters with follow up phone call

	Month 7
	200 letters with follow up phone call

600 letters to Taxi Office/Drivers

	Month 8
	200 letters with follow up phone call

	Month 9
	200 letters with follow up phone call

	Month 10
	200 letters with follow up phone call

600 letters to Taxi Office/Drivers

	Month 11
	200 letters with follow up phone call

	Month 12
	200 letters with follow up phone call


Financial Projections & Budget for the Year

A sample cash flow forecast is shown below. This is available on Coversure.Info under Business Development. Please can you either complete and return this spreadsheet or supply by email your own version


[image: image2.wmf]Month

1

2

3

4

5

6

7

8

9

10

11

12

Totals

COVERSURE INCOME

            Coversure Branch Commissions & Fees

0.00

            Finsure Commission

0.00

            Close Brothers Commission

0.00

            Ensign Profit Share Commission

0.00

            Right 2 Claim Commission

0.00

            Helphire Commission

0.00

            Proximo Commission

0.00

            Legal & General Life Commission

0.00

            Coversure Loan Commission

0.00

            IFG Marketing Commission

0.00

            Mortgage Introducer Commission

0.00

            Returned Premiums

0.00

       Total Coversure Income

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

COVERSURE EXPENDITURE

            Monthly Franchise Fee

0.00

            Professional Indemnity

0.00

            Marketing & Development

0.00

            Monthly Licence (terminals)

0.00

            Computer Network Charges (BT) Connection

0.00

            Coversure Claimsline

0.00

            Coversure Invoices

0.00

            Datamatters Invoices

0.00

            Interest on Money to be Collected

0.00

            SearchLight

0.00

            KeyChoice

0.00

            Healthcare 

          Total Coversure Expenditure

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

BALANCE OF COVERSURE STATEMENT

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

OTHER INCOME

           Detail Other Income Source Here

           Detail Other Income Source Here

           Detail Other Income Source Here

TOTAL INCOME (NET OF COVERSURE EXPENDITURE)

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

EXPENDITURE

   Personnel & Salaries

 

            

Employees Wages

0.00

            

Employees N.I. Contributions

0.00

            

Own Drawings

0.00

            

Own Drawings N.I.Contributions

0.00

            

Inland Revenue Payments

0.00

   Premises

0.00

            Premises Insurance

0.00

         

Rent

0.00

         

Rates

0.00

         

Light, Heat & Power

0.00

         

Furnishings

0.00

         

Other

0.00

  Computers

0.00

            Personal Computers

0.00

   Equipment

0.00

            Fax Machine

0.00

            Photocopier

0.00

            Telephone System

0.00

            Computer Equipment

0.00

            Office Equipment

0.00

   

Professional fees 

0.00

            Accountancy

0.00

            Bank Charges

0.00

            Legal Fees

0.00

            Agency fees

0.00

   Miscellaneous Expenditure

0.00

            Advertising

0.00

            Stationery

0.00

            Telephone Bill

0.00

            Barclays Merchant Services

0.00

            Postage & Packing

0.00

            Courier

0.00

            GISC Payment

0.00

            Motoring Costs

0.00

            Insurance

0.00

            Bank Charges & Interest

0.00

            Sundry Expenses

 

0.00

            Charity donation

0.00

            Other

 

 

0.00

TOTAL OFFICE EXPENDITURE

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Refund Cheques

 

 

0.00

 

 

0.00

 

 

0.00

 

 

0.00

 

 

0.00

 

 

0.00

 

 

0.00

 

 

0.00

 

0.00

 

0.00

TOTAL REFUNDS

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

 

 

 

 

 

 

 

TOTAL OVERALL EXPENDITURE

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Cashflow Surplus/Deficit (-)

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Opening Bank Balance

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

44.44

Closing Bank Balance

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00


Treating Customers Fairly
Use the template below to set review dates for the on-going project and to itemise any new, planned activity.

	Action Points
	Review Date(s)

	
	

	Able to explain meaning of TCF to FSA if contacted
	Jan 2012

	
	

	Formal TCF policy in place (the “Ten Commandments”)
	Jan 2012

	
	

	All staff understand their TCF obligations
	Jan 2012

	
	

	Up to date TCF Self Assessment
	Jan 2012

	
	

	TCF Risk Assessment and Mitigation document on file
	Jan 2012

	
	

	Firm is aware of the FSA’s  6 TCF Outcomes
	Jan 2012

	
	

	Performance Standards & M.I. document on file
	Jan 2012

	
	

	Firm is producing appropriate MI to monitor and measure TCF results
	Mar, Jun, Sept and Dec 2012

	
	


	Planned Activity
	Dates

	
	

	1. To set performance standards for the 6 TCF outcomes
	Jan 2012

	2. To ensure appropriate MI is being produced to demonstrate TCF
	Mar, Jun, Sept and Dec 2012

	3.
	

	4.
	

	5.
	

	
	


Additional Supporting documents

Please list your supporting documents.

Office Structure Spreadsheet (the template can be found on Coversure.info under Business Development, please attach your version)


[image: image3.wmf]Job Responsibility

Staff Name

Staff Name

Staff Name

Staff Name

Staff Name

Answer phones

Quotes

Motor Quotes

Private/Public Hire Quotes

Commercial Vehicle Quotes

RTU Quotes

Household  Quotes

Mid-High Net Worth Quotes

Commercial Quotes

Motor Trade Quotes

Other Personal Lines Quotes

Renewals

Motor 

Private/Public Hire 
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Communication

List here those who you wish to see a copy of your business plan 

Bank Manager

Coversure Directors
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I / we have completed this business plan on behalf of the Oxford branch and confirm my/our commitment to it.
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		Month				1		2		3		4		5		6		7		8		9		10		11		12		Totals		Month

		COVERSURE INCOME																														COVERSURE INCOME

		Coversure Branch Commissions & Fees																												0.00		Coversure Branch Commissions & Fees

		Finsure Commission																												0.00		Finsure Commission

		Close Brothers Commission																												0.00		Close Brothers Commission

		Ensign Profit Share Commission																												0.00		Ensign Profit Share Commission

		Right 2 Claim Commission																												0.00		Right 2 Claim Commission

		Helphire Commission																												0.00		Helphire Commission

		Proximo Commission																												0.00		Proximo Commission

		Legal & General Life Commission																												0.00		Legal & General Life Commission

		Coversure Loan Commission																												0.00		Coversure Loan Commission

		IFG Marketing Commission																												0.00		IFG Marketing Commission

		Mortgage Introducer Commission																												0.00		Mortgage Introducer Commission

		Returned Premiums																												0.00		Returned Premiums

		Total Coversure Income				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		Total Coversure Income

		COVERSURE EXPENDITURE																														COVERSURE EXPENDITURE

		Monthly Franchise Fee																												0.00		Monthly Franchise Fee

		Professional Indemnity																												0.00		Professional Indemnity

		Marketing & Development																												0.00		Marketing & Development

		Monthly Licence (terminals)																												0.00		Monthly Licence (terminals)

		Computer Network Charges (BT) Connection																												0.00		Computer Network Charges (BT) Connection

		Coversure Claimsline																												0.00		Coversure Claimsline

		Coversure Invoices																												0.00		Coversure Invoices

		Datamatters Invoices																												0.00		Datamatters Invoices

		Interest on Money to be Collected																												0.00		Interest on Money to be Collected

		SearchLight																												0.00		SearchLight

		KeyChoice																												0.00		KeyChoice

		Healthcare																														Healthcare

		Total Coversure Expenditure				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		Total Coversure Expenditure

		BALANCE OF COVERSURE STATEMENT				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		BALANCE OF COVERSURE STATEMENT

		OTHER INCOME																														OTHER INCOME

		Detail Other Income Source Here																														Detail Other Income Source Here

		Detail Other Income Source Here																														Detail Other Income Source Here

		Detail Other Income Source Here																														Detail Other Income Source Here

		TOTAL INCOME (NET OF COVERSURE EXPENDITURE)				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		TOTAL INCOME (NET OF COVERSURE EXPENDITURE)

		EXPENDITURE																														EXPENDITURE

		Personnel & Salaries																														Personnel & Salaries

		Employees Wages																												0.00		Employees Wages

		Employees N.I. Contributions																												0.00		Employees N.I. Contributions

		Own Drawings																												0.00		Own Drawings

		Own Drawings N.I.Contributions																												0.00		Own Drawings N.I.Contributions

		Inland Revenue Payments																												0.00		Inland Revenue Payments

		Premises																												0.00		Premises

		Premises Insurance																												0.00		Premises Insurance

		Rent																												0.00		Rent

		Rates																												0.00		Rates

		Light, Heat & Power																												0.00		Light, Heat & Power

		Furnishings																												0.00		Furnishings

		Other																												0.00		Other

		Computers																												0.00		Computers

		Personal Computers																												0.00		Personal Computers

		Equipment																												0.00		Equipment

		Fax Machine																												0.00		Fax Machine

		Photocopier																												0.00		Photocopier

		Telephone System																												0.00		Telephone System

		Computer Equipment																												0.00		Computer Equipment

		Office Equipment																												0.00		Office Equipment

		Professional fees																												0.00		Professional fees

		Accountancy																												0.00		Accountancy

		Bank Charges																												0.00		Bank Charges

		Legal Fees																												0.00		Legal Fees

		Agency fees																												0.00		Agency fees

		Miscellaneous Expenditure																												0.00		Miscellaneous Expenditure

		Advertising																												0.00		Advertising

		Stationery																												0.00		Stationery

		Telephone Bill																												0.00		Telephone Bill

		Barclays Merchant Services																												0.00		Barclays Merchant Services

		Postage & Packing																												0.00		Postage & Packing

		Courier																												0.00		Courier

		GISC Payment																												0.00		GISC Payment

		Motoring Costs																												0.00		Motoring Costs

		Insurance																												0.00		Insurance

		Bank Charges & Interest																												0.00		Bank Charges & Interest

		Sundry Expenses																												0.00		Sundry Expenses

		Charity donation																												0.00		Charity donation

		Other																												0.00		Other

		TOTAL OFFICE EXPENDITURE				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		TOTAL OFFICE EXPENDITURE

		Refund Cheques																												0.00		Refund Cheques

																														0.00

																														0.00

																														0.00

																														0.00

																														0.00

																														0.00

																														0.00

																														0.00

																														0.00

		TOTAL REFUNDS				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		TOTAL REFUNDS

		TOTAL OVERALL EXPENDITURE				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		TOTAL OVERALL EXPENDITURE

		Cashflow Surplus/Deficit (-)				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		Cashflow Surplus/Deficit (-)

		Opening Bank Balance				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00				Opening Bank Balance

								44.44

		Closing Bank Balance				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00				Closing Bank Balance

																														Totals:
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