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Writing A Traditional Business Plan

Outline

Executive Summary

Maximum of two pages that summarises everything in the rest of your business plan in a compelling and convincing way.

Table Of Contents

Keep it simple.

Company Description

What business are you in, your principal services, markets, products, etc.  State the key factors that distinguish you and will account for your success.

Market Analysis And Marketing

(a) Industry. Describe the industry size, customers, etc. Your target markets you will reach, (critical). Regulatory requirements, impact of your business on the market, how will the market and/or services change over the next 3 – 5 years.
(b) Competition. Who is your competition and how do you compare to them. In the eyes of the customer, who has what market share.
(c) Marketing Activities. Your strategy. What image will you portray. What is your specialisation and how will you focus on and reach your specific target markets.  How will you, generate leads, convert those leads into customers, get those customers to come back more often and buy more. Pricing and sales appeals. How will you prioritise your market segments and activities.
(d) Selling Activities. How will you identify prospective customers, how will you decide who to contact and in what order, how long will it take to generate business.

Technology: Research, development and Trends

Describe the essence of your current technology and any breakthroughs or recent developments that may affect the science of how you do your business. Describe new technologies or approaches that may become practical in the next few years.

Business Operations or Manufacturing

How will you conduct your operations, what operating advantages do you have, if you will use subcontractors how much work will they do.

Management And Ownership

Name key personnel, how you will attract key people, what are their skills, (particularly experience), that relate to the future success of this venture, what position staffing additions do you plan and when, who will be on your Board Of Directors, what is your ownership plan.

Organization And Personnel

How many people will you need, what compensation method will you use, (salary, shares), show a sample organisational structure for the startup and later.

Example:
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Funds Required And Their Use

How much will you need now to open, how much over the next three years and when will it be needed, how will the funds be used, (tie back to your business development goals).

Financial Data

Make projections of profit and loss or income statements by quarter until the break even point, then annually after that for the first five years, state what assumptions have been made and why your assumptions are good.

Administrative Considerations

Name of the business should reflect the major thrust of the business or be distinctive in some way, business plan should be printed and bound, copies of the plan should be controlled and distribution recorded, (number each copy and get a confidentiality agreement from each person to whom you give a copy of the plan that shows the number of copy on it).

Appendices

Resumes of key managers, professional references, copies of any market studies or articles from trade journals or local business press that support your claims about the potential success of this type of business.
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