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Introduction

Mission Statement

A mission statement should say who your company is, what you do and why you do it.  This statement should reflect the businesses core values.  

For example:  Ben & Jerry’s Ice Cream: "To make, distribute & sell the finest quality 

all natural ice cream & euphoric concoctions with a continued commitment to incorporating wholesome, natural ingredients and promoting business practices that respect the Earth and the Environment."

Executive Summary

[WRITE THIS SECTION LAST]

Financial issues and other such details will need to be included in this statement. Wait until you have all this information to write this part.

The Executive Summary is very important.  It summarizes and highlights your business plans.  Don’t assume people will read your business plan cover to cover.  Use this as an opportunity to gain interest; make people want to read more.

Explain the fundamentals of the business:

· What is your business concept? Include what sector you are in (retail, manufacturing, wholesale etc)
· Who are the owners?
· What will be your product / service? How will you stand out from your competition?
· What is the legal structure? (proprietorship, incorporated, partnership)
· How much money (if any) are you seeking, and for what purpose?
· How much money has the founder(s) invested in this business?  
· How much of that money has been spent already in start-up costs?
· Summarize projected financial performance.  Project the gross revenue and net profits in the first year of business.
· Who will your customers be?
· Why will this business be successful?
· What does the future hold for this business?
Be enthusiastic, professional and concise.  Make this section no  longer than 2 pages or fewer.

The Team

Management Profiles & Ownership Structure

Advisors

Professional Services

Human Resources Requirements

Management Profiles & Structure

Introduce the key people in your business.  CEO, CFO, President, Vice President and any other Executive managers involved.

Information to include:

· Current resume of the management team.
· A written profile of the management team, highlighting everyone’s skills and how they relate to the business you are entering.
· What are the major categories of business management in your company (ie. marketing, sales, research, administration?)  
· Job descriptions for each position that will be filled, the skills this position requires and if you have filled the position yet (if so, by whom?)
· Describe your compensation package for management team.
· What work contracts, non-competition agreements and other contractual agreements have you put in place for the management team?
· Describe the ownership structure of the business.  Include percentages controlled by management team.
Advisors

Creating a Board of Advisors helps enhance the credibility of your management team.  Advisors are people who may offer expertise or skills, but that you cannot afford to hire.

Outline who is on your board of advisors.  

· Give full names, titles, employment, education, expertise and how their guidance may have a positive impact on your business.
· If you DO NOT have a board of advisors describe who you would like to approach and why.
Look for board members who can supplement skills your business may lack. For example, if your business is technology based, try to include people with marketing or finance backgrounds.  

Professional Services

This section highlights the support services you will use. Lawyers, accountant, banker, consultants etc.

Outline who these people are, where they are employed, what service they will be offering your business.

Human Resources Requirements

This section covers employees you will need to hire outside of the management team.  You  may not have hired anyone yet.  Just provide a job description title, rather than an employee name.

Information to include:

· What is the position?  Provide a job description.
· Are the employees full time, part time, free lance?
· How many employees do you need?  
· What is the compensation package for each employee? 
· Check the legal requirements around registering with provincial workers’ compensation.
· How will you train the staff? Remember to include safety training.
· What is your policy for ongoing training for all staff members?
Business Environment

Business Summary & History

Industry Overview

Competitive Advantage

Business Summary and History

Give an overall picture of the business from the time it started, to now.  Highlight work you have done so far, and any sales you have made to date.  If there are no sales or you haven’t started your business yet, highlight the current business situation; and what you have done to prepare thus far.

Industry Overview

Give some background discussing the industry you wish to open the small business in.  Be specific about how your business will fit into a specific sector of that industry.

Information to include:

· What is the total size of your industry?
· Forecast sales, number of customers for the overall sector you will compete in.
· Describe any trends that affect your industry such as interest rates, government regulations, seasonality etc.
· Where are areas for growth in this industry?
· What is the long-term outlook of the industry?
Competitive Advantage

Describe what product or service you will be selling.  Explain how your business is unique; offering a competitive product or service. 

Summarize the following:

· Describe your product / service.  
· How is it unique to the industry you’re entering?
· How will this product fill a gap or need in your industry?
· What are its strengths?
· What are its weaknesses?
· How will you protect your product / service?
· Patents
· Trademarks
· Copyrights
· Discuss your competition in the market.
· What percentage of the market does your competition currently have?
· What are their strengths and weaknesses?  
· Can the competition easily duplicate your product / service? (This is why you may want to be very detailed with your patents, trademarks etc.) 
· Discuss ‘indirect’ competition; other companies that may offer a product or service that is ‘related’ to your business.  Eg. An ice cream store will also compete with a candy store (similar ‘sweet’ products being offered)
· Are there any forecasted difficulties in entering this business?
· What role will technology play in your business?  Will technology make it easier or more difficult for your competition to emulate your product or service?  
Marketing Plan

Target Market

Services / Products

Pricing Strategy

Sales / Distribution Plan

Advertising & Promotions

Target Market

Who are you targeting your business towards and why?  This section will require a lot of research.  Be thorough in your findings.

Summarize the following:

· What type of person or business will buy your product / service?
· INCLUDE:
· Demographic statistics (age, gender, location, income etc)
· Psychographics (what motivates them?  What are their interests?)
· How large is the target market your business will aim to service?
· Estimate gross sales and units of products or services sold.
· Discuss trends in your respected target market.
· Socioeconomic trends
· Demographic shifts
· Hobbies, interests
· Summarize your competition.
· How will your target market be affected by ‘indirect competition’? (refer back to the indirect competition mentioned in section IX)
· Compare how your product / service will service the suggested target market.
Services / Products

Why would someone choose your business over another?  This should be the key focus of your marketing plan.  People want to know “what you can do for them”... Use this section to describe the features and benefits that your product will provide prospective costumers / clients.

Summarize the following:

· What is the key element that makes your product or service unique?
· How will you capitalize on that to drive your marketing plan?
· What other features does your product / service have?  
· Packaging
· Pricing
· Quality
· Service
· Benefits to your customers.
· How will this product / service improve their lifestyle?
· Save them money?
· Offer convenience?
Pricing Strategy

Price your product or service based on the findings of your target market.  You should have found information related to annual income. Consider this information when deciding on your pricing strategy;  make sure the price is in line with your target market’s financial situation.  

Summarize the following:

· What is your base price?  How did you arrive at this figure?
· Give an overview of your fixed and variable costs.
· How are similar competitive products / services priced?
· Compare your pricing strategy to those of your competitors:
· If your service costs more, why would people pay that difference?
· If it costs less, how are you able to offer this deal? (ie. selling in large volumes)
· What do your costs include?
· Will you offer discounts to students, seniors, people who pay by cash etc?
· What will be your policies on trade-ins, returns, lay-away, exchanges?
Sales / Distribution Plan

How will you get your product or service into the hands of your customers? 

State the following:

· How will you distribute your product / service?  Where will you distribute to? 
· Direct to the customer
· Direct to a retailer
· Sales to a wholesaler
· Internet sales via websites
· Outline all players and/or technology you will use to get your product or service to the market.
· Sales representatives
· Other distribution channels: eg. if you sell to a wholesaler, who will the wholesaler sell to, to get your product to market?  
· Will there be any discounts for early payment, or penalties for late payment?
· What after sales support will you offer?  Will you charge for this service?
Consider the following:  Raising the price of your product / service to recover costs quickly may not be the most effective pricing strategy.  Understand your target market and competition in great detail.  You may find that a one or two dollar difference in price may increase or decrease your sales dramatically.

Advertising & Promotions Plan

The more people who know about your business, the better.  How are you going to initially inform possible customers of your new product or service? How will you ensure ongoing communication with your targeted market?   

Expand on the following:

· How will you advertise your ‘new’ product / service?  Will you have a grand opening or special promotions for the first month you are in business?  How will you advertise these?
· Flyers, brochures, website, trade shows, newspaper articles, direct mail, television commercials, coupons etc?  
· Provide a ‘mock’ sample of your advertising pieces.
· How much will this cost?
· What methods will you use for ongoing advertising once the business is established? 
· Mail, internet, radio, television, sponsorship, charity involvement etc.
· Give an estimated budget for advertising costs for the year.
· Outline marketing material you will produce.  
· Brochures, business cards, sell sheets etc.
· Will you have a website?  Expand on how you will incorporate this into your marketing/advertising strategy? (eg. Will you include your website address on your business cards and brochures?)
· What other methods of marketing can be used? 
· Telemarketing, trade shows, bill boards, in-store promotions etc.
Operations

Stage of Development

Production Process

Stage of Development

Identify what stage your business is at; preproduction or are you already up and running?  

Discuss the following:

· What stage is your business at currently?  
· Already in production or preparing to go into production?
· How will your product / service be made?
· Highlight any problems that may occur in the development process?
· Create a checklist of anticipated issues.  Ensure that you address those noted issues prior to developing your product, or taking the service to market.
· Identify and eliminate any safety hazards at your workplace
· Research all government or local regulations before developing a product.
· Are there government regulations to follow?
· Do you need to register with a workers’ compensation board?
· Who are your suppliers?  
· List: prices, terms, conditions etc.
· What quality control measures have you integrated?
Production Process

This section shows that you have researched and understand the manufacturing process involved in your product or delivering your service

Outline in detail:

· Basic product requirements:
· What materials will you need to produce / assemble your product or service
· Will you make all the parts yourself, or purchase them from suppliers?
· What are the costs associated?
· Basic business requirements
· Land, equipment, office space etc.
· What are the costs associated with each of your basic operational needs?
· How will you finance those costs? Lease, loan, purchase (for more details review the Financial Options brochure in your folder)
· Will you have room to expand or alter the service or product if necessary?
· What is the production timeline to produce your product / service from start to finish?
· Are there any factors that could affect this estimated time frame? (eg. shortage of materials, rush orders etc.) 
· What process will you put in place to alleviate these possible factors
· Have a contingency plan for any problems you can predict.
· What testing have you conducted on your product or service?
· How will you keep track of inventory; manually or on a computer?
Finances

Start Up Costs

Income Statement

Cash Flow Statement

Balance Sheet

Start Up Costs

Before you can open a business you need to have money to invest. You will need to identify how much money it will take to start making your product or offering your service. Use the Start Up Cost Template (excel spreadsheet) to help organize your start up cost.

Income Statement

An income statement is a summary of the revenue (money made) and expenses (money spent).  This statement will outline the net income (profit) made by the business.  Net income is essentially, revenue minus expenses.  Use the Income Statement Template (excel spreadsheet) to help project your net income.

Cash Flow Statement

Cash Flow Statements track the amount of money coming in (cash receipts) and the amount of cash going out (payments or expenses).  This is important to keep track of to ensure you have enough money to pay bills, invoices and loan payments.  Use the Cash Flow Statement Template (excel spreadsheet) to help report your company’s monthly available cash.

Balance Sheet

The Balance Sheet is a snap shot of the business’ financial position. The balance sheet outlines your assets, liabilities and equity and helps you know the net worth of your business.  Use the Balance Sheet Template (excel spreadsheet) to help organize your start up cost.

Risks & Conclusions

Research Risks

Every business has some degree of risk to it.  In this section you will identify these risks and implement plans to alleviate the risk as much as possible.  

Identify the following:

· Risks within your industry
· Health and safety risks in your business / work site
· What you will do if the demand for product or service decreases
· What you will do if the number of competitors increase
· The risks surrounding production of the product or service
· Risks with the marketing plan created
· How you will recover if the main marketing plan, or ad campaign fails
· What human resources risks do you face?  Consider your management team, advisors and employees.
· What you will do if your key employees quit
· What you will do if an employee gets hurt on the job
· What is your contingency plan for financial issues; if you run out of cash
· What are the environmental risks (if any)?  Are you within government regulations?
You want people to believe you have thought of every detail, even the unforeseen ones.  Have a contingency plan, or backup strategy to cover off all the main components that may affect your business. 

Conclusion

End the plan with passion.  Let your potential investor, loan agency or potential partner see the passion you have toward this business plan.

Conclude with the following:

· Clearly restate the goals and objectives for your business
· Clearly recap what the purpose of this business plan is; are you seeking financial aid, a business partner, an investor etc?
· State the amount of money required and the general purpose it will be used for.
For example:  Mike’s Copy Centre: "It is my goal to start a business in computer / electronics sector.   I aim to provide services such as photocopying fax and computer workstation access, color prints and binding. 

I believe this is an opportune time to start a business such as [company name] because the retail industry (my primary target market)  is currently booming; reporting a net worth of over $350 million.  Furthermore, there are plans to build 25 new corporate buildings within 3 kilometers of my suggested location. 

I bring more than 20 years experience of technical repair, sales skills and computer skills to the table. I am asking for a loan of $200,000 to cover start up costs; primarily purchasing equipment and refurbishing the store from which I will run the business.  I plan to repay my loan by beginning of August 2008. My personal investment of over $60,000 suggests that I truly believe in this venture and anticipate great success.  I hope you will join me in this exciting opportunity to service our local community.
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