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[bookmark: _Toc85705746][bookmark: _Toc85714001][bookmark: _Toc85678684]BUSINESS DESCRIPTION
The business owner will be Celestine Awuor. She is 21 years old undertaking craft certificate in information technology.
The business name will be Celes Computer Training Centre and it will be located in Machakos County Musaalani Shopping Centre. The business will operate 2021. The institution will offer services such as computer packages, cyber services, computer maintenance, programming like java and online services
JUSTIFICATION OF THE BUSINESS
The owner of the business will be a sole proprietorship offering good and better services to customers.
MARKETING PLAN
After careful research done by the owner of Celes Computer Training Centre, she intends to serve two main customers;
1. Individual customers
2. Institutional customers
EXECUTIVE SUMMERY
All Musaalani Shopping Centre will be coming for cyber services which will be offered in the institution, also students who would like to do computer packages and other available courses like computer maintenance and programming.
My potential customers will be working not working, young and old.
The institution will have various plans to reach customers through advertisement
The institution will also ensure the following to overcome and a completion
1. The institution will be allocated away from noise places like market to avoid distraction
2. Institution will have qualified trained staff from recognized universities
3. Discouraging misleading information about the institution 
4. Provide good learning environment for all and also quality cyber services
Management Team
The institution will have the following management team, general manager, assistant manager, accountant clerk, secretary, and IT technician, and five lecturers with Bachelor in Information Technology graduated from recognized institutions, also watchman and cleaner.
OPERATIONAL PLAN
The institution will have computer laboratory which will contain machines like laptops, computers, printers and other computer laboratory equipment’s also a library that will facilitate easy learning to students and researchers.
And IT technician will always ensure that the machines work properly also check when they are damaged.
The government will have the following legal regulation in the institution 
1. Safety regulations
The safety will be guaranteed. There will be fire extinguishers in computer laboratories to help during fire breakouts also electricity safety to avoid loss of data which may occur when using computers and other electronic gadgets
2. Environmental regulations
The environmental regulations will be strictly adhered to. Example proper disposal of waste, proper drainage and planting of trees around the institution
3. Financial plan
The capital to be invested in the institution will come from different sources and will be approximately ksh.1, 300,000
	Source
	Amount (ksh)

	Family, friends and relatives
	500,000

	Savings
	300,000

	Loans from bank
	300,000

	Inheritance
	200,000



SCHEDULED OF EVENTS
The following planed events will have the following program
2nd APRIL 2020
The owner will be writing the business plan 
20th NOVEMBER 2020
The owner will be collecting capital to start the institution
FEBRUARY 2021
The owner will acquire license before starting the institution operation 
There will be advertising of the institution to everyone through the use of different advertising channels.
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The background of the business will include the background of the owner and that of the business
Background of the business
The proposed business is Celes computer training Centre. The institution owner will be Celestine Awuor. The institution will be managed by the owner at its initial stage. It will be located along Musaalani secondary school road opposite Musaalani Catholic Church next to Musaalani primary school. It will initially provide both student and people around Musaalani area with good and better educational facilities that will promote education around the area and change the youths that has engage in drug trafficking and addict.  The institution will manage its customers well through situating affordable fees to all; to grow more the institution will ensure that the demand of customers is satisfied by giving those best services.
The address
CELES COMPUTER TRAINING CENTRE
P.O BOX 47-90102
MWALA
EMAIL: celestneawuor20@gmail.com
Owner status
NAME: CELESTINE AWUOR
AGE: TWENTY ONE YEARS
MARITAL STATUS: SINGLE
RESIDENCE: MACHAKOS COUNTY
PRESENT OCCUPATION: KENYAPLEX INSTITUTE OF TECHNOLOGY
Educational and professional qualifications
YEAR							QUALIFICATION
2007-2014						Lwanda Primary school
2015-2018						St. Partrick Ogango secondary school
2021-TO DATE					Kenyaplex institute of technology
[bookmark: _Toc85705749][bookmark: _Toc85714004][bookmark: _Toc85678687]JUSTIFICATION OF VENTURE
Due to entrepreneur knowledge and skills gained from Kenyaplex institute of technology and also from Bahati academy where I worked as a primary teacher for two years, I am confident enough that the institution will run smoothly. The mission is initially institution since it has been my dream since my childhood and also to help youths of my age to get knowledge and training so as to avoid negative influence which may lead to drugs, bad diseases and others.
The industry
The business will fall under service industry. This is because of the service being offered such as cyber café services and computer courses services. It will use modern technology to ensure effective and quality education to students and to all customers through available computer laboratory and library within the institution.
[bookmark: _Toc85705750][bookmark: _Toc85714005][bookmark: _Toc85678688]GROWTH AND ENTRY STRATEGY
Definition of growth and entry
Growth refers to expansion of the business due to high demand of goods, production or services by customers and strategies are the ways used by the business operator to run the business efficiency to make profit.
ENTRY AND GROWTH STRATEGY
The institution will be launched officially on 20TH JUNE 2021 which will happen to be the owner’s birthday as well. At last it will be launched after acquiring adequate knowledge and skills to run the institution. The institution will require a basic capital of KSH1, 300,000 which will come from family, friends, relatives, owner’s savings, loan from bank and inheritance as mentioned earlier.
Posters and different advertising mediums such as radios, television and magazines will be used.
GROWTH STRATEGY
The owner will employ skilled staff in the institution who will offer services to take care of institutional activities
Trends that will signal business growth
a) An increase in profit- due to services offered this will increase institutional income
b) Number of students and customers- large number of students in the institution will signal the growth of the institution and this can be brought by employing high skilled staff.
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CUSTOMERS
Individual customers shall be settlers around Musaalani area coming to access cyber cafe services such as printing, application services, typing of documents, photocopying, browsing and other cyber services, Also Musaalani secondary school, and Musaalani primary school and neighboring schools around.
Intuitional customers shall be mostly students who will come to do computer packages and other available computer courses such as computer maintenance and programming.
The institution will serve both youths and adults mostly.
The estimated number of customers is about 10,000 to 15,000. The number of customers likely to respond is targeted to be 60%.
COMPETITON
The key competitor is; Kenyaplex institute of technology which is just next by. It offers almost similar services to proposed Celes Computer Training Centre.
Comparison between the services offered with the competitor
According to research done by Celes Computer Training Centre, will offer courses such as programming, computer maintenance which is not offered by competitor and lastly there will be library within the institution which will help the students with their research as this is not as well found in competitor side.
The strength and weakness of the competitor
The strength of the competitor is that their institution have existed for long time thus they well understand their customers demand and have also acquired permanent customers. Their weakness is that the fee charged is high compared to the proposed institution, also their institution in not registered with HELB and KUCCIPS to help students which cannot afford school fees. These weaknesses will make the proposed institution to stand fully and make maximum profit.
Service offered 
Celes Computer Training Centre will offer cyber café services and computer courses services
[bookmark: _Toc85705753][bookmark: _Toc85714008][bookmark: _Toc85678691]PRICE STRATEGY
The business will consider the following ways to manage the effectively.
Cost of production
The fees charged will be lowered in order to access more students and customers
Competitor prices
The fee charged will be less or lower than that of the competitor
Government tax
The taxes paid by the business people through local authority influence the fee charged for the services
COST OF MATERIAL
The owner will ensure that the institution has enough materials to start the institution
SALES TACTICS
It will adopt market concentration on both advertisement and promotional activities will worth paying the institution. 
Advertising and promotional strategy
Media to use
Posters
Sign posts 2km towards the institution from both sides
Website; www.Celes Computer Training Centre.ke
Frequency of advertisement and promotion
This is where by advertisement is to be done frequent on radios and posters in every month.
 T-shirts having the name and logo of the institution and at the beginning of every year and there will be pamphlets showing how institution expands. 
[bookmark: _Toc85705754][bookmark: _Toc85714009][bookmark: _Toc85678692]CHAPTER THREE
[bookmark: _Toc85705755][bookmark: _Toc85714010][bookmark: _Toc85678693]ORGANISATIONAL PLAN
The business will be sole proprietor business managed by one person (the owner) he will also be manager.
The chapter of my business plan contains the organizational plan, organization structure, key personnel number and duties, recruitment and training, supporting advisors and services
The organizational management design will contribute to the quality of service output
The management team of my institution will consist of the following;
General Manager                                           Accounts clerk
Secretary                                                         Assistant Manager
Watchmen                                                      IT technician
Cleaners                                                            Lecturers
 (
General Manager
)ORGANIZATIONAL STRUCTURE
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Assistant Manager
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) (
Secretary
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)
The personnel in the lower are watchman and cleaner. The workers at the lower level will be
reporting their issues to those in the middle level and those in the middle will be forwarding 
their reports to general manager on the highest level.
Proposed salary for the management team
	Job title
	Number of employees
	Salary per month
	Annual salary

	Owner manager
	1
	15,000
	180,000

	Assistant manager
	1
	13,000
	156,000

	IT technician
	1
	12,000
	144,000

	Lecturers
	3
	31,500
	378,000

	Accounts clerk
	1
	6,000
	72,000

	Secretary
	1
	4,500
	54,000

	Cleaners
	2
	6,000
	72,000

	Watchmen
	2
	5,000
	60,000

	    TOTALS
	
	93,000
	



.KEY MANAGEMENT PERSONEL
The key personnel will be owner of the business as the general manager as the general manager as the general manager of the institution. I will be responsible from the smooth running of the institution. This would include planning;
Recruiting, selecting, employing the workers
Forecasting institutional goals and objectives
Determining performance figures
Directing the institutional
a) GENERAL MANAGER
Is the overall manager of the business
Qualification and experience
Must have Bachelor’s degree in institutional management
Must have strong understanding of institutional management and financial management
Must have four years’ experience
Must have leadership experience
Duties
Seeks and employees new members of the staff
Places order for new equipment of the business
Sign services on behalf of the institution
b) ASSISTANT MANAGER
He is the assistant general manager administer of the business
Qualification and experience
Must have one year experience
Must have Bachelor’s degree level
Must be self-motivated and possess the desire for self –development
Duties
Dedicate duties to employees
Act as a mediator in the business
Perform all duties of the manager when the manager is absent 
c) IT TECHNICIAN
He will be 
Qualifications and experience
Diploma in computer science
One year experience
Skilled in programming and software installation
Experience troubleshooting system and proficient with Mac and OS
Duties
Will be maintaining working component through repair or replacement
Help the institution in preparing website with proper and content and pertinent
Help the students taking programming causes
d) LECTURERS
They will take part in teaching and guiding students
Qualifications and experience
Must have Bachelor’ degree in Information Technology
Must have two years’ experience 
Duties  
Interviewing course applicants
Encouraging personal development via tutorial or pastoral work
Planning, preparation and research also invigilating examination
e) ACCOUNTS CLERK
He is in charge of finance 
Qualifications and experience
Must have a minimum diploma in accountancy 
Must understand the institutional process and system optimization
Must have two years’ experience
Duties
Will be in charge of all assets in the business
He will keep all records of the goods sold daily
Has a duty to update the manager about the prevailing market
f) SECRETARY
Would be answering calls taking messages and correspondence
Qualifications and experience
Diploma in secretary
One year experience in clerical work
Knowledge in specific software programs
Duties
Maintaining diaries and arranging appointments
Prioritizing work load
Typing, preparing and collating reports
g) CLENER
Will be responsible for keeping the area of operation clean
Qualifications and experience
Must have certificate in business operation
Must be hardworking and obedient
Duties
Clean, stock and supply designated facility area
Notify the management of deficiency or repair required
h) WATCHMAN
He will be in charge of the security around the institution
Qualifications and experience
Must have certificate in security training office
Must be courageous and able to speak in English and Kiswahili
Duties
He will be responsible for taking care of the institutional day and night
RECRUITMENT TRAINING AND PROMOTION
Recruitment
The selection of employees of Celes Computer Training Centre will be of the person who has reached these qualifications that will be mentioned during job application through different media
Advertisement
Celes Computer Training Centre will be advertising its services through media, webpage, Face book and newspapers where all our new job application map and hours will be highlighted 
Short listing
This will be done after application of conditions on different positions which are vacuum, whereby the shortlisted candidates will begin another procedure to flow
Job identifier
The vacant position will be advertised through social media and posters at different places. The advertisement of the job will have qualifications to meet the vacancy requirements
TRAINING
The institution will ensure to organize seminars and workshop to provide training facilities to various groups of workers. The institution will provide short term causes; the training will take a period of time of time of three months as they will be working as casual labors
After a period of time they will be confirmed to have qualified to be employed permanently.
	PERSONNEL
	TRAINING PERIOD
	DURATION

	Manager
	December
	One week

	Assistant manager
	August
	One week

	IT technician
	April Vocation
	One week

	Lecturers
	August
	One week

	Accounts Clerk
	December
	One week

	Secretary
	April Vocation
	One week

	Cleaner
	December
	Three days

	Watchman
	August
	Three days



Promotion
The institution will promote its employees from time to time working experience
Productivity of employees will be highly valued to fill the gap of employees who have been who have been promoted
SUPPORT SERVICES
The following support staff and services will help the institution to run smoothly
Bank services
The accounts clerk will ensure that funds are kept in the bank for security
Management advices
Management team will be responsible to ensure that all enterprise activities run effectively and cooperate to seek solution to every problem
GOVERNMENT REGULATION
Celes computer training Centre will require a license to enable it to run smoothly
License
The license will be obtained from Machakos county government hence the cost will be ksh 500
Insurance
The institution will ensure all its assets from theft and accident from insurance company and it will be Ksh 2000
Financial management
It will be under accounts clerk, he will be responsible for all financial statements for every section.
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[bookmark: _Toc85705757][bookmark: _Toc85714012][bookmark: _Toc85678695]OPERATIONAL PLAN
The operation will be guided on how the institution will be operated on day to day basis. The general objective being the achievement of the institution and more to satisfy the customers.
Production design
It defines as assets, location graphics and customers while working closely with the manager. Intend to implement the following designs that will offer regulations in order to boost development of institution. My institution incurs a total of 3,000 in designing.
Production development
The institution will be operated using both modern technology that will enhance speed, efficiency and effectiveness in learning. By doing this, many will be attracted and therefore profit will be gained at large.
Production facility and capacity
The institution will require the following machines and equipment before it is started.
1) Computers
Computers would be used by students during practical’s, to take students details, used by clerk to calculate money, used in research and others.
2) Laptops
Laptops would be used to connect other computers to the network and also to store special information within the organization
3) Blower
Blower will be used to clean machines within the institution.
Production facility
The institution will need to acquire some facilities and equipment in order to be effective in its operation. 
The facilities will include; the reception, watchman, cleaners, general manager, assistant manager, IT technician, Lecturers hall, accounts clerk and lastly secretary office
. 
 (
Reception
) (
ENTRACE
) (
EXIT
) (
Secretary office
)

 (
General Manager
) (
Accounts clerk 
)
 (
Cleaners
) (
Assistant Manager
)
 (
CLASSES
)
 (
IT Technician
)
 (
Lecturer’s hall
)
 (
HOSTELS
) (
Laboratory
) (
Library
)
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The institution will have eight workers namely; General Manager, assistant manager, IT technician, Accounts clerk, Lecturers, secretary, cleaners and watchmen.
The number of students the institution can accommodate is over three thousand. The capacity mentioned will make the institution more profitable.
PRODUCTION STRATEGY
My institution will require different types of material to ensure smooth and effective learning without collapsing due to inadequate learning materials.
The volume of production will be determined by the Manager to make the effectiveness and efficiency use of resources in learning process.
Due to ever changing of technology from time to time in the world today, the institution will ensure that students get modern skills that can help them in their day to day life.
PRODUCTION PROCESS
The institution will be moving from zero to somewhere since in will have many modern equipments to ensure smooth learning environment for all.
REPAIR AND MAINTENANCE
The institution will require repair and maintenance of machines like computers, laptops and cyber café equipments like printers, plotters and others.
This will always be done by an IT technician; he will always make sure that every machine or equipment in the organization work without any disturbance.
GOVERNMENT REULATIONS
My institution will observe good hygiene and general sanitation of the environment by ensuring that everything used in the institution is well equipped and friendly to everybody around.
About the health of workers and students, the institution will ensure that classes and offices are well ventilated for free and fresh air circulation. Also the institution will ensure that there are comfortable raised chairs and eye glasses for those that will be working with computers for a long period of time to avoid related health problems.
Lastly the institution will also observe all safety and regulation at all times to avoid spread of diseases like cholera, bilharzias outbreak to students, workers and any other customer around which may lower working morale.
HEALTH REGULATIONS
The success will be required to have health regulations like NHIF that regulates the health of workers and students. 
The institution will also ensure there is always clean water for drinking; the toilets and latrines are available very neat.
SAFETY REGULATIONS
The institution will ensure well installations of electrical wire surfaces are well and conducive to favor the disabled.
ENVIRONMENTAL REGULATIONS
The environment should be neat, clean and produce fresh air to workers, students and other customers around
Watchman would always be around to maintain security, cleaners will ensure the institution facilities is well organized lastly the management team will make sure the environment both external and internal is very social and attracting the students, workers and all customers in the institution.
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It is the systematic planning of financial operations in a business.
It is also the financial needs and the expected output of financial expectations of 
PRE-OPERATIONAL COST
	ITEM
	AMOUNT

	Electricity
	4,000

	Advertising
	2000

	Salaries
	93,000

	Insurance
	30,000

	Total
	129,000



WORKING CAPITAL
	CURRENT ASSETS
	

	Cash In hand
	1,900,000

	Cash at bank
	800,000

	TOTAL
	2,700,000

	CURRENT LIABILITIES
	

	Bank loan
	400,000

	Creditors
	300,000

	TOTAL
	700,000

	WC= CA-CL
	2,000,000



Proforma income statement
	Item
	Year 1
	Year 2
	Year 3

	Sales
	3,000,000
	2,000,0000
	4,000,000

	Cost of raw material
	2,000,000
	2,300,000
	2,500,000

	Gross profit
	5,000,000
	22,300,000
	6,500,000

	Expenses
	
	
	

	Wages and salaries
	92,000
	92,000
	93,000

	Electricity
	98,000
	98,000
	99,000

	Water
	80,000
	82,000
	82,000

	License
	30,000
	30,000
	30,000

	Advertisement
	70,000
	70,000
	70,000

	Total expenses
	370,000
	372,000
	374,000

	Profit before tax
	575,400
	616,0000
	638,000

	Provision for tax
	50,000
	60,000
	70,000

	Net profit after tax
	6,000,000
	4,000,000
	2,000,000



Proforma balance sheet
	Item
	As at opening
	As at end year 1
	As at end of year 2

	
	1/1/2021
	30/12/2021
	31/12/2021

	Current assets
	
	
	

	Cash
	120,000
	125,000
	128,000

	Debtors
	20,000
	21,000
	25,000

	Stocks
	754,720
	654,710
	655,800

	Total current assets
	894,720
	800,710
	808,800

	Fixed assets
	
	
	

	Machine and equipment
	70,000
	70,000
	50,000

	Depreciation 20%
	
	13,000
	12,000

	Net book value
	70,000
	50,000
	45,000

	Buildings
	60,000
	60,000
	50,000

	Depreciation 20%
	
	3,000
	1,800

	Net book value
	20,000
	9,000
	8,000

	Total fixed  assets
	220,000
	205,000
	166,800

	Current liability
	
	
	

	Item
	
	
	

	Creditors
	789,720
	689,710
	589,800

	Total current liabilities
	789,720
	689,710
	589,800

	Long term liability
	
	
	

	Item
	
	
	

	Bank loan
	200,000
	200,000
	200,000

	Owner’s equipment
	120,000
	120,000
	150,000

	Total long term liability
	320,000
	320,000
	350,000
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Endnotes
KSH	Kenya Shillings
HELB	……………Higher Education Loan Board
KUCCPS	………….The Kenya University and Colleges Central Placement Service
KM	Kilometers
NHIF	………………..Nation Hospital Insurance Fund

