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Simple Business Plan 

A business plan is a set of instructions. If used as a working document it acts as a focus tool, a path to your success. The following is an example of what goes into your plan. This is not the format you would use to go to investors and raise capitol. If you need that please call our office for a different format. It is fine to have more questions than answers as you move through this form. Write the question down under the category it belongs in and address questions as you develop your plan. It is also fine to change your plan as you learn. Business planning done successfully is an ongoing process.

First, assess your current situation; define what you know and what you do not know. Where you are and where you are not. Write a clear definition of your objectives and then a list of your action steps that you will utilize to achieve your goals. Write your assessment here or on another sheet of paper: 

     
All small business owners need to have these two areas of consideration on top of mind daily… revenue and expenses. Specifically, if you follow your plan and get a handle of how much revenue you need to cover your business expenses and meet your personal income goals you will have vision and ultimately a successful business.

The business plan is part of our regular business planning process. Absolutely revise on   a regular basis, when you new objectives or new situations in the marketplace.
Objectives and Goals

Summarize your market opportunity and the solution to a problem that your business offers.

     
Mission Statement

What does our company stand for? What is the business purpose? Your statement should simply describe your business purpose, reflect your business values, and serve as a call to action.

     
Keys to Success
What are they? Company Summary/company ownership. What is our Culture? Who are we?      
Company locations and facilities

Why is it important?

What are they comprised of? Where are they?

     
Products and Services

What do we sell? Describe all potential revenue streams. .

     
Market

What is the size of our potential market? Do we have a niche’?

     
Industry

Who are our customers? Is our industry in a growth mode? Maturity? New Industry?

      
Market Opportunity 

The best business opportunities are based on the most compelling needs of the marketplace. What are some needs of the marketplace our business can solve?

How does our product benefit the marketplace? 

How is our solution unique from others?

     
The Marketing Plan

What unique marketing advantages do we have?

How are we going to continue to attract customers?

How will we retain customers? 

What important alliances can we develop?

Keep it simple, this isn’t the entire marketing plan. 

     
Collateral materials 

Do we have the basics i.e. brochure, business cards, follow up mailing pieces, note cards?

What do we need for next 12 months?

Does it sell the company/business?

Does it sell the products/services?

     
Service Providers/Vendors

Do we have a good referral base for our needed services?

If not, how do we build it?

Where do we find their contact information?

     
Competition

Who are they?

Are they formidable? If so,why? What else do we know about them?

     
Technology

Are we keeping up with the pace?

Where can we improve?

What about the integration of technologies?

What is my industry doing in terms of technology? 

     
Pricing Strategy

Are we charging appropriately for our service and products?

How can we track this?

Are we tracking this?

What areas do we need to track?
     
Promotional Strategy

All advertising or promotion has to first the sell the company, not the product or service, why? How can we do that?

After selling the company, how will we sell our products, services and ongoing support.

How do we do that?

     
Operations / systems

How do we do it here at ______________ (name your business). 

Do we have systems for hiring and firing? Do we have an operations manual? 

Do we have an ongoing collaboration for process and procedure to make our business better? What are our systems that are in place? What could we improve? 

     
The SWOT Analysis is another resource for your company plan.  Involving your team members in the analysis is another way of receiving a clear vision of how others see your business. Here is how it works.

S – Strengths  A strength is something your company is good at doing.  This could be good company ethics, unique advertising, strong market place branding, good return on e-commerce, strong product sales records, talented employees, great customer service.

     
W – Weaknesses.  This is something the company does poorly compared to the competition. Having no clear strategic direction is one example.  Technology tools that are obsolete. More debt than revenue is a weakness for sure.

     
O – Opportunities – Expanding into new revenue streams or geographical areas. Using the internet to increase e-commerce and to take an advantage over the competition to increase market share is another example.

     
T – Threats – Certain factors in the external environment can pose threats to competitive edge.  Rise in interest rates, increase in the competitors marketing programs, a new program the competition launches or governmental factors can shift your business position. Re-visit this regularly.

     
Financial Projections-Profit and Loss

Revenues and expenses:  the most useful projections are developed around a meaningful unit of measurement.

What is our unit of measurement?

What is our customer’s worth in lifetime revenue?

How many customers do we need to break even per year? How many to make a profit? What reoccurring (fixed) expenses do we have? What will our percentage of revenue be for employee costs? What will our percentage of revenue be for cost of sale/goods? 

What is our projected cash flow this year, next year and the year after that? 

     
Revenue is gross earnings before expenses and taxes are taken out or removed. 

Include your Projected Revenue here. Your projection is based on the above plan. 

     
Expenses tend to be the area that business people do not track as accurately as necessary.  Expenses are identified by two types, fixed and variable.  In fixed expenses you have your overhead costs that typically don’t change such as payroll, rent, dues and license fees, transportation and such. Variable expenses are those expenses that can change based on the transaction such as advertising expenses, printing, signs, etc.

Expenses must be tracked to know where you will end up at the end of the month, year.  To have profit at the end of the year you must have more revenue than expenses.  How do you increase this?  More closed transactions.  Disposable income is what is left after paying your fixed and variable expenses.  You can dispose of this money and it has no impact on your budget or expenses.

Based on your business plan, include projected expenses here. What is the percentage to gross revenue?  

     
In this plan, you made assumptions, a lot of them. List them in detail here. The point of listing assumptions is that you can check them for accuracy as you progress through your plan. This is a working document.  Tweaking your business plan with your coach, business partner or team keeps you focused.  

     
You used this opportunity to think it through. You are now on your way to the success of your company!  

I recommend that your next planning step be a complete marketing plan
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