BUSINESS PLAN

COVER PAGE

Includes company name, contact information

TABLE OF CONTENTS

Headings, subheadings and page numbers for easy reference

EXECUTIVE SUMMARY

A concise summary of the information presented in the remaining pages. Keep in mind
that this section will help the reader decide whether or not to read the entire plan.

COMPANY PROFILE

What is the nature of the business?

What is the legal status and ownership? Is it a sole proprietorship, partnership
or corporation?

When will/did it start operations?

Who owns the business?

Where is it located?

Who is the management team, advisors, other key personnel?

ECONOMIC AND INDUSTRY OVERVIEW
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How big is the industry you operate in (numbers, sales, employees, etc.)
Is it growing, stable or declining?

What is the outlook for the next 1, 2, and 5 years?

What is the state of the economy in the area in which you operate?

Are there any legislative or regulatory issues affecting your business?
How will the competition react to a new business opening?

What trends in the economy and the industry will affect your success?
How do you plan to compete with your close competition?

TARGET MARKET

Are you selling to consumers, retailers, wholesalers, other businesses?

Who is the most likely customer for your product or service (age, gender,
marital status, income, education, etc.)?

How many customers are there in the geographical area that you serve?
Where do they shop for this item now?

How many do they purchase at a time?

How much are they willing to pay?

How often do they purchase this product/service?

What factors influence the buying decision, e.g. price, quality, service, etc.?
What marketing vehicle would be most likely to reach this target market for this
item (yellow pages, direct mail, TV advertisements, etc.)




COMPETITION

1.

List your key competitors for the above target market. These may be direct, i.e.
selling the same item as you or indirect, i.e. competing for dollars in the same
industry segment

What are your strengths and weaknesses in comparison with each of these
competitors (consider price, location, marketing strategy, etc.)?

In what way will you use your competitive advantage over each of the above?
What percentage of the market do you expect to take?

Are there any trademarks, copyrights or patents required to protect the
ownership of your product?

MARKETING STRATEGY

11.
12.
13.

What location have you chosen for the business and why?

Is there potential for future growth at this location?

Is there sufficient traffic flow to meet sales projections?

Do the projected sales justify the costs of this location? Explain.

How will you price your product(s) and/or service(s)? How did you arrive at
these prices?

How does your pricing strategy help you compete with existing businesses?
What is unique or special about what you are selling?

What benefits does this item offer the purchaser? What need does it satisfy?
How will you promote awareness of your business with the target market
described above?

Outline your marketing plan for the first year including all methods of reaching
your market and the frequency and cost of each.

How will you package your products or services?

What method of distribution will you use?

What guarantees, after-sales service and value-added features are you offering?

OPERATING PLAN

Describe the production process.

What equipment and supplies will you need to start and run the business?
List your suppliers for all products and services required and why you have
chosen them (e.g. product lines, frequency of delivery, pricing, terms and
conditions, reputation, etc.)

Who is your management team and what are their qualifications for this role?
What other staff is required to run the business? Describe hours of work, job
description, pay rates, availability.

Will special training be required? Who will provide it?

What licences and permits are required?

What types and levels of insurance are required?




FINANCIAL INFORMATION

N =

HOP®NOU AW

0.

Provide a list of start-up costs.

Provide a monthly cash flow projection for the first year of business. Indicate
fixed and variable expenses and break-even point.

Provide a personal net worth statement for owner(s).

What is your personal contribution to the start-up funds required?

What other sources of financing do you have?

What amount are you planning to borrow and for what purpose?

What security (collateral) are you willing to offer?

Provide a projected Balance Sheet as of the end of Year One.

Provide a projected Income Statement (Profit and Loss) for Year One.
Describe your cash flow expectations for the business for the first 5 years.

CRITICAL RISKS AND SUCCESS FACTORS

Identify what could go wrong with the different aspects of your plan. What
are your worst-case scenarios?

How will you deal with new competition?

What steps will you take to minimize risk?

APPENDICES

May include any of the following:
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Management biographies and resumes

Valuations of assets

Product literature

Photographs of products, equipment, facilities, etc.
Intellectual property documents

Marketing materials

Research and/or Studies

Legal agreements

Financial statements

Leeds and Grenville Small Business Centre
3 Market St. W.
Brockville, On K6V 7L2
Wendy Onstein, Manager
wonstein@brockville.com
613-342-8772 x 470




