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i. Cover Page

In addition to the words "Business Plan", your cover page should clearly identify who you are, your company name and how you can be contacted. Consider making it stand out by using images of your product/service in action. 

Your Cover Page should include the following:

· Company name 

· Address 

· Telephone number and Your Name as contact

· Date 

It might also include (if available): 

· E-mail address

· Website address

· Fax number

· Company logo

· Picture of product or service in action

ii. Table of Contents

A reader may often use the table of contents to skip to the part of your plan they are most interested in. Therefore your table of contents should clearly outline the core sections and subsections of your plan. Wait until your business plan is complete to add page numbers. 

iii. Executive Summary

The executive summary is the most important part of your business plan. It is where you grab the attention of the reader by summarizing the highlights of your business plan in a short document. Succinctly state what the business is about and why it will be successful. Don't assume people will read your plan cover-to-cover. It is a good idea not to write the executive summary until your entire plan is finished - that way you can select the most relevant information to be included in your summary. 

The Executive Summary is:

· A concise one-page summary of your business plan

· Written when the rest of your business plan is complete.

· The Executive Summary contains only the critical parts of your business plan and does not contain any descriptive information. Inform your reader about all the critical issues of your business but not the background information.

The Idea…

· Your idea and describe the product or service

The Vision and Objectives:

· My vision is…

· In the first year the business will…

· My long term objectives are…

Management and Organization

· Business Form eg: proprietor, partnership or incorporated company

· The qualifications of the owner to run the business

· The location and hours of the business

Markets

· Describe your Target Market

· State the results of your market research 

· Identify your major competitors

· Summarize how you will respond should major threats to your business materialize

· Summarize your sales strategy

· Identify your sales projections.

Operations

· Describe major suppliers and specialty materials

· The number of employees you will require and how you will source these people

· Your production costs

· Your operations start date and one or two of your critical milestones

Financial Information

· In the first year, my business is expected to generate gross revenues of $……...….., with projected expenses of $….……… resulting in a cash surplus of $…….... .
· I will contribute a total of $ ……….. to the business.
· I have negotiated a loan of $……… from xxxx to finance the business.
· My estimated breakeven point is xxxx.
1.0  Business Environment
1.1  The Environment 
Describe some of the trends in your industry, along with the growth prospects of the industry. It is important to summarize the various sectors within your industry since this will set the stage for the description of where your company will operate. 

Your Industry Overview should cover the following:

1. What is the total size of your industry? (potential sales, number of customers, etc.) 

2. Are there seasonal factors that affect the industry? 

3. Describe any trends that affect your industry (eg. interest rate sensitivities, government regulations, seasonality). Are they increasing or declining? 

4. What kind of long-term outlook does your industry have? 

The Nature of Operations of our Enterprise
You need to identify what stage your business is at, and you need to clearly visualize the process of creating your product or delivering your service.  Are you still in the thinking or idea stages, or are you already manufacturing your product or developing your service?  Be sure to consider the following:

1. How will your product or service be made? Describe the workflow in the creation of your product or service.  

2. What are the problems that might occur in the development of your product or service? Have you created a checklist to ensure these problems are discovered?

3. Outline which industry associations you will be or already are a member of. Are there industry guidelines that you must follow? Are there government regulations that you must follow? Have you contacted these necessary industry associations?
You should also show an understanding of the process of manufacturing your product or delivering your service.  Be sure to consider the following:

1. What are the basic requirements for your business? Consider land, equipment, office space etc. If you own or need land, buildings or equipment, you should explain what it's worth or costs, how it is to be financed (e.g. bought or leased) and why it is vital to the success of the business.  

2. When can you start producing your product or service? How long does it take to produce a unit or a set number of units of your product? 

3. What factors can affect your anticipated time frame for production (e.g. rush orders, material shortages)? 

4. Will you make or buy the components necessary for the production of your product or service? Why? 

5. What will you do if the demand for your goods or services fluctuates?  

6. Have you conducted feasibility testing on your product (i.e. tested the process, prototyping and pricing)? 

7. How will you keep track of inventory? Will this be computerized or manual?

8. Do your clients require you to provide assurance of consistent levels of product/service quality: do you plan to institute some system of quality control measures?

Demographic, economic and cultural factors 

Who are your customers? Describe what you know about them and their demographics.
Major players in our industry (suppliers, distributors, etc.)

1.2  The Market

Results of Market Research
You need to have an understanding of the size of the target market for your product and the niche you are trying to carve out for your business. Explain the type of person or business that is likely to buy your product or service and how large this market is. Be sure to describe your direct competition, but don't forget your indirect competition. Your indirect competitors are the businesses that sell a product that is not the same as yours but could be used as an alternative by your customer. For example, if you want to open an ice cream store, your competition will not only be other ice cream shops, but also the candy store down the street that offers an alternative to satisfying your customer's sweet tooth. 

Give a summary of the major trends in the marketplace. You'll have to do a lot of research to complete this section and it is important that you credit your sources since this will add credibility to your facts and figures.
The Target Market section should cover the following: 

1. Outline your target market. Include demographics statistics such as their age, gender, where they live, income etc. Also explain the psychographics of your target market. What do they have in common? What motivates them?  

2. Estimate the total size of the target market for your product or service in terms of gross sales and units of product or service sold. 

Products & services
Your marketing strategy should communicate what makes your product or service unique. It is important to describe both the features and the benefits of your product or service. Features are descriptive attributes of your product such as the colour, weight, etc. The benefits describe what good things the customer will enjoy by using your product or service (e.g. save time, save money, feel better etc.).

Your Products/Services section should cover the following: 

1. What is the one thing above all else that makes your product or service unique?  

2. What other features does your product or services have? Consider packaging, quality, price, service, etc. 

3. What benefits will your customers enjoy by buying your product or service? Will they save money, feel better, be smarter, etc.? 

Pricing & Distribution Plan 
What price structures (mark-ups, commissions, etc.) and distribution methods (wholesalers, agents, MLM, etc.) are typically used in your industry?

1.3  Risk Assessment
Identify Business Risks
Every business has some degree of risk to it. It is important for you to think through and outline possible risks in your company. This will demonstrate that you understand the risks and, to the extent that you can, have made allowances for them. Remember that the most important reason for writing a business plan is that it is an important tool to help you start and manage your business. Feel free to incorporate all identified risks within their respective sections of your business plan and make them clearly understood by any prospective reader of your business plan. For example, you can discuss human resource risks such as not being able to find skilled labour. Be honest about your risks and take them seriously because you can avoid many problems by thinking ahead. 
Consider the following:

1. What risks do you face in producing your product or service? 

2. What risks do you face with the marketing plan you have outlined? 

3. What human resources risks do you face? Consider your management team, advisors and your employees.  

4. What, if any, environmental risks does your product or service face? Do they conform to environmental rules of government, municipality, etc...?

Planned response
Detail how you plan to minimize or address the risks inherent to your business.  For example, how will you respond if:

1. the demand for your goods or services decreases? 

2. the number of competitors increases?

3. your major ad campaign turns sour?

4. your key employees quit?

5. you were to run out of cash? Where else would you go?

6. your major supplier has financial difficulties? What other suppliers exist?

1.4 The Competition

Competitors and type of competition
Summarize your competition. Includes estimates of their market share, and your sense of their financial health. Compare their product or service to yours in terms of quality, price, service, warranties, image, etc. Include both your direct competition and your indirect competition.
Competitors’ strengths and weaknesses
Think about what strengths your competitors bring to their market.  Also, what are their weaknesses?  For purposes of analysis, it may be useful to compile the various points in bullet form, arranged in an appropriate tabular format, for example:

	
	Competitor #1
	Competitor #2
	Competitor #3

	Strengths
	· experienced staff

· open late
	· high traffic location

· open late
	· regular customer promotions

	Weaknesses
	· weak product selection
	· high minimum order reqm’t
	· poor customer service


Conclusion: our competitive advantages
How will your company excel against the competition?  Is there a particular niche not served by your competition that you can predict would allow you to be viable in the long term?  Is there a unique product line or special service characteristic that will differentiate you from other similar companies?
2.0  Sales & Marketing Plan

Your Sales/Distribution Plan should detail how the transaction between you and your customer will take place. It should include a discussion about how you plan on selling your product or service and it should outline all of the different people and companies involved in getting your product into the hands of your customer. You should explain in detail what type of distribution channels are available to you (account representatives, sales people, Internet, delivery services, other companies that will carry your product) what benefits you will have by choosing them and the length of time it will take to get your product to your customer. Don't forget to summarize your returns policy and describe any warranties or after-sales support you will offer customers.

2.1  Our Customers
1. How will you distribute your product or service? Will it be by mail, through a wholesaler, through retail, through a Website, an independent sales representative etc.? Outline all of the players or technology involved in getting your product/service to the end customer.  

2. How can customers pay for your product? What credit terms will you extend to your customer? Include any discounts you will offer for early payment or penalties for late payment.  

Tabulate the names of your major customers that you plan to target, together with the payment terms you will offer them, and the types of products or services that you forecast they will buy from you.

2.2  Our Suppliers
1. Who are your suppliers? Where will you get the materials to produce your product/service? 
2. How much do the raw materials/inputs cost? 
3. Have you negotiated terms with suppliers?
4. Do you have alternate suppliers if one doesn't work out? What are their prices, terms and conditions?
Tabulate the names of your major suppliers that you will be relying on, together with the payment terms they will be offering you, as well as the types of products or services that you will be procuring from them.

2.3 Sales and Marketing Plan

Advertising and Promotion
Your Advertising and Promotions Plan must detail how you are going to communicate to your customers and prospects. There are many ways your business may communicate including advertising, public relations, brochures, a Website, trade shows, etc. If possible, include an example or mock-up of your communications pieces.

Your Advertising and Promotions Plan should cover the following: 

1. Describe how or if you will advertise your product. Include what medium you will use (i.e. direct mail, outdoor signs, Internet, trade shows, telemarketing, newspapers, magazines, radio, television, etc.) How much will this cost? How much business do you anticipate this will bring in?  

2. Describe what plans you have to generate press for your business. What type of media will you target?  How can you get some free coverage?

3. What kind of marketing material will you produce? Include brochures, sell sheets, business cards, etc.  

4. Packaging: how will you package the product or service for maximum marketing value, while meeting legal requirements and safety?

5. Will you use special promotions – eg. Grand openings, introductory offers, coupons…

6. Will you use public relations – eg. Sports team sponsorship, supporting causes – to show you as a “caring business”?

7. Will you have a Website? If so, describe how you will use it to market your business.  

8. What will your personal selling strategy be? Does it involve product demonstrations or prototypes?

What other forms of marketing will you use? Consider trade shows, telemarketing, etc.

Pricing and Distribution
An important part of your strategy is determining how you will price your product or service. The secret here is to establish a reasonable base price that will enable you to make a fair profit. You may believe the easiest route is simply to set your prices in accordance with those of your competitors. That's not always wise. Before you set a base price, you have to look at your own objectives and special considerations. 

The Pricing Strategy section should cover the following: 

1. What is your base price and how did you arrive at this figure? Provide a brief summary of your fixed and variable costs.  

2. How are similar products and services priced? Explain how the price of your product or service will compete with market prices. If your price is higher, why would a customer choose your product? Do you offer superior service or a higher quality product? If your price is lower, how are you able to charge less - is the quality different, is your production process more efficient, do you sell in large volumes?  

3. What do your costs include?  

4. Are you offering discounts to students or seniors or for those who pay in cash rather than by credit? 

Customer Service Policy
1. Are you allowing trade-in, a layaway policy? 

2. Describe your return policy, service guarantees and/or any warranties you intend to offer customers. 

3. What after-sales support will you offer? Will you charge for this service?

3.0  Operating Plan

3.1  Location

Size and Capacity

How much square footage will you need for production, warehousing, and sales/administration?  What type of municipal zoning rules will you need to adhere to?
Advantages and Disadvantages of Location

Do you need to be located close to population centers and established transportation routes, or will you be able to be located in a less expensive suburban or rural location?  Are you a location-driven business, i.e. would you need to rely on the visibility offered by a location with plenty of walk-by consumer traffic? 
Ownership 

What will be the structure of the company, both in terms of operations, and ownership?  Will capital investors in the company also need to play an active, or passive role in the company’s operations? 
3.2 Equipment, Furniture and Fixtures

Equipment Required for Start Up

Do you foresee future dollar expenditures, which are related to company expansion over time, or maintenance of initial delivery capacity?  

Technology Requirements

Will there be any special technical equipment that will have to be installed at your business site in order for you to be able to provide the goods and/or services you will be proposing to the marketplace?
3.3  Environmental Compliance

Are there any environmental factors that need to be taken into account related to the present state of the property, and how it was formerly used?  Will you need to obtain licenses or determine the emissions limits as relate to your planned use?  For example, will there be disposal issues arising from wood or chemical waste?  
3.4  Employees

Do you plan to hire employees, and if so, how many people do you require for your business? What specific skills do these employees need to possess?  

Is there sufficient local labour?  How will you recruit people if there is not?  How much does this labour cost now? In the future? 

4.0  Financial Plan

4.1  Cash Flow Summary 
The old saying that "cash is king" is true. Simply put, without cash, your business can't operate. A cash flow statement is a reflection of how much money your business has at a particular point in time. If your cash inflows (collected revenue) exceed your cash outflows (disbursements), your cash flow is positive.  If your cash outflows (disbursements) exceed your cash inflows (collected revenue), your cash flow is negative.  A cash flow statement enables you to see where cash is low and when you will have a surplus and should be prepared on a monthly basis, or at minimum, quarterly, to allow for proactive management of any changes.  The key is anticipating - and planning for - these fluctuations.  

Although your cash flow and income statements appear to be similar, there is a very important difference.  Your cash flow includes details of the time when revenue is collected or expenses are paid.

Avoid the following common mistakes when preparing your Income Statement and Cash Flow Statement:

· Projecting overly optimistic sales growth - most businesses grow gradually  

· Ignoring seasonality - is your business busiest in the summer or winter? 

· Underestimating increases in expenses or cash outflows that come with an increase in sales 

· Assuming that collections will always be made in 30-60 days

4.2  Financing for the Business 

For the upcoming one or two years, what amount and types of investments will you need to make in order to support the projected sales & profitability levels, or perhaps even future expansion plans?  Don’t forget to consider the investments that will have to be made in the areas of inventory, research & development, equipment upgrades, leasehold improvements, etc. 

4.2  Breakeven Calculation 

Calculate how many units, or how many billable hours of service, you will need to sell in order to cover your fixed overheads, and variable costs associated with delivery of your product or service.

[ INSERT HERE your “HOUSEHOLD” and “BUSINESS” CASHFLOW statements-supplied by CFDC. ]

5.0  Action Plan

Between now and 360 days after you commence operations of your business, detail as specifically as possible all the critical actions you need to take to ensure that the business gets started off on the right track, in the order you need to take them.

[ Your Business Name here ]

BUSINESS PLAN

20__ - 20__
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i.   Identification

Legal name of business:
[ Your Business Name ]
Trading name :
[ Business trading name ]
Address of business:
P.O. Box 


   , BC


V0N 

Telephone:
604-88x-xxxx

Form of business:
[Proprietorship, Partnership or Corporation]

Industry Sector:
[Manufacturing, Services, Technology, etc.]

% of sales that go to exports:
 xx %

Year started:
[Month] 2002

Executive Summary

The Executive summary is:

· A concise one-page summary of your business plan

· Written when the rest of your business plan is complete.

· The Executive Summary contains only the critical parts of your business plan and does not contain any descriptive information. Inform your reader about all the critical issues of your business but not the background information.

The Idea…

· Your idea and describe the product or service

The Vision and Objectives:

· My vision is…

· In the first year the business will…

· My long term objectives are…

Management and Organization

· Business Form eg: proprietor, partnership or incorporated company

· The qualifications of the owner to run the business

· The location and hours of the business

Markets

· Describe your Target Market

· State the results of your market research 

· Identify your major competitors

· Summarize how you will respond should major threats to your business materialize

· Summarize your sales strategy

· Identify your sales projections.

Operations

· Describe major suppliers and specialty materials

· The number of employees you will require and how you will source these people

· Your production costs

· Your operations start date and one or two of your critical milestones

Financial Information

· In the first year, my business is expected to generate gross revenues of $……...….., with projected expenses of $….……… resulting in a cash surplus of $…….....
· I will contribute a total of $ ……….. to the business.
· I have negotiated a loan of $……… from xxxx to finance the business.
· My estimated breakeven point is xxxx.

1.0 Business Environment

1.1
The Environment
The nature of operations of our enterprise

Demographic, economic, social and cultural factors

Major players in our industry (suppliers, distributors, clients, etc.)

1.2
The Market
Results of Market Research

Products and services

Pricing and distribution Plan

1.3
Risk Assessment
Identify Business Risks
Planned response

1.4
The Competition
Competitors and type of competition
Competitors' strengths and weaknesses

Conclusion:  our competitive advantages

2.0   Sales and Marketing Plan

2.1
Our Customers
Name and Address
Terms of Payment
Products or Services Bought From Us 
Home Depot
Net 30 days


Vancouver, BC

Revy's
Net 45 days


Vancouver

2.2
Our Suppliers

Name and Address
Terms of Payment
Products or Services We Buy 

Cash on the barrel


2.3
Sales and Marketing Plan
Advertising and promotion

Customer service policy

3.0   Operating Plan

This section is directly related to the day-to-day operations of our business; that is, where it is located, the equipment and the technology required for the operations, our involvement in R&D and in our environmental compliance.

3.1
Location
Size and capacity

Advantages and disadvantages of location

Ownership

3.2
Equipment, Furniture, and Fixtures
Equipment Required for Start Up

Technology requirements
3.3
Environmental Compliance
3.4
Employees
Employee #1 
Job Title: 

Qualifications: 

Key Responsibilities: 

Employee #2 
Job Title: 

Qualifications: 

Key Responsibilities: 

4.0   Financial Plan

4.1 Cash Flow Summary

4.2 Financing for the Business

4.3 
Breakeven Calculation

5.0
Action Plan

The main activities we intend to conduct over the next two years in accordance with our financial and sales and marketing plans are:


Action:
By When: 
1.
Complete Business Plan and get approval for SE
    /20__
2.
Loan Financing Approved
    /20__
3.
Lease Agreements executed
    /20__
4.
Supplier Agreements in Place
    /20__
5.
etc….
    /20__
6.

    /20__
7.

    /20__
Appendix 

Supporting Documents

Attached to the business plan are the following documents:

· Cash Flow Projections

· Purchase orders/contracts or letters of intent to support forecast

· Resumes of key management and employees

· Agreements of purchase and sale for realty or equipment

· List of available assets to be used for collateral

· Copies of existing loan or lease agreements

· ….

· ….
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