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BUSINESS PLAN OUTLINE
PLEASE NOTE: Business Plans need not follow this outline in format, but should cover all the questions and content. Additionally, the questions under each section are merely suggested questions, and do not address all issues necessary for a comprehensive business plan. 
EXECUTIVE SUMMARY 
People like reading summaries first to see if they want to read the rest of your business plan. If this is the first thing people will read, and if this is what they will read to see if they want to read the rest, then what do you need to make sure is true about your executive summary? 

Introduction 
· Present a brief and relevant history of the company. 
· When did you start your business or when do you plan to start it? 
· What is the purpose of your business? 
· What does it do? 
· Whom does it serve? 
· What is unique or special about your business? 
· What are your company's strengths? 
· What value does it add to its customers? to society? etc. 
· What products and services do you provide? 
· Who is your target market? 
· How will you distribute/market your products and services? 
· Briefly summarize your industry. Who are your competitors? 
· How do you plan to compete against your competitors? 

Operations 
· Who owns the business? 
· Who will run the business and what is his or her background? 
· What legal entity characterizes your business, i.e., corporation, sole proprietorship, etc.? 
· Where is your business located geographically? 
· What are your hours of operation? 

Finance 
· Where did/will the business get the money to start? 
· And how did/will the company use the money? 
· What are your primary sources of revenue? 
· What are the business's annual revenue projections over the next three years? 
· What amount of financing is the business seeking? 
· In addition, how will the business use that money? 

STRATEGIC PLAN 
Goals and milestones of the business 
· How do you want your business image to evolve over the years? 
· How many people do you want to have on your team over the next three years? 
· What are your revenue goals over the next three years? 

Product/Service Expansion Goals 
· Describe the product or service you deliver, focusing on the benefits these products or services will provide, and answering important questions readers might have. 
· What products and services do you want your business to be excellent at providing each year for the next three years? 

Industry Analysis 
· Use qualitative and quantitative information (i.e. statistics) to describe the trends, events, and policies that affect your industry.
· List your major competitors and identify their strengths and weaknesses. What is your competitive edge over them? 
· Discuss the financial and non-financial barriers that make it difficult for a new business to enter into this industry.
· Describe your strategies for overcoming these barriers.

MARKETING PLAN 
Market Analysis 
· Include any research or statistical numbers that prove there is a need for your business. 
· Identify your target market by describing their important characteristics (i.e. income levels, shopping patterns, rate of growth, demographics, and anything else that is relevant about your target market). 

Marketing Plan or Strategy 
· Using the 4 Ps (product, price, place/distribution, and promotion), how will you position your business's image in the minds of your target market, ie, expensive, trendy, inexpensive, reasonable?? 
· How do you plan on educating and attracting your target market? 
· What marketing materials will you use? How will you make sales calls and how often? 
· What special strategies will you use? Strategic alliances with vendors, clients? 

Sales Volume and Revenue Projections 
· Use a chart to project sales volume monthly for the first year, then quarterly for the second and third years. 
· Multiply by prices over the three years to produce sales revenue charts. 
· Explain any major assumptions in your sales projections. 
OPERATIONAL PLAN 
· How will things work in your business to produce the good or service? What are your hours? 
· How will orders be processed? How will customer service be handled? 
· What are your technology needs, and how will you satisfy those needs? 
· What are your equipment needs, and how will you satisfy those needs? 
· Include an equipment budget that shows how much you will spend each month on equipment purchases. 
· Have enough equipment capacity to handle the sales volume you project, i.e. if you will sell 1000 units in February, make sure you have the equipment to produce 1000 units in January. 

PERSONNEL PLAN 
Management Summary 
· Who is the management? Describe their relevant experience and background 
· What are their respective roles and responsibilities? Prove that they can carry the business to success. 
· Who are the advisors of your company? 

Personnel Plan 
· If you are planning on hiring employees, explain when will you hire them, how much will you pay, and what will their responsibilities be? 
· Include a personnel budget that shows how much you will spend each month on personnel salaries, etc. 
· Have enough staff to handle the sales volume you project, i.e. if you will sell 80 hours of consulting services in March, make sure you have enough staff to produce 80 hours of consulting services in March. 

FINANCIAL PLAN 
Startup Summary 
· How much start up money did/does your business need? 
· How did/will you spend the startup capital? Please itemize the purchases 

Sources and Uses Plan (if seeking financing) 
· How much financing does your business need? Illustrate with a “Sources and Uses Chart.” 
· How will you spend that money? Please itemize the purchases 
· Explain the deal structure of the financing you are looking for. If it is a loan, detail the price, product, place and promotion, principal, interest, payment plan, etc. If it is equity, explain ownership, dividend payments, and exit strategy. 

Financial Statements 
· Three (3) years projected Income Statement. 
· Financial assumptions: What are the assumptions behind the numbers for your projections? Are they conservative? Realistic? Optimistic? If so, how does that affect your projections? What do the projections say about your profitability assuming a realistic scenario? Assuming a worst-case scenario? Best case scenario? 
· Perform a Balance Sheet of current assets and liabilities. 
· Existing businesses must submit their most recent Income Statement and Balance Sheet. 
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