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Introduction

	Executive Summary 


Highlights of all areas of the business plan.

	Business/Product Description


Detailed description of what you will be selling and how.

The business structure (sole proprietorship/partnership/corporation)
The principle operator(s)/owner(s) – highlights of qualifications
The target market (in general terms)

Status of the business (startup/expansion/purchasing an existing business)

How long the business has been operating

If you are purchasing an existing business, the history of the business; if it is going downhill, why and how can you turn it around; any changes you plan to make in the business.
How you can serve the market better than your competition

	Business Goals


Realistic and measurable goals (short term and long term)
Market Research
	The Market 


Present size and growth potential of the market as a whole
Percent of the market you have now and will have in the future

Describe the age, sex, occupation, lifestyle, income, etc. of your various market segments.

If you will be doing any contract work, what are the terms? Reference firm contracts and include them as supporting documents.

Reference any letters of intent from prospective customers/clients and include them in the supporting documents.

Your unique selling proposition and how you will use it to control your market share

	The Competition


Describe your competition (direct and indirect)
Choose the top 3-4 competitors and compare their strengths and weaknesses to your business operation

What opportunities do you see when you analyze your competition?

Explain any potentially “threats” that the competition poses to your business operation and discuss how you plan to “be prepared” for these

Product / Service Pricing
The pricing structure you will use and why
Marketing and Promotion
	Competitive Advantage


Real advantages in the eyes of the customer. Sustainable when you get busy.
	Advertising


Summary of advertising methods that will be used and why you think this would work best.

	Promotion


Key elements of your promotion plan (not just advertising)

How you will attract and keep your segment of the market
Features or services you will offer that will justify your pricing structure

Operations

	Production Methods or Service Processes


Step by step of how the business will operate (if there are more than one person in the business, include job descriptions for each).
Names of major suppliers and if you have letters of intent from them, include as supporting documents.
How you will handle credit sales?
	Equipment Requirements


	Item
	Have
	Need to Buy

	
	$
	$

	
	$
	$

	
	$
	$

	
	$
	$

	Total
	$
	$


	Inventory  Requirements


	Item
	Have
	Need to Buy

	
	$
	$

	
	$
	$

	
	$
	$

	
	$
	$

	Total
	$
	$


	Materials & Supplies 


	Item
	Have
	Need to Buy

	
	$
	$

	
	$
	$

	
	$
	$

	Total
	$
	$


	Premises & Facilities 


Physical location and description
Why you chose this location

Is the location leased or owned and if leased, the terms and length of the lease contract
The renovations that will need to be done and the cost of them (include quotes in your supporting documents)
	Licenses and Permits 


List licensing and permits that are in place and what will be put into place, including Business License, Name Registration, Etc.
The cost of the licenses and permits you need to get

Identify which governing body administers zoning regulations that may be applicable and state how your business operations will be affected by the zoning regulations

Include any permits, name registration, etc. that are already in place in your supporting documents

Organization

	Form of Business Organization


Is the business a sole proprietor, partnership or corporation?
Why you have chosen this structure
	Ownership  and Key Personnel 


Who the Principal(s) are and what their allocated proportion of ownership in the business is.
Other key personnel and what qualifications they have or will have (if not yet hired)

Any training current or future staff will need and the cost of that training

	Business Management 


Outline your business and management experience and/or education
Describe your organizational structure and include a brief description of who does what

	Staffing Labour Costs


Hourly rate for staff (if applicable) and monthly owner’s draw
	Professional Advisors / Outside Support Services


Any support and/or advisors other than staff, whether paid or volunteer (eg. Accountant, Lawyer, Marketing, etc.)
Regulatory Requirements

	Taxation Consideration


GST & PST

	Commercial Insurance  Requirements and Licensing


Describe your potential business risks and state what insurance coverage you have or will purchase to protect you
Include in your supporting documents a copy of your insurance, or if none is yet in place, 2 or 3 quotes.
	Worksafe /Accident Insurance


Will you register for Worksafe BC or get personal accident insurance, etc. for yourself?
If you have employees and/or are incorporated, registering for Worksafe is mandatory.
	Payroll and Employee Benefits


If you have staff or plan to have staff in the future, the rate of pay for employees and what, if any, benefit plans you have/will have.
Financials

	Start-up or Expansion Costs


	Expense or Item to be Purchased
	Cost

	
	$

	
	$

	
	$

	
	$

	
	$

	
	$

	Total
	$


	Sources of Financing


Financing information and confirmation (if applicable) – Savings, investors, family, bank loan, Community Futures loan, etc.
	Viability Analysis


	Anticipated selling price per unit
	
	
$

	Minus 

Total cost of goods sold per unit
	
	-
$

	Equals

Profit per unit before monthly overhead costs
	
	=
$


	Business monthly overhead expenses plus Owner’s Draw
	
	
$

	Divided By
Profit-per-unit before monthly overhead costs
	
	÷
$

	Equals

# of units you need to sell to break-even
	
	=
   _   _

Units/month


If you sell multiple products or services, explain what you used for the above table (average selling price/cost of one unit, average sale/cost per customer, etc.)
	Assumptions for Cash Flow Forecasts


Line-by-line notes for the cash flow
Cash Flow Assumptions and Cash Flow should be included in supporting documents
If you sell multiple products and/or services, a Sales Forecast can be included in the supporting documents

For an existing business, three years of financial statements and/or tax returns should be included in supporting documents
Implementation

	SWOT Analysis


Strengths:
Anything that can be perceived as strengths to support the viability of this business.

Weaknesses:
Anything that can be perceived as a weakness of this business and how those weaknesses will be addressed

Opportunities:
Opportunities that exist and/or will exist for this business

Threats:
Anything that could cause potential issues for the business and what plans are in place to minimize the impact of those issues

Appendices
Attached documents:

· Business Insurance Confirmation or Quote

· Cash Flow Forecast (Year 1 and 2)

· Sales Forecast (if applicable)

· Personal Resume for all Principals

· Personal Financial Statements for all Principals

· Business Financial Statements (existing businesses)

· Letters of Intent from Prospective Suppliers and/or Customers

· Copies of all Leases, Contracts, Agreement Deeds, or Other Legal Documents

· Quotes for leasehold improvements, equipment, etc.

· Business License

· Name/Business Registration

· Any other information, such as market research data that might support the viability of this business
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