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Business Plan for a Startup Business
OWNERS

Your Business Name
Address

Telephone 

E-Mail

Website (if you have one)


I. Executive Summary

Write this section last and make it one or maximum two pages long.  Use clean, easy to read font type with a minimum font size of point10.

Explain the fundamentals of the proposed business:  What will your product be? Who are the key customers? Why will they buy your product? Who are the owners? Where and how fast do you plan to take the business?
Make it enthusiastic, professional, complete, and concise.

If applying for a loan, state clearly how much you want, precisely how you are going to use it, and how the money will make your business more profitable, thereby ensuring repayment.

II. General Company Description

This section must be well thought out, to the point and no more than three pages.  Details can be provided in later chapters.

Summarise what business will you be in? What will you do?

Mission Statement
30 words or less    (For help with writing a Mission Statement, see separate guide)
Business Philosophy
What is important to you in business?
To whom will you market your products? 
The industry
Is it a growth industry? What changes do you foresee in the industry, short term and long term? How will your company be poised to take advantage of them?  

What factors will make the company succeed? What do you think your major competitive strengths will be? What background experience, skills, and strengths do you personally bring to this new venture?

Legal form of ownership

Why have you selected this form?
III. Products and Services

Describe in depth your products or services (technical specifications, drawings, photos, sales brochures, and other bulky items belong in Appendices).

What factors will give you competitive advantages or disadvantages? 
What are the pricing, fee, or leasing structures of your products or services?

IV. Background
Market overview
Describe the conclusions of your market research
Facts about your industry
Describe:

· What is the total size of the market?
· What percent share of the market will you be able to access? (This is important only if you think you will be a major factor in the market.)
· Current value of trade in target market

· Trends in target 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 with your new company? 
      Some typical barriers are:

· High costs

· Consumer habits
· Staff acquisition or training 
· Unique technology and patents

· How will you overcome the barriers?

· PEST analysis e.g. How could the following affect your company?

· Change in technology

· Change in government regulations

· Change in the economy

· Change in political environment
Product

List all of your major products or services.  Describe them from your customers’ point of view:.

· Describe the most important features. What is special about it?

· Describe the benefits. That is, what will the product do for the customer?
· What after-sale services will you give? Some examples are delivery, warranty, service contracts, support, follow-up, and refund policy.
· Where, in your view, see your customers the value in the product and how  can you emphasis or enhance this aspect of the product

Customers

Identify your targeted customers, their characteristics, and their geographic locations, otherwise known as their demographics.
You may have more than one customer group. Identify the most important groups.  Then, for each customer group, construct what is called a demographic profile:

· Age

· Gender

· Location

· Income level

· Social class and occupation

· Education

· Other (specific to your industry)

· 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

· Other (specific to your industry)

· Other (specific to your industry)

Competition

Describe the key products and companies that will compete with you.  Will they compete with you across the board, or just for certain products, certain customers, or in certain locations?

Will you have important indirect competitors? (For example, video rental stores compete with theaters, although they are different types of businesses.)

How will your products or services compare with the competition?

Write a short paragraph stating your competitive advantages and disadvantages.

V. Marketing and Sale Plan

Strategy

Outline a marketing strategy that is consistent with your identified market.

Branding

What image do you want to project?  How do you want customers to see you?

Promotion

How will you get the word out to customers about your company and product?

Have you identified low-cost methods to get the most out of your promotional budget?

Advertising
What media, why, and how often will you use to attract new purchases?  
Will you use methods other than paid advertising, such as trade shows, catalogs, dealer incentives, word of mouth (how will you stimulate it?), and network of friends or professionals?

Will you have a system to identify repeat customers and reward customer loyalty?
Pricing

Explain your method of setting product prices.  Usually you will do better to have average prices and compete on quality and service. 
Does your pricing strategy fit with what was revealed in your competitive analysis?

How important is price for your customers?

What will be your customer service and credit policies?
Proposed Location

Is your location important to your customers? If yes, how?

Is it convenient? Parking? Interior spaces? Not out of the way?

Is it consistent with your image?
Is it what customers want and expect?

Where is the competition located? Is it better for you to be near them (like car dealers or fast food restaurants) or distant (like convenience food stores)?

Sale distribution Channels

How do you sell your products or services? (Shop, mail order, web, wholesale, agents, etc)
Sales Forecast

Use a sales forecast spreadsheet to prepare a month-by-month projection. The forecast should be based on your market research and industry data, if available.  (see separate guide on how to do market research)
Do a "best guess", which is what you really expect and a "worst case" estimate that you are confident you can reach no matter what happens.  This is very important if you are going to present your business plan to funding sources.

VI. Operational Plan

Explain the flow of operation in the business demonstrating that you have thought the whole process over carefully.

Production

How, where and by whom will your products or services be produced?  Explain your methods of:

· Production techniques and costs

· Quality control

· Customer service

· Inventory control

· Product development

Property
Describe the:
· Amount of space you need
· Type of building need
· Power and other utilities
· Any construction plans that may be required
· Occupation expenses (including rent, maintenance, utilities, insurance, etc) 
Personnel

Describe the:

· Number and type of employees
· Your business hours
· Pay structure

· Recruitment and training plans
· Reporting structure
· Do you have schedules and written procedures prepared?

· Will you use contractors for certain tasks?

Inventory
Describe:

· What kind of inventory will you keep: raw materials, supplies, finished goods?

· Average value in stock (i.e., what is your inventory investment)?

· Rate of turnover and how this compares to the industry averages?

· Lead-time for ordering
Suppliers

Identify key suppliers:
· Their history and reliability

· Credit and delivery policies
· Contingency plans for delivery and other supply problems
Payment Policies

· What terms will you offer your customers; that is, how much credit and when is payment due?
· Managing Accounts Receivable
· Managing slow-paying customers:
· Managing Accounts Payable
VII. Management and Organization

If you plan to take the business plan to investors, it is very important to show that there credible experiences and expertise are available in the management team of the company.
Include an organizational chart.
Professional and Advisory Support

Identify the following:

· Board of directors
· Attorney

· Accountant

· Insurance agent

· Banker

· Mentors and key advisors
Product development and Intellectual Property management
New products under development or anticipated to come online after startup

What is the status of research and development? And what is required to:

· Bring product/service to market?

· Keep the company competitive?

How does the company:

· Protect intellectual property?

· Avoid technological obsolescence?

VIII. Investment plan
Include personal financial statements for each owner and major stockholder, showing assets and liabilities held outside the business and personal net worth. Owners will often have to draw on personal assets to finance the business, and these statements will show what is available. Bankers and investors usually want this information as well.
IX. Financial Plan

The financial plan consists of a 12-month profit and loss projection, a four-year profit and loss projection (optional), a cash-flow projection, a projected balance sheet, and a break-even calculation. Together they constitute a reasonable estimate of your company's financial future. More important, the process of thinking through the financial plan will improve your insight into the inner financial workings of your company.

Include:

· Planned production levels

· Anticipated levels of direct production costs and indirect (overhead) costs—how do these compare to industry averages (if available)?

· Prices per product line

· Gross profit margin, overall and for each product line

· Production/capacity limits of planned manufacturing capacity
If you intend using this plan to present to lenders, include:

· Amount of loan you are asking for

· Requested re-payment terms 

· Funds needed short-term and in two to five years

· How the funds will be used to make the business stronger

· Collateral offered, and a list of all existing liens against collateral

· Estimated return on investment

· Exit strategy for investors (buyback, sale, or IPO)

· Percent of ownership that you will give up to investors

· Milestones or conditions that you will accept

· Financial reporting to be provided

· Involvement of investors on the board or in management

X. Appendices
Limit the number of appendices to minimum and include only material that helps to enhance the credibility of your plan.
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