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Your Business Plan
Creating a strong, well thought-out business plan is the most important step you can take if you are serious about developing a financial and emotional rewarding business. 
Your completed plan provides you with a road map for your business; a roadmap that serves as a living document to be updated regularly as you learn more about your market, your customers, your business, and your own weaknesses and strengths as a business owner.  Your completed plan should be a clear and focused document that tells the compelling story of your business, including specific objectives to guide your organization. 

Done correctly, developing a plan forces you to take an objective, critical, and unemotional look at every aspect of your business idea. It helps you identify and evaluate the strengths and weakness in your business concepts and to analyze and identify the changes necessary to transform those weaknesses into strengths.
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1.0 Executive Summary


· Business name and location.

· Summary of services, the problem that your business will solve.
· Overview of business concept.

· Description of competitive advantages.

· Identifies a market for your product.

· Summary of your management team and ownership.

· Current stage of development.

· A summary of your financial plan, expansion/loan summary.

1.1 Objectives

· The objectives for the business plan execution must be clearly identified.
   

· The objectives set will determine what the business will achieve and the measures that will be used to determine if the objectives are successfully completed.

· Objectives must be set using S.M.A.R.T criteria.  (Specific, Measurable, Attainable, Relevant and Timely).

1.2 Mission
· The mission statement for the business is clear, concise and ultimately describes the entities purpose for being.

· Mission Statement should provide the employer and employees with an overall strategic direction.

1.3 Key Success Factors
· Plan identifies how the business will measure success in completing set goals.

· Key indicators are identified that demonstrate progress towards goal completion.

2.0 Company Summary


2.1 Business Description

· Will include basic information about the business, legal name, operating name, and all contact information.
· Will summarize the purpose of the business, how the business is unique, and fills a potentially untapped market.
· Summarize the overall strategies and objectives of the business, the products that will be offered and the current stage of the business development and/or history.
2.2 Company Ownership

· Identifies the owner(s) of the business.

· Identifies the legal form of ownership.

2.3 Expansion/Start-Up Summary
· Include a detailed list of all required start up funds required for the business.

· Start up Summary will also be reflected in the attached financial plan.

2.4 Company Location and Facilities
· Includes a brief description of the location and facilities, square footage, and lease agreements.  

· Description of surrounding area and why this will be advantageous to your business.
· Include potential critical factors for the location such as accessibility, pedestrian traffic, vehicle traffic patterns, parking options, and customer demographics as they relate to your business.
3.0 Products/Service


3.1 Product/Service Description
· Include an overview of the products and/or services offered by your company.

· Identify primary features and benefits.

· Describe the product/services in detail.

· Identify the value to the customer of your product/service.

· Identify the key features of the product/service.

3.2 Competitive Comparison
· Include the differentiating aspects of your product(s) and/or service(s) such as pricing, service, and value. 

3.4 Growth Strategy/ Future Products

· Identify where will the company be in 3-5 years.
· Include future products & growth strategy, and all financial assumptions.
4.0 Planning & Strategy


4.1 Market Analysis Summary

· General scope of the industry, market demands, buying habits, target markets, characteristics unique to the particular market, and potential customers.

4.2 SWOT Analysis

· A SWOT analysis is a structured planning method used to evaluate the strengths, weaknesses, opportunities and threats involved in a project or in a business venture.
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4.3 Market Segmentation
· Specifically defined primary and secondary target markets.

· Indicate the typical profile of your target customer based on research of demographic and geographic data (age, income, family size, buying patterns). 
· Consider needs of the customers and if they are being met.  

· Identify conditions and/or constraints of the target market.

· Identifying the target market will be essential in developing marketing plans and strategies in reaching your market.

· Identify lasting appeal to target markets.
Planning & Strategy


4.3.1 Target Market Segment Strategy

· Marketing strategy will be based on delivering the right information to the right target customer.

· Describe the strategy for reaching each primary and secondary target markets.

4.3.2 Market Needs

· Identify market gaps and how your business will service those needs.

· Identify the potential market share percentage your business expects to gain, explain the logic behind assumptions.

· Address potential for changing market needs, ensure your analysis is based on information that is accurate and current.

4.3.3 Market Trends

· Identify trends that have previously affected the market.

· Note current trends that are now affecting the market.

· Note potential future trends that may affect the future the business.

· Identify any customer or regulatory requirements that could affect the business and how compliance will be maintained.

· Identify any cyclical/seasonal purchasing trends.

4.4 Industry Analysis 

· Include overview of current industry performance, key external drivers, outlook, and life cycle.

· Consider products & markets, supply chains, services, demand determinants and locations.

· Consider competitive landscape, market share, key success factors, and barriers to entry.

Planning & Strategy


4.4.1 Industry Participants
· Include an overview of the major company make-up of industry, market share concentration, key success factors, and competitive landscape.
4.4.2 Distribution Patterns

· Identify how distribution occurs in your industry.  

· Consider how this distribution affects your success and identifies your strategies for success.
4.4.3 Competitive Buying Patterns

· Identify how the target markets are purchasing product/services currently.

· Identify how the business will position itself within the competitive buying patterns of the market.

4.4.4 Main Competitors

· Identify main competitors in your market.

· Identify potential secondary competitors that could affect your business.

· Identify competitor weaknesses/strengths.

· Identify any barriers of entry into the market your business may face that could present challenges or create opportunities.

5.0 Marketing & Sales


5.1 Marketing Strategy
· Summarize how you will be marketing your products or services (offline, online, lead generation, seasonal promotions, markets, fairs) etc.
5.1.1 Value Proposition
· Identify the service(s) and/or feature(s) of your business/products that make your company attractive to customers.

· The opportunity or value proposition of the business is clearly identified and described.

5.1.2 Competitive Edge
· Identify why target markets will buy from you instead of the competition.  Identify your product(s) key features, benefits, unique qualities, and pricing.

· Identify competitor’s weaknesses/strengths.

· Identify the comparative advantage you hold to both your primary and secondary competitors.

· Detail those attributes that set your business/product/service apart from the competition’s and how you will meet your customer’s needs in an improved way.

5.1.3 Benefits & Features
· Clearly identify the benefits of doing business with your company and major products or services; benefits typically are one to three words and are the emotional value of your product/service to your customer (example: a dentist office promotes “comfortable” as the benefit).

· For each benefit provide several features of your product or service that explain how the benefit is derived (example: “comfort” is a benefit of their fine grain leather dental chairs, sedation dentistry, and a soothing office environment).

Marketing & Sales


5.1.4 Branding Statement
· A clear statement that defines the benefit of your product to your target customer, and states how you are different from your competitors.  The core message that is delivered to all customers and stakeholders. Use the words you want to hear when customers describe your business.

· Define how your image is projected into the market (why specific colors were chosen, uniforms/dress codes, marketing collateral style, location description).
5.1.5 Target Market & Customer Personas
· A short write-up that clearly illustrates that you understand who your target market customers are.

· Describe the demographic characteristics of the people (buyers) inside your target (age, income, location, job title if B2B, etc.).

· Describe the psychographic characteristics of your target customers (daily habits, likes, dislikes, buying patterns, annual habits, hobbies, etc.).

5.1.6 Tactical Marketing Strategies 
· Your tactical strategies should identify all advertising options and costs to execute a sustained strategy.  Identify the specific tactical strategies that you will use to get your business known in your market and to generate leads and customers in the key areas of your:

· A digital marketing strategy. Consider the use of the websites, social media, lead generation, search engine optimization, email, RSS feeds, webinars, recorded downloads and blogging.

· A direct marketing strategy.  Direct mail & direct sales.

· A public relations & media strategy.  Identify industry influencers (media/blogging) and strategies for getting coverage.

· A networking & personal marketing strategy.  Identify opportunities for face-to-face marketing.

· A customer service, relationship, & development strategy.  Identify systems and strategies for developing customers into “fans” for repeat business and word-of-mouth referrals.

Marketing & Sales


5.1.7 Promotional Strategy
· What is/are the promotional plans and how you will reach the target markets.

5.2 Sales Strategy
· Describe how you will be selling your products or services (online, offline, direct sales associates, cold-calling, lead generation, seasonal promotions, markets, fairs) etc.
5.2.1 Pricing/Compensation Strategy
· How are your product/services priced and why.

· Describe your pricing strategy - will you be the low-cost provider (and how do you remain profitable); high-cost (and what is your value proposition to support that pricing strategy).

· If sales force is used, identify how they will be compensated.

5.2.2 Segmentation
· Identify the strategy for segmenting the market specific to selling (geographic regions/ industry specific segments, demographic segments, etc.).

5.2.3 Seasonality 

· Describe the seasons associated with revenue peaks and valleys.

· Identify strategies for weathering the off-seasons.

Marketing & Sales


5.2.4 Strategic Partnerships

· Identify key partnerships with customers, stakeholders, peers, and how they will be leveraged strategically to grow your business.

· Identify your key strategic partnership and describe the type of partnership and value to your company.

· Identify the additional partnerships you will deploy for selling (affiliates, licensed associates, distributors, channel partner, and more).

5.2.5 Up-Sell Strategies 

· Identify the type of up-sell strategies you will use (Discount or Quantity, Limited Time Quantity, Package, Affiliate, “Extras” Upsell, Warranty/Extended Warranty Upsell).

5.2.6 Distribution Strategy

· Detail how the product is distributed.  Consider avenues such as direct sales force, distribution agreements, wholesale, and online.

6.0  
Leadership 


6.1
Mission 
· The mission statement for the business is clear, concise and ultimately describes the entities purpose for being. 

6.2
Vision
· Vision statement will communicate the company’s goals and inspire strategic direction. 

6.3
Company Core Values 
· Guiding principles that will dictate all actions and behavior in your business.

6.4 
Organizational Structure
· Identify organizational structure, “who is in charge of what.”

6.5  
Management Team
· The primary goal of your management team is to provide order and consistency in daily operations. Describe how the management team members’ background and experiences contribute to successful operations. Consider technological, entrepreneurial, business, and policy experience. Attach all resumes/CVs in appendices. 

6.6  
Personnel Plan
· Detailed monthly personnel plan and strategy for the first fiscal year.

7.0
Operations


· Operations Management is the administration of business practices to create the highest level of efficiency possible within an organization.  In other words, it's the management of how we get things done.  Describe how your business oversees, designs, and controls operations in the following Key Areas. 

7.1
Sourcing
· Identify all major suppliers; include how supplies are delivered to your location.  How you will maximize profits with continued management of resource purchasing.  

7.2
Production/Manufacturing
· Clearly define manufacturing/production requirements.
7.3
Inventory Management 
· Process for the management of inventory being brought in and out of a company.  Consider receiving, storage, labeling, tracking, improving inventory turn over.

7.4
Marketing
· Description of the management of end-to-end process of Marketing, the planning, budgeting, execution and analysis of the Return on Marketing Investment.

7.5
Customer Service
· The process of how you listen to the voice of your customer, collect the data, review the data and use the data to improve performance.

7.6
Quality Control
· The process of how you ensure what is designed and manufactured is produced to meet and exceed the needs of customers.
7.7
Fiscal Performance
· Detail your process for the review of fiscal performance.  Indicate the methods and key indicators that are used and how performance is monitored and improved in this review. Consider employee performance reviews in addition to fiscal performance measures.
8.0 
Human Resources


· Human Resource Management is responsible for the personnel sourcing and hiring, training, professional development, compliance with regulations and benefits administration in a business.  Consider Staffing, On-Boarding/Training, Retention, Development, Adjustment and Managing change.  

8.1 
Staffing
· How you identify the work to be done, the number of people needed and the skills required of staff.  
8.2
Onboarding/Training
· Your onboarding/Training process for new employees is defined.

· Consider the 4 C’s of Onboarding when developing your process:
Compliance- teaches employees basic rules and regulations.
Clarification- ensures that employees know job roles and expectations.
Culture- includes providing employees with a sense of organizational norms
Connection- helps employees establish interpersonal relationships and information networks.

· Consider Staff Meetings, Mentoring, Policy & Procedure Manuals, and Employee Handbooks.
8.3
Retention
· How you will reward employees for performing their jobs effectively, ensure harmonious working relations between employees and their managers & maintain a safe, healthy work environment.
8.4
Development
· Development focuses on preserving and enhancing your employees' competence in their jobs by improving their knowledge, skills, abilities and other characteristics. Consider how your business ensures/manages professional development.
8.5
Adjustment 

· How your business will remain in compliance with federal and state laws, as well as with your organization's policies.
9.0  
Information Technology


· Describe how the company will use technology in the management of operations, such as Production/Manufacturing, Sourcing, Inventory Management , Quality Control, Inventory Management, Customer Service, Marketing, data backup and disaster recovery, and Fiscal Performance.

Sourcing
Production/Manufacturing
Inventory Management 
Marketing
Customer Service
Quality Control
Fiscal Performance
10.0  
Financial Management


· The management of an organization’s financial resources should be set to achieve your business objectives while maximizing value.  Describe the process of how your business will set objectives; analyze data when making financial decisions, track, and review performance.

10.1
Fiscal Monitoring
· Create accurate financial forecasting models to test “What if” scenarios.

· Establish a process for ratio scorecard reviews.  Key Ratio categories include Liquidity Measurement, Profitability Indicators, Debt, Operating Performance, Cash Flow Indicators, and Investment Valuation Ratios. 

· Establish a regular review of your Balance Sheet & Income Statements.

· Describe your review and improvement process of your Contribution Margin. 

· Indicate Key Financial Performance Measures and your process for establishing and review. Consider areas such as profit margins, variable cost percentages and labor expense percentages.

10.2
Expansion/Start-Up Loan Summary
· Will need to include a financial projection model to the business plan and include:
1. Required funds and the anticipated use of funds.

2. Salaries and wages forecasts for 3-5 years of operations.

3. Fixed expense budget for 3-5 years of operations.

4. Sales forecasts for 3-5 years of operations.

5. Income Statement & Balance sheets for 3-5 years of operations.

6. Cash flow sheet for 3-5 years of operations.

7. Demonstrate adequate cash flow.

8. Demonstrate when the business is at the break-even point.
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