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[bookmark: _Toc453586310]Executive Summary
Your executive summary is a snapshot of your business plan as a whole and touches on your company profile and goals. Explain the fundamentals of the proposed business:  What will your product be? Who will your customers be? Who are the owners? What do you think the future holds for your business and your industry? 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.
[bookmark: _Toc453586311]Highlights
The product or service should be clearly described
The market opportunity should be analyzed in an accessible way
The competition should be inspected thoroughly
The marketing strategy should be listed out point by point
The proposed investment or loan terms need to be disclosed

[bookmark: _Toc453586312]Objectives
Well-chosen goals and objectives point a new business in the right direction and keep an established company on the right track. Just think about what football would be without end zones.
When establishing goals and objectives, try to involve everyone who will have the responsibility of achieving those goals and objectives after you lay them out.
[bookmark: _Toc453586313]Mission Statement
Many companies have a brief mission statement, usually in 30 words or fewer, explaining their reason for being and their guiding principles. If you want to draft a mission statement, this is a good place to put it in the plan

[bookmark: _Toc453586314]Company Ownership/Legal Entity
The pros and cons of different business formations are worth understanding. They vary by state consequently this is not a good area for guesswork, and not a good place to save money, so please go through this with a local attorney you can trust. The following is for background information.
Although the details vary, it starts with the choice between sole proprietorship, partnership, corporation, or the more trendy Limited Liability Company, LLC. Within the corporation classification you have additional choices, between the standard corporation and the small business S corporation.
[bookmark: _Toc453586315]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? Examples include level of quality or unique or proprietary features. What are the pricing, fee, or leasing structures of your products or services?
[bookmark: _Toc453586316]Suppliers
Your first task to selecting the right supplier is to make a list of possible suppliers that can provide the products you intend to sell or manufacture. Your next step is to obtain as much information as possible on each supplier so that you can narrow your list and determine which company can best meet your needs.	
[bookmark: _Toc453586317]Customers
Identify your targeted customers, their characteristics, and their geographic locations, otherwise known as their demographics. The description will be completely different depending on whether you plan to sell to other businesses or directly to consumers. 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.
[bookmark: _Toc453586318]Market research
No matter how good your product and your service, the venture cannot succeed without effective marketing. And this begins with careful, systematic research. It is very dangerous to assume that you already know about your intended market. You need to do market research to make sure you’re on track. Use the business planning process as your opportunity to uncover data and to question your marketing efforts. Your time will be well spent.
[bookmark: _Toc453586319]Market Analysis
A market analysis is a quantitative and qualitative assessment of a market. It looks into the size of the market both in volume and in value, the various customer segments and buying patterns, the competition, and the economic environment in terms of barriers to entry and regulation.
[image: ]
[bookmark: _Toc453586320]Market Segmentation
The market segmentation concept is crucial to market assessment and market strategy. Divide the market into workable market segments -- age, income, product type, geography, buying patterns, customer needs, or other classifications. Define your terms, and define your market.
[bookmark: _Toc453586321]Competition
A good competitive analysis varies according to what industry you’re in and your specific marketing plan and situation. A comprehensive competitive analysis does have some common themes. Begin by explaining the general nature of competition in your type of business, and how customers seem to choose one provider over another. What might make customers decide? Price or billing rates, reputation, or image and visibility? Are brand names important? How influential is word of mouth in providing long-term satisfied customers? 	
[bookmark: _Toc453586322]Economics
Facts about your industry:
What is the total size of your market?
What percent share of the market will you have? (This is important only if you think you will be a major factor in the market.)
Current demand 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 in entering this market with your new company? Some typical barriers are:
High capital costs
High production costs
High marketing costs
Consumer acceptance and brand recognition
Training and skills
Unique technology and patents

[bookmark: _Toc453586323]Advertising and Promotion
Create a media plan for your advertising that lets you schedule your budget in a way that maximizes your exposure. Review the media kits of different radio, TV, newspapers, website and magazine outlets to determine which reach your target audience at the lowest cost per reader. A media kit is a description of a media outlet’s audience and rates. Divide the cost of each ad by the number of readers, listeners or viewers to calculate your cost to reach 1,000 target customers; this will help you compare different media choices head-to-head. Use options that let you get your message to the same customers at least three times, rather than trying to hit many different people once. This helps reinforce your message among people who receive it. Choose media outlets that align with your image, or brand.
[bookmark: _Toc453586324]Strategy and Implementation
· Strategy 1 - Networking & Referrals - Using existing contacts and clients to build a larger network of potential clients.
· Strategy 2 - Web promotion - Using a web page to showcase the owner's skills and knowledge, providing an "electronic brochure" as well as useful technical information free of charge.
· Strategy 3 - Advertising - Traditional methods such as Yellow Page ads, newspaper classified and display ads, local television cable access advertisements.
· Strategy 4 - Non-traditional - Creative and unique advertising such as door hangers, bumper stickers,

[bookmark: _Toc453586325]Start-Up Expenses
Business plan start-up costs effective the success of every new business. All business start-ups have unique financial needs. Some home businesses can be started with little money while other businesses require large investments in equipment, inventory and other start-up costs. To ensure a business is properly financed, business owners can determine the financing and borrowing needs of the new business by estimating its start-up costs when writing a business plan.
[bookmark: _Toc453586326]Determining Start-Up Capital
Create a simple table in a spreadsheet, and include several rows for Assets (tangible items like furniture and equipment) and several more for Expenses (consulting and legal fees, for example). Itemize those Costs under each category in one column, and enter the estimated spending in the next column. Create a SUM formula that will automatically calculate the subtotal for each category, and the final total at the bottom.
[image: ]
[bookmark: _Toc453586327]Income Projection Statement
An Income Statement, also called a Profit and Loss Statement, is a fundamental tool for understanding how the revenue and expenses of a business stack up. Simply put, it tells anyone at-a-glance if your business is profitable or not. Typically, an Income Statement is a list of revenue and expenses, with the company’s net profit listed at the end.
[image: ]
[bookmark: _Toc453586328]Profit and Loss Statement
A profit and loss or income statement lists your sales and expenses and is generally recorded on a monthly, quarterly or yearly basis. It tells you how much real profit you're making or losing. A profit and loss statement can help you develop sales targets and an appropriate sales price for goods/services using tools like the break-even, profit margin and mark up calculators.
[bookmark: _Toc453586329]Balance Sheet
The balance sheet for your business will allow you to see that the businesses’ assets and liabilities are balanced and what the company’s net worth is, and typically this information is compiled every quarter.
The assets and liabilities on a balance sheet are both organized by time; with assets, the faster the business could make an asset liquid (convert it to cash), the higher it should be on the balance sheet. With liabilities, the sooner something needs to be paid, the higher up that line item goes.
[bookmark: _Toc453586330]Sales Forecast
Forecasting is usually easier when you break your forecast down into components. As an example, consider a forecast that simply projects $1,000 in sales for the month, compared to one that projects 100 units at $10 each for the month. In the second case, when the forecast is price x units, as soon as you know the price is going up, you know that the resulting sales should also increase. Thinking of the forecast in components is easier.
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[bookmark: _Toc453586331]Milestones
Business milestones are like checkpoints for entrepreneurs, signaling that a business venture is thriving and growing. Milestones are the events that occur on the way toward achieving the desired end results of business goals. They can be short- or long-term goals and can be easily achievable or challenging. Developing milestones for your business requires some time and effort, but it is an invaluable exercise, especially if your business is new or has not yet launched.
[bookmark: _Toc453586332]Break-Even Analysis
A break‐even analysis predicts the sales volume, at a given price, required to recover total costs. In other words, it’s the sales level that is the dividing line between operating at a loss and operating at a profit. (Where fixed costs are expressed in dollars, but variable costs are expressed as a percent of total sales.) Include all assumptions upon which your break‐even calculation is based.
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