Tips for presenting your plan 

· Include a cover or binding and a contents page with page and section numbering 
· Ensure it’s legible
· Write the plan as if it’s intended for an external audience 
· Show the plan to expert advisers 
· Edit the plan – get at least two people to read it and check that it makes sense 
· Avoid jargon and put detailed information e.g. market research data, financial in an  appendix at the back 
· Other detailed plans e.g. sales plan or staff training plan don’t include in the plan but mention that they exist.
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