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EXECUTIVE SUMMARY

Your Executive Summary will be the first part of your plan but is the last to be completed.  It should state the main points of your plan so the reader should have a full understanding of your business.  Do not cut and paste other parts of your plan into this section.  Highlight the key points – remember, the reader will get to the details from the rest of the plan.  

* Write this entire plan in third person: (ABC Industries is a …. / Owner Jim Landry has training in…). Don’t use “I or my”.
Here are key points to consider:

Why is this plan being prepared?  (i.e. to apply for funding, as an operational manual, to raise financing, etc.)

What type of business is it?  Where will it open?

What will the business sell?

Who will it serve?

What industry are you in?

Summarize your management, marketing strategy, production plan, financial requirements at start-up, business structure, compliance with laws and requirements, financial forecast and your risk factors.

What are your keys to success?

What is your goal/vision for the future of your business?

COMPANY HISTORY / MANAGEMENT

Write in third person: (ABC Industries is a …. / Owner Jim Landry has training in…)
Be specific – speak to personal background and relevance

What led to the creation of this company?

Who is the owner? 

What are their qualifications, certificates, training, education, experience that will ensure the success of this business?
TIMELINE - AIMS & OBJECTIVES

Outline on a monthly basis the businesses major Aims & Objectives.  

Whether this be registering the business, hiring on employees or introducing new products and services.  Outline them here.  This can be easily done in a chart.

	Month
	AIMS & OBJECTIVES

	1st  Month
	Register business

Register business Name

Purchase business insurance

Open business bank account

	2nd Month
	Secure x new clients

Introduce new classes

Other

	3rd Month
	Secure x new clients

Introduce new product

Other

	4th Month
	Secure x new clients

Other



	5th Month
	

	6th Month
	

	7th Month
	

	8th Month
	

	9th Month
	

	10th Month
	

	11th Month
	

	12th Month
	


MARKET ANALYSIS
 

Industry

What industry is your business a part of (Service, Retail, Manufacturing, Wholesale) What sector of the industry are you in? (Tourism, Wellness, and Renovation are all part of the Service industry – what sub-industry are you part of?

What trends or changes have occurred in your industry and sector?

What is the profile, health, growth of your sector in your area of business? 

When are the slow and busy times of year in this industry?

What is the general income potential? 

All of this information will assist you in other sections so be sure you gather as much information as possible. Complete Industry Interviews to assist you (see hand-outs).  Be sure to cite your information and refer the reader to your appendix to prove your information. 

Competitive Analysis

The more you know about your competition, the better you will be able to make wise decisions when it comes to pricing and positioning yourself, expanding on your products or services and deciding what marketing tactics you will use.  We all have competition – whether they are direct or indirect (many will have both).  

Who are your main competitors?  What are their strengths and weaknesses?  Complete a chart outlining your main competitors.  There are many different areas that you can analyze and they will be different depending on your particular industry.  
 

	Areas of Analysis
	Competitor A – (enter Company name here)

	Business Overview
	

	Location
	

	Owner
	

	Contact information
	

	Services/product
	

	Price
	

	Strengths
	

	Weaknesses
	

	Customer Care
	

	Marketing Tactics
	


	Areas of Analysis
	Competitor B – (enter Company name here)

	Business Overview
	

	Location
	

	Owner
	

	Contact information
	

	Services/product
	

	Price
	

	Strengths
	

	Weaknesses
	

	Customer Care
	

	Marketing Tactics
	


	Areas of Analysis
	Competitor C – (enter Company name here)

	Business Overview
	

	Location
	

	Owner
	

	Contact information
	

	Services/product
	

	Price
	

	Strengths
	

	Weaknesses
	

	Customer Care
	

	Marketing Tactics
	


 

How will you use this information to your advantage?

Business Profile

	Areas of Analysis
	YOUR COMPANY

	Business Overview
	

	Location
	

	Owner
	

	Contact information
	

	Services/product
	

	Price
	

	Strengths
	

	Weaknesses
	

	Customer Care
	

	Marketing Tactics
	


MARKETING PROPOSAL
 

Customer Profile
 

Create and conduct a 10 question product survey (as well as capture additional demographic information including: age range, gender, income range, shopping/purchasing habits, personal interests) to be conducted as baseline data for your sales forecast. This sample survey must be included and the results posted below. It is recommended that at least 10 surveys be conducted, though with greater numbers, the data will be more accurate and the information, more useful.

The survey should involve the general public or business community to identify the need for or interest in your service or product. Family and/or friends should not be used for best survey results. This is your opportunity to see if the public is interested in what you intend to sell, to determine whether they already buy this product or service, if so from whom, how much they spend, how often, the average amount spent  per year, as well as related needs or interests. This information will also be used to statistically validate your plan.
The survey should be random in nature rather than selecting people you expect to provide positive results. It should be focused, so, if for example, your product is designed for seniors, the survey should be conducted with seniors, where they gather, work, play, shop.
The first question for any survey might simply be:

Do you currently purchase __X__.

If the answer is yes, inquiry should follow in 10 questions related to their purchasing habits

If the answer is no, inquiry should follow related to why not, and what might change that.
Beyond the product related questions the survey should capture demographic information related to the interviewees. 

For individuals: (as applicable) Age range, income range, where they live, habits, interests
For businesses: nature of business, age of business, monthly budget range for product

Reporting results:

A lead in sentence to the survey summary results should identify who was surveyed, how many, and by what method. For example:

On the dates of A, B, C, the business conducted a survey of X (number) businesses/individuals through a door to door/street corner survey of 10 customized questions. The results are as follows:

Results should be reported statistically in this section for each survey question asked, for example:

73% of respondents indicated that.

****

Based on survey results a prime customer base should be identifiable. If it is inconsistent with your idea of the ideal customer and target market for your product, a second wave of surveys should be conducted to specifically capture results from that target market. For example if you think that your main customer base is between the ages of 20-30 but your initial survey only captured a few in that age range, you may want find more in that age range to clarify your results. 

Now create a profile of your ideal customer.  You will use this information when deciding on where to do your marketing and to figure out how big your market is and ultimately, deciding if there is room for your business (will it be viable?). 


Your customer analysis may have a couple of different profiles.  In this section you want to profile your target customer, the customer who is most likely to buy your products/services.  

The more you know about your customer, the better. 

· What demographic information describes your buyer (age, gender, occupation, family, income, marital status etc.)?  

· What are their habits/interests?  

· How will this influence their purchasing decisions?  

· Where did your research and stats come from?

· What is your market size?  

· What percentage of this market do you intend (or need) to capture?
Use www.statcan.ca for 2006 Community profile information and remember to identify where your information came from for total figures related to the full population base from which your survey was drawn.

Product & Price
 

In this section you will describe in detail what you intend to sell.  To help you dissect this, think about invoicing a client - how would you itemize what you are selling?  What is the core of your business?  Include pictures and drawings if appropriate. Some of this section can be completed in chart form followed with a written component.

 

Be sure to:

    

· List exactly what you will sell and describe each in detail.  

· How long will it take to complete the service, delivery or sale?

· What will it cost you?

 (ie: a cup of coffee sold for a dollar has a $.20 cost per sale– cup, lid, contents)

· What will you charge?  How do you explain your pricing?  

· How do you compare with your competition?

· What warranties/discounts will you offer?

· What are the payment options?

· What are your company policies on late payments?

· What steps will you take if payments are not received?

 

Production & Distribution Process
 

Explain your production process and your supply chain (this may not apply to your business).  

Will you purchase inventory?  What will it be?  Who will you purchase it from and what is the turn around time in receiving it?  How will your inventory get to you and who will pay for this?  Do you have back up suppliers?  Can you get credit?

Will you require equipment?  How will you get it?

How will you distribute your product?

LOCATION
  

Where will your business be located?  

Why is this good for you?

If you are operating a home business, will your customers come to you?  

What arrangements have you made to comply with city bylaws (parking, signage etc)?

If you are leasing space, include the details.

What are your hours of operation?

What communication systems will you have? (phone, cell, pager, email)

Do you have or require an internet presence?

If so is this you main sales interface with customers?
Sales Process & Customer Service Policies
 

Explain your business sales process, i.e. explain the steps that will complete the sale.  This can be easily explained by creating an organizational chart.  Start with receiving a call from your potential customer.  What steps are taken to complete the sale?  Do you have forms that you fill out?  
In today’s market businesses need to ensure they provide exceptional customer service.  What will your firm do to ensure your customers are satisfied and will help to spread positive word about your business?  If 80% of your business comes from 20% of your customers, explain how you will increase the chances of your first time customers becoming repeat customers.  Do you have thank you cards you will send?  Will you provide promotional incentives?  Explain your customer service policies and provide any samples in your appendix.

MARKETING PLAN
 

Image

Think of how you would want a customer to perceive your business then create your image accordingly.  What image will you attempt to create in the marketplace i.e. how do you want your customers to describe you?  How does the name you have chosen reflect this?  

 
Marketing & Promotional Strategies
Provide an overview of your marketing and sales strategies.  

What is your marketing budget for the first year?  

Why are these good choices?
  

How will you reach your primary and secondary market with your chosen tactics?  

What promotional activities will the business undergo (i.e. activities that will encourage existing customers to spend more money or activities that will draw potential customers to your business)?

Provide any samples in your appendix.  

 
Unique Selling Position
 

So now that you know your competition, in this section show how you will win customers.  Why will they come to you?  What is your competitive advantage?  What is unique or different about what you have to offer?  How will you ensure that your customers know this and can recognize your uniqueness?

FINANCIAL PROPOSAL
 

Most of your financial information will be provided in your forecasts that will be included in your appendix.  

 

Here, you will show that you are financially prepared to start and operate your business.  

List your assets that you will provide to the business as well as items that you will require on start-up.  Provide values for each. 

Where will the required funds come from and how will they be paid back?

 

Forecasting
 

Compete your Cash Flow Forecast and Sales Forecast (these will be included in your appendix so be sure to refer the reader to them).  

Explain the key assumptions that you made in your statements.  

What is the Estimated Sales Potential for you product or service in your target market?

	ESTIMATED SALES POTENTIAL

	Average amount spent annually on product or service by target market:
	$

	# of potential target market businesses, homes, or individuals:
	X

	= total potential sales:
	$

	Divided by % of market you will control *
	/

	= business sales potential:
	$


*If you are 1 of 10 competitors who all have an equal share of the market you would have 10%. If 1 of the 10 is a major competitor the may have 50% already, so the remaining %50 would be divided between the remaining 9 in a ratio appropriate to their control of the market

How much are you predicting in gross sales?

If different, how much are you predicting in total income (including investments and loans)?

How much are you predicting in expenses?

How much are you predicting in net profit?

ENVIRONMENTAL STATEMENT
 

All business plans need to address the impact they will have on our environment.  If your business will handle any substances that are harmful to our environment, you must address how you are going to comply with all government regulations.  The majority of you will have ink cartridges – explain here how you will dispose of them.  If you are required to drive chemicals somewhere for disposal, have the address and hours listed in your plan.

The business will comply with all municipal garbage disposal regulations and will support and encourage recycling….
List the location, address, phone number and hours of operation for the nearest Dump and Hazardous Waste Disposal site if you require use of either.

Please identify where you will recycle printer cartridges, batteries, computer equip.
ASSESSMENT OF THE BUSINESS RISK
 

Complete your S.W.O.T. analysis here.  Explain how you will capitalize on opportunities while managing your weakness and threats.  

STRENGTHS

1.  

2.

3.

WEAKNESSES

1.

2.

3.

OPPORTUNITIES
1. 

2. 

3.

THREATS

1. 

2.

3.

STATEMENT OF SUCCESS

Why do you think your business will succeed?
What is it about your product, your market, your plan that provides confidence it will work?
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