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DESIGNING YOUR BUSINESS PLAN

The business plan is really two things:

1. It is your sales pitch to lenders or suppliers from whom you want to borrow money.  It should tell the complete story about your business. (Past, present and future) as briefly as possible.

2. It is also the guide to you business.  It organizes, on paper, your thoughts as to why you are in the business, who your customers and competitors are, your strengths and weaknesses and your plans for the future. Business plans can be required by the Small Business Administration and are strongly preferred by lenders. 

You should consider the following areas when you write your business plan:

I.
Product/Services:


Describe the following, focusing on the demand and competitiveness of your ideas:

a. What products or services will you provide? _______________________________

b. How many days per week will you be open for business? _____________________

c. What are your hours of operation? _______________________________________
d. Approximately how many clients are serviced each day? _____________________
e. How does your product/service differ from similar products/services on the market? ____________________________________________________________
II.
Market:

It is important to know who your clients or customers are, where they come from and what their demographics are.

a. Who will you sell to? Retail? Wholesale? The Public? ______________________

b. Who will be the final customers of the product/service you offer?  _____________
c. Where are they located?  ______________________________________________
d. How many are there? _________________________________________________
e. Describe them – What is the average income? _____________________________
f. Are they family people? Retired? Single? Etc ______________________________
g.
How much money can you expect them to spend on this type of product/service? _________________________________________________________________________

h.
Why will the above customers want to buy your products/services? _________________________________________________________________________

i. What is your expected share of this market?  How many of these customers do you expect to reach? ___________________________________________________________

III.
Location of Business:
a.
Explain where the business will be located ________________________________

b. Is this location easily accessible by automobile traffic, foot traffic or public transportation? ____________________________________________________________

c. Is there parking available for the customers? ______________________________
d. What kinds of businesses are around your location or close by? ________________
e. Any other information to describe your building location. ___________________________________________________________________
f. Include any maps showing the location of your competitors.

g. Explain the building lease terms. ________________________________________

IV.
Competition:

It is very important that you know your competitors.

a. Where is your competition located? _____________________________________

b. How far from you? __________________________________________________
c. How many competitors are there? ______________________________________
d. How profitable is their business? _______________________________________
e. How are they different from your business? _______________________________
f. Do you expect to take sales away from these competitors? How? __________________________________________________________________
V.
Marketing:


It is very important that you know how to reach your customers and what kind of media you will use for advertising.

a. How will you reach the people you sell to? _______________________________

b. Would you use sales representatives? Mail Order?  _________________________
c. How would you let people know about your products/services? _______________
d. Would you advertise?  Where? _________________________________________
e. Would you use any other methods?  Direct mail, personal contact, flyers, etc? __________________________________________________________________
VI.
Sales:

This section has to do with your projected sales and should be reflected in “notes to projections”:  

a. What will be your total monthly and annual sales for the first year of operations?

b. What will be your cost of sales (Cost of merchandise & materials)?

c. What is the basis for your cost of sales figure?

d. What percentage of your sales is the cost of sales?

e. What will your average total expenses per month be?

f. How much money do you need to draw per month for personal expenses?  (Not how much money do you want to pay your self)

g. How will the loan affect your sales?  (If you are already in business)

h. How much will you have to sell to break even?

i. What could seriously change these sales projections? (Changes in the economy, demand, political, environment, etc)

j. Explain any seasonality in the operation of your business.

VII.
Key Personnel:

This has to do with people working at your business.

a. Who will be in charge of the day-to-day business operations? _________________

b. How many employees will you have?  Give name of position or title.  ___________________________________________________________________

c. Describe duties and qualifications of each owner and key employees, including years of experience in assigned positions. _________________________________________________
d. Include personal resumes on all owners and any employee who will have any administrative responsibilities, such as assistant manager or any other employee with authority in your business.

VIII.
Organization:
a. What type of organization are you (Corporation, partnership, Sole Proprietorship, Limited Liability Company) ____________________________________________
b. If Corporation, who are on the Board of Directors? _________________________
c. If a partnership, who are the partners? ____________________________________
d. Where is the headquarters of the business? ________________________________
Marketing Plan Outline


A simple marketing plan should be developed by your business to help direct your marketing efforts.  A  road map of your marketing efforts and direction.  Answer these seven questions based on the information you have already provided:

1. What is the purpose of your marketing?  Example:  To increase customer base resulting in increased sales and profits.

2. Focus on the benefits and advantages of your business and describe how you will accomplish your marketing objective.  Example:  This will be achieved by stressing warm person-to-person customer relations or the increased selection of high quality imported products not available elsewhere.

3. What is your target audience?  Example Parents in the local area who buy for their children.

4. Marketing tools that will be employed to implement your marketing strategy are:  Example: A weekly newspaper ad in the “Neighborhood News”, a window display that changes weekly, emphasizing your new products, a yellow pages ad, monthly postcard mailings to a customer data base, stylized logo on all bags and boxes, seasonal promotion in the city newspaper at Christmas and Easter.

5. What is your marketing niche? Example: A business that caters to customers who demand excellent customer service and buy high quality products.

6. What is the identity that your company will portray?  Example: A business that’s seen as professional, helpful, and competent  and able to assist with buying decision, phone order deliveries, free gift wrapping and shipping, totally customer service oriented.

7. As a percent of your operating budget, how much will you commit to your marketing efforts?

This information should help you with the development of your business plan.  Each business plan has a difference that makes each one unique. Supporting your projections with research documentation makes the project sales and expenses more credible.   A business plan is not judged by the number of pages. Rather by your experience in the field, research (homework) supporting your claims and how well you have thought the project through.   A business plan is a description of how and why you will be successful.  
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