SUGGESTED OUTLINE FOR A BUSINESS PLAN

COVER SHEET

Name of the business, names of the principals or owners, address and telephone number of business.

STATEMENT OF PURPOSE


Indicate the purpose of the business plan.

TABLE OF CONTENTS

1. The Business

a. Description of the business:  Includes the type of business, the status of the business (start-up, expansion of a going concern, take-over of existing business), the form of business organization (proprietorship, partnership or corporation), why the business is going to be profitable, when the business will or did open, the hours of operation, and whether business is seasonal or not.

b. Market:  Define the market and its size, your anticipated share of the market, growth and potential of the market, your marketing strategy, and your pricing structure.

c. Competition:  Include your five nearest competitors, your advantage over competitors, the strength of your competitors’ business, strengths and weaknesses of competitors, and what you have learned from your competitors’ operations.

d. Location of business:  Indicate your business address, the physical features of your building, renovations anticipated and their costs, the physical features of the neighborhood and businesses surrounding your location, and the advantages and disadvantages of this location.

e. Management:  Include resumes of the management of your business, salary schedules for these personnel and their duties and responsibilities.

f. Personnel:  Describe the personnel needs of your business by skills required, salaries or wages, fringe benefits and overtime anticipated.

g. Capital requirements of business:  Describe the capital needs of the business including any loans required and the uses of these funds

h. Summary of the business:

2. Financial Data

a. Sources and applications of funding:  Similar to section “g” above.  Used primarily if the business plan is for loan financing purposes

b. List of capital equipment required for business:  Include the cost of this equipment.

c. Balance sheet:  Include the most recent description of your business’ assets, liabilities and owner’s equity or net worth.

d. Break-even analysis:  Calculate the break-even point for your business.

e. Income projections:  This section indicates the anticipated sales or revenue of your business over a 12-month period in the future (with monthly breakdowns), the anticipated expenses for this same period, and the pre-tax profits based on these sales and expenses.  Any assumptions made in compiling these figures should be explained fully.

f. Prepare a cash flow statement:  Describe in detail a monthly breakdown for one year of your expected cash receipts, projected cash disbursements and resultant cash flow of your business.

g. Historical financial statements:  This section should be included only for existing businesses or when a business is being purchased – and should include statements for at least three years (balance sheet, income statements and tax returns, if available).

3. Supporting Documents

This section should include any personal resumes, personal financial statements, if applicable, cost of living budgets of owner, credit reports, letters of reference, job descriptions, letters of intent, copies of leases or contracts, legal documents, and other documents relevant to the business plan.
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