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The Business Plan Guide
“Putting It All Together”
Venture Niagara, CFDC Business Plan Guide – 2009/01
The object of this Guide is to assist you to understand the meaning of some of the terms used as well as to help you complete the Business Planner.  TIPS to help you complete various sections of the Business Planner have been included and are listed as they appear on the Business Planner.

Once the Business Plan has been completed, this document together with the completed Projected Cash-flow and Personal Financial Statements constitute your loan application.
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Cover Page

A cover page should include the following: business name; address; phone number; the name of the person who prepared the plan and the date.

Table of Content

Numbering the page sections allows readers to locate the information quickly and easily.
Executive Summary

This is usually a one page summary that highlights the essential details of your business plan. It includes a brief description of the ownership and management, products and services you offer, financial objectives including projected annual sales and net income, marketing strategy and competitive advantage, major initiatives and accomplishments, goals and the amount of money your expect to borrow and how it will be used.  If it's a new business, state why you are starting the business and how much you are investing into the business.

TIP - The Executive Summary is an introduction to your business. Even though it appears at the beginning of your business plan it is usually prepared after you have completed the business plan.

Business Profile

Description of the company, number of years in business, structure of the ownership, background of principals and management, key partnerships, associates and advisors.
TIPS to assist with completing this section of the Business Planner Document

Briefly describe your business: TIP – If it is a new business, highlight some of the reasons why you are starting the business.  If it is an existing business, indicate when the business was started the business and the names of the principals/shareholders who started the business.  State any major changes that have occurred in the business.
Ownership: TIP – Indicate the legal name of your business and the names of the principal owners and their percentage of ownership, if applicable.

Describe your location and facilities: TIP – Include the address, size of the facility, whether the premises lease or owned.  Indicate the length of the lease and options.  Describe how the location adds to the success of the business.

Subcontractors or Strategic Alliances: TIP – Identify any trades or subcontractors you hire or strategic alliances you have developed within the industry.
What are your short-term objectives for the business? TIP –Setting objectives helps you to remember how well your business is doing in the short term.  You may want to capture a market position or increase your sales over the next year or hire additional staff.  You may want to carry a certain brand name exclusively or obtain a bank loan.  Objectives should be measurable and attainable.

What are your long-term objectives for the business? TIP – Indicate what you foresee happening with your business in the next three to five years.
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Products and Services
TIPS to assist with completing this section of the Business Planner Document

Description of your products and services: TIP – Briefly describe the products and services your business will be selling.  Indicate whether you are selling to consumers and the general public or are your customers other businesses or corporations.
Key features of the products and services: TIP – Explain why customers buy your products and services instead of those of your competitors.  Indicate what makes your product or service unique and how it differs from the competition.
Production and development of products and services: TIP – Explain how your products and/or services will be produced.  Provide details about your human resources plan, relationships with key suppliers, etc. and how the process will function from start to finish.
Future products and services: TIP – Indicate your plans, if any, to update your products and/or services or introduce new ones in the next one to three years.
Competitive advantage: TIP - Indicate what there is about your product and or service or production process that gives you an edge over your competition.  For example: your specialized skills, technology, access to raw materials and suppliers.
Industry Overview / Market Analysis

After researching your industry, the products and the trends, you should be able to: describe and explain the markets in which you intend to operate in terms of area, size, customers and competition; identify your niche and opportunities in the market and how you will take advantage of and deal with the challenges.
Customers

Can you define your customers by age or gender or their business by size or location? Other considerations are buying habits, lifestyles and determining the products and services they really want. Knowing the features and benefits of your products or services will help you to obtain and keep customers.
TIPS to assist with completing this section of the Business Planner Document

Market Research: TIP – Describe the research you have undertaken to write the business plan.  For example: using secondary information prepared by others; trends identified in magazines or newspaper articles; use of directories; franchise guides; internet; research and statistics (Statistics Canada).  Did you conduct primary research? For example: surveying current and potential customers; talking to others in the industry (who are they?).  What are your findings and how will this affect your business?  Provide details and results.

Size of the industry: TIP – indicate the size of the industry is that you will operate in.  Highlight statistics you have gathered and indicate whether you are entering a growing market.  Discuss the size of the market in broad terms and in your area specifically.  Size may include such information as overall volume of sales, number of other producers.

Venture Niagara, CFDC Business Plan Guide – 2009/01
Key product segments: TIP – Industries can be divided into market segments.  For example: in the restaurant industry, fast food; family dining and fine dining  Explain the segment of your market and which segment your business will target.

Key market segment: TIP – Industries can be divided into market segments.  To whom do the businesses within your industry sell products and services?  Divide the markets into customer groups; highlight the size and characteristics of those groups.
Purchase process and buying criteria: TIP – Know how and why customers purchase products and services like yours.  Indicate whether it is price, quality, service, support life style etc. and what factors influence your customers to buy your products.
Industry participants: TIP – Describe in general terms the types of companies you are competing with in terms of size, location, their products and services.  Indicate the number of people they employ.

Key trends in industry: TIP – Indicate what the key trends or changes are in the industry. What external factors may be affecting your industry and how will they impact your business? For example: regulations, technology and economic conditions.
Industry Outlook: TIP – Discuss the products and/or services that indicate the greatest opportunity for growth in your industry.  Indicate what products or services are expected to see a decline and why.

Research Conclusions: TIP – After you have conducted your research are you able to answer the following questions:

· Who is my customer target market?

· What does my customer want to buy?

· Where does my customer buy?

· When does my customer buy?

· What is the best media or method to reach them?

· What are some factors that influence their buying decision?
Marketing Strategy / Marketing and Promotion

Develop a marketing strategy and budget.  Explain your methods of reaching your target customers.  Prepare a budget and itinerary for the costs of printed materials, signs, newspaper and magazine ads, trade shows, fairs, billboards, sponsorships, advertising or radio and television. You may want to plan for low cost methods of promotions such as networking, joining associations, service clubs or public speaking.
Competition

Prepare a competitive analysis of the primary competition. Estimate their sales, strengths and weaknesses. Determine the scope of the market and how much of the market can realistically be captured. Describe your competitive advantage.
Costs and Pricing

Explain your position in the market in terms of costs and pricing.  Will the products or services be competitively priced, high end, moderate or low prices?  Is your gross profit within industry standards?
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Identify your suppliers and their terms.  Explain how you will deliver or distribute your product or service. It may simply be phone calls working out of your home or shipping internationally.
TIPS to assist with completing this section of the Business Planner Document

Target Markets - Customers: TIP – Target markets are groups of potential customers, within the overall market, to whom a business wants to sell their products.  Identify your customers and describe the characteristics of your typical customers.  Provide characteristics of consumers (age, income, marital status, location, etc.) and characteristics of businesses (size, location, number of employees, etc.).
Description of key competitors: TIP – Describe your competition in the industry in terms of location, size, workforce and products and services.

Competitive Analysis (direct competition): TIP – Analyze your direct competition and look for strengths, weakness, threats and opportunities in your market.
Pricing Strategy: TIP – Discuss how you will price your products and services.  How do your prices compare to your competitors?  What do they charge for similar products and services?
Promotion Strategy: TIP – Discuss how you will make customers aware of your products and services and advise them where and how they can be bought.  How will your customers recognize your company?  What methods will you use to attract new customers and keep the ones you have?  Identify media methods and pricing, advertising, direct mail, sales calls and trade shows that will reach your market customers.  Develop a budget and strategy.
Distribution: TIP – Discuss how you will distribute your products and services in your market.

Management and Operations 
Describe the number of employees; highlight the skills and qualifications of the management and operational team. Identify contractual agreements and list all licenses, regulations and insurance that may apply to your business. Identify the strengths and weaknesses of the company at this time.
TIPS to assist with completing this section of the Business Planner Document

Organizational Structure: TIP – Describe the management and staffing structure of your business.  How many employees do you have?  What are the key positions within your business?

Management Team: TIP – Who are the key people on your management team?  Describe the position, key functions and experience.  What are the strengths and weakness of management?  Include résumés if possible.

Staffing: TIP – Discuss the skills and experiences required for each position, within the company, including the hourly rate and the training you provide.  Identify key employees where possible.  Do you have any unpaid employees?
.
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Labour Market: TIP – Discuss other labour or issues that affect your operations (i.e. lack of skilled labour in a particular sector)
Regulatory Issues: TIP – Identify any regulatory issues in your industry, licenses, permits, trademarks, copyrights, insurances etc…
Risks: TIP – Discuss how you will distribute your products and services in your market.

Implementation

TIPS to assist with completing this section of the Business Planner Document

Implementation Dates and Activities: TIP – You have identified a number of things you plan to do.  Summarize activities you need to initiate before you officially start the business.  Who, how and when will they be done?  Provide target dates.

Start up Business: TIP – Describe and list what you need to purchase, supplier prices and payment terms.

Start up Business: TIP – Describe and list equipment and inventory that you already own or have recently purchased for use in the business and its fair market value.
Financial Plan

Provide an overview of the financial management systems, assets and liabilities. Itemize your current indebtedness and the assets pledged. If you intended to borrow, how much do you need and what will the money be used for? What assets can be pledged to secure the debt including your personal contributions? How will you repay the debt and how long will it take to do so?
TIPS to assist with completing this section of the Business Planner Document

Business proposal for financing: TIP – Have you approached other lending institutions with their business plan?  If yes, who did you approach?  What was the outcome?

Amount of loan request(s): TIP – Are you applying to Venture Niagara for a loan?  If yes, how much is required?
Use of the loan money: TIP – Itemize how you will use a loan in terms of: purchasing assets, equipment, inventory and working capital.
Personal investment: TIP – Indicate your personal investment in the business including cash and equity, such as equipment, tools and supplies you have already purchased for the business.
Taxes: TIP – Provide a list of remittances that the business will be paying (i.e. GST, PST, Payroll deductions etc).  Do you know how to make the calculations and remittances?
Record Keeping: TIP – Describe how you will maintain the financial records for your business and who will be responsible for invoices, accounts payable/receivable.  Will the accounting records be kept manually or computerized?  If computerized, what accounting software will be used?
Venture Niagara, CFDC Business Plan Guide – 2009/01
Appendices

These are documents that support the claims you made in your business plan. These may include market research, surveys, letters from potential customers and suppliers, appraisals, asset valuation, product literature, catalogues, examples of advertising, picture of the location, a floor plan, equipment quotes, major contracts etc.
Financial Statements

If you have been in business for some time you should provide year end financial statements for at least three years, preferably prepared by a Licensed Accountant. Include up to date current financial statements. If you are a sole proprietor you should provide your prior years' Income Tax filing statement.
· Income Statement or the Profit and Loss Statement provides the reader with a statement of the sales (revenues) and expenses. The difference between revenue and expenses is the Net Income or Loss.
· Balance Sheet is a snapshot of what the company both owns (assets) and owes (liabilities) at a given point in time. The difference between the assets and liabilities represents the owner's equity.
· List of Aged Accounts Receivables is a listing of customers' base and their payment activities in terms of current, 30 days, 60 days, 120 day and more. Provides the reader with a picture of the company's collections activities, customers buying habits and vulnerabilities.
· List of Aged Accounts Payables is a listing of your company's debts to vendors in terms of current, 30, 60, 90 days and more. Government taxes: PST, GST, WCB, Source Deductions and Income Tax should also be listed. This will provides the reader with a picture of the company's spending habits and supplier base.
Product Literature
Attach additional information about your company, literature, location, major contracts, asset valuations, etc…
Résumés

The applicant(s) should attach a résumé. A lender or investor will have more confidence in the business knowing you have the experience and skills required to operate and manage the business.
TIPS to assist with completing this section of the Business Planner Document

Business year end financial statements: TIP – If you are an existing business, provide three years of financial statements.  If you require a loan in excess of $50,000, CFDCs require accountant prepared Review Engagement Statements
Up to date financial statements: TIP – Provide your internally prepared statements (Balance Sheet; Income Statement; List of aged accounts payable and List of aged account receivables). 
Personal income tax filing for the prior year or CCRA notice of assessment: TIP – Verify your income with your most recent income tax return(s).
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Company brochures, business cards, catalogues, newspaper articles etc…: TIP – You may want to provide samples of your promotional materials.
Market research: TIP – Attach the results of any market or statistical research you may have compiled.
References: TIP – List two people we may contact as references.  Include name, address, telephone number and relationship.
Projected Cash flow – separate document 
The cash flow forecast projects the money flowing in and out of the business. Cash flow allows you to estimate your sales receipts and expenditures over one or more years.

Predicting sales will be based on research, customer demand, and level of competition and production capacity. Predicting incoming cash will be based on the company’s collection policy i.e.: do all customers pay COD or do some pay in 30, 60 or 90 days. Other considerations might be payment terms with your suppliers and seasonal fluctuations in revenues.
Personal Financial Statements – separate document
Personal net worth statement prepared for each principal/partner and loan guarantor.  Show the personal and/or joint assets and liabilities. 
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