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CONFIDENTIAL DOCUMENT
This document is disclosed in confidence solely for the purpose of preliminary business discussions.  This document is not intended as an offer to sell securities or as a solicitation to buy securities and is not to be reproduced or distributed to third parties without the written permission of WriteMyPlan.
This document contains forward-looking statements that are plans and projections that may or may not materialize and are subject to various risks and uncertainties.


Introduction

Welcome
Hopefully this condensed, general guide can help you craft a compelling business plan.  
We use this document at WriteMyPlan to help guide discussions with our clients.
Naturally, some areas may not be relevant to your specific business.
This document is copyright protected and is solely intended to help those writing their own plans.   
A Great Business Plan
A great business plan typically includes 4 elements:
· Executive Summary (2-3 pages)
· Business Plan (20-30 Pages)
· 36 Month Financial Projections 
· 10-15 page Presentation
Remember that a great business plan is essentially a checklist to ensure that you have thought of everything but also, and more importantly, it is a great story about someone doing something interesting. 
This guide is designed to help you create the Executive Summary and Business Plan.
Tips
Keep statements short and factual.
Make paragraphs easy to read.
Repeat information if necessary as not everyone reads every section of the plan.
Don’t sell the reader on how great your business is … Show the reader with a balanced, reasoned story that raises and addresses any potential issues.
Ensure you clearly explain the business model and the benefits you offer your customer.

Contact Information
We welcome your comments and feedback.
Contact Glenn and his team at glenn@WriteMyPlan.com or 403-669-6739 if you have any questions and/or suggestions. 



Executive Summary


Complete this section last.   It is easy to write when you have completed the other sections.
Keep to 2-3 pages.  Use simple, factual sentences and customize to your audience.
Reorder to tell the story best.
Typical headings include:

The Opportunity/Need
The Market
Our Product / Service Solution
Marketing Strategy
Operations Strategy
Management / Company
Financial Projections
Investment Required
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The Company

Describe your company and why it is (will be) in business.

Mission
Why are you doing this?

Goals
What is your destination?   

Objectives
How do you measure success on the way to achieving your goals?

Business Philosophy
What is important to you in how you run the business?

Company Strengths / Core Competencies
What is the company really good at?

Legal Form
Describe the form the business will take.  i.e. Incorporated Company?  Sole Proprietorship? Etc

History
Tell the story of how you came to start this business … weave in your background and relevant skills.
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Products and Services

Product / Service
Explain clearly and concisely what it is you are offering.

Pricing & Cost
How much will you sell it for and how much will it cost you to make?

Competitive Advantages
What are the advantages that your product / service offers over any direct or indirect competition?

Benefits for Customers
Describe what the benefits your product / services offers to your customers?   i.e. save time, save money, etc.

Future Products / Services
Highlight any products / services that you may be considering in future to highlight the potential for the business down the road.
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Marketing Plan

The Market
Describe the market you will be operating in.
Highlight any relevant trends.

Current and Future Size
Leverage any primary or secondary research to demonstrate the size of the market and potential share you are targeting.

Barriers To Entry
Highlight how relatively easy or hard it is to enter the market.  i.e. high capital costs, training, technology, etc
Describe how you will overcome these barriers.

Market Changes
Describe how changes in technology, government regulations and the economy could affect your company.

Benefits of Your Product / Service
Reiterate how your product / service will benefit the customer … remember to focus on benefits, not features.
Customers
Identify your target customers and their relevant specific characteristics such as age, income, location, geographic location, etc.

Competition
Describe the direct and indirect products / services that will compete with you.
List them including their relative strengths and weaknesses.
Create a chart that visually demonstrates the differences between you and the competition.

Niche
Highlight the specific area of the market that you will participate in.

Strategy
Outline your marketing strategy that fits with the niche you are targeting.
Promotion
How will you reach your customers?
What advertising media will you use and why?
How much will you spend? To start-up and on an on-going basis?
How will you stimulate word of mouth?

Image
What image do you want to project?  

Pricing
Explain how you will set your prices and how they will compare to the competition.
Is price a competitive factor?
Do you need to offer any specific credit policies?

Location
Highlight where you intend to locate and why.
How close or far are you to the competition?
Describe why the location may or may not be important.

Distribution Channels
How will you sell your products/services?
Will you have your own salesforce or rely on others?

Sales forecast
Highlight any historical sales success that is relevant.
Leverage any useful market research to help project trends.
Create a simple sales forecast that takes a reasonable approach that people can understand and believe.
Consider a best case and a worst case forecast as well.
Summarize your assumptions in a separate document in case you need to explain later.
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Operational Plan

Explain how the business will create and deliver its product / service.

Rollout
Highlight the key steps and time required in launching your business.
Provide a simple timeline to show when key events take place.

Production
How and where are your products/services produced?
How do you ensure quality control?

Location
What is required for your location and why?
How much space do you need?   Any special zoning or power requirements?
How important is access for your customers?
What will be your business hours?

Legal Environment
Describe any permits, regulations, zoning, insurance, etc that the business may require.
Highlight any trademarks, copyrights, or patents owned by the business.

Personnel
Describe the number, skills and quality of the people you require.
Highlight anticipated pay structure and how you will find ideal employees.
How does pay compare to similar positions at other companies?

Inventory / Capacity
Will you maintain an inventory of products? If so, how much and why?  Is it perishable?
If offering a service what kind of capacity can you offer?  i.e. 160 consulting hours / month?
Is there any seasonality to the business?
Is there a significant lead time for ordering products?

Suppliers
Who do you depend on?
Why have you chosen these suppliers?
Why are they good to use?

Credit Policies
[bookmark: _Toc504472916][bookmark: _Toc504556001]Explain any credit policies and the reasons for them.
Do you anticipate having any Accounts Receivable?
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Principals
Highlight the responsibilities, skill sets and experience of all the key people involved in the operation.
Create a simple organization chart.
Attach full resumes in the Appendix.

Advisory Board
Highlight any individuals who have agreed to serve as Advisors.  
Ensure that anyone mentioned is fully aware they are included in this document.

Professional Support
List any key professionals who support your business including:
· Lawyer
· Accountant
· Insurance agent
· Banker
· Consultant(s)
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Financial Projections
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Historic Results
If you are already in business, highlight the key revenue and profitability information for the past five years.

Go Forward Assumptions
Highlight the major assumptions you are using to make your financial projections.

Summary
Show the number of units sold, revenue and Earning Before Interest, Taxes, Depreciation and Amortization (EBITDA) you anticipate in Year 1 and how it will grow by Year 3

Breakeven Analysis
Figure out how many units of your product or service you must sell to cover your operating expenses and any loan payments.
Highlight how the breakeven compares with the potential capacity you can offer.


Income Statement
Show the revenues, cost of goods sold, operating expense and profitability for each of the first three years.
Describe the results.
Detail the month-by-month results in the Appendix.

Cash Flow Statement
Show the cash from operations, financing and investment for each of the first three years.
Describe the results.
Detail the month-by-month results in the Appendix.

Balance Sheet
Show the assets, liabilities and equity at the end of each of the first three years.
Describe the results.
Detail the month-by-month results in the Appendix.

[bookmark: _Toc504472920][bookmark: _Toc504556005][bookmark: _Toc507946575]












Appendices

· Resumes
· Diagrams
· Articles
· Equipment List
· Testimonials / Letters of Support
· Financial Projections – Month by Month
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