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General Business Description

What business will you be in? What will you do? When did/will it start/open? 
Mission Statement: Many companies have a brief mission statement, usually in 30 words or fewer, explaining their reason for being and their guiding principles. If you want to draft a mission statement, this is a good place to put it in the plan, followed by:

Business Philosophy: What is important to you in business? What is your motivation to own this business? What is your history with this business? 
To whom will you market your products? (State it briefly here—you will do a more thorough explanation in the Marketing Plan section).

Describe your industry.  Is it a growth industry? What changes do you foresee in the industry, short term and long term? How will your company be poised to take advantage of them?

Describe your most important company strengths and core competencies. What factors will make the company succeed? What do you think your major competitive strengths will be? What background experience, skills, and strengths do you personally bring to this new venture?

Legal form of ownership: Sole proprietor, Partnership, Corporation, Limited liability corporation (LLC)?  Why have you selected this form?

Business Goals: 


Create at least 2 short term (up to one year) goals for your business. For example:


With the IDA purchase of the WidgetWonderMachine, Acme, Inc will create 10 new wholesale accounts at retail locations in Oregon and Washington by December 31, 2009.

Operational Plan

Explain the daily operation of the business, its location, equipment, people, processes, and surrounding environment.
Management and Organization: 

Things to consider:

The day to day management of the business is very important. You need to consider how each process will be accomplished and whose responsibility it will be to do them. If you are the sole owner/operator, you will need to address each process yourself. 

 Owner/Operator Responsibilities could include:


Bookkeeping 

Accounts receivable

Accounts payable

Taxes

Money handling



Cash handling procedures



Bank transactions (deposit every night, once a week?)


Sales/Marketing/Promotions 


Ad creation/tracking



Goal Setting/tracking



Managing website


Production of products or services


Creating/producing products/services



Quality control



Innovation


Customer Service



Procedures for answering calls/emails



Service/Product guarantees 



Procedures for unhappy customers


Inventory Control



Product/supply tracking



Storage


Other Potential responsibilities:



Legal Issues (Contracts, Employee relations)

Who will manage the business on a day-to-day basis? What experience does that person bring to the business? Discuss work and educational history, emphasizing business related competencies. 

If there are partners/co-owners, describe their roles in the business’s day to day management. Describe their work and educational history, emphasizing business related competencies. 
Professional and Advisory Support

Things to consider: 
Even if you are a sole owner/operator, you will still need to surround yourself with people who can help you along the way. There is nothing wrong with doing it all yourself, but if your plan is to expand your business, it would be a good idea to develop relationships with professionals that would be able to help you and grow with your business. 
Describe your relationship with your professional support individuals. Include name, services rendered, and how long you have utilized their services. Is there a professional service that you will need in the future?
· Attorney
· Web designer
· Accountant

· Insurance agent

· Banker

· Consultant or consultants

· Mentors and key advisors

Production

How and where are your products or services produced?

Explain your methods of:

· Products

· Do you have special production techniques? Give examples
· How long do they take to make? Give examples
· How much does each product cost to make?

· Services

· What special techniques do you have to perform this service?

· Do you perform the services yourself or do you contract it out?

· If you contract it out, describe the contractors.

· What items/equipment is necessary to perform this service? Do you have it or do you have to buy something soon? 

· Where do you perform your services?

· Do you have your own equipment? Does the customer provide equipment? 

· Quality control
· Do you have a level of quality you expect? Describe what the looks like. 

· Do you inspect the end result? How? 
· What if it is substandard? What do you do? 
· Customer service
· What should a customer expect? Do you always get back to them within 24 hours? Are you available 24/7? 

· Do you have after purchase care? 

· What will you do if you have an unhappy customer? 
· Inventory control

· Product development
· Will you be adding new products/services in the future? Where will the ideas come from? 

· Will you incorporate customer feedback? 
Location

Whether you work from your home, operate a booth at an event, or have a retail store, the location is a vital issue for your business. It needs to have adequate space and utilities among other things. What does your business need?  

For Products: Describe the type of location you’ll have. Describe all working locations: office space, production space, and retail locations. If you set up a booth at an event, describe your booth space.  
For Service: If you provide a service in your customer’s home (example: housekeeping), describe how you would work in their environment. If you provide the service at your own location (Example: upholstery services), describe that location. Do your customers come to you? Or do you provide delivery? 
· Hours/days of operation

· Physical requirements:
· Power and other utilities

· Type and Amount of space 
· Retail? 
· Production

· Storage

· Parking (free/metered?)

· Type of building

· Zoning

Access:

Is it important that your location be convenient to transportation or to suppliers?

Do you need easy walk-in access?

How much will it cost? Estimate your occupation expenses, including rent, but also including maintenance, utilities, insurance, and initial remodeling costs to make the space suit your needs. These numbers will become part of your financial plan.

Legal Environment

Describe the following:

· Licensing and bonding requirements

· Permits

· Health, workplace, or environmental regulations

· Special regulations covering your industry or profession

· Zoning or building code requirements

· Insurance coverage

· Trademarks, copyrights, or patents (pending, existing, or purchased)

· Personnel

· Number of employees (now and in the future)
· Type of labor (skilled, unskilled, and professional)

· Where and how will you find the right employees?

· Quality of existing staff

· Pay structure

· Training methods and requirements

Who does which tasks?

Do you have schedules and written procedures prepared?

Have you drafted job descriptions for employees? If not, take time to write some. They really help internal communications with employees.

For certain functions, will you use contract workers in addition to employees?

Inventory

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

Average value in stock (i.e., what is your inventory investment)?

Rate of turnover and how this compares to the industry averages?

Seasonal buildups?

Lead-time for ordering?

Suppliers

Identify key suppliers:

· Names and addresses

· Type and amount of inventory furnished

· Credit and delivery policies

· History and reliability

· Should you have more than one supplier for critical items (as a backup)?

· Do you expect shortages or short-term delivery problems?

· Are supply costs steady or fluctuating? If fluctuating, how would you deal with changing costs?

Accounting Policies
Things to consider: 

Even though it’s one of the most important parts of a business, it is really easy for business owners to overlook developing policies around the money coming in and out of a business. How money is handled can make or break a business. 
Please address the following: 

Bookkeeping: 


How will receipts be handled?


How do you track revenues and expenses? In other words, how will your books be kept and by who? (on paper, on an excel spreadsheet, on QuickBooks)

 Cash Handling


Does the business have its own bank account? If no, why not?


Does the business have a dedicated credit card?

Accounts Receivable


What methods of payment do you accept? (Cash, Credit Card, Checks, Pay Pal)

If you take checks, do you have a policy for bounced/bad checks?

Accounts Payable


How do you pay for your supplies? (Cash, Credit Card, Net 30)

Taxes


Do you do your own taxes, or do you pay for them to be done? 

Do you know if you will need to pay Quarterlies? 


If you owe taxes, what is your plan for payment? Do set aside funds to pay them? 
Marketing Plan
Products and Services
Things to consider:

In this section, we want to see two things: what are you selling (the features) and what does the customer looks for (the benefits.) Consider the value your product/service provides to your customer. What key benefit are your customers looking for? In other words, what job does it do for them? Remember: if you have different markets, each of those markets could be looking for a different key benefit. 

Functional Benefit: What function does the product or service provide and what is the benefit? If you sell a high power lawn mower, the key benefit may be that mowing the lawn is easier for the owner. If you offer tax prep services, the benefit maybe piece of mind for the customer knowing that they probably won’t get audited because their taxes were prepared by a professional. 
Experiential Benefit: What experience is the customer looking for? If they buy your jewelry or get a facial, what will their experience with it be? What will it do for them? How will it make them feel? 
Cost Benefit: When a customer considers a purchase, they are looking at much more than the amount of money that it will take to make that purchase. They are looking at how long it will last, how useful it will be (will it solve the problem,) will it save them money if they purchase yours versus your competition’s? 
If you sell products: (If you sell more than 10 different items, give a detailed description of at least a 5 different products/services)

· What products do you offer?

· Do you make them yourself or do you buy them? 

· What are they made out of? 
· What is the key benefit being offered?
If you offer a service:

· What are the services offered?

· Specifically, what are those services? (I.E. Housecleaning: Clean floors, wash walls, laundry, etc)

· What won’t you do?

· How long does the service take?

· How frequently do you provide it? (or How often do customers want/buy it?)

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

What are the pricing, fee, or leasing structures of your products or services?

Customers

Things to consider: When you are researching your product/service, one of the first questions you should ask is “who is the most likely to purchase?” The eventual answer(s) should be a target market description that is easily identifiable and usable. This will give you the backbone for your whole marketing plan. Even a few characteristics can make huge difference in how effective your marketing will be. 
The description will be completely different depending on whether you plan to sell to other businesses or directly to consumers. If you sell a consumer product, but sell it through a channel of distributors, wholesalers, and retailers, you must carefully analyze both the end consumer and the middleman businesses to which you sell.

Business-to-Customer Example: My target customers are 30-70 years women and/or their significant others. They are more likely to live in bigger cities such as Los Angeles or New York. They would consider themselves highly educated and professionals. The average income level would probably be around $45,000 and up. My customers like to shop online or in small, unique fashion boutiques.

Business-to-Business Example: Our customers are most likely to be small to medium sized businesses located outside Eugene and Springfield city limits. They have used security before, or are in industries that commonly are in need of security, such as pawn shops, car lots, or convenience stores. Most have businesses that are often targets for criminal activity including theft and vandalism. Many are located in high theft areas and are not served by the larger security companies that concentrate on the large businesses inside the Eugene and Springfield city limits. The business owners value local companies and prefer hands on customer service. 

Remember, you may have more than one customer group, which will affect how your marketing efforts will work. Identify the most important groups as completely as possible. You will need a marketing strategy for each individual group.   
Then, for each customer group, construct what is called a demographic profile:

· Age

· Gender

· Location

· Income level

· Social class and occupation

· Education

· Other (specific to your industry)

· Other (specific to your industry)

For business customers, the demographic factors might be:

· Industry (or portion of an industry)

· Location

· Size of firm

· Quality, technology, and price preferences

· Other (specific to your industry)

· Other (specific to your industry)

Competition

Things to consider: What products and companies will compete with you? Remember, competition isn’t just someone that does something exactly like you. Competition includes any products/services that are similar (basically do/accomplish the same things.) 
For a lot of industries, the list of competitors could be endless (jewelry, clothing, child care providers.) In cases like this, it isn’t necessary to list every single one. Focus on the most likely candidates: those closest to you, closest in design/use, and/or price range. Most importantly, focus on the competition that is after the same target market you are. 

List your major competitors:
· Identify by name

· What is their location?

· How long have they been in business?

· Will they compete with you across the board, or just for certain products, certain customers, or in certain locations?

· Will you have important indirect competitors? (For example, video rental stores compete with theaters, although they are different types of businesses.)

· How will your products or services compare with the competition? Do you have obviously higher quality? Do you have better customer service? 
Now, write a short paragraph stating your competitive advantages and disadvantages.

Niche

Now that you have systematically analyzed your industry, your product, your customers, and the competition, you should have a clear picture of where your company fits into the world.

In one short paragraph, define your niche, your unique corner of the market.

Strategy

Now outline a marketing strategy that is consistent with your niche.

Promotion

How will you get the word out to customers?

Advertising: What media, why, and how often? Why this mix and not some other?

Have you identified low-cost methods to get the most out of your promotional budget?

Will you use methods other than paid advertising, such as trade shows, catalogs, dealer incentives, word of mouth (how will you stimulate it?), and network of friends or professionals?

What image do you want to project? How do you want customers to see you?

In addition to advertising, what plans do you have for graphic image support? This includes things like logo design, cards and letterhead, brochures, signage, and interior design (if customers come to your place of business).

Should you have a system to identify repeat customers and then systematically contact them?

Promotional Budget

How much will you spend on the items listed above?

Before startup? (These numbers will go into your startup budget.)

Ongoing? (These numbers will go into your operating plan budget.)

Pricing

Explain your method or methods of setting prices. For most small businesses, having the lowest price is not a good policy. It robs you of needed profit margin; customers may not care as much about price as you think; and large competitors can under price you anyway. Usually you will do better to have average prices and compete on quality and service. 

Does your pricing strategy fit with what was revealed in your competitive analysis?

Compare your prices with those of the competition. Are they higher, lower, the same? Why?

How important is price as a competitive factor? Do your intended customers really make their purchase decisions mostly on price?

What will be your customer service and credit policies?

Distribution Channels

How do you sell your products or services?

· Retail

· Direct (mail order, Web, catalog)

· Wholesale

· Your own sales force

· Agents

· Independent representatives

· Bid on contracts

Industry (See reference section for suggestions for this section)
Economics

Facts about your industry:

· What is the total size of your market?

· What percent share of the market will you have? (This is important only if you think you will be a major factor in the market.)

· Current demand in target market.

· Trends in target market—growth trends, trends in consumer preferences, and trends in product development.

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

What barriers to entry do you face in entering this market with your new company? 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

And of course, how will you overcome the barriers?

How could the following affect your company?

· Change in technology

· Change in government regulations

· Change in the economy

· Change in your industry

Financial Plan Documents

The financial plan consists of a cash-flow projection and if possible a break-even calculation. If you are using this plan for an IDA you also need a Sources and Uses page. 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.


Projected Cash Flow

If the profit projection is the heart of your business plan, cash flow is the blood. Businesses fail because they cannot pay their bills. Every part of your business plan is important, but none of it means a thing if you run out of cash.

The point of this worksheet is to plan how much you need before startup, for preliminary expenses, operating expenses, and reserves. You should keep updating it and using it afterward. It will enable you to foresee shortages in time to do something about them—perhaps cut expenses, or perhaps negotiate a loan. But foremost, you shouldn’t be taken by surprise. There is no great trick to preparing it:  The cash-flow projection is just a forward look at your checking account.

For each item, determine when you actually expect to receive cash (for sales) or when you will actually have to write a check (for expense items).

Your cash flow will show you whether your working capital is adequate. Clearly, if your projected cash balance ever goes negative, you will need more start-up capital. This plan will also predict just when and how much you will need to borrow.

Sources and Uses

This page needs to identify the monies you will be using to purchase identified assets, including your IDA and any additional funds needed.  You should also include an explanation of why these expenses/purchases are essential to the future of your business. 
Example:

Sources: 
IDA Funds



Additional Funds (Optional)







Total:

Uses: 

Use 1

Where it was purchased
$



Use 2

Where it was purchased
$







Total: 

Resources: 
www.filinginoregon.com This is the State of Oregon’s website for filing for your assumed business name, your corporation or renewing/refilling. They also have a business wizard program that helps you find additional business resources. 

www.qualityinfo.org This is the State of Oregon Employment Department’s website for statewide and local business/employers statistics. The two key links for you on this page are in the Tools links located on the lower left hand corner of the page. You should look at the Covered Employment link and the Employer Database link. 
www.google.com Google can be a useful tool to help you look for competition and reference materials. 

http://www.answers.com/main/business.jsp  This website has various tools to help you with research. Particularly helpful is the “US Industry Profile” link where they have many industries profiled in an easy to read format. 

http://www.census.gov/epcd/www/naics.html This is the NAICS website. Using the search box, enter a one word description of your business/industry to find your NAICS code. For instance, if you have an Upholstered Wood Household Furniture business, you should only enter either Upholstered or Furniture. 
http://www.census.gov The Census Bureau can give you lots of valuable information about your target market in the area you choose. 
http://www.oregonindependentcontractors.com/ For Unemployment Insurance purposes, Oregon law has a specific definition for Independent Contractors, See ORS 670.600. Misclassifying employees as independent contractors can result in costly interest and penalties being assessed. 503-947-1488
http://www.irs.gov/businesses/small/article/0,,id= 98350,00.html Application for Employer Identification Number

http://www.cbs.state.or.us/external/osha/ Occupational Safety & Health Division (OSHA) 
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http://egov.oregon.gov/DCBS/SBO/index.shtml Workers Comp Coverage & Insurance Carriers 

 HTMLCONTROL Forms.HTML:Hidden.1 
 

http://www.sba.gov/smallbusinessplanner/index.html The Small Business Administration has lots of tools and information on their website for new and existing businesses. 

http://www.uspto.gov/main/patents.htm United States Patent and Trademark Office

http://www.copyright.gov/ The United States Copyright Office. 

http://www.oregon.gov/DOR/BUS/starting.shtml The Oregon Department of Revenue

http://www.irs.gov The United States Department of Revenue 

http://www.asaecenter.org/Directories/AssociationSearch.cfm This site will help you locate any associations that may exist for your industry. 

http://www.microsoftoffice.com Having trouble with the format of a contract or an employment application? Go to Microsoft Office Online and search their templates. There are documents for everything!
http://www.nolopress.com This site has links and documents about many different legal issues including business. 

http://www.legalzoom.com This is a legal document service that can assist with business structure paperwork. 
http://www.legaldocs.com This site allows you to prepare customized legal documents and legal forms directly online. Choose any of the documents offered, complete the questions, click the "Submit" button, and the finished document is ready for you to either download to file or print to your printer (downloadable or printable). Many documents are free. All others are available from $5.50 to $89.75, depending on the complexity of the document. Almost all documents can be previewed for free.
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