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Executive Summary
	The Executive Summary appears first in the business plan, but should only be written after you have completed all other section of the business plan and should include those aspects of your business that are critical to the reader.

· Overview of the business (name, ownership structure, start date, location)

· Qualifications of the business owner

· Market opportunity (what is missing in the market that this business meets?)

· Description of products/services

· Financial projections

· Strategy for success (why will the business succeed?)



	


1.0   Business Overview

	Why do you want to start your own business?

	


	What are your greatest concerns about starting and operating your own business?

	


	What are your reasons for choosing this business idea?

	


	What experience do you have with this type of business (education, work, volunteer)?

	


	What preliminary steps have you taken to start this business?  If you have already started your business, what have you accomplished since launching your business?

	


Legal Structure

	Indicate the proposed legal form of the business – sole proprietorship, partnership, corporation or nonprofit.  Explain your rationale for choosing this structure.

	


	Explain your rationale for choosing this structure.

	


	Date of Business Registration:
	

	Master Business License#: 
	

	Fiscal Year End for the Company: 
	


	Discuss any plans that you may have to modify or change this structure in the near future along with your reasons and timelines.

	


Vision

	What you are doing when creating a vision statement is articulating your dreams and hopes for your business. It reminds you of what you are trying to build and why.

	


Business Name
	Describe your business name and why you chose it for the business.  Indicate whether or not it has been registered along with the jurisdiction it is to be registered under.

	


Location

	Describe the material assets of your business and the locations from which you conduct business (home office, off-site office, storage etc.) including buildings, equipment and inventories at each location type.  Give addresses, room dimensions and whether the premises are owned, leased or rented and the costs (if appropriate).  Are there additional buildings, equipment or inventories that need to be purchased for each?


	LOCATION 1 (OFFICE)

	


	LOCATION 2 (OFF-SITE)

	


	LOCATION 3 (STORAGE)

	


	ADVANTAGES/DISADVANTAGES of current location(s)/structure(s) and how you will overcome them

	


Management Team

	Identify who will be running the business (sole proprietor, partners, directors, investors). Describe the key MANAGEMENT personnel, specifying their skills, previous experience and background and identify any hiring that may have to take place over the next year to accomplish some of your first-year operational goals.  Attach a resume for each member of the team.  It is OK if this is only you.

	


Roles and Responsibilities

	Identify the responsibilities to be taken on by each of the management team members.  Factors to consider include:

· Human Resources (hiring and firing)

· Purchasing

· Accounting

· Marketing

· Sales

· Production

· Delivery

· Reception/correspondence

· Customer Service

	


Employees, Subcontractors and Professional Services
	Will you be hiring any employees (full-time or part-time) or using the services of subcontractors or professionals (lawyers, accountants)?  What are the implications for payroll deductions, government remittances, Workplace Safety Insurance (WSIB), training, certifications/licenses or insurance?  What will their responsibilities be? How will you deal with non-compliance or failure to perform services?

	


Strategic Alliances

	Who are your strategic alliances (name two)?  People or businesses you can count on to help you or give you advice (for no charge) as you start your first year of business operations?  How do you know them?  What can they do for you? And What can you do for them in return?  Remember these are people who you do not have to pay for their advice or service.


Strategic Alliance 1 - Name

	


Strategic Alliance 2 - Name

	


Policies and Procedures

	What types of policies and procedures do you want to implement?  


Warranties and Guarantees

	


Methods of Payment

	


Returns and Exchanges

	


Privacy Policies

	


Other

	


Contracts/Agreements
	What types of contracts/agreements will your business need?  


Legal Structure

	


Customers

	


Suppliers

	


Subcontractors/Professional Services

	


Other

	


2.0   Industry Overview
Industry Structure
	Describe the industry in which you are operating.  Get information from the North American Industry Classification System (NAICS) and copy it directly below.

	


General Information
	Provide some general information your industry from Industry Canada or other sources

	


Associations/Governing Bodies
	Are there any specific government agencies, associations or organizations that influence your industry?

	


Political Influences
Industry Regulations

	Are there any regulations that impact your industry?  Changes to current regulations (regulation/de-regulation)? Describe them or the lack of and how it can impact your business.  

	Municipal


	Provincial


	Federal



Licenses and Certificates

	Do you require licenses or certifications to work in the industry?  Describe them and what is required to get them and/or renew them?

	Municipal


	Provincial


	Federal



Zoning

	Are there any local zoning issues that affect your ability to run your business in the locations/industry you have chosen?  What are they and have you ensured that you meet these requirements?  Quote the zoning ordinance or by-law number.

	


Occupational Health and Safety

	Provide a summary of how OH&S requirements apply to your business and how you plan to maintain good standing.

	


Workplace Safety Insurance Board (WSIB)

	Provide a summary of how WSIB requirements apply or do not apply to your to your business and how you plan to maintain good standing

	


Social/Cultural Influences
	Are there any social or cultural influences that affect your industry? (i.e. aging population, immigration, increase to retirement age)

	


Economic Influences
	Are there economic influences that affect your industry? (i.e. market fluctuations, changes in the value of the dollar, imports/exports, recession, disposable income)

	


Technological Influences
	Are there technological influences that affect your industry? (i.e. introduction of new equipment, production processes, software)

	


Risks
	What types of risks could your business face?  Errors, accidents, loss of assets, disability, loss of business income

	


Insurance

Insurance – General Business Liability

	Are there specific insurance risks that affect your ability to run your business in the locations/industry you have chosen?  What have you done to take care of these risks?  

	


Insurance – Business Use of Home and Vehicle

	Are you going to be using your personal home or vehicle for business use?  Are these risks covered under your current policies?  What have you done to take care of these risks?  

	


Taxation

	Will you be registering for the Harmonized Sales Tax (HST)?  When? How will remittances be made? By Whom?

	


Future Trends
	What types of future trends are predicted for this industry?

	


3.0   Competitor Overview

Indirect Competitors

	Who would you consider as indirect competitors? Why?

	


Direct Competitors

	In general, what types of business would you consider to be direct competitors for your products/services Why?

	


Direct Competitor 1

	Name:
	

	Owner:
	

	Address:
	

	Phone/Fax:
	

	Website:
	

	General Overview (About them)

	

	Products/Services

	

	Pricing

	

	Promotion (Marketing & Advertising)

	


Direct Competitor 2

	Name:
	

	Owner:
	

	Address:
	

	Phone/Fax:
	

	Website:
	

	General Overview (About them)

	

	Products/Services

	

	Pricing

	

	Promotion (Marketing & Advertising)

	


Direct Competitor 3

	Name:
	

	Owner:
	

	Address:
	

	Phone/Fax:
	

	Website:
	

	General Overview (About them)

	

	Products/Services

	

	Pricing

	

	Promotion (Marketing & Advertising)

	


Risks
	What types of risks could your business face from your competitors?  What are some of your weaknesses compared to your competitors?

	


Opportunities
	What types of Opportunities do your competitors provide to you?  What are some of your strengths compared to your competitors?

	


Competitive Advantage

	Given the information you have gathered about your competitors what do you believe are some of your competitive advantages?

	


4.0   Customer Overview

Customer Segment

	Describe the general characteristics of the types of customers you wish to offer your products or services to you.  

	Sell to Individuals (B2C)



	Sell to Businesses (B2B)




Demographic Information (statistical information)

	Sell to Individuals (B2C)

For consumers this could be age, sex, education, language, marital status, etc.

	

	Sell to Businesses (B2B)

For businesses this could be size (revenues, number of employees), industry (NAICS code), etc.  

	


Psychographic Information (habits, attitudes, beliefs)

	Sell to Individuals (B2C)

For consumers this could be culture/religion, special interests, need for specific information (quit smoking, start a business), time related factors (vacationers, impulse buyers), fads or trends 

	

	Sell to Businesses (B2B)

For businesses, this could be job position/responsibility, future potential, decision-maker/influencer, need for customization, business function, fads or trends

	


Geographical area

	For both businesses and consumers, can your products/services reach a local, regional, provincial, national market, is it defined by city, by area/ward, by street, urban versus rural

	


Customer Need

	What needs and wants drive your customers’ decisions? (save, increase, reduce, improve)

	


Behaviour and Usage Patterns
	How or where do people go to find potential suppliers of your product/service? 

	

	In most cases, your customer has a variety of alternatives to solve their problem. What is their motivation for solving their problems with your products and/or services?  What are their alternative solutions?  

	

	How, why, when/how often and where do they use it, and with whom? How loyal are they? 

	


	Are they buying for themselves or others? 

	

	What is the average value and/or payment method of a transaction?

	


Desired Customer Relationship

	How much interaction or input does the customer want with your organization and/or into the development of your product/service? (i.e. full serve or self-serve)

	


Market Size

	Using the information from the market segment above show the size of these segments using supporting documentation from credible sources (i.e. Statistics Canada, Wall Street Journal, Association newsletters).  

	


Future Trends

	What is the prediction for your customers for the future?  Be creative – you can reference magazines, trends, or articles on the internet.  Will the market grow?  How will it change – what influences it?

	


5.0   Products and Services Overview
Product/Service Descriptions
	This is a technical description of each product or service that you will be offering.  For products, describe its function, physical characteristics, technological features and unique aspects that make it more desirable than competitive products.  For services, describe the purpose, method of delivery and unique aspects that make it more desirable than competitive services. Factors to consider:

· Function(s) performed

· Sizes

· Tolerances

· Quality

· Durability

· Special/unique abilities


Product/Service 1:
	


Product/Service 2:
	


Product/Service 3:
	


Capacity

	Weekly Work Schedule
	Percentage of Time
	Hours per week
	Hours per 
year

	Billable Hours 
	
	
	

	Production 
	
	
	

	Marketing 
	
	
	

	Administration 
	
	
	

	Research and Development 
	
	
	

	Professional Development
	
	
	

	Other
	
	
	

	Total Hours
	
	
	


Limiting Factors

	Also known as bottlenecks, these are items that limit the ability to increase the scale production/service output. Summarize any factors that may represent limitations to your business.

	


Production Processes
	Describe the process required to get your product/service in the customer’s hands.  Identity the steps necessary to produce/deliver your product(s) or service(s) according to the individual revenue streams that each product or service represents. Give each step a title, and briefly describe the scope of work involved in each step of the process. Detail the effort required (hours) and the duration (days) to indicate the total time involved from start to finish, including any invoicing or administrative work involved in completing a sale. Repeat this for EACH product/service offering that represents a distinct revenue stream or line of business.

	


Product/Service 1:

	Operations Process or Cycle Steps
	Effort

(# of Hours)
	Effort

(# of Minutes)

	1.
	Consultation
	
	

	
	
	

	2.
	Preparation
	
	

	
	
	

	3.
	Production
	
	

	
	
	

	4.
	Post Production
	
	

	
	
	

	5.
	Distribution
	
	

	
	
	

	6.
	Follow-up
	
	

	
	
	

	TOTAL:
	
	


Materials and Supplies – Cost of Sales

	The direct cost of purchasing raw materials to produce your finished product and/or service is considered to be your cost of sale.

	


Human Resources

	Describe who might need to ask for help in completing your production process (ie subcontractors, professional services).

	


Product/Service 2:

	Operations Process or Cycle Steps
	Effort

(# of Hours)
	Effort

(# of Minutes)

	1.
	Consultation
	
	

	
	
	

	2.
	Preparation
	
	

	
	
	

	3.
	Production
	
	

	
	
	

	4.
	Post Production
	
	

	
	
	

	5.
	Distribution
	
	

	
	
	

	6.
	Follow-up
	
	

	
	
	

	TOTAL:
	
	


Materials and Supplies – Cost of Sales

	The direct cost of purchasing raw materials to produce your finished product and/or service is considered to be your cost of sale.

	


Human Resources

	Describe who might need to ask for help in completing your production process (ie subcontractors, professional services).

	


Product/Service 3:

	Operations Process or Cycle Steps
	Effort

(# of Hours)
	Effort

(# of Minutes)

	1.
	Consultation
	
	

	
	
	

	2.
	Preparation
	
	

	
	
	

	3.
	Production
	
	

	
	
	

	4.
	Post Production
	
	

	
	
	

	5.
	Distribution
	
	

	
	
	

	6.
	Follow-up
	
	

	
	
	

	TOTAL:
	
	


 Materials and Supplies – Cost of Sales

	The direct cost of purchasing raw materials to produce your finished product and/or service is considered to be your cost of sale.

	


Human Resources

	Describe who might need to ask for help in completing your production process (ie subcontractors, professional services).

	


Supplier Overview

Description

	Based on the materials and supplies you listed above, where and whom do you buy them from?

	


Contingency

	What’s the back up to get supplies in should your regular supplier not be available?

	


6.0   Sales and Marketing Overview

Objections

	What types of objections do you believe you will given by customers and what types of responses will you have to meet these objections?

	

	


Value Proposition

	Your Value Proposition is a clear, concise statement of how your business is considers and fulfills the needs of your customers; how you are superior to your competition in this respect may be either implicitly or explicitly stated. It should be specific, compelling, honest and thought-provoking to prospects, stated in such a way that they are motivated to ask questions and initiate a relationship with your business.

	

	


Marketing Goals

	Create Awareness

	


	Build Customer Confidence

	


	Overcome Objections

	


	Build Social Media/Advertising/Promotion Awareness

	


Marketing Materials

	

	


Sales Goals

	

	Annual Sales

	


	Profit

	


	% or number of new customers

	


	Sales by Product/Service Type

	


Sales Strategies

	

	Referrals/Word-of-mouth

	


	Community Involvement

	


	Local Events/Seminars

	


	Cold calling

	


	Direct Mail/Database building

	


	Social Media

	


Branding

	Branding is much more than your logo and tagline/slogan. It is a collection of symbols, experiences, messages and associations that collectively represent the relationship between a person (whether or not they are a customer or a prospect) and a product or service.  Provide a summary that encapsulates your brand. You may even want to express it as though it is an actual living entity. Remember to reflect in the context of your competition, and differentiate your business accordingly.

	

	


7.0   Implementation Plan 

Start-up Requirements (Completed) 

	Indicate the work you have done on your business to date (i.e. business registration, marketing materials, websites, sales, purchased c ell phone or office furniture)

	


Operational Activities

	This is the timeline for all your short-term goals and objectives and any advertising, marketing, purchasing or hiring or subcontracting that is yet to be completed or will need to be completed throughout the next year of business.  Complete the Operations Activities Chart Excel Spreadsheet


Excel spreadsheet to be included here
Long-term Objectives

	This is where you highlight how you see your business growing over the next few years.  Project any changes to your organization (employees), revenue projections, changes to your target market or geographic area or equipment or other purchases.  Include any new business concepts, technologies or additional facilities or relocation that may happen.  What is going to be added? Changed? Updated?  Give consideration to possibilities such as incorporation, hiring full-time employees, moving from a home to office environment, franchising, introducing new products/services, etc. What impacts do some of your long-term goals and objectives have on the products/services you can offer?  Moving from a home office to brick and mortar location – can you sell products or add services you couldn’t have in the home location?  

	YEAR 2


	YEAR 3


	YEAR 5



8.0   Financial Plan
Revenue

	Annual Revenues:
	$0.00

	


Owner’s Investment
	Value:
	$0.00

	


Cost of Goods Sold

	Annual Cost:
	$0.00

	


Expenses

	Annual Cost:
	$0.00

	


Capital Purchases  

	Annual Cost:
	$0.00

	


Breakeven Calculation

The breakeven point for insert business name is $0.00 or approximately xx units of products/services, which will occur in XX 2016.
9.0   Appendices

	01
	

	02
	

	03
	

	04
	

	05
	

	06
	

	07
	

	08
	

	09
	

	10
	

	11
	

	12
	

	13
	

	14
	

	15
	

	16
	

	17
	

	18
	

	19
	

	20
	


Business Name
2
2016 – 2017

©Business Basics 2015 – Ramona Gallagher

