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INTRODUCTION

The Business Idea:   The first step in planning your business is to understand the main areas of business.
Think of your business plan as a three-legged stool.  

· One leg is you – what you bring into the business in products, services, and experience.  

· The second leg is your market or customers.  Your market or customers should be a good match with your products, services, and experience.  
· The third leg is financing or money.  Your business needs a match between the costs of your products or services and the operation of the business day-to-day.  All three legs of the stool need to go together for the stool to stand.  The business idea you describe here may go through several changes as you complete this planner.
Why Write A Business Plan?

Poor management and lack of planning are responsible for 90% of business failures.  Here is a list of things that can make your business successful!

· Knowing the costs

· Pricing properly

· Planning cash flow in advance

· Monitoring costs

· Controlling growth

· Knowing the businesses financial position at all times.

The business plan is the road map for the business to follow.  If you were going on a trip you wouldn’t just jump in the car and go.  You’d look at a map to see what roads to take, fill up with gas, and check the map and level of gas along the way.   Running a business is no different, you need to follow your map (business plan) and watch you tank (bank account) 

A business plan is the road map to success and profit.
The business plan serves 3 purposes:

1. The guide for opening a new business

2. Vital to obtain financing, when required

3. Provides a complete management format

The business plan should consist of 4 major sections:

1. Description of the business

2. Marketing Plan

3. Organizational Plan

4. Financial Plan
The Major sections are supplemented by:

1. Statement of purpose

2. Executive Summary

3. Financial Data

Feasibility Considerations
Business plans need to reflect a feasible business idea.  Your skills and knowledge play an important role in the success or failure of the business you propose.  A feasible business plan will address each of the following five feasibility considerations:

· CASH FLOW – Your business must make money

· CHARACTER – You need to be the expert on your business

· CREDIT – Your credit background is important

· CASH – You must put cash in your business if you expect someone else to provide funds
· COLLATERAL – Lenders want security for the funds
1. Cover Page
2. Name of Business

3. Name of Business Owner
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2.   Table of Contents
1. List of Topics with page numbers
3 Executive Summary
Many investors or lending institutions like to review a short summary; therefore, your objective in the Executive Summary is to convince them to study your plan further.  It should describe all the key elements of your business plan in just one page. It should include the following information: 
1. Summarize the description of the business.  Give the name and address of the business, and the type of business, your product or service, and name(s) of the owner(s); the amount of money needed and the purpose of the financing.
2. Summarize your marketing plan.  Describe the potential market, and how you will attract customers.  Describe your competition and your selling methods.

3. Summarize your organization plan in terms of management, personnel, and qualifications; and legal structure.
4. Summarize your financial projections.

Because it gives the reader an overview of your business and indicates how your business plan is organized, the Executive Summary is usually written after all the other sections of your business plan are completed.
4. Business Description

1. Name, Address, Type of Business

2. Date Founded, By Whom, Why

3. Form and Ownership

4. Mission Statement

a. The mission statement is the roadmap for the business.  The mission statement can include:  the purpose of why the company exists, what the company does, The company’s goals, it’s role in the community, it’s ethical practices, shareholders, and it’s role with the environment.  

5. Key Officers

a. Management 

b. Employees

6. Products or service you will sell:  

a. What are they?  
b. How are they produced?  
c. How are they sold?

7. Discuss the history of the business

a. Are you buying an existing business or starting a new business?

8. Discuss your work experiences

a. How will your experience help you manage/business efficiently?
9. Markets and Customers Served

a. Who will buy your products?
b. What is their profile, age, gender, etc

c. Why will they buy them from you?
10. Discuss the growth possibilities and your reasons beliefs you will have success.
a. Goals – 90 days

b. 1 year

c. 3 year
11. Present your view of the prospects for the industry
12. Distribution of Products and Services
13. Describe the affect of major economic, social, technological or regulatory trends.
14. Do a SWOT analysis: List each and how you will address or overcome them.

a. Strengths

b. Weaknesses

c. Opportunities

d. Threats.  

5. Marketing Plan
You can have the best managers, the best product, of highest quality at the right location and time and price, but if no one knows about it, all of your work is worthless. 
1. Describe your potential customers
a. Who will buy my product?  
b. Why is my product better?
c. Is your target market growing or declining?

d.  Is your target market stable?

Target Market Worksheet
Describe your target business customers based on characteristics: 

   What are their ages:                             What sex are they:

   How much do they earn:                     How many children:

   Where do they live:                              Where do they travel or drive:               

   What is their occupation:                    What is their education:

   Special interests, hobbies:                   What do they read:

   What do they listen to:                        Where else do they shop:        
2. Competitive Analysis
a. Who is your competition? 

i. Name and location? 

b. How your business will be superior to each?    
3. Market Demographics/Market Share

a. How much of the market can you count on to buy your product?

b. How many people are in your area/how many other like businesses?


4. Sales Plan
a. Describe your sales/promotion plan, selling methods, purchasing plan & suppliers
b. What are the prices for your products and services?  (individual prices, quantity prices, per hour, per piece, unit, or job rate
c. How do you plan to promote your business? (yellow pages, direct mail, flyers, radio, TV, newspaper, personally, word-of-mouth, trade shows, magazines)

d. Describe your location and its features
e. Where is it?  Why is location important? How it will influence marketing? Why you chose it?

f. Describe what equipment you need.
6. Organizational Plan

1. Management personnel

a. Qualifications for the job and salaries for the first three years

b. Describe the employees you will need

i. What they will do & skills they will need
ii. Who will train and supervise them.

2. Discuss consultant services you will use (Accountant, Attorney, Insurance Agent)
3. Quality Control

a. How will you keep your goods and services up to an expected level?

4. Facilities

a. Describe your location

b. Do your own or rent?

c. What is the condition of the facility?
5. Suppliers

a. List them with contact and addresses

b. What will you purchase from each?

6. Plan for managing finances and recordkeeping.

a. Who will be doing your daily accounting?
b. What financial program will you be using?

c. Who will do payroll, quarterly reports, year end reports & income taxes?

7. License, permits or regulations that will affect your business.
8. Billing and Collection Policies and Procedures

a. How often do you send out bills?

b. How will you handle late payments?

c. What will you do to collect non-payments?

9. Legal Structure:
a. Sole proprietorship – Simplest form of business.  Few legal restrictions or needs.  Owner is liable for all business debts.

b. Partnership – Similar to a sole proprietorship with few legal restrictions and  Significant liability of owners for business debts.  It offers more financial and management potential to the business.  Also offers possibility for conflicts over same.  It is advisable to draw up legal agreements for both managing and dissolving the business, before starting business.

c. “C” Corporation – Most complex business form.  The business is recognized by law as an entity separate from the owners, and owners are not necessarily liable for business debts.  Highly regulated.  Use an accountant and lawyer to plan and set up.

d. “S” Corporation – The “S” Corporation is an attractive alternative to the Sole Proprietorship or Partnership.  It gives you all the benefits of a Corporation from the perspective of protecting your personal assets from company liability exposure, yet treats the income generated from operations the same as a Proprietorship or Partnership in that it is only taxed once.

e. “LLC” Limited Liability Company – The “LLC” is a new and attractive option for small business in Montana.  It is much like an “S” Corporation.  Its major difference is it can have owners that are other businesses.  Two or more businesses can form a joint business with an “LLC”
7. Financial Plan

1. Application Amount and Purpose for the financing

2. Historical Financial Statements

3. Current Balance Sheet

a. Financial condition of the business; Assets, Liabilities, & Net Worth
4. Pricing Strategy, Gross Profit Margins

5. Break-even Analysis 
a. Sales needed to break even and cover expenses each month
6. Sources and Uses of financing 

a. How much money you will need and where you propose to obtain it

7. Projected Cash Flow Spreadsheet
a. Monthly projected income statements for the first year by month 
b. Yearly projected income for the second and third years
8. Capital equipment list 

a. All equipment of value owned by the business that could be used as security for a loan
Proposed Start-up Costs
The following chart lists possible start-up expenses needed to get your business up and running.  It is provided as a tool to assist you in planning your initial expenses.

Estimate the costs you will have in each area:
Inventory (needed for resale or production)
           
                   


 _____                                          
Contract services (engineers, cleaning service, and training)    
       
              _____                                      

Office and operating supplies (pens, paper, register tape)

         

 _____                       
Repairs and maintenance (of equipment, machinery, buildings)
        

 _____                         
Advertising (initial expense for cards, brochures, grand opening)         

 _____                                   
Delivery and travel (for trade shows, find materials)

          


_____                                     
Accounting & legal fees (agreements, contracts, books)
                    

 _____                          
Rent (deposits and/or last months rent)


                    

 _____                          
Telephone (installation, telephone sets, service)
                              

_____                              
Utilities (deposits and installation)


              
  
              _____                                   
Insurance (deposits, prepaid accounts, bonding)
                             

 _____                              
Land (real estate purchased)                          


                 
               _____                          
Building (acquisition of building for business                                        


 _____                                Other expenses that might be incurred

                                          
 _____                              
Will you need to borrow money?  NO ___  YES ___  HOW MUCH    _____
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