SMALL BUSINESS BC BUSINESS PLAN TEMPLATE
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1- Save a blank copy of this document
2- Read shaded boxes for instructions on each section
3- Delete instructions after finishing the document, to delete: highlight the section (shaded text box) and click delete
DATE GOES HERE
YOUR BUSINESS NAME GOES HERE
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[bookmark: _Toc495048517]EXECUTIVE SUMMARYExecutive Summary: Do this last!  
It is a one to two page summary, meant to provide brief and key information on your business, grab attention and explain why you are doing this. Include the following:
1. The Grab: You should lead with the most compelling statement of why you have a really big idea. You need to get your reader to think, “Wow! This is interesting”
2. The Problem: You need to make it clear that there is a big, important problem (current or emerging) that you are going to solve, or opportunity you are going to exploit.
3. The Solution: What specifically are you offering to whom? Software, hardware, service, a combination? Use commonly used terms to state concretely what you have, or what you do, that solves the problem you’ve identified.
4. The Opportunity: Spend a few more sentences providing the basic market segmentation, size, growth and dynamics—how many people or companies, how many dollars, how fast the growth, and what is driving the segment.
5. The Competitive Advantage: understand what your real, sustainable competitive advantage is, and state it clearly.
6. The Model: How specifically are you going to generate revenues, and from whom?
7. The Team: Why is your team uniquely qualified to win? Introduce your skills and experience.
8. The Promise: What financial achievements will you make to support the business and repay your lenders or investors? When will you be profitable?
9. The Ask: This is the amount of funding you are asking for now. Think of your start-up costs + overhead during the first months to get you to steady revenue.

Start writing Executive Summary here….






1. [bookmark: _Toc495048518]BUSINESS AND COMPANY DESCRIPTIONNEXT: The executive summary is like the movie trailer, now tell the reader with a bit more detail about the characters and plot. 
Business / Company Description: this is where you introduce your company to allow the reader to understand your concept and goals so they can consider the details that follow and your plans to achieve these ambitions. 
· Business concept: a brief introduction (maximum 2 paragraphs) on your business (you will develop the concept in more detail in the following sections).
· [bookmark: _Toc72037068]History and Current Status (If you have been operating already or if you have just formed)
· Business Goals (what do you want to achieve? provide $$ value and timeframes, make it measurable)
· Legal structure/Ownership – just state it. No need to defend the decision too much.

[bookmark: _Toc495048519]Business Concept
Start writing Business concept here….
[bookmark: _Toc495048520]Vision/Philosophy 
Start writing Vision Philosophy here….
[bookmark: _Toc495048521]History and / or Current Status
Start writing History / Current Status here….
[bookmark: _Toc495048522]Business Goals 
Start writing Business Goals here….
[bookmark: _Toc495048523]Legal Structure / Ownership 
Start writing Legal Structure Ownership here….




Now that you have introduced your company in the last section, you need to show you know and teach the reader about the ‘business world’ you are going to enter.
External Environment: Analyze and describe the industry you are entering. Do not simple say retail sales are $6 Billion and I am going to be part of that. Show focus and awareness of the true segment you are aiming for. Things you might talk about:
· How large is the industry? Is it growing? What are the key drivers, trends, and influences in the market?
· Trends; Economic, fashion, social and lifestyle trends affecting the industry
· Social, cultural, environmental or geographical factors that impact the industry
· [bookmark: _Toc438197496]Certifications and industry / government regulations required (if any)
· Growth potential 
Hint:  search for “Trends in <your industry>.” See what articles and reports are saying about your industry. Build from this. 

2. [bookmark: _Toc495048524]EXTERNAL ENVIRONMENT: INDUSTRY AND MARKET
[bookmark: _Toc495048525]Industry Overview
Start writing Industry Overview here….




[bookmark: _Toc495048526]The Market in GeneralYou have now covered your company and the industry, you need to drill down to show how the last two sections tie into the strength of your market and your ability to target your efforts.
Target Market: Analyze and describe the market you are entering. You market is more focused than your Industry and you need to SHOW the reader you have explored and understand this.
· Profile your BEST customer! Business-2-Consumer OR Business-2-Business.
· Demographics – Age, Gender, Occupations(s), Income level, Education, etc.? (for B2B – type of business, company size, location, employees, sales, associations they belong to, who are their customers)
· Geographics – Where should / will you place your business? City, rural, neighbourhood, transportation access?
· Psychographics – Status seeking or trend setting? Socially or environmentally conscious? Free spending or conservative? Practical or fun seeking 
· Lifestyle – Athletes, Outdoors, Indoors types.
· Buying Factors / Sensitivity – Price, quality, brand name, service, special product features, advertising, packaging, location, store design, ambiance

Hint (try BC Stats; Stats Canada; City hall for your geography to find good data on market sizes) Try Prizm Delta for Psychographic data: http://en.environicsanalytics.ca/prizm5_lookup.aspx

Based on this data, Cleary state: your BEST market, person, location = Your Target Market Segment. 

Who will most likely buy from you first and who will you go after first? How big is this market? How fast is it growing? Where is the market heading? What economic and social factors will be influencing the market? How will the market’s needs be changing and why?

Start writing about your General Market here….
[bookmark: _Toc495048527]Target Market - Specifics
Start writing about your Target Market (Segments) here……
[bookmark: _Toc495048528]Market size
Start writing about your Market Size here……
Now that you have told us about your Customers – who they are, where they are and how many exist: Talk about who else will be in the marketplace competing for the same customers $. 
Competition: Who else is in this environment that is selling competitive products? How many exist? How do you group them? Which few would you say are the biggest competition?
Introduce the group at a high level in one paragraph (the competitive landscape) – then give up to 3 example companies that you profile with their Strengths, Weaknesses, Opportunities and Threats (SWOT). Size up the competition and tell us how you will be different and take them on!
Remember – Direct and Indirect competition. If you are a sandwich shop: Other sandwich shops are direct competition; a sushi place is indirect competition. Both stop me from being hungry. Only one of you gets my lunch money.

[bookmark: _Toc495048529]Competitor Analysis
Start writing about your Competitors here……
Using the same competitors as above, identify their strengths and weaknesses
	Competitor
	Strengths
	Weaknesses

	Company 1
	· 
· 
	· 
· 

	Company 2
	· 
· 
	· 
· 

	Company 3
	· 
· 
	· 
· 

	Your Company
	· 
· 
	· 
· 


[bookmark: _Toc495048530]Now that you have told us about your Customers; your target market and your Competitors – who they are, where they are and how many exist, tell the reader about your:
Marketing & Sales Strategies: How are you going to present & describe your product; get their attention and communicate with them?
· Products / Services Description – describe and present your core products: Packages or bundle product or services; Benefits to your target customer; Unique Features or Proprietary Aspects of Product/Service (do not list every menu item – put that in appendix)
· SWOT - Combined external and internal analyses are called SWOT analysis because it’s an analysis of the organizations’ strengths, weaknesses, opportunities, and threats. All the activities the company does well or any unique resources that it has are called strengths. All capabilities or resources that are exceptional or unique, these are the company`s core competencies. Weaknesses are activities the organization does not do well or resources it needs but does not possess. The environment offers opportunities and pose threats to another in the same industry because of different resources and capabilities. Opportunities are positive trends in external environmental factors; threats are negative trends
· Positioning Strategy - the strategy you will use to position your product vis-à-vis competitors. 
· Pricing Strategy – Having looked at the pricing strategy your competition is currently using, explain your pricing strategy and why it will be effective with your target customers. (Your pricing can be 1. Higher than the competition 2. Lower than the competition 3. The same as the competition. Which is it and why?) And will you use discounts?
· Distribution Strategy - A distribution channel consists of the set of people and processes involved in the transfer of a product from producer to ultimate consumer. Describe your distribution strategy and explain why it is the best for your marketplace. (Direct / online; wholesale; retail; via distributors)
· Promotion and Advertising Strategy – how will you introduce, promote, and support your products in the marketplace? What will you highlight about your business / products and how will you communicate the message?
· Marketing Vehicles (Tools) – what will you use to deliver your message? Website; Print media - newspaper ads; Radio; Online ads; Brochures; Signs / billboards; events; trade shows?
· Sales Strategy - Discuss how and where you plan to sell and distribute your product or service. Door to door selling? Retail staff? Online sales? Agents? Brokers? Also comment on: sales process: finding, qualifying and contacting leads, creating and presenting proposals, managing objections, closing, delivering, upselling and getting referrals, managing client relationships.

Tell us WHAT you want to say and WHY you want to say it and HOW you will say it. Remember – social media platforms are tools to deliver messages – not strategies. Only use Facebook if your customers are actually on Facebook.

3. [bookmark: _Toc495048531]MARKETING AND SALES STRATEGIES 
[bookmark: _Toc495048532]SWOT
Fill the table with your SWOT analysis……

	
	Positive
	Negative

	Internal
	Strengths
	Weaknesses



	External
	Opportunities
	 Trends






[bookmark: _Toc495048533]Products / Services
Start writing about your Products and Services here……

[bookmark: _Toc495048534]Positioning Strategy
Start writing about your Positioning Strategy here……

[bookmark: _Toc495048535]Pricing Strategy
Start writing about your Pricing Strategy here……

[bookmark: _Toc495048536]Distribution strategy
Start writing about your Distribution Strategy here……

[bookmark: _Toc495048537]Promotion / Advertising Strategy
Start writing about your Promotion / Advertising Strategy here……

[bookmark: _Toc495048538]Sales Strategy 
Start writing about your Sales Strategy here……
[bookmark: _Toc495048539]Marketing VehiclesNow you have covered: Your Company, your industry, your target market, your competition, your marketing strategies – now tell us how you will roll this out.
Marketing Implementation by quarter: Please indicate which activities you plan to do per quarter and the cost for each one.
· Collateral: Flyers, brochures, Business cards, newspaper ads
· Electronic: Website, social media (Facebook and Google ads, twitter, Facebook, Linkedin, Instagram posts, email campaigns)
· Activities: Networking, trade shows, sponsorships, advertorials, editorials, articles, referrals, testimonials, sales promotions, discounts, contests, samples, publicity 


	Marketing and Sales Activities
	Collateral
	Electronic
	Activities / Events
	Other

	Quarter 1
	· 
· 
· 

	· 
· 
· 

	· 
· 
· 

	· 
· 
· 


	Q1 Cost
	$
	$
	$
	$

	Quarter 2
	· 
· 
· 

	· 
· 
· 

	· 
· 
· 

	· 
· 
· 


	Q2 Cost
	$
	$
	$
	$

	Quarter 3
	· 
· 
· 

	· 
· 
· 

	· 
· 
· 

	· 
· 
· 


	Q3 Cost
	$
	$
	$
	$

	Quarter 4



	· 
· 
· 

	· 
· 
· 

	· 
· 
· 

	· 
· 
· 


	Q4 Cost
	$
	$
	$
	$




4. [bookmark: _Toc495048540]MANAGEMENT  AND HUMAN RESOURCES STRATEGYYou have presented Your Company, your industry, your target market, your competition, your marketing strategies, your implementation. Now, who is actually going to make this all happen?
Management & your Team: Now it is time to talk about yourself and your team. What makes you the right person to start / own this business? And what about your staff, partners and advisors make this the right team to deliver on this plan?
· Management team Bios: explain why you are the right person for this job
· Personnel and their roles and responsibilities
· Professional Advisors
· Strategic alliances
· GAPS in your team and how you intend to fill them
If you have been managing and working in cafés for 5 years & your partner is a trained chef – then you are a good team to open their own café! But not a good team to start a construction company. Tie your experience to the needs of the business you intend to start. 

Start writing about your Management and Team here……



[bookmark: _Toc495048541]Seeing the pattern yet? You how covered who, what, where and why… Now you need to tell us HOW this all happens. What are the moving parts? how well do you know them and how organized are you?
OPERATIONS: This is a VERY important section! More important than if people will like your product.
Operations is defined as the processes used to deliver your products and services to the marketplace and can include manufacturing, transportation, logistics, travel, printing, consulting, after-sales service.
This is where you tell me how you organize, plan, source, prepare, package and deliver your product for your customer. And how you actually get paid! 
· Location: Where will your store/operations be located? How big is it? Any special features for your location? Repairs, leasehold improvements, regulatory issues, compliance (please mention them here).
· Systems: Do you need specific systems to deliver your product/service? Such as payment systems, inventory, client management, fulfilment, order management, web or online systems? Explain it here: how does it work.
· Equipment: what do you need to manufacture your goods or provide your services; describe the larger items / groups and a detailed list should be included in the appendix.
· Provincial and Municipal regulatory issues: Food safe certificates; Commercial kitchen; liquor license?
· Suppliers: Who are your suppliers? Are there many out there? Always have back up suppliers (have 2 per major product group)
· Production: Briefly go through your production process (even if you provide a service to clients), do you have a production flow checklist that will help provide the perfect product/service to your clients? 
· Inventory: Do you need to keep inventory, how will you manage it? What system? When do you reorder? How long does that take?
· Payments: How do your customers pay you? What are your credit terms? How do you make sure customers are creditworthy and will pay on time? How do you pay suppliers, how do you keep track of payments made and received?
· Customer Service Approach: What are your policies regarding returns, guarantees, and warranties? What is your customer service philosophy?
An amazing product that everyone wants is great – but if your screw up buying raw materials, make mistakes building it, are delayed delivering it or it breaks before the customer gets it – you will lose money!

[bookmark: _Toc495048542]

5. OPERATIONS
[bookmark: _Toc495048543]Location
Start writing about your Location here……
[bookmark: _Toc495048544]Systems
Start writing about your Systems here……
[bookmark: _Toc495048545]Equipment
Start writing about your Equipment here……
[bookmark: _Toc495048546]Provincial / Regulatory issues
Start writing about your Provincial /regulatory issues here……
[bookmark: _Toc495048547]Suppliers
Start writing about your Suppliers here……
[bookmark: _Toc495048548]Costs
Start writing about your costs  here……
[bookmark: _Toc495048549]Production Process
Start writing about your Production Process here……
[bookmark: _Toc495048550]Inventory
Start writing about your Inventory here……
[bookmark: _Toc495048551]Payments Process
Start writing about your Process here……
[bookmark: _Toc495048552]Customer Service Policy
Start writing about your Customer Service Policy here……



So – everything prior to this has explained the critical elements and factors supporting, affecting or influencing your business. And every decision you have taken based on that information will either created an activity that costs you money – or earns you money. The financial section is where you convert those decisions into cash flow to show that your business will be successful.
FINANCIAL PLAN: Now it is time to talk Numbers:
You are asking for money. You need to explain how much you need; how you arrived at that number; what it will be used for and how you project you will earn it back with your sales.
How much you ask for should be supported by – the total of your start-up costs (everything you need to spend BEFORE you open the doors) PLUS any operating costs for the first months that you need to pay until sales start coming in to cover the costs.
Write this section in combination with preparing your 24 month CASH FLOW. (see Cash Flow Template) Many of the numbers you talk about here will be calculated by creating your cash flow.
· Funding Request: How much do you want to borrow? How much are YOU investing?
· Start-up Costs: Add table of startup costs (group them by categories), tools & equipment, inventory, supplies, systems setup, materials and consumables required to start your business. (summarize here – show more detail in the cash flow in appendix)
· Overhead – how much do you need every month to keep the lights on? Rent; electricity; telephone, employee wages; internet etc)
· Sales Forecast: What is affecting sales growth, increased expenses, investment or other financial highlights. What are the assumptions you are making that impact the number?. If you plan to hire new staff in 6 months – say so – don’t just raise the expenses for wages. Also - Remember to show seasonality (don’t sell too many beach balls in December)
· Break Even: when will the sales you expect to make every month be MORE than the monthly overhead costs? You must be less than 12 months
· Financial History: ONLY if you represent an existing business (over 12 months in operation with sales history to show performance)
Align this section with your CASH FLOW – this is how you measure and show cash you receive (sales or investment) and cash you have to pay (expenses) and when you expect this to happen over the year.



6. [bookmark: _Toc495048553]FINANCIALS
[bookmark: _Toc495048554]Funding Request
Start writing about your Funding Request here……
[bookmark: _Toc495048555]Start Up Costs
Start writing about your Start-up Costs here……
	First / Last months’ rent /deposit
	$

	Leasehold Improvements
	$

	Business Licences / Incorporation fees
	$

	Equipment and fixtures
	$

	Computers / printers / software
	$

	Website
	$

	Legal / account setup
	$

	Other
	$

	Add rows as needed….
	



[bookmark: _Toc495048556]Overhead
Start writing about your Overhead costs here……
[bookmark: _Toc495048557]Sales Forecast
Start writing about your Sales Forecast here……
[bookmark: _Toc495048558]Breakeven 
Start writing about your Breakeven here……
[bookmark: _Toc495048559]RisksIn order to wrap up the entire story – you need to acknowledge that there are risks and it is possible that things could go wrong.
Risks: Talk about 3 you can identify that might impact your business and your chances for success. Tell the reader what you will do to counter these risks.
Consider: New competition, lower than projected sales; change in cost of raw materials; key team member illness etc.
Exit Strategy: where do you plan to take the business? Keep it in the family? Have a competitor buy you? Go public?
Backup Plan: what will you do if the does not all go to plan? Move back home with mom & dad? Get your old job back? Get a new job? Sells all your inventory & equipment?

Start writing about your Risks here……
[bookmark: _Toc495048560]Exit Strategy
Start writing about your Exit Strategy here……
[bookmark: _Toc495048561]Backup Plan
Start writing about your Backup Plan here……

[bookmark: _Toc495048562]



APPENDIX 1:Do you have other material that you want to provide or that expands on the material in the core of our plan? Here is where to provide it:
Appendix 1:
· Have you included all documents needed to support your plan? 
· Do you provide support for assumptions, trends, and comparisons 
· Do you provide support for your development plan?
· Lease agreement
· Partnership Agreement with Financial Dissolution Clause
· Contracts / LOI’s
· Quotes for leasehold improvements
· Quotes for key equipment
· Owner Resumes
· Incorporation / registration Documents
· Purchase agreement / Supporting Financials


Checklist:
After your financials are done, make sure to account for:
1- Sales:
a. low startup, and seasonality patterns
b. higher growth in year 2

2- Expenses:
a. If having inventory, buying it before sales (consider order and shipping)
b. Have contractors’ and employers’ payments
c. All startup costs. Does all expenses need to be made up front, or can some purchases be delayed?
i. Include a startup cost table 
ii. Table that list all tools and equipment needed: 
a. to be purchased and 
b. owner bringing to the business
d. Loan repayment and bank interest charges
e. Review your glossary of allocation of expenses and cross check values 
f. Business owner’s draw only when revenues support it
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PROJECTED SALES FORECAST SLOW START YEAR 1

Month April May June July Aug Sept Oct Nov Dec Jan Feb Mar

Total

Product/Service A

Avg. Price

Units Sold 0

Sales 0 0 0 0 0 0 0 0 0 0 0 0 $0.00

Unit Cost

COGS (min inventory) 0 0 0 0 0 0 0 0 0 0 0 0 $0.00

 - inventory to purchase

Gross Profit/Margin #DIV/0! 0 0 0 0 0 0 0 0 0 0 0 0 0

Product/Service B

Avg. Price

Units Sold 0

Sales 0 0 0 0 0 0 0 0 0 0 0 0 $0.00

Unit Cost

COGS (min inventory) 0 0 0 0 0 0 0 0 0 0 0 0 $0.00

 - inventory to purchase

Gross Profit/Margin #DIV/0! 0 0 0 0 0 0 0 0 0 0 0 0 0

Product/Service C

Avg. Price

Units Sold 0

Sales 0 0 0 0 0 0 0 0 0 0 0 0 $0.00

Unit Cost

COGS (min inventory) 0 0 0 0 0 0 0 0 0 0 0 0 $0.00

 - inventory to purchase

Gross Profit/Margin #DIV/0! 0 0 0 0 0 0 0 0 0 0 0 0 0

Product/Service D

Avg. Price

Units Sold 0

Sales 0 0 0 0 0 0 0 0 0 0 0 0 $0.00

Unit Cost

COGS (min inventory) 0 0 0 0 0 0 0 0 0 0 0 0 $0.00

 - inventory to purchase

Gross Profit/Margin #DIV/0! 0 0 0 0 0 0 0 0 0 0 0 0 0

Totals Units: 0 0 0 0 0 0 0 0 0 0 0 0

Total Sales: 0 0 0 0 0 0 0 0 0 0 0 0 $0.00

Total COGS: 0 0 0 0 0 0 0 0 0 0 0 0 $0.00

Total Inventory Purchases 0 0 0 0 0 0 0 0 0 0 0 0 $0.00

Gross Profit/Margin: 0 0 0 0 0 0 0 0 0 0 0 0 $0.00


image4.emf
Year 1 Realistic Cash Flow for:

 Insert Months April May June July Aug Sept Oct Nov Dec Jan Feb Mar TOTAL

SALES

Sales in Units A 0 0 0 0 0 0 0 0 0 0 0 0 0

Sales in Dollars B 0 0 0 0 0 0 0 0 0 0 0 0 0

OPERATIONS

Cash In

1 - 30 Days C 0

31 - 60 Days D 0

More than 60 Days E 0

Total Cash In F 0 0 0 0 0 0 0 0 0 0 0 0 0

Cash Out

Accounting/Bookkeeping G 0

Advertising, Marketing & Promotion H 0

Automotive I 0

Bank Charges J 0

Communications K 0

Dues & Subscriptions L 0

Interest on Long Term Debt M 0

Insurance N 0

Legal O 0

Licenses P 0

Office Supplies Q 0

Purchase of Materials / Inventory R 0 0 0 0 0 0 0 0 0 0 0 0 0

Rent/Lease S 0

Repairs & Maintenance T 0

Supplies U 0

Travel V 0

Utilities W 0

Wages & Benefits X 0

WCB Y 0

extra 1 Z 0

extra 2 AA 0

extra 3 BB 0

extra 4 CC 0

extra 5 DD 0

Total Cash Out EE 0 0 0 0 0 0 0 0 0 0 0 0 0

Net Cash From Operations FF 0 0 0 0 0 0 0 0 0 0 0 0 0

FINANCING & INVESTMENTS

Loan & (Principal payments) GG 0

Line of Credit & (Repayments) HH 0

Owner's Investment II 0

(Owners Draw) JJ 0

(Fixed Assets) KK 0 0 0 0 0 0 0 0 0 0 0 0 0

(Leasehold Improvements) LL 0 0 0 0 0 0 0 0 0 0 0 0 0

Net Cash From Financing & Investment MM 0 0 0 0 0 0 0 0 0 0 0 0 0

Cash Summary

Starting Cash NN 0 0 0 0 0 0 0 0 0 0 0 0 0

Net Cash from Operations OO 0 0 0 0 0 0 0 0 0 0 0 0 0

Net Cash From Financing & investment PP 0 0 0 0 0 0 0 0 0 0 0 0 0

Net Cash change in Period QQ 0 0 0 0 0 0 0 0 0 0 0 0 0

Ending Cash RR 0 0 0 0 0 0 0 0 0 0 0 0

Your Business Name


