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1 Executive Summary
This section should summarize the key information in a business plan so that the intended audience will understand the business model and be able to make a decision (e.g. to invest in or partner with the business etc.). As a suggestion, write this section last. The executive summary exemplifies the key factors outlined in the rest of this template.

1.1 Mission Statement

A mission statement describes the fundamental purpose of the proposed business.

2 Business Opportunity and Environment

2.1 Business Opportunity

Focus on the opportunity of the business. What is the opportunity? What is it worth? What can investors expect to gain from participation in the business? What niche will the business fill that isn’t currently serviced. What are the potential financial and other benefits from filling this niche? What is the competitive advantage of the business to generate profit? Why have competitors not filled this niche, etc.? Provide pro forma summary of P/L and/or quantitative summary of opportunity.

2.2 Current Status of Business

Provide overall picture of business from the idea to where you are now. Provide a summary of work done so far (this includes manufacturing, set-up, sales, etc.). If nothing has been done to start the business, highlight the current situation of the business; what have you done to prepare to date? Highlight if the business model has been used before and whether it was successful. If unsuccessful; what proof is there that this business model is ideal for a new business? 
2.3 Type of Product/Service

What makes the product or service different from others? What is the unique quality that makes consumers chose it versus the other products on the market?  This section is imperative to the entire marketing plan. Once it is decided what sets the product apart; there is an opportunity to capitalize on the potential market revenue and how to drive a marketing plan. 
Summarize the following:

· What is the feature that sets the product/service apart? 
· What quality is the product/service provided?
· What are the benefits offered to consumers? Benefits differ from characteristics. While characteristics imply added features. Benefits are the reasons why someone buys a specific product or service. For example: ease of use, safety, lifestyle improvement, energy savings, and affordability.
· Benefits to the Economy?
· Benefits to the Community?
· Benefits to the Environment?
2.4 Industry Overview

Give some background information discussing the industry (forestry, aquaculture, agriculture, mining, energy etc.) of your business and how your business fits into this environment. Outline the positive outcomes of this industry for long term sustainability and independence of communities.

Information to include:

· What is the size of the proposed industry?
· If goal is to be competitive and sell products; forecast sales, number of customers for the overall sector the business will compete in.
· Describe any trends that affect your industry such as interest rates, government regulations, seasonality etc.
· Are there areas for growth? Is there longevity to the industry the business is entering; or is it a finite resource?
2.5 Competitive Advantage

If the plan is to sell a product or service; explain how the proposed business is unique; offering a competitive product or service. Explain how the product developed or how it was chosen as the right product for community use versus other products/services. 

Summarize the following:

· Describe the business.
· What makes it unique?
· How will this business fill a gap or need in the identified market?
· Identify possible end-users and collaborators.
· Discuss ‘indirect’ competition; this is competition among suppliers who offer different products or services but essentially satisfy the same wants/needs of consumers.
· For Example: A sandwich shop will directly compete with another sandwich shop; but will indirectly compete with a corner store offering baked goods. The consumer is hungry and can find food at either location.
· What are the predicted problems entering this type of business in terms of competition?
3 The Management Team

3.1 Business Structure and Governance

What is the business structure of the proposed business? Is it sole proprietorship, partnership, corporation, joint venture, branch office, or subsidiary? What is the governance structure? Is it a society, limited partnership, trustee structure, regulated, board structure or has shareholders? What laws, processes, or regulations direct how the governing body administers, directs, and controls a business. Who holds liability for the debts of a partnership?
· How is the business structured?
· How is the business organized?
· How are the affairs of the business managed? 
· Who holds control?
· What type of entity is the business? Public company (traded)? Private, limited or closely held company (not traded)? Family held? Non-profit? Limited liability? Cooperative? Business Trust? 
3.2 Management Profiles
Introduce the key people involved in the business.  Founder, Program Manager, Project Leaders, CEO, CFO, President, Vice President, community members, and any other Executive managers involved.

Information to include:

· Updated resume(s) of management team.
· Devise a one-page summary profile of the management team; highlighting skills and how individual skills are associated with the business being entered. 
· What are the main branches of the company’s business management (i.e. financial, human resources, marketing, strategy, production, sales, research, service, or administration)?
· What is the ownership structure of the business? Who owns what, what are the percentages of ownership, etc.
· Job descriptions for each position.
3.3 Human Resources Requirements

Provide an organization chart. Indicate which positions are filled/vacant. Provide job title instead of the employee name and profile. A graphical representation (i.e. organizational chart) would be helpful to illustrate the organization of the business. Indicate which positions are filled and which are vacant on the organizational chart. 
Information to include:

· Is there a compensation package for each employee? 
· Justify the employment numbers provided by explaining the types of positions created and their contribution to the business.
· Check the legal requirements around hiring the employee. I.e. registering with provincial workers’ compensation, employees working on-reserve.
· What is included in training the staff? Is there a process set up for further/on-going training? Remember to include safety training.
3.4 Board of Directors

This is the entity elected or appointed (according to pre-set bylaws) to manage the activities of a business, company, or organization. The bylaws also dictate how the activities of the board are determined. Normally this body acts on behalf of a business and follows a pre-determined set of roles responsibilities created by an authority outside itself. Sometimes a Board of Directors can be called a Board of Trustees, Executive Board, or Board of Governors.
Information to include:

· Provide a one-page summary profile of the Board of Directors; highlighting skills and how individual skills are associated with the business you are entering.
· Describe executive and non-executive directors. Usually the executive director(s) are directly involved in the venture (For example: the CEO; CFO; Founder). A non-executive director who is not directly involved with the company, organization, or business.
· Define what the board of director’s roles and responsibilities are depending on the type of business entity and associated laws.
3.5 Advisors/Professional Services
Advisors are not necessarily required. Creating a Board of Advisors helps supplements the assets of the management team. Advisors may consist of community members, elders, or people who offer expertise or skills, but that the business cannot afford to hire. Consultations with all levels of band government are recommended (whether band owned and operated or not). The Board of Advisors has no fiduciary or oversight responsibility to the company, business, or organization.
Professional services are the support services you will use. Lawyers, accountants, engineers, contractors, and consultants etc. Outline who these people are, where they are employed, what service they will be offering your business.
Outline the board of advisors.  

· Full names, titles, employment, education, and expertise
· How will this person supplement the skills a business may lack?
· If no board of advisors describe who could be would like to approach and why.

3.6 Proponents/Partners

If there are proponents or partners offering additional funding, have a stake in business, or are in a supporting role; provide a short profile of each entity. Specify the qualifications, as they pertain to this project. The profile should clearly reflect the type and years of experience with projects similar to the one proposed. In addition, identify the proponent or partner category (i.e.: Local Governments, Hospitals, Crown Corporations, and Utilities etc.)

4 Marketing Plan

4.1 Target Market

The goal is to stand out among others applying to similar funding sources. Who are you targeting your business towards and why? This section provides an overview of the current market realties that an organization faces, including both opportunities and challenges. What has happened, or is happening now, that has impacted your organization? As such, this section requires a lot of due diligence, research, and be thorough in your results.
Summarize the following:

· It is imperative to know the demographic and who the customers are? What is the target gender? Where are they located? What is their income and what portion of that income is expected they spend on the business?
· What motivates the consumers? What are their interests? What do they look for in quality goods and services?
· Discuss trends in respected target market.
· Market Trends and Growth.
· Include all available research (evaluations, analysis, articles, professional accreditation, and interviews) to confirm growth trends and product valuation.
· Provide a historical synopsis of the growth of the market.
4.2 Pricing Strategy 
The research done determining a target market will help to determine an appropriate price for the product or service. If the target is an older wealthier market; pricing can start higher. If it is low income families; it is best to offer a product or service that fits into their income bracket. The financial situation of a consumer will determine an appropriate pricing strategy as they will drive the revenue of a business and the overall success.  


Summarize the following:

· What is the base price for the product or service? How was this figure decided on?
· What are the fixed and variable costs?
· Within the pre-determined market; how are other products and service priced? How can a company be competitive offering similar products while still making a profit? If your product or service costs more, why would people pay the difference? If the business can offer a lower price; how so? A business does not want people thinking that the lower price necessarily implies lower quality. 
· What is included in the cost?
· Are discounts possible? For example; senior and student pricing at movie theatres. 
4.3 Sales / Distribution Plan

What is the distribution plan? How can a business distribute your product or service to the community, customers, and international market? Where to distribute and how will to proceed are other key factors to consider? 
State the following:

· How to get the product or service into the hands of the consumer? 
· Where to target distribution efforts? 
· If someone has a problem with the distribution of a product; is there someone who can cover the sales support service?
4.4 Advertising & Promotions Plan 
The business wants people to know about its product. It needs to be the product or service that customers cannot survive without. The advertising needs to influence buyer behavior through persuasive selling messages about a product/service. How to introduce the business?   How can a company promote the business? What are plans to continuously keep customers updated on the features and benefits of a product? What will keep them interested in a business? How does one encourage community feedback? Remember; word of mouth can be a very effective and free promotional technique. Although word of mouth is slow for a new business, keep people in the know and keep them talking about your business.
Expand on the following:

· How will a business successfully introduce your business? Grand opening? Letter to engage community members on a personal level? 
· How does one advertise a ‘new’ product / service?  
· What is the cost of start-up advertising and promotional services? Set a reasonable budget. Do not over spend. It is important to advertise; but do not deplete an entire budget on promotional activities.
· Outline the annual budget set aside for promotional activities. This amount should decrease once the word of a new business is out; but it is important to continuously update customers on the business. 
5 Operations
5.1 Stage of Development

Where is the business in terms of stages of development? In the present situation; is the business model at the preproduction, start-up, or production etc.? What is the business looking to finance with this business plan template? Is there a possibility of expansion? 
Discuss the following:

· Where is the business now?
· Are there any set-backs in the initial stages? In preparation; anticipate any issues during development. Don’t be afraid to outline anticipated issues; this shows due diligence in the research of a product or service.
· Research the impact of a business on the community, culture, and members.
· Research all government or local regulations before developing a product.
· Who will supply the business for start-up materials, building, and basic day to day operations?  
5.2 Production Process

The production process is taking the inputs and creating outputs required by the market. This section will show an understanding of the manufacturing process, the transforming of resources, and the final product.
Outline in detail:

· Basic business requirements (e.g. raw materials, resources, human capital etc.)
· What is the timeline for start-up? What is the timeline for the production of the product or service from raw materials to distribution? 
· Anticipate issues that could hinder the timeline expected? (I.e. shortage of materials, rush orders etc.).
· What are the proposed mitigation techniques? Is there a back-up plan?
· Through-out the production process, how does a company keep track of the inventory?
5.3 Work Plan and Budget

The work plan should clearly lay out the steps needed to achieve the project’s goals and objectives. It should map out each proposed activity, which employee will carry it out, and the expected outcome, cost, and timeline. The activities should be of sufficient detail to show that the executive has thought through the range of issues likely to be confronted as well as the necessary sequencing of the various activities. Include the necessary details to support the budget estimates. Outline the timelines and budgets with each stage of development and operations. If the business is seeking retroactive funding, please indicate which activities those are and the total amount of retroactive funding. Include start and end dates for the project and predict next steps.
6 Finances

6.1 Financial Analysis
Evaluate the financial health of the business (For example: viability, stability, and profitability of the business). Prepare a report using ratios from information in financial statements, quarterly reports, or annual reports. In addition, include total amount requested and a summary of other funding sources currently secured or pending. 
6.2 Costs

Before starting a business you will need to have money upfront in order to finance all that you need to begin your operation. Identifying how much money it will take to start is an important first step. The next step is to identify possible sources of additional funding for start up; for example the BC First Nations Clean Energy Fund provides capacity development funding for feasibility studies and engagement, equity grants to help applicants undertake their own clean energy projects, and revenue sharing.
6.3 Pro Forma Statements
Pro forma statements provide forward-looking information about the financial viability and profitability of the business. Projected Profit and Loss statements and Balance Sheets are normal for 3 – 5 years into the future. This shows a company’s profit and loss over a period of time to give a better indication of where the business is going. Historical analysis is beneficial; but it is important to predict the future of the business moving forward over the next 3 - 5 years. Pro forma statements identify new capital as part of the growth strategy for a business. 
6.4 Income Statement

An income statement is a summary of financial performance. It identifies the revenue, expenses, and net income. Revenue – Expenses = Net Income (profit). The income statements can show investors whether the company made money during a period or suffered a loss. If the business does suffer a loss, a detailed income statement can outline where the business needs to improve. It also provides investors information on past financial performance, predicted future performance, and the capability of tapping into future cash flows by reporting on revenue and expenses. The income statement represents a period of time. 
6.5 Cash Flow Statement

Cash Flow Statements monitor the movement of cash in and out of a business. Cash flow analysis can help to determine the liquidity of your business, rate of return, profits, or income. It can be used for past or present cash flows or as a tool to determine the short-term viability of a company, operating results, and changes in the balance sheet.
6.6 Balance Sheet

The Balance Sheet represents a single moment in time. Unlike the income statement which is over a defined period of time. The balance sheet outlines assets, liabilities and equity and helps represent the net worth of the business.  Use a Balance Sheet Template to help organize startup costs.
6.7 Source/Use of Funds
Explain what funds the business has secured. Show how the allocation of funds corresponds with activities of the business? This can be an excel spreadsheet outlining how the business acquired the funding and how it has spent the funds within a period of time. Reference what stage of development the business is at. 
7 S.W.O.T Analysis
S = Strengths. This section describes the characteristics of your business that give you a competitive advantage over other companies. Examine the quality of your product/service, the sustainability potential, or the overall fit with community plans. What sets your business apart?

W = Weaknesses. This section describes what aspects put you at a disadvantage to others in the industry. For example, include issues with dependency on a clientele, lack of finance or investors, land issues, lack of capital assets, or technology risks. 

O = Opportunities. External opportunities to further business growth. Do you have plans to commercialize or export your product/service? Are you offering the product or service to the entire community or can your business extend your market to small businesses on reserve, other community members, or traditional community structures.  
T = Threats. External elements in the economic, business, or natural environment that may affect your business. How to minimize threats? Lifecycle of products or service?
8 Risks & Success Factors
8.1 Research Risks

No business goes without risk. The Risks section allows you to identify risks and provide mitigation strategies to deal with those risks. In this section you will list the key technological, business and other challenges or barriers (environmental assessments, permitting, etc) remaining for the deployment of this project. Outline how you plan to alleviate the risk as much as possible. It is important to list all the associated risks. Do not be intimidated by this section. It is important for the financier to know all aspects of your business and your mitigation techniques.
Identify the following:

· Are there risks within your industry or target market?
· How will you stay competitive if numbers of competitors increases?
· What are the risks in marketing, advertising, production or promotions? Do you have a mitigation plan if your marketing plan fails? 
· What is your contingency plan for financial issues; if you run out of cash?
· What are the environmental, economic, community risks?
9 Conclusion
Your business plan is your opportunity to show financiers their opportunity to be part of a successful project. End the plan with hunger and thirst.  Let your potential investor, funding/grant program, loan agency or potential partner see the dedication you have toward this business plan. The conclusion should be a summary of the important points of your business plan so that investors know your bottom line.
Conclude with the following:

· What are the goals and objective of your business? Keep it concise. No more than a few sentences. 
· Purpose of this business plan? Are you seeking financial aid, a business partner, an investor etc?
· What is the amount needed and what is it going to be used for? Again, be concise and specific.  

10 Business Plan Review Checklist:

· Before submitting your business plan, use the following tips as a guide to reviewing your document. 

· Is your business plan concise?  Detail is important, but there is no need to include every detail. 

· Have you identified your audience? Some financiers want high level professional descriptions in every detail possible; while others prefer bottom line results benefitting communities without the jargon. It can even be the case that the funding resource you are applying to wants to know only what the financial payout will be at completion.
· Is the business plan aimed at being a strategic financial tool provided to financiers to obtain funding for your business? Use this as a basic outline to guide your own planning for a new business. But remember, Not every question in the business plan template needs to be answered; it depends entirely on your audience and whether the questions is applicable to your business case.
· Are you realistic about your objectives? Financiers are able to recognize over-optimistic business plans that ignore threats and weakness which in turn could damage morale and credibility. 

· Be sure to attach and market research or company literature in the appendix. 

· Have you fairly assessed your competitors? You should avoid the temptation to overtly criticize or underestimate competitors.
*Note: The Executive Summary is very important as it summarizes and highlights important considerations of a business plan. Use this section as an opportunity to engage the reader and make people want to learn more about the business. Be succinct and professional – this section should be concise in its delivery (2-5 pages is the norm, depending on the business).





*Note: Look for people with expertise in areas you lack. For example; if the management team is marketing based; include people with technology or financial backgrounds. 








*Note: If the Proponent is a not-for-profit society or a business, provide the applicable registration number. Date of registration or incorporation: How long has entity been in existence? If a private company, include company structure: private, public, division of a larger company. If listed on a stock exchange, provide name and trading symbol. For private companies, provide geographic location of major operations. For others, provide geographic boundaries of area served.





*Note: If using a new method to market your product/service, start on a small scale. It can be detrimental to a business if the marketing strategy fails.





*Note: A pricing strategy may or may not be necessary for the overall objective of a business. If a business is not-for-profit there still may be some incurred costs for the community. Who will cover costs; how did you arrive at the cost; how is this price cost effective for users; is the price allocated competitively and is it attractive for potential users. 








*Note: Understanding the target market is ultimately key. It can be attractive to increase prices quickly to recoup costs. However, this isn’t always the most effective strategy in business. Patience can be your friend. A few dollar difference in a price of a product or service could affect your sales dramatically; both positively and negatively.





*Note: Many banks offer templates or financial calculators to help your business create income statements, cash flow analysis, or balance sheets. 


Examples:


Royal Bank of Canada:


� HYPERLINK "http://www.rbcroyalbank.com/RBC:TdQ0Z6wWAA8AFzFmabI/sme/bigidea/finance.html" �http://www.rbcroyalbank.com/RBC:TdQ0Z6wWAA8AFzFmabI/sme/bigidea/finance.html�


Scotiabank:


� HYPERLINK "http://www.scotiabank.com/cda/content/0,1608,CID9308_LIDen,00.html#" �http://www.scotiabank.com/cda/content/0,1608,CID9308_LIDen,00.html#�


CIBC (far right of webpage under heading ‘Tools and Resources’):


https://www.cibc.com/ca/small-business/article-tools/business-planning.html


HSBC:


http://www.knowledge.hsbc.ca/en-ca/controlling+your+finances


BMO:


http://www.bmo.com/home/small-business/banking/resources/planning-guides?nav=left





*Note: Do not focus all of your time on a detailed SWOT analysis. This tool is useful in helping organize and evaluate your business. It helps to strategically plan for a new business. It is not necessary to the success of financing a business.





*Note: You want people to believe you have thought of every detail, even the unforeseen ones.  Have a contingency plan, or backup strategy to cover all components that may affect your business. Every question may not pertain to your business; however, it is good to look at the project from all aspects of development.


Be honest. There will always be risks to a business. Identify all risks and provide reasonable mitigation techniques to combat the risk.





*Note: Be honest, be direct, and define your business.








COMPANY NAME HERE Business Plan

Friday, January 20, 2012

page 1 of 14
COMPANY NAME HERE Business Plan

Friday, January 20, 2012

page 4 of 14

