Business plan template

A well researched and thought-out business plan is important to the success of your business. Whether you will be using your business plan as a roadmap to reach your goals or to pitch to investors or partners it is important that you invest the time in doing your research.
To get the most out of your business plan remember to change its focus depending on what you are using it for. For example if you are pitch for investors put a special emphasis on the financial part of the plan.

Tips

1. Include a summary of the financial statements and projections in the body of the business plan, attach detailed analysis as an appendix

2. Include:

· operating budgets

· cash flow projections

· income statements 

· Proforma balance sheets for at least three years.  Provide monthly projected figures for the first and second year, quarterly figures for years three and four and annual projections thereafter.

3. Don’t forget to include:

· costing methodology used, and detailed costings and a full analysis of cost of sales

· pricing policies, including a full analysis of theoretical and actual mark up and gross profit percentages 

· rebates, discount structures and terms offered to and received from customers and suppliers respectively

· break-even and sensitivity analysis

· details of overdraft and factoring facilities and medium and long term loans

4. Ensure that your financial projections agree with any other statements in the business plan

5. Formulate and motivate for your capital requirements

Please note

The following business plan template is meant to be used as a guide and the success of the proposal is borne by the business owner and not by Succeed magazine. 
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Executive Summary

An executive summary is a one to two page document that explains the essence of the business. In it you should include:

· Who owns the business?

· What is your product?

· Who are your customers?

This introduction will be the first impression that people will get from you company so it is important to convey professionalism, passion and determination.

General Company Description

What business will you be in? What will you do?

Mission Statement 

Your mission statement is a brief focused statement on what your business does, why it does it and aims. Click here to learn more on how to create a mission statement. 

Company Goals and Objectives

Clear and focused goals and objectives are important as they help you to keep your business in the right direction. Remember that goals are the bigger picture and objectives are the ways to get to the end goal.

Example: To be South Africa’s premier greengrocer through exclusive contracts with organic farmers and ensuring 30% sales growth every year.

Business Philosophy

Your business philosophy is about the ethics and values that drive the business, these can be profit, eco-friendliness or even community upliftment.

Target market

A brief explanation of the people who will be your customers, a detailed analysis will follow in the marketing plan.

The industry

A brief statement on the industry you are entering and any particular issues or changes that should be noted.

Strengths and core competencies

In this section insert the strengths and skills that you, your company or product have that will make you last and outshine competitors.

Legal form of ownership 

State the legal form of ownership that you have chosen and motivate as to why. 

The Industry, Market and the Opportunity

Outline the opportunity that you have found.
Describing the industry and the market 

Conduct market research within the industry and the market that you are choosing to serve. Remember that what appears to be an opportunity can also be a complete lack of need. 

Market research

In your market research it is important to get as much information as possible to build up your knowledge base. To do this you will need to conduct both primary (surveys, questionnaire etc) and secondary (read books, news papers etc) research.

When analyzing your market be as specific as possible and cite sources that will support your findings. 

Important facts to include:

· The total size of your market

· The percentage of the market that you want to occupy 

· Current demand in target market.

· Trends in target market including preferences, production and consumption trends.

· Growth potential and opportunity for a business of your size.

Industry Analysis 

· Barriers to entry: 

· What barriers to entry do you (and others) face in entering this market? Some typical barriers are:

· High capital costs

· High production costs

· High marketing costs

· Consumer acceptance and brand recognition

· Training and skills

· Unique technology and patents

· Unions

· Shipping costs

· Tariff barriers and quotas

· How will you overcome the barriers?

· Analysis of buyer power: 

· Who are the buyers and do they have significant power or influence over the prices they pay? 

· Do they have significant choice when buying the product or service?

· Analysis of supplier power 

· Who are the suppliers and do they have significant power or influence over the prices they charge. 

· Are there a limited number of suppliers

· Analysis of substitutes 

· Are there substitute offerings for the product or service? What is the likelihood that customers will switch to the substitute? i.e. will you have important indirect competitors? (For example, video rental stores compete with theaters, although they are different types of businesses.)

· Analysis of competitive rivalry 

List your major competitors and list how they will compete with you and where.

How will your products or services compare with the competition?

Use the Competitive Analysis table below to compare your company with your two most important competitors. In the first column are key competitive factors, customize according to your industry. 

In the column labeled My Company, state how you honestly think you will rank in the customers' minds. Then check whether you think this factor will be a strength or a weakness for you. Now analyze each major competitor. In a few words, state how you think they compare.

In the final column, estimate the importance of each competitive factor to the customer. With 1 being critical and 5 being not very important.

Table 1: Competitive Analysis

	Factor
	My company
	Strength
	Weakness
	Competitor A
	Competitor B
	Importance to Customer

	Products
	
	
	
	
	
	

	Price
	
	
	
	
	
	

	Quality
	
	
	
	
	
	

	Selection
	
	
	
	
	
	

	Service
	
	
	
	
	
	

	Reliability
	
	
	
	
	
	

	Stability
	
	
	
	
	
	

	Expertise
	
	
	
	
	
	

	Company Reputation
	
	
	
	
	
	

	Location
	
	
	
	
	
	

	Appearance
	
	
	
	
	
	

	Sales Method
	
	
	
	
	
	

	Credit Policies
	
	
	
	
	
	

	Advertising
	
	
	
	
	
	

	Image
	
	
	
	
	
	


Write a short paragraph stating your competitive advantages and disadvantages.

Changes affecting the industry

· How could the following affect your company?

· Change in technology

· Change in government regulations

· Change in the economy

· Change in your industry

Strategy

Describe where you plan for the business to operate? 

1. Geographic location? 

2. Customer niche or mass market? 

How will you create unique and valuable position?

1. What is unique about the business? 

2. What is the value for the customers? 

Business Model

Revenue sources 

What are the sources of revenue for the business? 

1. Single or multiple revenue streams? 

2. Payment terms 

Cost drivers 

What are the cost drivers for the new business? 

1. Major costs incurred to generate revenue? 

2. Nature of costs – fixed, variable or semi-variable? 

3. Payment terms?

Capital investment

What size capital investment is required to launch and sustain the business, a positive cash balance and to make profit? 

Critical success factors 

Identify the issues that will determine the success or failure of the business? 

Team - Management and Organization

The management team
· Describe the qualifications skills and experience of the founder especially if they relate strongly to the business. Include a detailed CV.

· List who will fill the management positions and what their day-to-day roles will be. For key staff members included qualifications, experience and a brief CV.

· Indicate the financial contribution of each entrepreneur to the business, and the shareholding structure.

The structure of the business
· show company ownership structure, business units and subsidiaries 

· attach an organisation chart showing the functions and responsibilities of directors, key management and staff

· formulate remuneration, incentives, share options, and conditions of employment of key management and directors

· Analyse any weaknesses in the management team and show how this will be compensated in other positions.

· Include details of systems to be implemented: information technology, accounting, administration, management information and stock control systems

· List and give details of auditors, insurance, attorneys, bankers and key advisers

Marketing Plan

Product

In this section describe your products or services in depth*.  

What factors will give you competitive advantages or disadvantages? Examples include level of quality or unique or proprietary features.

List all of your major products or services and describe each ones special features (technical properties of your product e.g. airbags), benefits (the result that come from the features e.g. safety) and after sale policies.

 *Technical specifications, drawings, photos and brochures should be included in the Appendices.

Pricing 

In this section explain the pricing, fee, or leasing structures of your products or services. How important is price as a competitive factor in your business and will it be the main factor that customers purchase on?

Pricing strategy

It’s important to show that the pricing strategy that you have chosen will work in your Does your pricing strategy fit with what was revealed in your competitive analysis?

Some popular pricing strategies that you could adopt:

1. Cost plus mark-up pricing: your price = cost price + mark-up

2. Market related pricing: price is based on what the market will accept

3. Penetration pricing: pricing a product lower than its value

4. Price skimming: setting a high price to increase the perceived value and quality of the product 

Payment policies

What will be your payment, customer service and credit policies?

Competitor price analysis

Provide a competitor price analysis with an explanation on why they score they way that they do.

	Company
	Product / service
	Price
	Explanation

	Your company
	
	
	

	Competitor 1
	
	
	

	Competitor 2
	
	
	

	Competitor 2
	
	
	


Promotion

The promotional element is about all your marketing communication activity which includes: advertising, PR, events and promotions.

Above-the-line marketing

Above-the-line marketing refers to traditional big budget marketing activities like print, TV and radio advertising.

1. What media and why that specific medium

2. How often? 

3. Why this mix and not some other?

Below-the-line marketing

This refers to low cost marketing methods. This includes word-of-mouth, PR and community involvement. 

1. What media and why that specific medium

2. How often? 

3. Why this mix and not some other?

Branding

1. Logo

2. Slogan

3. Corporate colours 

4. What image do you want?

5. Branding tools are elements you propose to put in place to carry the brand these include: letterheads, business cards, signage, interior decoration/ shop fitting and brochures.

Promotional Budget

Start-up and ongoing costs for promotional activities.

Place

Proposed Location

In this section describe what type of location you want and need, remember to include how the location affects the customer (e.g. parking, proximity, consistent with image).

Also give mention to where the competition is and the advantages and disadvantages of this. 

Distribution Channels

Describe how your product will get to market many companies use a multi-pronged approach but this requires policies and structures to be put in place for each channel.

1. How will you sell your products or services?

2. Retail

3. Ordered products (direct order, website, catalog)

4. Bulk

5. Sales team

6. Agents or franchises 

7. Independent representatives

8. Bid on contracts

Sales Forecast

The forecast should be based on historical sales (if available), marketing strategies, market research, and industry data. The sales forecast must be detailed with a month-by-month projection. It’s advisable to do a best case and worst case scenario. 

Operational Plan

A detailed explanation of the daily operation of the business, its location, equipment, people, processes, and surrounding environment.

Production

How and where are your products or services produced?

Explain your methods of:

· Manufacture techniques and costs

· Quality control

· Customer service

· Inventory control

· Product development

Location

What qualities do you need in a location? Describe the type of location you’ll have.

Requirements:

· Amount of space

· Type of building

· Zoning

· Power and other utilities

· Ease of access for suppliers?

· Ease of customer access needed

· Requirements for parking and access to public transport, distribution centers and main roads.

· If you are building a new premises include motivation, specifications and costs.

· Business hours

Location cost analysis 

	
	Cost on a monthly basis

	Monthly 
	

	Rent
	

	Utilities
	

	Maintenance
	

	Insurance
	

	 Sub Total 
	

	Once off 
	

	Remodeling 
	

	Sub Total
	

	Total
	


Legal Environment

· Licensing and bonding requirements

· Permits

· Health, workplace, or environmental regulations

· industry or profession specific regulations 

· Zoning or building code requirements

· Insurance coverage

· Trademarks, copyrights, or patents including pending and existing.

Personnel

· Number of employees

· Type of labour (skilled, unskilled, and professional)

· How will you source the right employees?

· Quality of existing staff

· Pay structure

· Training methods and requirements

· Task break down

· Do you have schedules and written procedures prepared?

· Job descriptions

Inventory

· What kind of inventory will you keep: raw materials, supplies, finished goods?

· Average value in stock?

· Rate of turnover and a comparison to the industry average

· Lead-time for ordering?

Suppliers

· Names and addresses of key suppliers

· Type and amount of inventory furnished

· Credit and delivery policies

· History and reliability

Credit Policies

· Do you plan to sell on credit? If so, is it necessary? 

· If yes, what policies will you have about who gets credit and how much?

· How will you check the creditworthiness of new applicants?

· What terms will you offer your customers; how much credit and when is payment due?

· Do you know what it will cost you to extend credit? Have you built the costs into your prices?

Managing Your Accounts Receivable

If you do extend credit, you should do an aging at least monthly to track how much of your money is tied up in credit given to customers and to alert you to slow payment problems. A receivables aging looks like the following table:

	
	Total
	Current
	30 Days
	60 Days
	90 Days
	Over 90 Days

	Accounts Receivable Aging
	
	
	
	
	
	

	
	
	
	
	
	
	


You will need a policy for dealing with slow-paying customers:

· When do you make a phone call?

· When do you send a letter?

· When do you get your attorney to threaten?

Managing Your Accounts Payable

An aging should also be done on accounts payable, this helps you plan payments. 

Keep in mind that some of your proposed vendors could offer prompt payment discounts.

A payables aging looks like the following table.

	
	Total 
	Current
	30 Days
	60 Days
	90 Days
	Over 90 Days

	Accounts Payable Aging
	
	
	
	
	
	

	
	
	
	
	
	
	


Startup Expenses and Capitalization

When starting up a business there are many necessary startup expenses. To ensure that you have enough money you will need to research what costs you are going to incur before you start operating. When setting your startup expenses budget it is important to ensure that unexpected costs have been factored in, contingency cost should be about 20% of your total startup expenditure.

Explain your research and how you arrived at your forecasted figures. Give sources, amounts, and terms of proposed loans. Also explain in detail how much will be contributed by each investor and what percent ownership each will have.

Financial Plan

The financial plan section is made up of:

· A 12 month profit and loss projection

· A cash-flow projection, a projected balance sheet and a break-even calculation.

Optional:

· A four-year profit and loss projection 

Together they constitute a reasonable estimate of your company's financial future. More important, the process of thinking through the financial plan will improve your insight into the inner financial workings of your company.

12-Month Profit and Loss Projection

The 12-month profit and loss projection is the heart of the financial plan. Here you will input all the numbers to get an idea of what it will take to make a profit.

· Sales projections will come from a sales forecast in which you forecast sales, cost of goods sold, expenses, and profit month-by-month for one year.

· Profit projections should be accompanied by an explanation of the major assumptions used to estimate company income and expenses.

Three-Year Profit Projection 

The Three-Year Profit projection is for those who want to carry their forecasts beyond the first year. 

Projected Cash Flow

The Cash Flow Projection shows how cash is expected to flow in and out of your business. There are three parts to the Cash Flow Projection.

1. Cash Revenues. Enter your estimated sales figures for each month, you will only enter the sales that are collectible in cash during the specific month you are dealing with.

2. Cash Disbursements. Take the various expense categories from your ledger and list the cash expenditures you expect to pay that month for each month.

3. Reconciliation of Cash Revenues to Cash Disbursements. start with an opening balance which is the carryover from the previous month. The current month's revenues are added to this balance; the current month's disbursements are subtracted, and the adjusted cash flow balance is carried over to the next month.

Opening Day Balance Sheet

A balance sheet shows what items of value are held by the company (assets), and what its debts are (liabilities). When liabilities are subtracted from assets, the remainder is owners’ equity.

Use a startup expenses and capitalization spreadsheet as a guide to preparing a balance sheet as of opening day. Then detail how you calculated the account balances on your opening day balance sheet.

Tip:  Add a projected balance sheet showing the estimated financial position of the company at the end of the first year. This is useful when pitching to investors.

Break-Even Analysis

A break-even analysis predicts the sales volume, at a specific price, required to recover total costs. 

Expressed as a formula, break-even is:

Break-Even Point  = Fixed Cost / (Unit Price - Variable Unit Cost)
(Where fixed costs are expressed in rands, but variable costs are expressed as a percent of total sales.)

Include all assumptions upon which your break-even calculation is based.

Appendices
· Brochures and advertising materials

· Industry studies

· Blueprints and plans

· Maps and photos of location

· Magazine or other articles

· Detailed lists of equipment owned or to be purchased

· Copies of leases and contracts

· Letters of support from future customers

· Any other materials needed to support the assumptions in this plan

· Market research studies

· List of assets available as collateral for a loan

· Detailed financial projections and statements

Business Plan: Company Name
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