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GUIDE FOR DEVELOPMENT OF A BUSINESS PLAN
· Self-employment businesses must comply with all applicable federal, state, local regulations and statutory requirements.

· Name of the business or Doing Business As (DBA)

· Description of the business – 

· what form of ownership (sole proprietorship, LLC, partnership,…?) 

· what are the products or services? 

· what are the unique features of the product/service?

· how are they different from what is currently available? 

· what are the advantages/disadvantages of the product/service? 

· what is the potential for expansion, if appropriate? 

· what is the history of the organization and/or background?
· Tax ID Number or Social Security Number
· Business Location – 

· provide the geographic location of the business.

· advantages/disadvantages of this location to customers and suppliers. 

· do you own the facility? 

· will the owner permit its use for the purpose noted? 

· if DVR is requested to assist with lease payment, how will you provide for this when DVR assistance has ceased? 

· is the area zoned for business and have the appropriate permits been obtained? 

· describe the physical layout of the facilities (age, condition, square footage and how it meets the business needs) 

· if modifications need to be made, address why, how this will be accomplished, why this is desirable compared to locating a different location? 

· if leased, will the owner permit the modifications?

· Market Research and Analysis – 

· who are the customers/potential customers? 

· what is the demand for the product/service? 

· who is the competition? 

· why will customers prefer your product/service to the competitor’s? 

· what are the trends within the industry nationally/locally, as appropriate? 

· what documentation do you have of customer commitment? 

· Marketing Plan – 

· what is the overall marketing strategy? 

· who is the initial target market?

· how will they be contacted?

· what will you feature about the product/service to interest customers? 

· what type of advertising is planned? 

· what is the advertising budget? 

· how does your price compare to that of your competitors? 

· if your price is lower than the competition, how can you generate profits?

· Operational Plan – 

· will all of the work be completed “in-house,” and by whom? 

· how will quality be monitored? 

· how and where will supplies be obtained/maintained? 

· Management and Professional Services – 

· who are the key management personnel? 

· what are their responsibilities and what are their backgrounds? 

· is there a board of directors?  Describe the size and composition.

· who will provide legal advice and accounting services; what is his/her experience? 

· what are the insurance requirements?

· Financial Plan – the financial plan should contain: 

· information on the need for and sources of funding (this is where the services being requested from DVR can be identified in addition to those currently on hand and other sources of funding and what will be requested of them)
· an income statement/profit – loss forecast for 3-5 years
· a break-even analysis (how much of a product or service must be sold to break even?) 

· a cash flow statement/projections for 3-5 years (that shows when cash will actually be received and when bills will actually be paid) 

· a balance sheet and personal financial statement
· Potential Risks and Problems - identify the major risks and problems and how they will be addressed
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