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BUSINESS PLAN CONTENT

OUTLINE
I.
TITLE PAGE
Include a title page that identifies the document as a business plan and provides your name, mailing address, and phone number.

II.
TABLE OF CONTENTS
III.
INTRODUCTION

A.
Executive Summary

In the space of one to three short paragraphs, provide a brief, summary description of the proposed business, stating:

(1)
the name under which it will do business;

(2)
what its legal structure will be;

(3)
who will own, manage, and operate the proposed business; and

(4)
what product(s) and/or service(s) it will market, where, and to whom.

B.
Purpose Of the Business Plan

State the purposes for which the plan is being written and presented.  (In broad terms, what is it that you are asking for, and from whom?)

C.
Statement Of Goals and Objectives

Briefly state the short-term (one to two years) and long-term (beyond two years) goals of the business.

IV.
OPERATING PLAN

A.
Ownership and Management

Describe the business ownership, and explain how the business will be managed on a day-to-day basis.  (For example, if the business is to be a sole proprietorship, how will you make management decisions, and who will make them if you cannot?  If the business is to be a partnership, how will the partners make key management decisions, and how will disagreements be resolved?  If the business is to be a corporation, will there be a Board of Directors, who are the principals, and how and to what degree will they be involved in management decisions and daily operations?)

What qualifies you, and each of the other principals, if applicable, to manage and operate this business?  (Discuss pertinent training, experience, licensing or certification, professional awards or other recognition received, and any other indicators of ability that may be pertinent for each principal.)

[NOTE:  Resumes that describe the training, experience, and other qualifications of each principal, including yourself, must be submitted as attachments to the business plan.]

B.
Other Staffing

If the business will need to hire employees (other than yourself and any other principals) not already identified:

(1)
indicate the number of employees needed;

(2)
include a job description for each position needed which lists the job title, job duties and functions, minimum job qualifications, and the salary and benefits to be paid/provided for each;

(3)
if family members or friends will be working in the business, explain how these individuals are qualified for the work they will be assigned to do, and indicate whether their work will be paid or volunteer; and

(4)
(if other employees will need to be hired) explain how the positions will be advertised and what hiring practices will be used to fill them.

C.
Location

Describe the key issues that will be used to determine a location for your business.  Discuss all relevant factors, as applicable, including, but not limited to:

(1)
proximity to the planned target market, the suppliers of any raw materials or product inventories you will need to conduct business, and an adequate labor pool;

(2)
visibility in the community and to your potential customers;

(3)
access to product distribution facilities and services;

(4)
availability of transportation services and parking facilities for yourself, employees, and customers;

(5)
the amount of space needed to conduct the business operations (production operations, raw materials and finished product storage, sales and display space, equipment operations, etc.);

(6)
disability-related accessibility; and

(7)
other pertinent location needs.

Can the business take advantage of any tax abatement, low-cost loan, or other incentives offered through participation in economic development, urban renewal, enterprise zone, minority business, or similar programs available from federal, state, or local sources based on location?

D.
Operating Schedule

State the planned days and hours of operation.  Will the planned business be operating on a full-time or part-time basis?  Year-round, or on a seasonal basis?  Will it operate only on weekdays, or on weekends, also?  Note the holidays on which the business will be closed, or any holiday or other periods that it will remain open for extended hours.  If the operating schedule is other than year-round and full-time, or the business is to be operated on a schedule that is different from the operating schedule of other similar businesses, explain why.

E.
Operating Procedures

Describe the operating procedures of the planned business.  (If your business will manufacture or produce a product, briefly describe the overall production process, from obtaining the raw materials used to the finished product and its sale.  If your business will provide a service, describe where, when, and how the service will be performed.)

F.
Tools and Equipment
List the tools and equipment needed to conduct business operations, and state the purposes for which they are to be used.

G.
Raw Materials/Product Inventory Needs and Suppliers
Describe the raw materials and/or product inventory needed to conduct the business.  What suppliers are available for those materials/products? How will the suppliers utilized be selected?  How will these items will be delivered to or obtained by the business.  Are alternate suppliers available?

H.
Purchased and Contracted Services

What services necessary for business operations (such as legal services, bookkeeping and accounting, marketing consultation, payroll services, tax preparation and filing, housekeeping/groundskeeping services, etc.) will not be performed by yourself, other owners, or employees already identified and will, therefore, need to be purchased or contracted for by the business from outside sources?  Are such services readily available in the community in which the business will locate?

I.
Family, community, and professional supports
What family, community, and professional resources (professional or trade organization member, local Chamber of Commerce member, SBDC or SCORE representative, an owner of another business enterprise, etc.), other than those already noted, will be available to provide consultation, technical assistance, mentoring, or other support and assistance for the business? What is the nature and scope of the assistance they will provide?  Will their assistance be provided only for the establishment and initial start-up of the business, or will it be available on a long-term or ongoing basis?  Will it be secured on a paid or a volunteer basis?

J.
Inventory Control

Describe the inventory control procedures that will be used, including how much raw materials or product will be carried in inventory, the anticipated turnover period, and how and when raw materials or product stocks will be inventoried.

V.
MARKETING PLAN
A.
Target Market and Demand
Define and discuss your target market.

(1)
Is a market for your product(s)/service(s) already in existence, or will a market need to be created (because your product(s) and/or service(s) are so new or so unique that the market is currently unaware of them or only marginally aware)?

(2)
What are the geographic location, demographic composition, size, and other characteristics of the target market?

(3)
Is the target market growing, stable, or declining?

(4)
Is demand for your products/services within this market constant or seasonal?

(5)
To what degree might demand be affected by technology changes, general economic cycles, and other factors that cannot be controlled by the business, and what actions are planned to meet the challenges that such factors will present?

B.
Assessment Of the Competition
Identify existing competition currently operating in the planned target market.  How many competitors are there?  Is the market already saturated by the competition or is there sufficient demand to support more businesses of this type?  Are other new competitors planning to begin operating in the immediate area?

Have any similar businesses in this market failed within the last three years?  If so, how many, and why?  How are existing competitors doing—especially the smaller ones?  What can be learned from the successes and failures of the competition?  (What accounts for their successes and failures, and what successful practices will you try to duplicate and what mistakes will you try to avoid?  What makes them vulnerable to competition, and what will you do to take advantage of that vulnerability)?

Are existing businesses in your target market open to new businesses, or are they protective?  How do you know that?  (Have existing businesses been helpful to you in your research, or have they been reluctant to share information and their experiences?  Is there a positive and helpful professional or trade organization in the target market?  Have existing businesses agreed to refer overflow customers to your business?  Or, is your assessment based on other reliable indicators?)

Identify any advantages that your business and its product(s) and/or service(s) have over competitors.  (Is/are your product(s) and/or service(s) in some way clearly distinguishable or unique?  Will your business offer customers more variety, better quality, faster or fuller service, more affordable pricing, or other advantages not made available by competitors?)

C.
Identify the Market Niche That the Business Will Occupy
What is the market niche that this business will occupy relative to its more established competitors?  (Will the business direct its efforts to a specific segment of the market that is currently unserved or underserved?  Will it obtain some or all of its customers as referrals from other businesses unable to meet the demand?  Other?)

D.
Product/Service Pricing
How will your product(s) and/or service(s) be priced (what is your pricing strategy or the pricing formula you will use)?  How was it determined, and how does it compare to the pricing practices of the industry as a whole and, especially, to the pricing practices of competing businesses in the immediate target market?

E.
Advertising Strategies
Given the nature of the product(s) and/or service(s) you will provide, your target market, your competition, your pricing strategy, and other pertinent factors, explain how your product(s) and/or service(s) will be advertised and marketed.  What specific advertising methods will be utilized to advertise your business and market your product(s) and/or service(s)? (Word of mouth?  Newspapers?  Professional or trade journals?  Flier mailings?  Television or radio ads?  Internet web page?  Other methods?)  How and why were these methods chosen?  How do they compare to the advertising and marketing strategies being used by competitors?

Will sales, discount coupons, or other promotional programs, such as price lining or multiple pricing, be utilized?

What aspects of your product(s) and/or service(s) will be emphasized by your advertising strategies?  (Some unique or novel aspect of your product(s) and/or service(s)?  Better quality?  Lower prices?  Better, faster, or friendlier service?)

Will the services of a marketing/advertising professional be utilized?

F.
Distribution/Delivery Methods

Where and how will the finished product(s) and/or service(s) of the business be delivered to or performed for your customers?  (Will your customers come to you, or will you take the product(s) and/or service(s) to them?)  If products will need to be shipped, what distribution and delivery method(s) will be used?  Is at least one backup delivery method available, if the primary method is unable to make the needed deliveries?

VI.
LEGAL ISSUES
Have all professional licensing or trade certification, vendor licensing, special permits, or other credentials required to perform this type of work been obtained?

If required, has the business been properly registered with State and local authorities?

If the business will be a partnership or a corporation, is/are there a signed partnership agreement or signed articles of incorporation?  Does/do the agreement or articles adequately address ownership, management authority and responsibility, and buy-in/buy-out, dissolution, and other issues?

[NOTE:  If the business is to be a partnership or corporation, a copy of the applicable partnership agreement or articles of incorporation, as well as copies of the forms registering the business with the Secretary of State and other required state and local agencies, must be submitted with the completed business plan.]

Have any legal restrictions on the product(s) and/or service(s) to be marketed been addressed?

Has a business identification number been obtained for sales tax and other purposes?

Have one or more separate bank accounts been established for the business?

Have patents, copyrights, and trademark or servicemark registrations been secured for any proprietary materials, and have necessary non-disclosure agreements and employee agreements been executed?

If the business will employ others, have arrangements been made to withhold income and social security taxes and to account for such withholdings?  Is the business aware of, and prepared to comply with, applicable health and safety, minimum wage, and other labor laws?

Have all applicable zoning ordinances been investigated and addressed, and variances been obtained, if needed?

VII.
COST PROJECTIONS

A.
For Establishment Of the Business Enterprise

Itemize the projected establishment and initial start-up costs for the proposed business enterprise (the costs of those items and services needed to set up the business itself, ready it to begin actual operations, and maintain those operations for the duration of the initial start-up period).  Be certain to include the costs of:

(1)
professional, occupational, business, trade, or other licenses, certificates, registrations, and permits required as a condition for doing business;

(2)
dues for any professional, trade, or other organizational membership required as a condition for doing business;

(3)
lease or rental of business space, if space is required outside the home;

(4)
preparation of the business space (production, sales/display, storage, and other needed areas), including alterations, accessibility modifications, fixtures, furnishings, and finishings;

(5)
occupational tools and business-related equipment, including, if applicable, related maintenance and repair agreements;

(6)
assistive technology devices and services specific to the business itself and its operation;

(7)
initial and turnover stocks of raw materials and/or product inventory;

(8)
general office and other business-related supplies;

(9)
initiation of needed utility services (electric, gas/oil, water, sewer, and telephone services), including installation and hook-up charges and subsequent monthly or periodic billing amounts;

(10)
subscription services (such as Internet subscription), if necessary for business operations;

(11)
services purchased or contracted for by the business from outside sources (such as legal services, bookkeeping and accounting services, marketing services, business tax preparation and filing services, trash removal/sanitation services, housekeeping/groundskeeping services, snow removal services, payroll services, and other services purchased or contracted for from outside sources);

(12)
any other consultation and technical assistance needed to establish and start up the business enterprise;

(13)
marketing and advertising costs;

(14)
insurance costs (fire, theft, flood, liability, or other) that are needed and not provided by the property owner;

(15)
bonding fees, if applicable and required; and

(16)
any other cost necessary to establish the business and maintain business operations throughout the initial start-up period.

Indicate the planned funding source(s) to be utilized to meet each cost.  Be sure to indicate personal or family contribution amounts, as well as the amounts of vocational rehabilitation program assistance being requested, and the amounts of any grants, loans, or other financing to be used.

For each item or service identified, state why it is a necessary business expense.

Explain the bases on which the cost for each item or service has been projected (i.e., estimates or price quotes obtained directly from potential suppliers/providers, industry averages, or some other projection method).  [NOTE: Vocational Rehabilitation Services policies generally require that price quotes be obtained prior to authorization of agency funds from at least two suppliers for any goods costing $600.00 or more.  The required price quotes must be appended to any business plan submitted for review and evaluation.]

B.
Projected Revenues, Expense, and Net Income Statements For the First Two Years Of Continuing Business Operations

Project the revenues to be made from business operations for each year.  Indicate, by appropriate notes to the financial statements, the basis for the revenue projections.

Itemize as expenses the projected costs of continuing business operations for each year (the costs of those items and services needed to keep the business running after it has started actual operations).  Include the costs for replenishing, renewing, and continuing any of the items or services identified in part A of this section (if they are ongoing costs necessary for business operations), as well as any additional costs that apply.  Be certain to include, for example, the costs of:

(1)
employee wages/salaries and benefits (your own and others’);

(2)
inventory, sales, payroll, and other tax withholdings;

(3)
payments due on any business loans or other financing;

(4)
a write-off allowance for uncollectable accounts receivables (“bad debts”);

(5)
depreciation on tools, equipment, and other business assets; and

(6)
other similar recurring or continuing costs of business operation.

In the notes to the financial statements, indicate the planned funding source(s), including business revenues, to be utilized to meet each cost and explain the bases on which the cost for any new item or service has been projected (as for example, in the case of depreciation expenses, the Generally Accepted Accounting Practice formula used to calculate the depreciation expense listed).

Indicate the net profit/retained earnings for each year (revenues – expenses = net profit/retained earnings).

Based on the projections provided, what is the anticipated length of the initial start-up period (i.e., how long will it take, from the date that the business begins operating, until it is able to meet its ongoing costs of operation on a continuing basis, and is fully self-sustaining and self-supporting)?

VIII.
MONITORING PLAN

Indicate the bases (goals and objectives) on which the progress of the business enterprise will be assessed in order to determine its progress and ultimate success.  [NOTE:  For purposes of obtaining and maintaining vocational rehabilitation assistance, the monitoring plan must minimally include periodic visits by the Vocational Rehabilitation Counselor and/or other agency staff to the business site, the submission to the counselor of quarterly financial statements throughout the initial start-up period for the business, and assurances that consultation and technical assistance will be sought from qualified sources (such as the SBDC, SCORE, or ISBD Corp) to identify and recommend means to resolve any management or operational problems that occur during initial start-up.]

IX.
APPENDICES:  SUPPORTING DOCUMENTATION

Include in this section (which should be appended to the rest of the business plan):

•
any letters of support, written offers of assistance, or firm commitments of business obtained;

•
the supporting documentation required by any of the other sections of the business plan (resumes of the principals, partnership agreement or articles of incorporation, price quotes for any tools, equipment, or other goods costing more than $600.00, etc.); and

•
any report or other written product (for example, legal documents, market survey or analysis reports, and similar documentation) supportive of the business plan that has been produced by legal, marketing, or other professionals who have provided consultation and technical assistance during the initial planning stages for the enterprise.
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