9/17/2008

	Basic Business Plan 

	Name of Business:
	

	Personnel: 

(People involved in 

planning the business)
	

	Address: 

	City:
	Zip:

	School: 

	Student Contact:
	Phone: 
	Email:

	Adult Contact: 
	Phone: 
	Email: 

	Summary of the Business

	While the Executive Summary appears first in the business plan, it is typically the last piece written.  This is because it summarizes the business plan so that the reader can get a quick idea of what they are about to read.  From this one page, the reader should know: what your business idea is, who the directors of the company are, how much the project costs, what your contribution will be, how much of a loan you are requesting. In addition, state the legal form of the business (i.e. incorporated company, partnership, etc.)

· Summarize the project. How it came about? What are your interests that you are exploring? How have community partners gotten involved? What are you going to create or accomplish?

	

	Background

	In this section, discuss the industry that you are in. What are the trends in the market?

· Why is this project important to your future goals? How will this experience benefit you in your future career? How can this project help you explore future goals and interests?

· What are the needs in your community for this product or service? What are the community resources and options in your community related to your product or service? Are you planning to use this project to meet the needs of families in your community? How? 

· How can school support the entrepreneurial part of this project? How do you plan to involve community resources in your project? How do you plan to get more involved in the community through this project?
	

	Marketing

	This is the heart of the written part of your plan for any business.
Product or Service. Describe your product or service in detail. What makes your product unique? 
	

	Target customers. Who will your customers be? Why will they be your customers? What is the size of your target market? 
	

	Competition. Who are your competitors? Why are they your competitors? What will your competitive advantage be? How does your quality compare? Is it easy or difficult for new competitors to enter the market? 
	

	 Pricing. How will your pricing compare to the competition? If you intend to compete on price, prove that you can do so and still be profitable. How price sensitive are your target customers? Will you offer special price promotions? 
	

	Advertising/Selling. How will you advertise and how often? What media will you use? Newspaper? Fliers? Why have you chosen a particular advertising tool? What is your budget for advertising? Will you use commissioned sales persons? If so, how will they be compensated? What will your standards of customer service be? Will you offer credit terms or warranties? 
	

	Sales forecast. Your forecast should be as explicit as possible. If you are offering several products or services, the forecast should detail this. Most importantly, you must state how you came up with your forecast. It should be conservative and realistic. The forecast should cover at least a 12-month period by month. 


	Only if applicable

	Operations/Production

	What production method will you use? Be as detailed as possible in describing the production process. How does your production method compare to your competitors? What is your capacity?
· How do you plan to get the work done? When? How Often? Where will you get help when you need it?

	

	Location

	Where will you be located? Why have you chosen that location? Do you own the property or will you rent? If you are a manufacturer, what are the environmental considerations?
	

	Human Resources

	Who will the managers and employees be? What is their background and training? Will it be difficult to recruit skilled help? Will you be engaging an outside accountant? Be sure to include (as an appendix) CVs for key personnel.

· What is your role as business owner?

· What are the roles of your support network?
	

	Future

	What are your goals for the business? Do you plan to expand your product line? Change locations? Increase the number of employees?


	

	Finance

	Prepare a basic budget projecting any donations and expenses; materials, tools, etc.
	

	 Cash Flow Projection. No business plan is complete without a cash flow projection. It should be by month and cover at least 12 months. 
	

	Income Statement. This is also known as a profit-and-loss statement and should be projected for at least 1 year. It differs from a cash flow projections in that you include non-cash expenses such as depreciation, and loan principal repayment is not considered an expense. It is necessary to complete an income statement to gauge your income tax liability. If your business is already operating, include the most recent statement. 

	

	Balance Sheet. A balance sheet is a “snapshot” of your business. It is important because it tells your prospective lender exactly what the assets of the business are and what the business is worth. For a start-up, the balance sheet should reflect the expected status of the business as of day one (a “pro-forma” balance sheet); existing businesses should include the most recent balance sheet. 

	

	Supporting Documents

	One of the most persuasive documents that you can show a lender is a letter of intent from a prospective customer. Also include any relevant contracts and quotations for equipment that you will be purchasing.



	Action Plan 

(What needs to be done, who’ll do it, by when?)

	Actions
	Who?
	When?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


