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This section explains the basics of the proposed business:  What products or services do you sell? Who are your customers?  What is the market opportunity?
Describe the management team. Who are the owners and what makes them qualified to own/run the business?
If you are seeking financing, explain how much money you need, where you expect it to come from (debt and equity) and what you will spend it on. 

Helpful Hint:
· Write this section last.
· Make it no more than three pages. 
· The writing style should be personal yet professional. Be concise. 

[bookmark: _Toc488924661]General Company Description
Products and Services: What do you sell?  Give a detailed description and explain your competitive position. 
Describe your industry.  Is it a growth industry? Discuss any pending changes in the industry. How will your company be ready to take advantage of opportunities?
Mission Statement: Explain what your business does, whom you do it for and why you want to do it.  Keep it short and simple.
Vision Statement: Describe your future goals for the company. 
Describe your company’s strengths and core competencies: What factors will make the company succeed? What are your major competitive strengths? What background experience, skills, and strengths do you personally bring to the venture? 
Legal form of ownership: Sole proprietor, Partnership, Corporation, Limited liability corporation (LLC)?  Why have you selected this form?
[bookmark: _Toc504472913][bookmark: _Toc504555998][bookmark: _Toc488924662]Products and Services
Describe in depth your products or services. It’s ok to include a product photo to break up the text. However, technical specifications, drawings, sales brochures, etc. should be put in the Appendices.
Be sure to discuss your value proposition. What makes your products or services unique, special, etc.  Do you have competitive advantages or disadvantages? 
What is the pricing or fee of your products or services?
[bookmark: _Toc504472914][bookmark: _Toc504555999][bookmark: _Toc488924663]Marketing Plan
Helpful Hint: Market research Basics
In order to be successful you must understand the market. Research will give you the data you need to make decisions. Don’t assume you already know everything about your intended market. The business planning process is your opportunity to uncover data about your products, the industry and your intended target market. 
There are two kinds of market research: primary and secondary.
Secondary research means using published information such as industry profiles, trade journals, newspapers, magazines, census data, and demographic profiles. This type of information is available in public libraries, industry associations, chambers of commerce, from vendors who sell to your industry, and from government agencies.
Start with your local library. Most librarians are pleased to guide you through their business data collection. You will be amazed at what is there. There are more online sources than you could possibly use. Your chamber of commerce has good information on the local area. Trade associations and trade publications often have excellent industry-specific data.
Primary research means gathering your own data. You can do a survey using Facebook, Survey Monkey or other online tools. You may also conduct a face-to-face survey. 
Marketing Plan
In your marketing plan, be as specific as possible; give statistics, numbers, and sources. The marketing plan will be the foundation for building your projections.
Include the facts about your industry:
What is the total size of your market?
What percent share of the market do you think you will have? 
Trends in your market—growth trends, trends in consumer preferences, and trends in product development.
Growth potential and opportunity for a business of your size.
What barriers to entry do you face in entering this market with your new company? Some typical barriers are:
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High capital costs
High production costs
High marketing costs
Consumer acceptance and brand recognition
Training and skills
Unique technology and patents
Shipping costs

How will you overcome the barriers?
How could the following affect your company?

Change in technology
Change in government regulations
Change in the economy
Change in your industry

Product
In the Products and Services section, you described your products and services as you see them. Now describe them from your customers’ point of view. What do customer know, think or believe about your product or service? You may uncover this in your primary research. 
Features and Benefits
For each product or service:
Describe the most important features. What is special about it?
Describe the benefits. That is, what will the product do for the customer?
Customers
Identify your target customers, their characteristics, and their geographic locations. These characteristics are referred to as their demographics.
The description will be completely different depending on whether you plan to sell to other businesses (b to b) or directly to consumers (b to c). If you sell a consumer product, but sell it through a channel of distributors, wholesalers, and retailers, you must carefully analyze both the end consumer and the middleman businesses to which you sell.
You may have more than one customer group. Identify the most important groups.  Then, for each customer group, construct a demographic profile:

Age
Gender
Location
Income level
Social class and occupation
Education
Other (specific to your industry)


For business customers, the demographic factors might be:
Industry (or portion of an industry)
Location
Size of firm
Quality, technology, and price preferences

Competition
What products and companies will compete with you?
Describe how you compete (just for certain products, certain customers, or in certain locations).
Will you have important indirect competitors? (For example, Netflix competes with theaters, although they are different types of businesses.)
How will your products or services compare with the competition? Consider factors like price, quality, selection, service, reliability, customer services, etc. 
Promotion and Budget 
How will you get the word out to customers and how much do you want to spend? What is the budget during start up and for ongoing operations?
Advertising: What media (newspaper, online, TV, etc.), why, and how often? Why this mix and not some other?
If you sell business to business then you want to consider different channels such as trade shows, trade association newsletters and networking events.  
Should you have a CRM (customer relationship management) system to track customers?
Pricing
Explain your method or methods of setting prices. For most small businesses, having the lowest price is not a good policy. It robs you of needed profit margin; customers may not care as much about price as you think; and large competitors can underprice you anyway. Usually you will do better to have average prices and compete on quality and service. 
Compare your prices with those of the competition. Are they higher, lower, the same? Why? Is price as a competitive factor? Do your intended customers really make their purchase decisions mostly on price?
Proposed Location
How does your location affect your customer? Do they come to your place of business? Do you need parking? Does the outside of the business need to have a certain look?
Where is the competition located? Is it better for you to be near them (like drug stores or fast food restaurants) or distant (like convenience food stores)?
Distribution Channels
How do you sell your products or services? Are you an online business, retail, wholesale? Will you use a sales force, agents or representatives?
[bookmark: _Toc488924664]Operational Plan
Explain the daily operation of the business, its location, equipment, people, processes, and surrounding environment.
Production
How and where are your products or services produced?
Explain your methods of:

Production techniques and costs
Quality control
Customer service
Inventory control
Product development

Location
What qualities do you need in a location? Describe the location.
Physical requirements:
Amount of space
Type of building
Zoning
Power and other utilities
Is it important that your location be convenient to transportation or to suppliers?
Do you need easy walk-in access? What are your requirements for parking and proximity to freeway, airports, railroads, and shipping centers?
Include a drawing or layout of your proposed facility if it is important, as it might be for a manufacturer.
Legal Environment
Describe the following:

Health, workplace, or environmental regulations
Special regulations covering your industry or profession
Zoning or building code requirements
Insurance coverage
Trademarks, copyrights, or patents (pending, existing, or purchased)

Personnel
Number of employees (new and/or existing)
Type of labor (skilled, unskilled, and professional)
Where and how will you find the right employees? Will you use contract workers in addition or in place of employees?
Job descriptions.
Pay structure
Training methods and requirements
Who does which tasks? Samples of schedules.
 Policies and procedures. 
Inventory
What kind of inventory will you keep: raw materials, supplies, finished goods?
Average value in stock (i.e., what is your inventory investment)?
How often do you expect the inventory to turn over? How does this compare to industry averages?
Does your business have seasonality and will you need to have a buildup of inventory? What is the lead-time for ordering?
Suppliers
[bookmark: _GoBack]Identify key suppliers:
Should you have more than one supplier for critical items (as a backup)?
Do you expect shortages or short-term delivery problems? Are supply costs steady or do they fluctuating? If fluctuating, how would you deal with changing costs?
[bookmark: _Toc504472916][bookmark: _Toc504556001][bookmark: _Toc488924665]Management and Organization
Who will manage the business on a day-to-day basis? What experience does that person bring to the business? What special or distinctive competencies? Is there a plan for continuation of the business if this person leaves or becomes unable to work?
Create an organizational chart showing the management hierarchy and who is responsible for key functions.
[bookmark: _Toc488924666][bookmark: _Toc504472918][bookmark: _Toc504556003]Startup Expenses and Capitalization
[bookmark: _Toc504472919]You will have many expenses before you even begin operating your business. It’s important to estimate these expenses accurately and state how you plan to pay for them.  Even with the best of research opening a new business will likely cost more than you anticipate. You can make allowances for surprise expenses by over estimating each item in the budget or by adding a separate line item, called contingencies, to account for the unforeseeable. 
Explain how you arrived at your forecasts of expenses. Give sources of capital and the use of the funds.  
[bookmark: _Toc504556004][bookmark: _Toc488924667][bookmark: _Toc504472920][bookmark: _Toc504556005]Financial Plan
The financial plan typically has a 12 month profit and loss projection by month and additional two years by year.  In addition it is helpful to create a month cash flow projection, a projected balance sheet, and a break-even calculation. This will give a picture of your planned finances.  The exercise will also help you uncover additional questions. 
12-Month Profit and Loss Projection
Your sales projections (revenue) are determined from your estimated monthly sales by product or service category. You need to include the cost of goods sold (direct cost of each item sold) and general business expenses (rent, electricity, etc.)
It is helpful to create a narrative for this section that explains your numbers. 
Projected Cash Flow
Cash flow will show you how money flows in and out of your business. There may be gaps due to payment cycles, collection of accounts receivable, etc. This will help you to determine your monthly cash needs to fill the gaps. 
Opening Day Balance Sheet
The balance sheet reveals your financial health. It tells the assets (things that are owned/of value) and your liabilities (debts). Assets-Liabilities = Owners equity in the business. 
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The appendices house the detailed information that is too overwhelming for the plan. Here are some common items included in the appendix. Brochures and advertising materials
Market and Industry studies
Photos, drawings of your products
Blueprints or designs of your location
Maps and photos of location
Detailed lists of equipment owned or to be purchased
Copies of leases and contracts
Letters of support 
Owners resume

