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Business Development Corporation

A Community Futures Development Corporation






Starting a Business
Expanding a Business
Financing a Business

A Business Plan is needed 

Although you may have a complete picture of the business in your head, investors, bankers and program consultants need to see if you really have an understanding of the business and have thought it through, completed market research and mitigated risks. The business plan supplies you with a blueprint of succeeding in business and provides you with the road map and direction of your company.  

The business plan also requires financial information including start-up costs, cash flow forecast for 2 years and income statement. 

Executive Summary 
The executive summary should be written after the business plan is complete. 

It is a brief (one to two pages) summary of the main topics covered within the business plan. 

This section may be the most important part of your plan. Investors will read the summary to decide whether to read the entire plan. For this reason, your summary should be convincing, attract the reader’s interest and at the same time, be brief. 

Your executive summary should cover the following items: 

· Type of business 

· Type of business structure (sole proprietorship, partnership, or corporation) 

· Management/key employee background 

· Products or service offering and how they are unique 

· Target market and its size 

· Marketing strategy – how does it differ from the competition 

· Financing required and how it will be used
To begin Executive Summary Click Here
Company Outline 
This section clearly identifies the long-term and short-term objectives that will contribute to the overall mission. These objectives will give the operation direction for future activity and serve as a measuring stick for the success of the operation. 

To begin the Company Outline Click Here
Company Background and History  

Please provide a brief summary (past/present/future) of the business or industry you will be involved in. This section can include information on how the business got started and what type of direction it has for the future. 
To begin Company Background and History Click Here
Goals and Objectives of Business 

List both the long term and more specific short-term goals of the company. List these goals in order of importance. Short-term goals (less than one year) should be very specific. Long-term goals may be more general. Some common goal areas include: 

· Growth targets (i.e. sales, production, capacity to produce, market share) 
· Product quality and service 

· Research, development and adoption of the production and marketing methods 

· Comparative profitability (i.e. return to owners or investors, profit/investment) 
To begin Goals and Objectives of Business Click Here
Profile of Key Management
A strong management team is the key to a successful business. Investors will look for a committed management team with a balanced marketing, technical, operational and financial skills and experience. Show that your management team has these necessary skills or is making efforts to attain them. 

To begin Profile of Key Management Click Here
Products and Services 

Please provide a description of the product or service that the business is going to produce/provide. If the business is selling a product then be specific about the physical specifications and how they were effectively chosen. If the business will provide a service then provide a description of a typical service process. If the business will provide multiple products and services there should be a description of each. 
To begin Products and Services Click Here
SWOT Analysis  
A scan of the internal and external environment is an important part of the strategic planning process. Environmental factors internal to the firm usually can be classified as strengths (S) or weaknesses (W), and those external to the firm can be classified as opportunities (O) or threats (T). Such an analysis of the strategic environment is referred to as a SWOT analysis.  

	Strengths
	Weaknesses

	· Patents 

· Strong brand names 

· Good reputation among customers 

· Cost advantages from proprietary know-how 

· Exclusive access to high grade natural resources 

· Favourable access to distribution networks
	· Lack of patent protection 

· A weak brand name 

· Poor reputation among customers 

· High cost structure 

· Lack of access to the best natural resources 

· Lack of access to key distribution channels

	Opportunities
	Threats

	· An unfulfilled customer need 

· Arrival of new technologies 

· Loosening of regulations 

· Removal of international trade barriers
	· Shifts in consumer trends away from the firm’s products 

· Emergence of substitute products 

· New regulations 

· Increased trade barriers 


To begin SWOT Analysis Click Here
Project Financing 
A reliable and accurate description of the different levels of financing is an excellent way to show investors that the business will be able to gain capital during its start up. Financing can be obtained from more than one source so it is acceptable to list all of the possible sources of financing and their associated descriptions
To begin Project Financing Click Here
Identify Geographic Service Area
Clearly identify the service area within which the company will operate. This does not include how you will be servicing the areas but rather a description of the physical locations where the business will be operating. Details about export possibilities to areas outside the regular geographic service area should be included as well. 
To begin Identify Geographic Service Area Click Here
Industry Analysis 
Industry analysis is critical for the success of the business. It can be difficult to summarize the industry but is necessary before the business begins operation. Having an understanding of the industry will help the business to set prices, obtain distribution channels as well as prepare for unseen circumstances. 
Industry Overview 

Consider how long the industry has been in existence, major changes that have taken place, and situations that have affected this industry. 
To begin Industry Overview Click Here
Industry Trends
Based on history and recent developments, consider what the outlook is for the industry. This portion of the business plan will outline the direction of the industry for the future trends may include changes in: 

· Consumer preferences 

· Product supply and demand 

· Production practices and technology 

· Traditional payment arrangements 

· Regulations 

To begin Industry Trends Click Here
Government Regulations
Regulations can be a barrier to overcome when starting out a business. Regulations vary depending on the industry and research is needed to understand all the regulations that will be applicable to the business. Ensure that all the regulations are listed and described in detail. Also include the process needed to meet these regulations
To begin Government Regulations Click Here
Market Analysis 
This section of the business plan will analyze the environment in which your business will compete. 

It is absolutely essential that you understand the market in which you will sell your product/service.
Market analysis should first be done before business start up, and should be ongoing throughout the life of the operation. 

The market analysis will demonstrate that there is a market for your product and that this market is large enough for your business to earn a reasonable profit (now and in the future). Financial investors will want assurance that you have realistically considered all the potential opportunities and threats relating to your business. 

Market Trends
In this section of the business plan there should be a description of the trends that are taking place in the market. A thorough understanding of the current trends will help the business to capitalize on areas of the market that are currently overlooked. An example of a real work trend would be the transition from compact discs to mp3’s, the music industry realized this trend and eventually created websites where music could be purchased via the internet. 
To begin Market Trends Click Here
Implications and Risk Factors 
What type of implications will the previous two sections have on the business? Is the type of market a high risk or low risk? How will the business mitigate against the risk in order to turn a profit? These are the types of questions that should be answered for this section of the business plan. 
To begin Implications and Risk Factors Click Here 
Competition 

Competitors and Type of Competitors
Entrepreneurs need to assess the significance of their competitors. It is important to understand why customers buy from other producers. You must be sure to evaluate each competitor objectively in order for your plan to have credibility in the eyes of investors 

· How many competitors are there and who are they?

· What are the competitors’ strengths and weaknesses? 

· How will the competition react to your entry? 

· Are there any barriers, which may discourage additional competitors from entering the market?

· Is there any indirect competition in the form of a substitute for this product?

Having a legitimate understanding of your competitor’s strengths and weaknesses can benefit the business in a major way. Knowledgeable insights of a competitor’s business operations can uncover the stages of the product lifecycle that add value to the customer. These stages can often be mimicked in order to compete in the market; variations can be specific to your business in order to create a competitive advantage. 

To begin Competitors and Type of Competitors Click Here
Competitive Advantage
· What is your “Competitive Advantage” with respect to the competition? 
· Consider areas where your product and/or services differ from the competition. 
· Is this advantage sustainable in the long term? 
· What is your product offering? 
· What is the nature of your product and how is it unique? 
· What steps in the product/technology development process have been completed? 
To begin Competitive Advantage Click Here
Marketing Plan
A marketing plan is an overall company program for selecting a particular market segment and then satisfying that segment through the best marketing mix. A marketing plan requires that all aspects of the marketing mix be considered including the product planning, pricing, distribution and promotion.  
Identify Target Market

A target market is a group of similarly described customers. Many businesses will have anywhere from one to five target market, or groups of customers. List your target markets and describe each in detail. Include possible future target markets. 

Include each target market common characteristics including: 

· Age 

· Group 

· Sex 

· Income Level 

· Lifestyle 

· Other factors which may influence their buying decisions 

Possible sources of information to define target market: 

· Canada Business Service Centres (click your province): www.canadabusiness.ca  

· Statistics Canada – Census Division and Subdivision Profiles: www.statcan.gc.ca 

· Canada Post – Demographic and Income Statistics for Postal Statistics 

· City Planning Departments – Neighbourhood Profiles 

· Provincial Health and various market research reports and trade journals. 

To begin Identify Target Market Click Here
Pricing Strategy 
This portion of the business plan focuses on pricing. Keep in mind that the lowest price is not always the best price. “Premium pricing” is a strategy where a higher price signifies a higher quality product. The pricing strategy is related to the type of target market the business is trying to satisfy. 
· What price(s) will you charge for your product(s)? 
· What is the cost of producing your product – your direct costs with providing your product or service? 
· What is the price based on – what’s the pricing strategy?
· What prices do your competitors charge? 
· How will you use discounts, rebates, etc. in your pricing strategy? 
· Will customers pay immediately or have 30 days to pay? Cash or Credit?
· Identify gross margin and percentage mark-up for the product/service
To begin Pricing Strategy Click Here
Distribution Strategy 

An effective distribution strategy can eliminate lead times and unnecessary costs that are associated with getting the product to the consumers. Below are questions that should be taken into consideration while writing a business plan.  
· How will you get your product(s) to the consumer?
· Retail outlets 
· Direct sales 
· Brokers – local and export 
· Catalogue marketing 
· Transport companies 
· Custom brokers  
· Manufacturing agent 
· A combination 
· Are you near available distribution channels?
· Who will be responsible for shipping costs?
To begin Distribution Strategy Click Here
Promotion Strategy  

How will you promote your product to your target market? There are many different mediums that you can use to get information to your consumers 

· Website 

· Radio 

· Direct mail 

· Social Media 

· Television 
To begin Promotion Strategy Click Here
Operating Plan 
Customers 

List any current or prospective customers that will be available to the business. This will help to forecast monthly sales for the financials section.
To begin Customers Click Here
Suppliers
List any current or prospective suppliers that will be available to the business. This will help to forecast monthly expenses for the financials section. 
To begin Suppliers Click Here
Production Process Described 
Carefully detail all the steps that are required to deliver your product/service to the identified target market. Describe the process from beginning to end; manufacturers will have a more detailed description than a retail sales business as there are more steps to the production and selling process. 
To begin the Production Process Described Click Here

Assets Required are Identified 
Ensure that all the assets required to operate the business have been clearly identified in your Business Plan. This includes all major capital assets such as building and office equipment. Smaller items that are of less importance do not need to be identified. 
To begin a list of all Assets Required are Identified Click Here

Action Plan 

Include a schedule of how the previous marketing tools will be implemented into the industry. It may help to break down the stages of implementation into short-term, medium-term and long term. At each stage include both the marketing, production, administrative operations that will be taking place. This will be the final guideline for the business and will be updated periodically to make changes for the future. 
To begin Action Plan Click Here
Risk Analysis/Assessment 

In this section you will want to recognize potential problems relating to your venture and take steps to decrease the likelihood and impact of their occurrence. Be realistic and honest when identifying potential risk. Identifying and analyzing potential problems before they happen will make the venture look more attractive. It will also enable your operation to deal effectively with them when they occur. 

· What potential internal and external risks exist for this business? 

· How are these risks going to be minimized or overcome?

· What type of insurance does the business have?

To begin Risk Analysis/Assessment Click Here
Contingency Plan 

· In the event that the business fails, what type of exit strategy has been considered?

No new business owner likes to consider this possibility. However, if factors beyond your control force you to discontinue your business, you should consider what can be done to lessen the problems this situation presents. 

To begin Contingency Plan Click Here
Financials 

Cash Flow Projections – Two years 
Show monthly and year-end totals for two years for all the cash flow (investment, loans and sales) and cash outflows (direct costs, expenses and other disbursements).  

Cash flow statements detail when the company expects to receive cash from sales and when the company expects to pay its bills. Obviously, businesses must bring in at least as much cash as they pay out. 

The cash flow projections will assist you to determine how much credit will be needed and when. 
Income Statement 

Show year-end for two years 

The income statement presents the reader with the forecasted results of earnings activity over a period of time. Include written comments on increase in net income over the two-year period, reasons for any losses and reassurance that projections are as accurate as possible. 

To begin Cash Flow Projections and Income Statement Click Here
Break-Even Point
· What revenue do you require to cover all your monthly expenses?
· The break-even is the point at which the business neither makes nor loses money 
· This is a very important indicator of whether a business is successful or not 
· It can take a while for a business to break-even, you need to know how long it will take 
· Use the break-even template to calculate your monthly and annual break-even 
· If your expenses go up, so does your break-even point 
· If your gross margin % goes up, your break-even point comes down 
· If your gross margin % come down, your break-even point goes up  
Break even can be determined by using the following formula: 

· Sales price per unit – variable costs per unit = contribution margin per unit 
· Contribution margin per unit divided by sales per unit = contribution margin ratio 
· Break-even sales volume = fixed costs divided by contribution margin ratio 
· For an example of a Break-Even formula calculation Click Here
· Gross margin 
· Service & retail break even templates 
· Mark up 
· Calculate selling price 
· Difference between markup and gross margin 
Please complete your break-even point in an excel file 
Assumptions
All assumptions, which were outlined in the Business Plan under the sections Company Outline, Operating Plan, and Marketing Plan, are clearly identified. 

To begin Assumptions Click Here
Supporting Documents 
Supporting documents back up claims made previously in the business plan. Include the following documents and any other information, which you feel, would strengthen your business plan. 

· Copies of all leases, contracts, agreements, deeds or other legal documents. 

· Business incorporation 

· Lease agreement 

· Insurance Policy/ Quote 

· Industry Analysis Market Research 

· Promotional Materials/ Research 

· Management Resumes 

· Letter of Intent/ Contract – Suppliers 

· Letter of Intent/ Contract – Customers 

· Detailed drawings, descriptions and photos of the operation and products 

· Copy of certificates/diplomas/licenses 
Legal Name: 
Business Address:
Phone:

Fax:
E-mail: 
Date:
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Company Outline
Form of Business Ownership (Underline One) 

· Sole Proprietorship
· Partnership 
· Incorporated 
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Is your property:     Owned or Leased (Underline One) 
Date Purchased: 

Expiry Date(s)?:

Rate(s) per sq. ft: 

Total sq. ft. area:


	
	Description
	Cost
	Estimated Market Value
	Net Book Value 
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