 (Insert Your Business Name)- Business Plan – (Insert Month) 2012


STEP 1
 (INSERT BUSINESS NAME HERE)

BUSINESS PLAN – Year 1
(Insert your logo here)

Address:  (insert here)

Telephone:  (insert here)

Fax: (insert here)  

Email: (insert here) 

Website:  (insert here)

Twitter: (insert here)

Facebook: (insert here)

STEP 2
Table of Contents
SECTION 1 - 
EXECUTIVE SUMMARY
SECTION 2 -
BUSINESS DESCRIPTION



Vision Statement




Business Structure



The Owner




Products and/or Services




The Market Area




Customers




The Industry




Competition




Marketing Plan




Management Team




Operating Plan




Regulations and Insurances
SECTION 3 -
FINANCIAL NEEDS



Start-Up Costs & Capital (Fund Use & Source)




Personal Requirements





Sales Forecast



Cash Flow Projection
SECTION 4 -
BUSINESS FINANCING
SECTION 5 - 
APPENDICES
SECTION 1 - EXECUTIVE SUMMARY

STEP 3
The Business
(Insert a paragraph briefly describing your business)

(Insert a paragraph summarizing your vision for the business)

(Insert a paragraph briefly describing your products and services)
The Market
(Insert a paragraph summarizing the industry trends, competition and customers)
The Owner
(Insert a paragraph summarizing the qualifications of the owner)
Financial Projections
(Insert a paragraph describing the results of your sales forecast and cash flow projections)
Financing and Security
(Delete if no loan required)

(Otherwise, insert a short paragraph describing the loan source, the amount, terms and payments)

(Insert a short paragraph describing the assets that are being used to secure the loan) 

SECTION 2 – BUSINESS DESCRIPTION
Vision Statement

STEP 4 

Business Structure and Background
STEP 5 
The Owner
STEP 6 
See Appendices for Resume.
Products and/or Services
STEP 7 
	Product and/or Service
	Unit



	
	

	
	

	
	

	
	

	
	


See Appendices for Product Sample.
tc  \l 1 "YOUR CUSTOMERS"
The Market Area
STEP 8 

See Appendices for Map of Market Area.
Customers
STEP 9 

	Primary Customers
	Secondary Customers
	Other Customers

	
	
	

	
	
	

	
	
	


See Appendices for Market Survey Results

THE INDUSTRY
SEE STEP 10
COMPETITION
SEE STEP 11

	
	Your Business Name
	Competitor Name
	Competitor Name
	Competitor Name

	Product & Services Offered
	
	
	
	

	Prices or Rates


	
	
	
	

	Hours of Operation


	
	
	
	

	Location


	
	
	
	

	Advertising & Marketing


	
	
	
	

	Customers


	
	
	
	

	Image


	
	
	
	


THE MARKETING PLANtc  \l 1 "YOUR MARKETING PLAN"
Image

SEE STEP 12tc  \l 1 "YOUR MARKETING PLAN"
ADVANCE \d12Promotion Strategy

SEE STEP 13tc  \l 1 "YOUR MARKETING PLAN"
tc  \l 2 "Promotion Strategy."
	Strategy


	Method and Materials Used

	Customer Service


	

	Discounts


	

	Launch of Business Sale


	

	Special Sales


	

	Charities/Causes


	

	Other


	


See Appendices for Promotion Material Samples.
Advertising & Promotion Checklist
SEE STEP 14
	Type


	Details
	Month(s)
	Cost

	tc  \l 2 "Cost"Radio
	
	
	$

	T.V.
	
	
	$

	Newspaper
	
	
	$

	Magazine
	
	
	$

	Flyers
	
	
	$

	Coupons
	
	
	$

	Yellow Pages
	
	
	$

	Promotional Items (pens, fridge magnets)
	
	
	$

	Business Signage
	
	
	$

	Vehicle Signage
	
	
	$

	Banners
	
	
	$

	Business Cards and Rack Cards
	
	
	$

	Internet
	
	
	$

	Trade Shows
	
	
	$

	Sponsorships
	
	
	$

	Charitable Donations
	
	
	$

	Networking - Chamber Membership etc.
	
	
	$

	Social Networking
	
	
	$

	TOTAL
	
	
	$


Price

SEE STEP 15tc  \l 1 "YOUR MARKETING PLAN"
	Product and/or Service
	Unit
	Price

	
	
	$

	
	
	$

	
	
	$

	
	
	$


See Appendices for Price Schedule.

Location & Distribution

SEE STEP 16tc  \l 1 "YOUR MARKETING PLAN"
tc  \l 2 "LOCATION"
THE TEAM 
Employee Requirements
SEE STEP 17tc  \l 1 "YOUR MARKETING PLAN"
	Name
	Position Title 
	Responsibilities
	Skills and Experience Required

	
	
	
	

	
	
	
	

	
	
	
	


Independent Contractors
SEE STEP 18tc  \l 1 "YOUR MARKETING PLAN"
	Service
	Name of Contractor
	Specifics of Service Required

	
	
	

	
	
	

	
	
	


See Appendices for a Sample Agreement.
Professional Services
SEE STEP 19tc  \l 1 "YOUR MARKETING PLAN"
	Service 
	Name
	Company Name

	Accountant
	
	

	Lawyer
	
	

	Insurance
	
	

	Mentor
	
	


OPERATING PLAN

Facilities:
SEE STEP 20
	Facility
	Location
	Why you chose this location
	Renovation Comments

	
	
	
	

	
	
	
	


See Appendices for Lease Agreement.
See Appendices for Landlord Agreement Letter
Equipment:

SEE STEP 21
	Equipment/Year
	Details
	Need to Purchase or Own

	
	
	

	
	
	

	
	
	


Products/Supplies

SEE STEP 22
	Product
	Provider
	Availability
	Terms

	
	
	
	

	
	
	
	

	
	
	
	


Technological Innovations
SEE STEP 23
ADVANCE \d12
REGULATIONS AND INSURANCE

Permits and Licenses
SEE STEP 24tc  \l 1 "NOT-SO-MINOR DETAILS"
Insurance
SEE STEP 25
See Appendices for Insurance Documents.
tc  \l 1 "NOT-SO-MINOR DETAILS"
CRITICAL RISKS

SEE STEP 26

	Critical Risk Identified
	Strategy to mitigate risk impact



	
	

	
	

	
	

	
	

	
	


tc  \l 2 "Critical Risks"
PART 3 – FINANCIAL PROJECTIONS
START-UP COSTS & CAPITAL (USE AND SOURCE OF FUNDS) 
tc  \l 1 "Use and Source of Funds (Start-Up Costs)"ADVANCE \d12Use of Funds for 1st 3 Months SEE STEP 27
	Capital Items:
	

	
	$

	
	$

	
	$

	
	$

	Inventory:
	

	
	$

	
	$

	Other Expenses:
	

	
	$

	
	$

	
	$

	
	$

	
	$

	
	$

	TOTAL USE OF FUNDS:
	$




Source of Funds SEE STEP 28
	Bank/Credit Union/etc.
	$

	Community Futures Stuart Nechako:
	$

	Personal Investment   Cash:
	$

	                                    Assets:
	$

	Other (specify):
	$

	TOTAL SOURCE OF FUNDS:
	$




PERSONAL REQUIREMENTS

tc  \l 1 "Owner’s Drawings"
Owner’s Drawings
SEE STEP 29
See Appendices for Owner’s Drawings.
Sales Forecast
SEE STEP 30
See Appendices for Sales Forecast.
Cash Flow Projection
SEE STEP 31
See Appendices for Cash Flow Projection.
SECTION 4 – BUSINESS FINANCING

SEE STEP 32
	Use
	Amount

	
	$

	
	$

	
	$

	
	$

	
	$

	
	$

	
	$


See Appendices for Loan Proposal.
SECTION 5 - APPENDICES
SEE STEP 33
· Owner’s Drawings
· Sales Forecast

· Projected Cash Flow Statement

· Resume and Certifications
· Insurance Documents
· Customer Survey Results
· Map of the Market Area
· Sample Agreements

· Promotion Samples
· Price Schedule
· Letters of Intent
· Lease Agreement

· Landlord Agreement Letter
· Past Financial Statements
· Loan Proposal
· Offers to Purchase

· Quotes
· Tax Assessments and/or Property Appraisals
· Other
SEE STEP 34
SEE STEP 35
PAGE  
1
(insert your tagline here)


