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The Guidance You Need.
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Business Plan 

This business plan consists of a narrative and financial spreadsheet. The narrative template is the body of the business plan. Work through the sections in any order you like, except the Personal Mission Statement should be first. Skip any questions that do not apply to your business. When you are finished writing your first draft, you will have a collection of small essays on the various topics of the business plan. Then you will want to edit them into a flowing narrative.

The real value of doing a business plan is not having the finished product in hand; rather, the value lies in the process of research and thinking about your business in a systematic way. The act of planning helps you to think things through thoroughly, to study and research when you are not sure of the facts, and to look at your ideas critically. It takes time, but avoids costly, perhaps disastrous, mistakes later.

The business plan narrative is a generic model suitable for all types of businesses. However, you should modify it to suit your particular circumstances. It typically takes several weeks to complete a good plan. Most of that time is spent in research and rethinking your ideas and assumptions. But then, that is the value of the process. So make time to do the job properly. Those who do, never regret the effort. And finally, be sure to keep detailed notes on your sources of information and on the assumptions underlying your financial data.

This form is an outline of the elements that are included in a typical business plan. This tool will help you create a business plan.  

·  *Business Plan* is a requirement for the Professional Level.  This is only an example of an outline. Please free feel to use any format you like for your business plan

Business Plan

OWNERS

Business name:
Your Business Name

Address:

Address Line 1

Address Line 2

City, ST ZIP Code

Telephone: 

(555) 555-0100

Fax:


(555) 555-0101

E-mail:

someone@example.com

Table of Contents

Personal Mission Statement

Write this section first!
Clearly state your long-term personal finance goals.  Use personal milestones that tie directly to growth of your company, but be as concise as possible.

General Company Overview

Mission statement: Many companies have a brief mission statement, usually 30 words or fewer, explaining their reason for being and their guiding principles. 

Company history: Years in business, previous owners, successes, failures, lessons learned, reputation in community, sales and profit history, number of employees, and events that affected success. Discuss significant past problems and how you solved and survived them.

Management Team: Who manages the business on a day-to-day basis?

What experience does that person bring to the business? What special or distinctive competencies?

Is there a plan for continuation of the business if this person is lost or incapacitated?

Prepare an organizational chart showing the management hierarchy and who is responsible for key functions. Include employee’s name, years with the company, and ranking (A, B, C).

The Marketing Plan

Economics

· Percentage share of the market you have. (Best estimate)

· Current demand in target market

· Growth history

· Trends in target market — growth trends, trends in consumer preferences, and trends in product development

· Growth potential and opportunity for a business of your size

Products

List all your major services.

Competition

What products and companies compete with you? List your major competitors, including their names and addresses.

Do they compete with you across the board, just for certain products, certain customers, or in certain locations?

Now analyze each major competitor. In a few words, state how you think they stack up.

Niche

Now that you have systematically analyzed your industry, your product, your customers, and the competition, you should have a clear picture of where your company fits into the world.

In one short paragraph, define your niche, your unique corner of the market.

Pricing

What is your pricing strategy? 
Financial Plan

The financial plan consists of a 3-year profit and loss projection and a labor force requirement projection. The process of thinking through the financial plan will improve your insight into the inner financial workings of your company.

THREE-Year Profit Projection
The plan should include: Expected annual volume, Gross Profit, Overhead costs, and net profit.

Of course, keep notes of your key assumptions, especially about things you expect to change dramatically over the years.

Labor-Force Projection

The plan should list the labor requirements for each category by year.

Sales-

Office-

Production

Design/Selection-

Sub-contractors- 

Prepare an organizational chart based on 3-year requirements showing the management hierarchy and who is responsible for key functions. 

Operational Plan

Most important strengths and core competencies: What factors will make the company succeed? What are your major competitive strengths? What strengths do you personally bring to the business? 

Significant challenges the company faces now and in the near future: What are you currently doing to help meet these challenges? 

Identify key decisions and issues that need immediate or near-term resolution. State consequences of decision postponement.

Long term: What are your plans for the future of the business? Growth? If so, at what rate and how will you achieve it?

Identify issues needing long-term resolution.  State consequences of decision postponement.
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