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Why a Business Plan?

What is the purpose of a business plan?

· It forces the business owner to take an objective, critical, unemotional look at the business project in its entirety.

· It serves as an operating tool that can help manage a business and assist in future success.

· It communicates to others the business idea and provides a basis for a financial proposal.

What information should found in a business plan?

· What does the industry for a particular business look like?

· What markets will the business compete in?

· What competition does the business face?

· What products and services will be offered and how will they be delivered?

· What value will the business provide the customer?

· How will the business grow and become profitable?

A business plan provides a view of the future for a new or existing business.  It can paint a picture of where a company has been and how it has changed.  It can be a tool to figure out what worked and what didn’t.  It allows the business owner to set goals, and keep track of achievements.  Avoid creative license and stick to the facts.

The business plan will clarify the business idea, assess the market and determine if the business will be profitable.  It is a ‘live’ document and will serve as a template for ongoing strategic planning.

The Finished Product

· A cover sheet stating name of business and owners

· An Executive Summary

· Table of Contents, if the plan is very detailed

· Description of the Business

· Mission statement

· Legal form

· Location

· Industry trends

· Goals/objectives

· Business Operations

· Hours of operation

· Seasonal or not

· Vendor or supplier information

· Methods of payment accepted/accounts receivable

· Product or Service

· Marketing Analysis

· Target market

· Pricing

· Competition

· Marketing Strategy

· Marketing tools

· Management and Personnel

_______________________________________________________

· Financial Information (Financial Projection Model)

· Start up costs/use of funds

· One year month by month cash flow projection

· Years two and three quarterly cash flow projection

Executive Summary

This section can be done last.  It should touch on all the important parts of the business plan.  It is more than an introduction; it is a synopsis of your whole plan and highlights all the key points.  The summary becomes a tool for the owner to use when highlighting the business at events – such as a Chamber of Commerce meeting – and allows a lender or other reader to understand the general concept of your business without needing to read the entire plan.  If more detail is desired the reader will know exactly where to go in the plan to get that information.

The summary should not be longer than a page or two.

Notes

The Business Description

The business description provides the basic logistical and operational information about the business.  Begin with a Mission Statement to help clarify the goal of the business.

· Mission Statement:  A short statement – no more than a short paragraph (two-four sentences) that names the company purpose and establishes what it is and what it does.

· Name of business and where it will be located.

· Will space be purchased or leased?

· Legal form of business: Sole Proprietor, Partnership, Limited Liability Company, Corporation.

· Who owns the business?

· What will the business do – very general.

· What is the industry trend in this field – is it growing/decreasing?

· What is the goal or objective of the business?  How will it deal with any potential industry trends?

Notes

Business Operations

This section provides an outline of how the business will operate.

· Will the business be located in one place or offer service at various places?

· Size of building, how many will it seat/serve, etc.

· What hours will the business be available to the public or is it by appointment only?

· Is the business seasonal or open year round?  If it is year round but will have regular fluctuations – highlight peak months.

· How are other businesses of this nature operated?

· How will payment be accepted?  Cash, Credit, Check, Direct Deposit?  Will the business bill customers or is payment expected at time product or service is purchased?

· How will slow payment be offset?  What is the accounts receivable process?

· Company strategy – how will you position yourself for success, what are financial goals?

Notes

Product or Service

This section should clearly define the products/services you will offer in detail.  What equipment or tools will you need to deliver the product/service and of what value is it to the customer?  Try to be specific.  Remember people tend to buy what they want, not what a business owner may think they need.

· What are the features of the product/service?

· How are they different or unique from similar products/services?

· What are the benefits of the product/service?  Think in terms of a customer asking “What’s in it for me?”

· Is one product/service expected to be in greater demand than another?

Notes

Marketing Analysis

This section is very important to lenders.  A large cause of business failure is the business owner’s lack of understanding about his/her market.  Just because a store is opened doesn’t mean ‘they will come.’  The entrepreneur needs to know his market and how to reach them.  This section will also help determine if there is a large enough market to meet financial needs.

The U.S. Census site, www

HYPERLINK "http://www.census.gov".

HYPERLINK "http://www.census.gov"census

HYPERLINK "http://www.census.gov".

HYPERLINK "http://www.census.gov"gov., is a great resource for gathering demographic data as is www

HYPERLINK "http://www.easidemographics.com".

HYPERLINK "http://www.easidemographics.com"easidemographics

HYPERLINK "http://www.easidemographics.com".

HYPERLINK "http://www.easidemographics.com"com .  Also explore trade association websites for national data that can be generalized to another area – check out http

HYPERLINK ""://

HYPERLINK ""info

HYPERLINK "".

HYPERLINK ""asaenet

HYPERLINK "".

HYPERLINK ""org

HYPERLINK ""/

HYPERLINK ""gateway

HYPERLINK ""/

HYPERLINK ""OnlineSlist

HYPERLINK "".

HYPERLINK ""html and plug in a category to get a list of associations.  The Bureau of Labor Statistics www

HYPERLINK "http://www.bls.gov/data".

HYPERLINK "http://www.bls.gov/data"bls

HYPERLINK "http://www.bls.gov/data".

HYPERLINK "http://www.bls.gov/data"gov

HYPERLINK "http://www.bls.gov/data"/

HYPERLINK "http://www.bls.gov/data"data can provide general industry employment trends and www

HYPERLINK "http://www.economagic.com".

HYPERLINK "http://www.economagic.com"economagic

HYPERLINK "http://www.economagic.com".

HYPERLINK "http://www.economagic.com"com provides access to economic data. 

· What is the geographic market being targeted?

· What is the primary target market?  Secondary market?

· Use this are to define your customer.  How old are they? Gender? Income? Lifestyle?  What is their education level?

· If selling to other businesses – what kind of businesses are the target? What is their position in the business lifecycle?

· Who are these markets buying from now?

· What will the market buy the most and on what cycle?

· Is the market growing/declining/steady?

· What percentage of the market will this business have?

· How is the product/service priced?  Is this comparable/low/high in relation to similar products?

· Who is the competition?  List the five closest competitors and their strengths and weaknesses.

Marketing Strategy

This section takes a look at how you will market the product to the customer that was identified in the market analysis section.  Think about the four “P’s”.  Product, Place, Price, Promotion.

· If the business already exists examine which marketing strategy is working and which is not.  Always ask how a customer heard about your product/service.

· Consider the stage of marketing. Is a new product/service being introduced so that the marketing should spark interest?  Does the product need to stand out from competition in some way?  Does the strategy need to have an educational component to encourage change?  Is the business trying to build customer loyalty or get referrals?

· How is the product presented?  Packaging?  Delivery?

· Where can people locate the product/service?  In a store?  On the web? By appointment?

· Is there a special sale or price structure that needs to be highlighted?

· What types of venues will the customer access?  T.V., Radio (what stations?), newspaper, school bulletins, community newsletters?

· Will a sponsorship or publicity event work for the business?

· Networking. 

· Remember to sell on the benefit of the product or service not just a feature.

· What is the budget for marketing?

Notes

Management and Personnel

This section should outline the key management positions and, if that position is filled, what are the qualifications of the people in those positions.  A resume can be included as a separate attachment, this section should provide an overview of skills.  

Also outline personnel needs and how many people are expected to be hired.  For a very labor intensive business an actual sample layout of the staff available at any given time can be useful for the reader but also the business owner.

· For a management position consider the following:

· Business background

· Experience in similar industries

· Education – formal and informal

· Special abilities and skills

· How this person will help the business be successful.

· Personnel positions

· How many people are needed?  Part-time/Full-time?

· How will they be trained?

· What will they be paid?

Notes

Start-Up Costs/Use of Funds

This page should provide an overview of why the funds are needed and a breakdown of how funds will be spent.  Include supplier names, dollar amounts and items that will be purchased.

For example:

· Equipment

· Office Supplies

· Administrative Costs – (Includes licenses, rent, insurance, marketing, etc)

· Construction

· Operating Capital

Total- 

Owner Equity- 

Total funding request- 
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