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Business Plan Outline

· Writing a business plan is an important part of developing your business

· A business plan is usually needed to obtain loaned funds. The plan shows the lender that you have done your “homework” and have created a road map for your business.

· A plan is an important planning and evaluation tool. The cash flow projection will enable you to estimate your business income and determine whether it will support your anticipated business expenses, including a salary for you.

· Use the plan to chart the direction of your business, to benchmark your growth and profitability, and to identify available business resources.

· The plan should be reviewed and, if needed, revised annually.

· Plan preparation requires work, but is a good tool to get a total picture of where your business is and where it should be going.
A General Outline for a business plan follows:

YOUR NAME OR THE NAME OF YOUR COMPANY

Plan Period: The 12 month period for which the plan covers

Prepared By:  Name(s) of person(s) developing the business plan, typically the business principals

1. Executive Summary

While this section comes first in the plan, it should be written last as a summary of the main points. As a practical matter, some loan officers read only this section so it must include the most important points. Therefore, try to make this section brief, succinct, and full of the most critical points.

A. Name and location of your business.

B. Product(s) and/or service(s) to be rendered by your business.

C. Reasons why you can serve the market better than your competition.

D. Financing required by you and the planned use of these funds.

2. General Description of Your Business
A.  Name, location (designate and list all facilities separately), and legal ownership of your business structure.

B. History of your business.

1. Length of time you have been in business.

2. Description of your business (purpose, products(s)/services(s), customers).

3. Current financial status (sales, growth trends, profitability/debt).

4. Summary of short and long term goals of business.

3.  Products and Services
A. Physical description (can include photograph or promotional brochure in appendix).

B. Price, quality, and benefits of your product or service.

C. Stage of the development of your product.

D. Unique aspects of the new product or service; its advantages over competition.

E. Proprietary position (if applicable, patents, trademarks, licenses, exclusive territory).

F. Letters of reference regarding product or service (place in appendix).

4. Market and Industry Data

A. Description of overall market and industry trends.

B. Description of target consumer market and potential share (who are potential customers and why):

1. Include formal or informal market research.

2. Explain why your business will be able to penetrate the market.
3. Explain sales projections in the financial plan.

C. List of current customers. Include customer commitment letters for new products or service in the appendix.

D.   Analyze competition’s strengths and weaknesses (compare price, service and quality).
5. Marketing Strategy

A. Describe current selling methods and projected changes.

1. Quote price(s) and how determined.

2.  State method of sales (direct mail, sales rep, sales force, and/or distributor). 

B. Describe how you will advertise your product or service and any other plans that you have developed or will develop which will promote your business.

C. Describe customer service plan and how you will encourage repeat business.

6. Operational Plan

A. Outline your manufacturing process: describe plant, equipment, labor requirements.

B. Describe your inventory and quality control plans. 

C. Briefly describe all jobs, including skill, experience and educational requirements.

D. Display your wage structure.

E. List your principal suppliers, including each supplier’s costs, terms, and availabilities.

F. Discuss possible external impacts on the plan (federal and state requirements, patents, special competitive activity, etc.)

7. Management Team and Organization

A. Provide qualifications of management or key employees: describe job functions. Place job descriptions in the appendix. 

B. Organizational chart showing working relationships of managers and key employees.

C. Projections for adding employees:

1. Under what conditions will you add new employees.

2. Under each type of employee, how many employees will you add.

D. If applicable, identify your board of directors, list their qualifications and describe the board’s scope of responsibility.

E. Describe the decision-making process in your company:

1. Day to day operational decisions.

2. Policy decisions

3. Strategy decisions

8. Financial Plan

A. Capital requirements:
1. List your current financial requirements and explain your source of funding.

2. Describe future financial requirements and how you plan to fund them.

3.   List specifically how all business funds will be used. 

B. Financial documents if purchasing a business:

1. Three years of Federal Income Tax Reports.

2.   Two years of balance sheets and income statements, cash flow projections, including assumptions for all sales and expense figures used.

9.   Appendix

A. Resumes of management and key employees
B. Job descriptions of all managerial and key employee positions.

C. Letters of intent from prospective customers.

D. Contracts from buyers and suppliers.

E. Company brochures and/or catalogs.

F. Letters of support.

G. Relevant newspaper or magazine articles.

H. Complete organizational chart.
