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1. Executive Summary
Do this section last. It should be no longer than 2 pages 
· This is the most important part of your business plan and is often the only part of a business plan that is read

· Ensure that it’s interesting and engaging. Your goal is to excite the reader enough to read more 

· Include only relevant information:

· A description of your business and industry

· Why you believe your business is viable

· Your growth strategy

· A summarized sales and marketing strategy

· Your projected sales, gross margin and net profit. A simple summary will do.
· How much money you require, if requesting finance
· Your management team and key employees

· Your business vision and mission statement if it’s short and relevant
	

	

	

	

	

	

	

	

	


2. Vision and Mission Statement

What is your vision for your business?

· What will your business become in 3,5,10 years?

· Are you going to operate locally?

· Are you going to operate nationally?

· Are you going to operate internationally?

· Are you going to operating your business from home?

· Are you planning to sell this business?

· If you could see into the future what will this business look like?

· Developing a clear business vision makes developing a business plan more relevant
	

	

	

	

	

	

	

	

	

	


What is your Mission Statement?
· A mission statement defines what a company is, why it exists and its reason for being

· Elements of a mission statement:

· What are your business beliefs and values, what does your business stand for?

· Who are your target customers?

· What are your basic products and services?

· What customers needs and wants do you satisfy

· Why should customers do business with you?

· What is your competitive advantage?
	

	

	

	

	

	

	

	

	

	


Personal Goals
What are your goals?

· Describe why you want to get this business up and running

Develop a list of goals you would like to achieve

· What do you want for your life?

· What is your definition of personal success?

· Why do you want to own your own business? List 5 reasons

· How much money will you need to achieve your goals and dreams?

	

	

	

	

	

	

	

	

	

	


3. Company Description

· Business name 

· Contact details

· Type of business ownership. If the business is a partnership or corporation list the shareholders and their share in the company

· What special licenses do you need to apply for? Have these been applied for?
· Business bankers
· Personal bankers

	

	

	

	

	

	

	

	

	

	


4. Products and Services

Supply the reader with more detail about your products and services. After reading this section the reader must have a very clear idea of what products and services your business offers.
· What is your competitive advantage? Do you offer clients a guarantee?

· If you manufacture a product briefly explain the process without giving away your trade secrets

· If possible include photographs

	

	

	

	

	

	

	

	

	

	


5. Marketing and Sales Plan

Market research

Industry Research

What is taking place in your industry? Give the reader a feel for your industry
· Identify some interesting research about your industry showing growth, trends etc.
· What is the size of the market for your product or service?

· What factors are influencing your industry positively or negatively?

· Demographic

· Social

· Economic

· Environmental

· Technological

	

	

	

	

	

	

	

	

	

	


Customer research
What information do you have about your customers?
· Have you done interviews with potential clients? What did you find out? 

	

	

	

	

	

	

	

	

	

	


Competitor research

The more you know about your industry and your competitors the better.
· Who are your competitors?

· What are their strengths and weaknesses?
· What will you do to capitalize on their weaknesses?

· What will you do to ensure you compete with their strengths?

	

	

	

	

	

	


Target Market
Identify your targeted customers, their characteristics, and their geographic locations.

You may have more than one group that make up your target market, identify theses. Then, for each customer group, develop a demographic profile:

· Age

· Sex
· Location

· Earnings
· Occupation

· Level of education

· Other details specific to your industry
For business customers, the demographic may be:

· Industry 
· Location

· Size of company

· Other factors specific to your industry

	

	

	

	

	

	

	


Marketing Plan

· What are your projected sales and what assumptions have you made?

· Include a SWOT analysis of you and your business

· Strengths – Weaknesses – Opportunities - Threats
· What makes you unique, different, special, better?

· Why should people buy from you?

· What marketing tools are you going to use to market your business?

· How are you going to generate sales?

	

	

	

	

	

	

	

	

	

	


Promotional Plan
How will you get the word out to customers? Develop a list of tools you will use, be specific.
	

	

	

	

	

	

	

	

	

	


Marketing Budget

How much will you spend on marketing?
1. When do you plan launch your business? 
2. What percentage of sales do you plan to spend monthly to promote your business? 
	

	

	

	

	

	


Pricing

How much you charge for your product or service will have a direct impact on the profitability of your business.

What is your pricing strategy?

· Do you plan to be the cheapest?

· Will you charge a premium price?
· What will your profit margin be on the various products or plan to sell?

· If you sell a service what will be your charge out rate?

· The prices you charge for you products or services will be influenced by your monthly operating expenses

	

	

	

	

	

	

	


Proposed Location

Where will your business be based? Why did you choose to set up your business here?
	

	

	

	

	


Distribution Methods
How do you distribute your products or services?

· Retail
· Online store
· Wholesale

· Your own sales force

· Sales agents

	

	

	

	

	


6. Business Operations Plan

How will you operate this business? Discuss some of detail relating to:
· The manufacture

· Daily operations

· Purchasing strategy

	

	

	

	

	


7. Employees, Management Team and Advisors
Employees
· How many people will you employ?
· Where and how will you find the right employees?

· What training will you offer your employees?
· Who will be responsible for which tasks?
· Include a simple organizational chart
Professional and Advisory Support

List the following:

· Board of directors

· Management advisory board

· Attorney

· Accountant

· Mentors and key advisors

	

	

	

	

	

	

	


8. Financial Plan and Statements
Financial statements make up a very important part of your business plan. Do your research and then use and accountant to help you develop financial forecasts for your plan.

· What record keeping system will you use to manage your business? Typically small business owners will either purchase accounting software or get a bookkeeping service to keep the accounting up-to-date

· Include a list of assumptions you have made when developing the financial projections

· Include a projected Profit and Loss statement for 3 years. Use templates provided to do these.
· Include a projected Cash Flow Statement for 3 years. Use templates provided to do these.
· Include a projected Balance Sheet for 3 years. Use templates provided to do these.
· Include a statement with the businesses start-up costs. Use templates provided to do these.
· Include a list of your personal assets and liabilities if you’re the only shareholder in the business and are applying for a bank loan

· Include your monthly break-even sales. Use templates provided to do these.
· When doing your financial statements show different scenarios

· Worst case

· Best case

· Probable
	
	

	

	

	

	

	

	

	

	

	

	

	

	

	


9. Appendices

Include details and studies used in your business plan; for example:

· Brochures and advertising materials

· Industry studies

· Maps and photos of location

· Magazine or newspaper articles of interest
· Detailed lists of equipment owned or to be purchased

· Copies of leases and contracts

· Letters of support from future customers

· Any other materials needed to support the assumptions in this plan

· Market research studies

· List of assets available as collateral for a loan
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