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1. EXECUTIVE SUMMARY

The Executive Summary is intended to provide a one or two page overview of the key components of a business plan.  It must give the reader a useful understanding of your business.  It is usually followed by a brief Table of Contents designed to assist readers in locating specific sections of the plan.

Your Executive Summary should:

· Introduce who you are and what your company does

· In 2 sentences tell the reader what product or service you will be delivering

· Highlight the key target markets you will be delivering your product/service to

· Highlight the strengths and opportunities of you and your company

· Summarize how much your company will generate in the first year of operations

· Capture all the great things about you and your company – it is a “sales pitch” to the reader; getting their attention and enticing them to read on!

Insert graphs and visuals where you can.  An example is:


[image: image1.wmf]Target Market #1

Target Market #2

Target Market #3


If this Executive Summary section goes over 2 pages, you’ve done too much – cut back!

Company Description

This section should provide an overview of how the elements of your business fit together without going into significant detail.  Most of the subjects in this section will be covered in greater detail elsewhere in the plan.  Maximum 1 to 2 pages.

1.1. Nature of Your Business

1.1.1. Who is your company?

1.1.2. What marketplace needs are you trying to satisfy?

1.1.3. Who are the individuals/organizations with the needs?

1.1.4. Mission Statement

1.1.5. Vision Statement

PRODUCTS AND SERVICES

The business plan in this section describes the products or services to be offered by the company in some detail.  Your plan should concentrate on how your product or service will meet the needs of your target market Detailed Product/Services Description

1.1.6. What makes it special/unique?

1.1.7. How will it be used?

1.1.8. How will price be established?

1.1.9. What special services do you offer?

1.1.10. How does the product/service meet the user’s needs?

1.2. Your Competitive Advantages

1.2.1. Factors that will lead to your success

1.3. Your Competitive Weaknesses

1.3.1. How will you overcome these?

1.4. Copyrights and Patents

1.4.1. Legal agreements that could affect your business

2. MARKET ANALYSIS

This section of the business plan provides the reader with an in depth analysis of the industry in which the company intends to operate.  It should present the highlights and an analysis of any market research.  Specific market research studies would not be included here but rather shown as an appendix to the plan.  This is the largest part of your plan.

2.1. Industry Description and Outlook

2.1.1. Description of your primary industry

2.1.2. Size of the industry

2.1.3. Historically

2.1.4. Currently

2.1.5. In five years

2.1.6. In ten years

2.1.7. Industry you intend to operate in - characteristics and trends (where is it in its life cycle?)

2.1.8. Historically

2.1.9. Currently

2.1.10. In the future

2.1.11. Major customer groups

2.1.12. Results of Primary or Secondary Research

2.2. Target Markets

2.2.1. Distinguishing characteristics of your primary target markets.  Target market as it pertains to your business.

2.2.2. Critical needs

2.2.3. How are these needs currently being met?

2.2.4. Geographic location

2.2.5. Seasonal or cyclical trends

2.2.6. Demographics

2.2.7. Business ( Relevant only if you are targeting Businesses?

2.2.7.1.1. Principal products or service

2.2.7.1.2. Who handles the purchasing in your target businesses?

2.2.7.1.3. Number of employees in your target businesses?

2.2.7.1.4. Special needs

2.2.7.1.5. How its products are sold

2.2.8. Individual ( Relevant only if you are targeting Individual consumers?

2.2.8.1. Age

2.2.8.2. Annual income

2.2.8.3. Occupation

2.2.8.4. Tenant or homeowner

2.2.8.5. Gender

2.2.8.6. Language of preference

2.2.8.7. Education level

2.2.8.8. Similar products or services used

2.2.8.9. Complimentary products or services used

2.2.8.10. Buying habits

2.2.8.11. Behaviour & Attitudes

2.2.8.12. Primary target overall market size

2.2.8.13. Number of prospective customers

2.2.8.14. Annual purchases of products or services meeting the same or similar needs

2.2.8.15. Geographic area

2.2.8.16. Anticipated market growth
2.2.9. Market penetration – Reference to Appendix

2.2.9.1. Anticipated market share

2.2.9.2. Number of customers

2.2.9.3. Rationale for market penetration estimates

2.2.10. Pricing levels – What pricing strategy will you use?

2.2.10.1. Anticipated sales price for products/services

2.2.11. Methods by which specific members of your target market can be identified – Reference to Appendix

2.2.11.1. Business Directories

2.2.11.2. On-line databases and information sources

2.2.11.3. Trade magazines and associations

2.2.11.4. Government departments and publications (i.e. Statistics Canada, Strategis, Export Development Canada, Team Canada)

2.2.12. Market data – Summarize & put major data in Appendix.

2.2.12.1. Secondary Data - Appendix

· Stats Canada

· Strategis

· Trade magazines/websites

· Associations

· Magazine/Newspaper articles

2.2.12.2. Primary Data - Appendix

· Convenience Samples

· Questionnaire

· Quota Samples

· Interviews

· Random Samples

· Use experts 

· Telephone Interviews

· Short (20min at most)

· Face to Face Interviews

· Open ended/probing questions

· Mail Surveys

· Demonstration of product

· Costs higher; response rate (30%)

· Focus Group

· Price

· Quality

· Service

· Usage habits

2.3. Competition – What is your competition doing?
2.3.1. Price strategies

2.3.2. Share of market

2.3.3. Advertising strategies

2.3.4. Distribution system

2.3.5. After sales service

2.3.6. Guarantees & warranties offered

2.3.7. Location

2.3.8. What differentiates weaknesses - in general and of all aspects of competition

2.3.9. Keep a record of the answers to these questions

1. What makes this company’s product or service different from others?

2. Do they offer a broad or narrow range of products or services?

3. Do they concentrate on quality or volume?

4. What is the average selling price of their product or service?

5. What is their mark-up?

6. Are their prices perceived as low, medium or high?

7. Do they offer discounts?  What kinds?

8. How and where do they advertise and how much money do they spend?

9. Is their product or service known by name?

10. Do they use other types of promotion such as free samples or give-aways?

11. How do they distribute their service or product?  Is there a sales force?  Do they use agents?  

12. Where are they located?  Is location important to their success?

13. Are they targeting specific customers?

14. What is their share of the market?  Is it growing or declining?  Why?

15. What are the strengths & weaknesses of their product or service?

2.3.10. Barriers to entering into the market?  What barriers will you or your company face?

2.3.10.1. Cost (investment)

2.3.10.2. Time

2.3.10.3. Technology

2.3.10.4. Key personnel

2.3.10.5. Existing patents and trademarks

2.3.10.6. Regulatory restrictions (government or customer)

2.3.11. Results of any primary or secondary market research on your competitors

2.4. SWOT:   Strengths   Weaknesses   Opportunities   Threats (risks)

Strengths & Weaknesses are Internal

2.4.1. Inside Factors of Your Company

· Personnel

· Location

· Distribution

· Price

· Promotion

· Service

· Product

· Management

· Image

2.4.2. Outside Factors to your company

Opportunity & Threats are external.

· Economy

· Competition

· Marketplace

· Trends

· New Legislation

· New Technology

· Demographic changes in target group

3. Marketing and Sales Activities

3.1. Marketing Plan Outline

Having described the market in the previous section, the business plan now goes on to discuss your company’s strategies with respect to marketing its products and directing its sales activities.  The objective is to show how you will meet the sales targets indicated in your projected financial information.

3.1.1. Situation

· A review of the current status of the market place and your product

· Factual support for the recommendations to be made in the plan

· From your research, “Questions You Should Know the Answers To”, and “Defining Yourself”

· Include Problems and Opportunities

3.1.2. Objectives

· The core of your plan - flows directly from your situation analysis

· Statements of what you want to accomplish or achieve:  sales, revenue, market share, awareness, etc.

· Must be specific, measurable, actionable, time-bound and realistic

3.1.3. Strategies

· Statements of how you will achieve your objectives - the roadmap

· The list of activities you will be undertaking this year

· Pricing:  Any changes/revisions to your pricing structure

· Product:  Your “USP”, any changes/additions to your product line, packaging, options, special services (delivery, repairs, warranties, follow-up, license).  Your Brand Image or Positioning.

· Place: How you will get your product to your customers.  Zoning requirements, location, physical needs, image, lease, accessibility, visibility.

· People:  Staff training required, etc.

· Promotion:  Advertising, Community Relations, Publicity, Sales Promotion, Direct Mail, Seminars, Customer Relationship Building Strategies, etc.

· Market Research:  Any research to be conducted this year

· “Assumptions Used” should also be indicated

3.1.4. Tactics

· The details of how you’ll execute the plan

· Who’s responsible for various projects

· Steps required for each project

· Costs for each project

· Assumptions used for costs/timing

3.1.5. Methods through which you can communicate with specific members of your target market – How will you communicate?
· Printed material

· Publications

· Brochures

· Networking

· Libraries

· Chamber of Commerce

3.2. Sales Strategies

· Who will deliver/sell the product/service to the market place?

· What activities are planned in connection with selling your product/service?

· Identifying prospects

· Follow-up on sales leads

· Closing the sale

· Will you pay commissions?  Base plus commission?

3.2.1. Sales Force

· Internal 

· External/independent

· Size and territories

3.2.2. Sales activities

· Identify prospects

· Prioritize prospects

· No. of sales calls/period

· Average No of sales calls per sale

· Average dollar size per sale

· Average dollar size per order

· Client follow-up

4. Operations

In this section the company’s internal operating procedures are described and factors such as production, distribution and administration are outlined.  If your business is inactive at this point, significant thought will be required to ensure that you consider all possibilities.  If you disappeared from Earth, what procedures would be followed for your company to run smoothly!!!!

4.1. Production and Service Delivery Procedures

4.2. Staffing Requirements

4.3. Distribution Network

· Internal sales force

· Jobbers

· Distributors

4.4. Operating Competitive Advantages

· Techniques

· Experience

· Economies of scale

· Lower direct costs

4.5. Suppliers

· Identify suppliers of critical elements of production

· Primary

· Secondary

· Lead time requirements

· Evaluate risks of critical element shortages

· Describe existing and anticipated contractual relationships with suppliers

4.6. Operating Conditions

· Location

· Hours of operation/availability

· Leasing

· Insurances

· Employer

· Partnership

· Business Interruption

· Bad Debt

· Business Loan

· Disability

· Government Regulations

· Licenses & Permits

· Zoning & by-law approval

· Municipal business tax

· Federal & provincial income taxes

· Goods & Services tax (GST)

· Mandatory employee deduction & taxes

· Labour codes

· Consumer protection legislation

· Quality control 

· Safety & health

· Buying or Leasing

· Advantages

· Disadvantages

· Human Resources

· Deductions

· CPP

· UI

· Income Tax

· WCB

· Employment Standards Code

· Bank

When sourcing a bank make sure that you learn the answer 
to the following questions:

· Whether they have dealt with businesses similar to yours

· The nature of their business portfolio

· The industries they have experienced in serving

· Their philosophy in dealing with owner managers

· The authority they have to evaluate and approve potential loans

· Their dollar lending limit and process for credit approval

· Who will be directly responsible for your account on an ongoing basis

· The fees to be charged to your account, and pay structure

5. Management and Ownership

A well-written business plan should include descriptions of the key managers and their responsibilities within the operations of the firm.  If the ownership of the company is separate from its management then a description of the ownership structure should also be included.  To the extent that a business is operated in an incorporated form, you may also include details of the Board of Directors and their relevant backgrounds.  Remember one of the unique aspects of your business is your specific skills and talents.

5.1. Organizational Structure

· Organizational Chart

· Description of Chart

5.2. Key Managers/Employees

· Name

· Position

· Primary duties

· Unique skills

· Proposed compensation

· Resumes and references included in Appendices

5.3. Planned Additions to the Current Management Team

· Position

· Duties

· Legal structure of business

· Owners

5.4. Professional Resource Team

5.5. Legal Structure

· Corporation

· Partnership

· Proprietorship

5.6. Ownership

· Names

· % involvement in operations

· Form of ownership

· Common/Preferred Stock

· General / Limited Partnership

5.7. Board of Directors/Advisory Board/Mentor

· Names 

· Position on the board

· Extent of involvement with the company

· Background

· Contribution to the company’s success

6. Funds Required and Their Uses

The business plan should include your funding requirements and proposed sources of funding for the upcoming year as well as the next four or five years.  The plan would outline the nature of these funding requirements and their uses for such purposes as capital expenditures, working capital, and other acquisitions.

6.1. Current Funding Requirements
· Funds required

· Use of funds

· Source of funds

6.2. Funding Requirements over the Next Three Years
· Funds required

· Use of funds

· Source of funds

6.3. Use of Funds
· Capital expenditures description

6.4. Source of Funds

6.5. Long-Term Financing Plan

· Merger / Acquisition

· Going Public

· Debt Servicing

· Liquidation of Assets

· Sell Business

7. Financial Data

If the company has a past operating history then the financial data section would begin by presenting historical financial information for the past three to five years.  This section would also include forecasted financial information for the next year on a monthly basis as well as the next four to five years on an annual basis.

7.1. Prospective Financial Data (first three years)

· Scenarios

· Ideal

· Realistic

· Pessimistic

· First year (by month)

· Cash flow statement

· Final two years (by year)

· Cash flow statement

· Summary of significant assumptions

8. Appendices

There is a wide variety of information that can be included in this section.  Some examples would include resumes of key managers, pictures of the product, marketing studies, and other relevant information.

The following are examples of appendices may be included to assist in the evaluation of this proposal

8.1. Resumes of Key Managers

8.2. Pictures of Products

8.3. Professional References

8.4. Market Studies

8.5. Pertinent Published Information

1. Magazines articles

2. References to books

8.6. Patents, Copyright, Trademark Agreements

8.7. Significant Contracts

1. Lease

2. Sales contracts

3. Purchases contracts

4. Partnership/ownership agreements

5. Stock option agreements

6. Employment/compensation agreements

7. Non-competition agreements

8. Insurance

· Product liability

· Officers’ and Directors’ liability

· General liability
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