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About the Start and Improve Your Business (SIYB) Programme
The Start and Improve Your Business (SIYB) programme is a management-training programme developed 
by the International Labour Organization (ILO) with a focus on starting and improving small businesses 
as a strategy for creating more and better employment for women and men, particularly in emerging 
economies.  With an estimated outreach in over 100 countries, it is one of the world’s largest programmes 
in this field. 
The programme has four inter-related packages - Generate Your Business Idea (GYB), Start Your Business 
(SYB), Improve Your Business (IYB) and Expand Your Business (EYB).

The ILO implements the programme using a three-tier structure comprising Master Trainers, Trainers and 
the end beneficiaries – potential and existing entrepreneurs. The Master Trainers licensed by the ILO are 
responsible for developing the capacity of the Trainers to effectively conduct SIYB training. Thereafter, the 
Trainers train entrepreneurs in SIYB packages. The ILO plays a critical role in identifying and disseminating 
best practices, carrying out trainings, monitoring activities, performing quality control and providing 
technical advice on the implementation of the SIYB programme. 

About Start Your Business (SYB)
Start Your Business (SYB) is a training programme for potential entrepreneurs who have a feasible business 
idea for their own small enterprise. The training helps in developing a detailed business plan and to 
actually get started. The training also provides an opportunity to test the required entrepreneurial skills 
and the business plan in a simulated and safe environment. 

The SYB training course usually delivered in five days using the SYB manual and business plan booklet. 
The training uses an active, problem-centred learning approach which builds on what the potential 
entrepreneur already knows. It challenges the entrepreneur by introducing new market dynamics 
through, for example, short cases and graphic illustrations. 
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1.     BU
SIN

ESS ID
EA

N
am

e of the business: ____________________________________________________________________________________________________________

Type of business: 
	

  M
anufacturer          

  Service operator           Retailer           W
holesaler           O

ther: ___________________________________________________

The business is going to produce the follow
ing products: _____________________________________________________________________________

_______________________________________________________________________________________________________________________________

The custom
ers w

ill be:  ___________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________

The business w
ill sell in the follow

ing w
ays:  _________________________________________________________________________________________

_______________________________________________________________________________________________________________________________
	The business w

ill satisfy the follow
ing needs of the custom

ers:  ________________________________________________________________________

_______________________________________________________________________________________________________________________________

M
y personal m

otivation to retain this business idea: _________________________________________________________________________________
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2.2 M
arketing





 Plan



Product

G
ood, service or range of products:

1.______________________
2. ______________________

3. ______________________
4. ______________________

Q
uality

Colour

Size

Packaging 

Certification
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2.4 M
A

RKETIN
G

 PLA
N

Place

Location:
	_______________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________

This location is chosen for the follow
ing reasons:  

_______________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________

The m
onthly cost of this location is:  ____________________( →

 section 6.3)       This cost includes: _________________________________________

M
ethod of distribution:

	The business w
ill sell to:

  D
irect 		


  Retail		


  W

holesale		


 
  O

thers (please specify): __________________________________________

This m
ethod of distribution is chosen for the follow

ing reason:  

_______________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________



SYB Business Plan booklet | 07 

M
ea

ns
D

et
ai

ls
Co

st
s

D
ir

ec
t m

ar
ke

ti
ng

A
dv

er
ti

si
ng

Pu
bl

ic
it

y

Sa
le

s 
pr

om
ot

io
n

To
ta

l p
ro

m
ot

io
n 

co
st

s 
( →

 s
ec

ti
on

 6
.3

)

2.
5 

M
A

RK
ET

IN
G

 P
LA

N
Pr

om
ot

io
n



08 | SYB Business Plan booklet

2.6 M
A

RKETIN
G

 PLA
N

People

Position
 Recruiting criteria

Training plan
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2.
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2.8 M
A

RKETIN
G

 PLA
N

Physical Evidence

Physical Evidence
D

escription

O
ffi

ce prem
ises and interior decoration

Internet presence and w
ebsite

Packaging

Signage

Em
ployee uniform

s

Business cards

M
ail boxes, etc.
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4.1 O
RG

A
N

IZATIO
N

 STRU
CTU

RE

Tasks and responsibilities
Position

Staff

1.2.3.4.5.6.7.
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 5.1 LEG
A

L FO
RM

 O
F BU

SIN
ESS

N
am

e:  ___________________________________________________

Position in the business:  ____________________________________

D
escription of skills: 

__________________________________________________________

__________________________________________________________

__________________________________________________________

Relevant experience:

__________________________________________________________

__________________________________________________________

__________________________________________________________

The ow
ners w

ill be:

The business w
ill operate as a:         

  Sole Proprietorship          
  Partnership           

  Cooperative		


  Lim
ited Com

pany

				





         
  O

ther:  __________________________

The reason for choosing this form
 of business is: 

_______________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________

N
am

e:  ___________________________________________________

Position in the business: ____________________________________

D
escription of skills:

__________________________________________________________

__________________________________________________________

__________________________________________________________

Relevant experience:

__________________________________________________________

__________________________________________________________

__________________________________________________________



SYB Business Plan booklet | 15 

5.
2 

LE
G

A
L 

RE
SP

O
N

SI
BI

LI
TI

ES
 A

N
D

 IN
SU

RA
N

CE

Th
e 

fo
llo

w
in

g 
ta

xe
s 

ap
pl

y 
to

 th
e 

bu
si

ne
ss

:  
 _

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
_

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
_

Th
e 

fo
llo

w
in

g 
re

gu
la

tio
ns

 a
pp

ly
 to

 th
e 

em
pl

oy
ee

s:
 _

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
_

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
_

Th
e 

bu
si

ne
ss

 w
ill

 n
ee

d 
th

e 
fo

llo
w

in
g 

lic
en

ce
s 

an
d 

pe
rm

its
:  

					






Co

st
:

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
   

 _
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
   

 _
__

__
__

__
__

__
__

__
__

__
__

__
__

Th
e 

bu
si

ne
ss

 w
ill

 h
av

e 
th

e 
fo

llo
w

in
g 

in
su

ra
nc

e:
   

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
   

 _
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
   

 _
__

__
__

__
__

__
__

__
__

__
__

__
__

O
th

er
 le

ga
l r

es
po

ns
ib

ili
tie

s 
of

 th
e 

bu
si

ne
ss

:  
 

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
   

 _
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
   

 _
__

__
__

__
__

__
__

__
__

__
__

__
__



16 | SYB Business Plan booklet

6.1 PRO
D

U
CT CO

STIN
G

 FO
RM

 
(for m

anufacturers and service operators)

1
2

3
4

Input
Cost of purchase 

Estim
ated 

quantity per item
Estim

ated cost
per item

Estim
ated Variable Cost per item

 (1) (→
 section 6.5)

Estim
ated total Fixed Cost per m

onth (2) (see section 6.3)

Estim
ated total Variable Cost of the business per m

onth (3) (see section 6.5)

Fixed Cost per Variable Cost (4) = (2)/(3)

Estim
ated Fixed Cost per item

 (5) = (4) x (1)

Product 1:

1.     VA
RIA

BLE CO
ST PER ITEM

2.     FIXED
 CO

ST PER ITEM

3.     TO
TA

L CO
ST PER ITEM

 (6) = (1) + (5)
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6.
1 

PR
O

D
U

CT
 C

O
ST

IN
G

 F
O

RM
 

(fo
r m

an
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tu

re
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 a
nd

 s
er

vi
ce

 o
pe

ra
to

rs
)

1
2

3
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In
pu
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Co

st
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f p
ur

ch
as

e 
($

) 
Es

ti
m

at
ed

 
qu

an
ti

ty
 p

er
 it

em
Es

ti
m

at
ed

 c
os

t
pe

r i
te

m
 ($

)

Es
ti

m
at

ed
 V

ar
ia

bl
e 

Co
st

 p
er

 it
em

 ($
) (

1)
 ( →

 s
ec

ti
on

 6
.5

)

Es
tim

at
ed

 to
ta

l F
ix

ed
 C

os
t p

er
 m

on
th

 ($
) (

2)
 (s

ee
 s

ec
ti

on
 6

.3
)

Es
tim

at
ed

 to
ta

l V
ar

ia
bl

e 
Co

st
 o

f t
he

 w
ho

le
 b

us
in

es
s 

pe
r m

on
th

 ($
) (

3)
 (s

ee
 s

ec
ti

on
 6

.5
)

Fi
xe

d 
Co

st
 p

er
 V

ar
ia

bl
e 

Co
st

 (4
) =

 (2
)/

(3
)

Es
ti

m
at

ed
 F

ix
ed

 C
os

t p
er

 it
em

 ($
) (

5)
 =

 (4
) x

 (1
)

Pr
od

uc
t 2

:
1.

    
 V

A
RI

A
BL

E 
CO

ST
 P

ER
 IT

EM

2.
    

 F
IX

ED
 C

O
ST

 P
ER

 IT
EM

3.
    

 T
O

TA
L 

CO
ST

 P
ER

 IT
EM

 ($
) (

6)
 =

 (1
) +

 (5
)
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6.1 PRO
D

U
CT CO

STIN
G

 FO
RM

 
(for m

anufacturers and service operators)

1
2

3
4

Input
Cost of purchase 

($)
Estim

ated 
quantity per item

Estim
ated cost

per item
 ($)

Estim
ated Variable Cost per item

 ($) (1) (→
 section 6.5)

Estim
ated total Fixed Cost per m

onth ($) (2) (see section 6.3)

Estim
ated total Variable Cost of the business per m

onth ($) (3) (see section 6.5)

Fixed Cost per Variable Cost (4) = (2)/(3)

Estim
ated Fixed Cost per item

 ($) (5) = (4) x (1)

Product 3:

1.     VA
RIA

BLE CO
ST PER ITEM

2.     FIXED
 CO

ST PER ITEM

3.     TO
TA

L CO
ST PER ITEM

 ($) (6) = (1) + (5)



SYB Business Plan booklet | 19 

6.
1 

PR
O

D
U

CT
 C

O
ST

IN
G

 F
O

RM
 

(fo
r m

an
uf

ac
tu

re
rs

 a
nd

 s
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)
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f p
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 c
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 p
er

 it
em
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) (

1)
 ( →

 s
ec
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.5

)
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tim

at
ed
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l F
ix

ed
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os
t p

er
 m
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) (
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ee
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.3
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Es
tim
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ed

 to
ta

l V
ar
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Co

st
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he

 b
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s 
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r m
on

th
 ($

) (
3)

 (s
ee

 s
ec

ti
on

 6
.5

)

Fi
xe

d 
Co

st
 p

er
 V

ar
ia

bl
e 

Co
st

 (4
) =

 (2
)/

(3
)

Es
ti

m
at

ed
 F

ix
ed

 C
os

t p
er

 it
em

 ($
) (

5)
 =

 (4
) x

 (1
)

Pr
od

uc
t 4

:

1.
    

 V
A

RI
A

BL
E 

CO
ST

 P
ER

 IT
EM

2.
    

 F
IX

ED
 C

O
ST

 P
ER

 IT
EM

3.
    

 T
O

TA
L 

CO
ST

 P
ER

 IT
EM

 ($
) (

6)
 =

 (1
) +

 (5
)
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6.2  PRO
D

U
CT CO

STIN
G

 FO
RM

 
(for retailers and w

holesalers)

  FIXED
 CO

ST CH
A

RG
E (%

)

TO
TA

L FIXED
 CO

ST PER M
O

N
TH

 (2) (see section 6.3)
=

x 100
=

%
TO

TA
L VA

RIA
BLE CO

ST PER M
O

N
TH

 (3) (see section 6.6)
FIXED

 CO
ST CH

A
RG

E (4)

1
2

3

Product
Variable Cost per item

 ($) (1)
Fixed Cost per item

 ($)
(5) = (1) x (4)

Total Cost per item
 ($)

(6) = (1) + (5)
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 6
.3

 F
IX

ED
 C

O
ST

 F
O

RM

D
et

ai
ls

Co
st

 p
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 m
on

th
 ($

)
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nt

 (s
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tr
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In
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ra
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 (s
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)
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Tr
an
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M
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g 
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n)
 c

os
ts

 (s
ee
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on

 2
.5

)

To
ta

l F
ix

ed
 C

os
t p

er
 m

on
th
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 6.4 D
EPRECIATIO

N
 FO

RM

Equipm
ent

Estim
ated cost of purchase ($)

Estim
ated life of the equipm

ent
D

epreciation per year ($)

Total 

D
epreciation per m

onth
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 6
.5

 T
O

TA
L 

VA
RI

A
BL

E 
CO

ST
 P

ER
 M

O
N

TH

Pr
od

uc
ts

Q
ua

nt
it

y 
pr

od
uc

ed
 p

er
 m

on
th

(s
ee

 s
ec

ti
on

 3
)

Va
ri

ab
le

 C
os

t p
er

 it
em

 ($
)

(s
ee

 s
ec

ti
on

 6
.1

)
To

ta
l V

ar
ia

bl
e 

Co
st

 p
er

 m
on

th
 ($

)

Pr
od

uc
t 1

: 

Pr
od

uc
t 2

: 

Pr
od

uc
t 3

: 

Pr
od

uc
t 4

: 

To
ta

l V
ar

ia
bl

e 
Co

st
 p

er
 m

on
th
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 6.6 M
O

N
TH

LY PU
RCH

A
SE FO

RM

Product
Estim

ated num
ber of item

s sold 
per m

onth ($) (see section 3)
Variable Cost per item

 
(purchase price) ($)

Total Variable Cost 
per m

onth ($)

Total Variable Cost per m
onth
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 7
.1

 S
A

LE
S 

PL
A

N
 

Pr
od

uc
t

D
et

ai
ls

Ja
n

Fe
b

M
ar

A
pr

M
ay

Ju
n

Ju
l

A
ug

Se
p

O
ct

N
ov

D
ec

To
ta

l

Pr
od

uc
t 1

:
Sa

le
 v

ol
um

e

Sa
le

s 
pr

ic
e 

($
)

Sa
le

s 
va

lu
e 

($
) (

1)

Pr
od

uc
t 2

:
Sa

le
 v

ol
um

e

Sa
le

s 
pr

ic
e 

($
)

Sa
le

s 
va

lu
e 

($
) (

2)

Pr
od

uc
t 3

:
Sa

le
 v

ol
um

e

Sa
le

s 
pr

ic
e 

($
)

Sa
le

s 
va

lu
e 

($
) (

3)

Pr
od

uc
t 4

:
Sa

le
 v

ol
um

e

Sa
le

s 
pr

ic
e 

($
)

Sa
le

s 
va

lu
e 

($
) (

4)

To
ta

l s
al

es
 v

al
ue

 ($
) 

(5
) =

 (1
) +

 (2
) +

 (3
) +

(4
)
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 7.2 CO
ST PLA

N
 

Product
D

etails
Jan

Feb
M

ar
A

pr
M

ay
Jun

July
A

ug
Sep

O
ct

N
ov

D
ec

Total

Product 1:
Production volum

e 

Variable Cost per item
 ($)

Total Variable Cost ($) (1)

Product 2:
Production volum

e 

Variable Cost per item
 ($)

Total Variable Cost ($) (2)

Product 3:
Production volum

e 

Variable Cost per item
 ($)

Total Variable Cost ($) (3)

Product 4:
Production volum

e 

Variable Cost per item
 ($)

Total Variable Cost ($) (4)

Total Variable Cost of the business ($) 
(5) = (1) + (2) + (3) + (4)

Total Fixed Cost ($) (6)

Total cost ($) (7) = (5) + (6)



SYB Business Plan booklet | 27 

7.
3 

PR
O

FI
T 

PL
A

N
(U

ni
t: 

   
   

   
)  

D
et

ai
ls

Ja
n

Fe
b

M
ar

A
pr

M
ay

Ju
n

Ju
l

A
ug

Se
p

O
ct

N
ov

D
ec

To
ta

l

To
ta

l s
al

es
 v

al
ue

 (1
)

(s
ee
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ec

ti
on

 7
.1

)

To
ta

l V
ar

ia
bl

e 
Co

st
 (2

)
(s

ee
 s

ec
ti

on
 7

.2
)

G
ro

ss
 P

ro
fit

 
(3

) =
 (1

) –
 (2

)

To
ta

l F
ix

ed
 C

os
t (

4)

N
et

 P
ro

fit
 

(5
) =

 (3
) –

 (4
)
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 7.4 CA
SH

 FLO
W

 PLA
N

(U
nit:              )

D
etails

Jan
Feb

M
ar

A
pr

M
ay

Jun
Jul

A
ug

Sep
O

ct
N

ov
D

ec

CASH IN

1. Cash at the beginning of the 
m

onth (1)

2. Cash from
 cash sales

3. Cash from
 credit sales

4. O
ther cash in

5. Total cash in (2)

CASH OUT

6. Purchase of goods

7. Paym
ent of w

ages

8. Purchase of equipm
ent

9. Loan repaym
ent

10. O
ther paym

ents

11. Total cash out (3)

12. Cash at m
onth end 

(4) = (1) + (2) - (3)
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8. REQUIRED START-UP CAPITAL

For the period from: _______________________ to:   _______________________

(Unit:          )

INVESTMENTS Amount

Business premises

•• Construction or purchase of a building

•• Conversion or reconstruction of business premises

Equipment

•• Machinery and Tools

•• Furniture

WORKING CAPITAL

Stock of raw materials or finished goods

Licenses and fees

Marketing expenses

Salaries

Rent

Electricity and water

Contingency for emergency

TOTAL START-UP CAPITAL
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9.1 SOURCES OF START-UP CAPITAL
( Unit:          )

Amount 

Required start-up capital

Sources of start-up capital

•• Owner’s equity

•• Other sources

Total (must be the same amount as the required start-up capital)

Collateral (if applying for a loan)
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Have you developed a business idea using the SYB manual?

Use the SYB Business Plan booklet to construct a business plan based on your business idea. 

This booklet accompanies the manual and serves as a blueprint for starting a business.

SYB is part of the ‘Start and Improve Your Business’ family of management training courses for 

start-ups and small entrepreneurs. The programme builds on 25 years of experience working 

in 100 countries, partnering with 2500 local institutions, 200 certified Master Trainers and a 

network of over 17,000 Trainers. It has reached 6 million clients to date and these numbers 

are only increasing! 

Business Plan


