Business Plan Outline

I. Executive Summary

This is a one to two page summary representing the various sections of the business plan. The executive summary is written last…after the rest of the plan is completed.
II. Personal Background Information

Personal Profile of Skills and Experience

Describe your skills and experience and how they relate to your ability to start and run a business.  Describe strengths and weaknesses and how weaknesses can be overcome.
A. Personal Financial Capability Statement

What can you bring to the business financially and what will you require the business to provide for your personal expenses.  Is your financial capability a strength or a challenge you will need to overcome?  Will you need to borrow money to start this business?

III. Business Concept

A. General Description of the Business

Give a simple but complete description of your business idea.  Include key products/services and why you think your customers will want them. Include why you chose this business and the products/services you will provide.  When will you begin making the product or providing the service?  What is the expected rate of production or frequency of service?  Explain why you think customers will want your product or service.

B. Business Goals and Objectives

What are your short-term goals (1 year) and your long-term goals (2-5 years) and what are your action steps (objectives) to reach your goals?

IV. Industry Information
A. Background of the Industry

What industry is your business a part of?  What is the background of the industry? Describe the current size in terms of dollars, # of businesses, # of customers.  Do small or large firms dominate the industry?  How has the industry developed or grown?

B. Current and Future Trends

How are products or services currently bought, sold, delivered and packaged in your industry?  Discuss how the industry is changing, growing or declining.  Describe the potential impact of changing technology and government regulations.

V. Business Organization: Ownership, Regulations and Contracts
A. Ownership

Describe the legal structure you chose for your business and why.  Who owns the business and what is their financial share of ownership?

B. Government Regulations and Taxes

What are the registration requirements for your business? Other licenses or permits?  What taxes will your business have to pay?
C. Contracts and Leases

Explain what types of contracts/leases you think you will need and how they will get written.  Tell about any patents/copyrights/trademarks that you will need to register and the related costs.

VI. Management Issues

A. Managing People

1. Internal Management Team

Describe your management team and why they were chosen (Include resumes.)  Why are they uniquely qualified to run/manage this business?  Include an organizational chart to illustrate the roles and responsibilities of your management team.

2. Employees

Write about the non-management employees of your business.  Where and how will you find new employees?  How will you train them?

3. Outside Services/Advisors

What outside services will you contract and why?  Will you use an advisory board?  Describe who might be on the board and how they can help your business.

B. Managing Risk

How will you manage risk in your business?  What types of insurance will you need and what is the cost?  What outside and inside risks does your business face?  What policies and procedures will you have in place to help manage thee risks?  Have you done a “Hazard Assessment?”  

C. Managing the Books and Records

How will you keep control of the bookkeeping and record keeping activities for your business?

VII. The Marketing Plan

A. The Products/Services

Products/Services Description. Describe the types of products/services you sell.  

Features/Benefits

Summarize the features/benefits of your product/service.  Include what they do, why people should buy them, and what features make them unique and special.  Then describe the benefits to the customer.

B. The Market Analysis

1. Customer Analysis

Describe your target markets and their key characteristics.  What motivates them to buy?  Why did you choose this group?

2. Competitive Analysis

Identify and briefly describe your competitors.  Where are they located and is their location a strength or a weakness?  Summarize their strengths/weaknesses.  Explain your competitive advantage by talking about the aspects of your business that are unique and superior to the competition.

3. Market Potential

Describe your geographic trade territory and why your customers will come to do business with you.  How many potential customers are there in this trade territory?  Is the market growing, stable, declining, and why.

C. Marketing Strategies

1. Product or Service Lines

Describe the mix of product/services in within your product line.  

2. Positioning

Where do you want your product/service positioned in the marketplace?  Why is this a good market strategy?  

3. Packaging

How will you package your product/service and your business ads a whole?  Explain how that image fits in with your positioning strategies for your business.

4. Pricing – A “First Look”

How will you price your product/service and how do they compare to your competition?

5. Placement (Distribution)

What is the location of your business and cost of transporting product/service to customer?

6. Promotional Strategies

What advertising, public relations, networking, and other promotional tools will you use in your business?

7. Customer Service

What kind of sales training do you intend to provide for yourself and your employees?  What is your customer service strategy?  How will you be the model for good customer service techniques?

VIII. The Financial Plan

A. Investment Required for Start Up

1. Start-up Costs/Needs -- What are the total estimated expenditures needed to start your business?  Some of these may be for  purchases of assets you will need to operate the business.  Other amounts will be needed for working capital.  How much available cash do you have now and how much additional investment do you need?
2. Investment Required – Bank Loan/Self

Where will you get the additional cash needed?  How much will be owner investment and how much will be borrowed?  
B. Operating Budgets

1. Projected income statement – month by month for Year One
Project sales revenue, cost of goods sold, and all operating expenses for each month of the first year of operation.
2. Annual projected income statements for years two and three –  Use the same format as year one, but annualized the amounts, rather than projecting month by month.
3.  Notes to Operating Budgets -- explain all of your assumptions.
C. Cash Flow Projections

1. Monthly Cash Flow Projections – First Year:  Show when you will receive cash receipts from sales and from loans or equity investments.  Show in which month you will actually pay for inventory purchases, operating expenses, capital purchases and repayments of loan principal.
2. Notes to Cash Flow Projections – Explain all of your assumptions.
3. Annual Cash Flow Projections – 2nd and 3rd Years 

Show when and how much money is coming in and going out.
D. Additional Financial Information

1. Projected Balance Sheet - Show the assets of your business and the liabilities (loans) and owner’s equity used to acquire those assets.  Project the balance sheet as of start-up, showing the loan(s) you are requesting and the amount of equity you will have invested.
2. Personal Financial Statement

If you need to borrow funds you will need to include a copy of your personal financial statement.

IX. Conclusion

Summarize the future of this project.  Explain why you will, or will not, move forward with your business idea.  Provide a timeframe for future actions…or, if you are not moving forward with this idea, what will your next steps be?
X. Attachments Section

Supporting Documents

