Business Plan Template  
[Note to students: Use this template to create and format your own business plan. Under each section and heading, enter the information that applies to your business, and adjust the tables and lists as needed. Delete all headings and comments that do not apply to your business. Format the pages attractively and professionally, and be sure to proofread the document carefully.]
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[Note to students: The executive summary is a short, one- or two-page summary of your business that highlights the key points of your business plan. Its purpose is to explain the basics of your business and capture your reader’s attention so he or she will want to read your entire business plan. Think of the executive summary as a mini-version of your business plan with a key point or two taken from the most important sections of the plan. A typical executive summary includes the following sections:]
Mission and Business Goals

Business Description

Risks and Opportunities

Market, Competition, and Competitive Advantage

Managers and Production
Financial Statements and Return on Investment
Conclusion
[Include the purpose of the business plan and what is expected from the reader (amount of loan, etc.)]
Business Idea








 
Business Name
Business Idea
Customer Needs Served and How
Owner 1 Name and Contact Information 

Address: 

City/Town: 
State:
       ZIP:             Phone: 
Cell:           Fax: 
Owner 2 Name and Contact Information 

Address: 

City/Town: 

State:
       ZIP:             Phone: 

Cell:           Fax: 

For additional owners, attach separate sheet. (Check here if applicable _____  .)
If there is more than one owner, explain how ownership will be shared.
Economics of One Unit






 
Owner will be compensated by: (Check all that apply. Indicate amount/rate, if known. Explain below.)
	Compensation Method
	(()
	Amount or Rate

	Salary
	
	

	Wage
	
	

	Dividend
	
	

	Commission
	
	


Briefly describe the type of business planned. 

Calculate the Economics of One Unit for your planned business.

	Economics of One Unit



	__________________ Business:   unit  =  $___________



	Selling Price per Unit:
	$

	     Cost of Goods Sold per Unit:
	$

	           [list costs of goods sold]]    
	$

	
	$

	     Total Cost of Goods Sold per Unit:
	$
	$

	     Other Variable Costs per Unit:
	$

	           [list other variable costs]    
	$

	
	$

	     Total Other Variable Costs per Unit:
	$
	$

	Total Variable Costs per Unit:
	$
	$

	Gross Profit per Unit:
	$


Return on Investment





 

Business Goals
Short-Term Business Goals (less than one year) 

· Investment Needed to Achieve Goal(s)
· Expected ROI

Long-Term Business Goals (from one to five years) 
· Investment Needed to Achieve Goal(s) 
· Expected ROI

Personal Goals
Your Career Goal(s) 

· Investment Needed to Achieve Goal(s) 

· Expected ROI

Educational Requirements of Your Career Goal(s) 

Part-Time Job Experience Related to Your Chosen Career or Career Goals
Opportunity Recognition



 
Resources and Skills

(List all available resources and skills that will help make your business successful. Include owners, friends, family.)
SWOT Analysis
	Strengths
	

	Weaknesses
	

	Opportunities
	

	Threats
	


Core Beliefs



 
Three Core Beliefs to Be Used in Running the Planned Company
1.
2.

3.

Business Motto
Product Development




Products and Services Developed by the Business

Intellectual property will be protected by: (Check all that apply. Explain below.)



       (()
· Patent

 


· Copyright

 
· Trademark

 
Supply and Demand Factors




Factors that Will Influence the Demand for the Product or Service

Factors that Will Influence the Supply of the Product or Service

Competitive Advantage




Product and Service Advantages over the Competition
Primary Competitors (Names and addresses)

Plans for Philanthropy and Charitable Contribution

Operating Costs



Monthly Fixed Costs

· Utilities:                    
· Salaries:                    
· Advertising:               
· Insurance:                 
· Interest:                    
· Rent:                         
· Depreciation:              
· Other:                        
· Total Fixed Costs:
Monthly Variable Costs

· Cost of Goods Sold per Unit: 
· # of Units Sold—per Month: 
· Total Cost of Goods Sold:
· Other Variable Costs:
· Total Monthly Variable Costs:
Marketing




Marketing Mix

· Product (How will product meet consumer needs?)

· Place (Where will product be sold?)

· Price (How will product be priced?)

· Promotion (How will product be advertised and promoted?)

Marketing Plan
	Methods
	Description
	Target Market
	Amount to be Spent

	Brochures
	
	
	

	Business Cards
	
	
	

	Posters
	
	
	

	Special Events
	
	
	

	Promotional Items
	
	
	

	Flyers
	
	
	

	Phone Sales
	
	
	

	Sales Calls
	
	
	

	Mailings
	
	
	

	Newspaper/Radio/TV
	
	
	

	E-mail
	
	
	

	Web site
	
	
	

	Other
	
	
	


Plans for Publicizing Philanthropy and Charitable Giving

Market Research




Description and Size of Total Industry
Description and Size of Target Market 
(Include demographic data and consumer spending habits.)

Market Research Conducted

Market Share of Competitors (Insert or attach pie chart.)

Market Share Goal of This Business
Record Keeping







Record-Keeping System to Be Used
Bank Accounts

Account #1

Bank:           Account Number:              Balance: 

Account #2 

Bank:           Account Number:              Balance: 

Account #3


Bank:           Account Number:              Balance: 

Projected Income Statement



 
	MONTHLY INCOME STATEMENT

	Name of Business
	
	Date:

	
	# Units            Unit Price
	

	Revenue: 
	                        $
	                            $

	     Cost of Goods Sold:
	                        $
	$

	     Other Variable Costs
	
	$

	          
	                        $
	$

	     Total Variable Costs:
	
	$

	Gross Profit:
	
	                            $

	     Fixed Operating Costs
	
	

	          Utilities:
	                       $
	

	          Salaries:
	                       $
	

	          Advertising:
	                       $
	

	          Insurance:
	                       $
	

	          Interest:
	                       $
	

	          Rent:
	                       $
	

	          Depreciation:
	                       $
	

	     Total Fixed Operating   Costs:
	                       $
	                            $

	Pre-Tax Profit:
	
	                            $

	       Taxes (estimated  %):
	
	                            $

	Net Profit:
	
	                            $


	YEARLY INCOME STATEMENT

	Name of Business
	
	Date:

	
	# Units            Unit Price
	

	Revenue: 
	                        $
	                            $

	     Cost of Goods Sold:
	                        $
	$

	     Other Variable Costs
	
	$

	          
	                        $
	$

	     Total Variable Costs:
	
	$

	Gross Profit:
	
	                            $

	     Fixed Operating Costs
	
	

	          Utilities:
	                       $
	

	          Salaries:
	                       $
	

	          Advertising:
	                       $
	

	          Insurance:
	                       $
	

	          Interest:
	                       $
	

	          Rent:
	                       $
	

	          Depreciation:
	                       $
	

	     Total Fixed Operating   Costs:
	                       $
	                            $

	Pre-Tax Profit:
	
	                            $

	       Taxes (estimated  %):
	
	                            $

	Net Profit:
	
	                            $


Projected ROI for One Year:
Projected ROS for One Year: 

Financing Strategy




Legal Structure Chosen for Business (Explain reason for choice.)

Resources and Supplies Needed to Start Business

	Item
	Cost

	
	$

	
	$

	
	$

	
	$

	
	$

	
	$

	Cash reserve covering 3 months of fixed costs
	$

	TOTAL START-UP INVESTMENT
	$


Sources of Financing

	Funding Source
	Equity
	Debt
	Gift
	TOTAL

	
	
	
	
	

	
	
	
	
	

	Subtotal
	$
	$
	$
	

	TOTAL START-UP INVESTMENT
	$


Debt Ratio (Debt/Assets):
Debt-to-Equity Ratio (Debt/Equity):
Payback Period (Total Start-Up/Yearly Net Profit):
Suppliers




Identify your suppliers and list the terms of any existing contracts.

Supplier #1       Terms: 

Supplier #2       Terms:

Supplier #3       Terms:  

Wholesale Vendors
	Name of Supplier/Item                                        
	Price

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Sales-Tax ID Number: 

Competitive Strategy and Tactics




Business Definition
	The Offer—What products and services will be sold by the business?
	

	Target Market—Which consumer segment will the business focus on?
	

	Production Capability—How will that offer be produced and delivered to those customers?
	


Competitive Advantage

	The Offer--What will be better and different about the products and services that will be sold by the business?


	

	Target Market--Which customers should be the focus of the business, to make it as successful as possible?
	

	Production and Delivery Capability--What will be better or different about the way that offer is produced and delivered to those customers?
	


Tactical Issues
	Sales Plan--Where and how will you sell to your customers?


	

	Market Communications--How will you communicate with your customers and make them aware of your business offer? 
	

	Operating Plan--How will you manage your internal operations?
	

	Budget--How do you plan to manage your revenues and expenses?


	


Competitive Strategy Mission Statement (Include your competitive advantage, strategy, and tactics to be used.)
Consumer and Market Analysis




Market Segments

· Market Segment #1

· Market Segment #2

Target Consumers

· Market Segment #1


Age:         


Gender:    


Income:    

· Market Segment #2


Age:         


Gender:    


Income:    

Market Analysis
Research Methods Used to Identify Location, Population, Personality, and Behavior of Consumers in Market Segment:
Number of Consumers in Market Segment

· Market Segment #1: 

· Market Segment #2: 

Marketing Plans to Be Used to Target Market Segments

Percentage of Market Needed for Business to be Profitable:     
Potential Customers to Be Approached in First Two Months of Business Operations

· Customer #1:  

· Customer #2:  

· Customer #3:  
Advertising and Publicity*




Business Slogan
Current and Future Advertising Methods
Plans for Cause-Related Marketing
*See Exhibits for publicity and press release examples.

Break-Even Analysis




Monthly Fixed Costs/Gross Profit per Unit =

Monthly Break-Even Units = 
Selling




Product/Service Features and Benefits

	Features
	Benefits

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Selling Methods
	Methods
	Why Method Will Work

	Direct Sales
	

	Customer Referrals
	

	Online Sales
	

	Other
	

	
	

	
	

	
	


Sample Sales Pitch

Customer Service and Communication



Customer Database

	Name
	E-mail
	Phone
	Fax
	Address
	Last contact
	Last purchase

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Questions to Pose to Customers

1.
2.

3.

4.

5.

Communication Tools (List all methods to be used in the business):
· Phone            
· Voicemail       
· Fax                
· E-mail               
· Text messaging  
· Other (describe) 

Legal Structure




Legal Structure of Business (select one):
· Sole Proprietorship         
· Partnership                    
· Limited Partnerhsip         
· C Corporation                 
· Subchapter–S                  

· Limited Liability Company 

· Nonprofit Corporation       
Reason for Choice of Legal Structure

Partners and Stockholders

Board of Directors
Business Registration

· Date of Registration 
· Where Registered 

Sales-Tax Identification Number: 
Manufacturing




Zoning and Compliance (List any local zoning laws and explain how your business complies.)
Manufacturing Process

· Step #1 

· Step #2 

· Step #3 

· Step #4 

· Step #5 

· Step #6 
Production/Distribution Chain




Product Delivery (How will product/service be delivered to target market?)
Production/Distribution Channel and Markups
Manufacturer or Wholesaler

Name:
Contact Information: 

Cost per Unit: 

Price to Retailer per Unit: 

Markup $: 

Markup Percentage: 

Retailer

Cost per Unit: 

Price to Retailer per Unit: 

Markup $: 

Markup Percentage: 

Production Schedule and Delivery (What is the estimated time for manufacturing or estimated time between ordering with supplier and product’s availability to customers?)

Quality




Quality Control Methods and Procedures

Quality Motto and/or Philosophy
Human Resources and Management




PERT Chart

(Identify key business tasks and functions that must take place over the next eight weeks.)
	Task
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5
	Wk 6
	Wk 7
	Wk 8

	                                                               
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Organization Chart

(Insert or attach chart.)
Employee Hiring Plan

Qualifications Requirements
Recruiting Methods to Be Used

Compensation Plans
Employee Contributions to Business Success
Employment Policies (Explain how you plan to retain employees and make the business a postive and rewarding place to work.)
Professional Services and Consultants (Provide names and contact information for professional services.)

· Accountant: 
· Attorney:   
· Banker:    
· Insurance Agent:  

Technology




Technology Tools
Identify the technology tools that will be used by the business.

	Tool
	(()
	Purpose

	Computer
	
	

	Home Page (Web site)
	
	

	Calculator
	
	

	Electronic Organizer
	
	

	Accounting Software
	
	

	Mail-Order Software
	
	

	Online Service
	
	

	Instant Investment News
	
	

	E-mail and Newsgroups
	
	

	Print, Audio, and Video Brochures
	
	

	Mailing Lists
	
	

	Electronic Storefront
	
	

	Business Plan Software
	
	

	Computerized Visuals
	
	

	24-Hour Banking
	
	

	Tax-Preparation Software
	
	

	Other
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Technology Access (Explain how you will access the necessary technology.)
Financing Sources and Venture Capital


List financing sources that might be willing to invest in your business in exchange for equity.

· Friends and family 

· “Angels” 

· MESBICs

· Other 

List sources of venture capital.
Stocks and Bonds



Percentage of company represented by one share of stock: 

Is stock publicly or privately held? 

Will bonds be issued to finance this business?  
Balance Sheet



	BALANCE SHEET

	Assets
	Liabilities

	Cash:
	$
	Short-Term Liabilities:
	$

	Inventory:
	$
	Long-Term Liabilities:
	$

	Capital Equipment:
	$
	
	

	Other Assets:
	$
	Owner’s Equity:
	$

	Total Assets:
	$
	Total Liabilities + OE:
	$


Pie Chart (Insert or attach a pie chart showing your assets, short-term liabilities, long-term liabilities, and owner’s equity.)
Debt-to-Equity Ratio: 

Contracts



Identify all contracts that will be needed to run your business.

Attorney Who will Prepare Contracts:
Socially Responsible Business




Identify the methods you will use to run a socially responsible business.

· Recycling paper, glass, and plastic. 

· Donating a portion of profits to a nonprofit organization.   

· Not using animals to test products. 

· Offering employees incentives to volunteer in the community. 

· Establishing a safe and healthy workplace. 

· Other 

Cause-Related Marketing that will Tie in to these Methods:
Government Regulations



Identify all laws that will affect your business, including minimum wage and age requirements, health and safety regulations, or anti-discrimination laws.
Credit



My personal credit is (check one): 
· Good
                          


· Bad                              

· Not yet established     
Describe how you plan to establish good personal credit.

My business credit is (check one): 
· Good
                          


· Bad                              

· Not yet established     
Describe how you plan to establish good business credit.

Cash Flow




	Cash Flow Statement


	Business:
	
	Date:

	Beginning Cash Balance:
	
	$

	Cash Inflow
	
	

	    Investment:
	$
	

	    Sales:
	$
	

	Total Cash Inflow:
	$
	$

	Cash Outflow
	
	

	    Inventory:
	$
	

	    Variable Costs:
	$
	

	    Fixed Costs:
	$
	

	    Equipment:
	$
	

	    Other Outflow:
	$
	

	Total Cash Outflow:
	$
	$

	Net Cash Flow:
	
	$

	Ending Cash Balance:
	
	$


Burn Rate:  ______________

Working Capital After One Year: _____________________
Business Ethics




Ethical Policies or Code of Ethics
Mentors and Advisors Who Will Assist with Corporate Governance

Taxation




Tax Forms to Be Filed for Business (list all that apply):
· 1040 U.S. Individual Tax Return  

· Schedule C, Profit or Loss from Business  

· Schedule SE, Self-Employment Tax  

· Quarterly Sales and Use Tax Return  
· Other 
Insurance



Insurance Policies Carried by Business

Plan #1

· Type of Insurance:  

· Insurance Carrier:   

· Premium:               

· Deductible:            

· Payout:                  

Plan #2

· Type of Insurance:  

· Insurance Carrier:   

· Premium:               

· Deductible:            

· Payout:                  

Plan #3

· Type of Insurance:  

· Insurance Carrier:   

· Premium:               

· Deductible:            

· Payout:                  

Francishing and Licensing



Franchise Business

Franchisor:  

Franchisee: 

Terms of Franchise Agreement:
Product Licensing

Licensee:  

Licensor:  

Terms of Licensing Agreement:
International Business




	Intenational Suppliers
	Methods for Importing

	
	

	
	

	
	

	
	

	
	


	Intenational Customers
	Methods for Reaching Customers

	
	

	
	

	
	

	
	

	
	


	Intenational Competitors
	Methods for Competing

	
	

	
	

	
	

	
	

	
	


Investment Goals




Financial Goals
I plan to save       % of my net income to achieve personal financial goals.

My primary financial goal is:  

My investment risk tolerance is low/medium/high. (Circle one and explain.)

Investment Mix
	Current Cash Value/Mix
	Expected % ROI
	Weighted Average

	
	
	

	
	
	

	
	
	

	TOTAL
	
	


Exit Strategy




Exit Strategy for Business
Why this Strategy Will Be Attractive to Potential Investors
In three years, I would be willing to sell this business for $      . 
Valuation of Business

Assumptions

Yearly Growth Rate: 

Sales Multiple of Future Earnings: 

	Year
	Calculation
	Net Operating Income

	1
	
	

	2
	
	

	3
	
	

	3-Year Valuation
	
	


Exhibits




At the very end of your plan, list and attach additional materials that would be helpful to the reader, such as the following:
· Samples of advertising and promotional materials

· Copies of articles, publicity, and press releases
· Patents

· Photographs or drawings of products and facilities

· Detailed market research and competitive data
· Customer surveys and questionnaires
Business Plan for [Business Name]
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