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Business Name: 
Business Owner’s Name:

Address:

Phone:

Email:

Website
Date Prepared:

This document is being provided as a tool to help you walk through the steps of creating a business plan.
Executive Summary
	The Executive Summary will be the first page your readers will see and is an introduction and summary of your business plan.  This is the page that decision makers will go to if you are looking for financing or action on an idea. Although it appears at the beginning of the document, it will be written after you have completed the plan as an overview.

The Information you provided in your Executive Summary should include :
· Introduction (name, ownership structure, start date, location)

· Product/Service Identification (what need or problem in the market does this business meet or solve?)
· Consumer Challenges (why will consumers use this product/service? Who is the target market?)
· Competition- (briefly describe how the business will differentiate itself from its competition.
· Financial Analysis (Your budget, funding needs, projected profits for year one and two.)
· Conclusion (briefly summarize the main points of your plan)


	Executive Summary Continued



  Introduction
	Why would you like to start your own business?

	


	What are the biggest challenges you think you will face?

	


	Why did you decide on this particular business or service?

	


	What strengths and types of experience do you have that will make you successful?

	


Business Name
	Describe your business name and why you chose it for the business.  Indicate whether or not it has been registered along with the jurisdiction it is to be registered under.

	

	

	Have you taken any steps to start your business?  If so, how far along are you in the process and what have you accomplished to date?

	


Vision Statement
	A vision statement outlines your hopes and future objectives for your business. It is written with your core values and company culture in mind.

	


Ownership Structure

	What is the legal form of the business – sole proprietorship, partnership, corporation or nonprofit? 

	


	Why is this the best structure for your business?

	


	Do you plan to change this structure any time in the future?  If so, what are your reasons and when do you plan on doing this?

	


Location

	Describe the locations from which you conduct business (home office, off-site office, storage etc.) including buildings, equipment and inventories at each location type. As well as addresses, provide room dimensions and whether the premises are owned, leased or rented and the costs (if appropriate).  Are there additional buildings, equipment or inventories that need to be purchased for each?


	LOCATION 1 (OFFICE)

	


	LOCATION 2 (OFF-SITE)

	


	LOCATION 3 (STORAGE)

	


	What are the advantages and disadvantages of your current location(s)/structure(s) and how you will overcome the disadvantages?

	


Management 

	Who will be running the business (sole proprietor, partners, directors, investors)? Describe the key management personnel (at this time it may just be you), specifying their skills, previous experience and background and identify any hiring that may have to take place over the next year to accomplish some of your first-year operational goals.  

	


Roles and Responsibilities

	Identify the responsibilities to be taken on by each of the management team members.  Factors to consider include:

· Human Resources (hiring and firing)

· Purchasing

· Accounting

· Marketing

· Sales

· Production

· Delivery

· Reception/correspondence

· Customer Service

	


Employees, Subcontractors and Professional Services
	Will you be hiring any employees (full-time or part-time) or using the services of subcontractors or professionals (lawyers, accountants)?  What are the implications for payroll deductions, government remittances, Workplace Safety Insurance (WSIB), training, certifications/licenses or insurance?  What will their responsibilities be? How will you deal with non-compliance or failure to perform services?

	


Policies and Procedures

	What types of policies and procedures do you want to implement?  


Warranties and Guarantees

	


Methods of Payment

	


Returns and Exchanges

	


Privacy Policies

	


Other

	


Contracts/Agreements

	What types of contracts/agreements will you need to use in your business?


Ownership Structure (ie partnership agreement)
	


Customers

	


Suppliers

	


Subcontractors/Professional Services

	


Other

	


Associations/Governing Bodies

	Is your industry influenced by any specific government agencies, associations or organizations? 

	


Political Influences
Industry Regulations

	Are there any regulations in the following areas that impact your industry?  Changes to current regulations (regulation/de-regulation)? Describe how these could impact your business?  

	Municipal


	Provincial


	Federal



Licenses and Certificates

	Do you require licences or certifications to work in your industry?  What are the processes and costs for obtaining or renewing them?

	Municipal



	Provincial



	Federal




Zoning

	Are there any local zoning issues that will affect your ability to run your business in the locations or industry you have chosen?  If there are, have you ensured that you meet these requirements?  

	


Workplace Safety Insurance Board (WSIB)

	Provide a summary of how WSIB requirements apply or do not apply to your to your business?

	


Social/Cultural Influences
	Are there any social or cultural influences that affect your industry? (i.e. aging population, immigration, increase to retirement age)

	


Economic Influences
	Are there economic influences that affect your industry? (i.e. market fluctuations, changes in the value of the dollar, imports/exports, recession, disposable income)

	


Technological Influences
	Are there technological influences that affect your industry? (i.e. introduction of new equipment, production processes, software)

	


Risks

	Errors, accidents, loss of assets, disability, loss of business income are some of the types of risks your business could face.  What type of risks do you think your business could face?

	


Insurance

Insurance – General Business Liability

	Have you identified any specific insurance risks that affect your ability to run your business in the locations/industry you have chosen?  Have you spoken to an insurance professional to discuss these risks?

	


Insurance – Business Use of Home and Vehicle

	Are you going to be using your personal home or vehicle for business use? Have you spoken to an insurance professional to ensure you are covered properly for liability, property and auto protection? 

	


Taxation

	Will you be registering for the Harmonized Sales Tax (HST)?  When? How will remittances be made? By Whom?  Have you spoken to CRA to make sure you have all the details you need?

	


Competitor Overview
Indirect Competitors
	What types of businesses are your indirect competitors? Why?

	


Direct Competitors

	What types of businesses are your direct competitors? Why?

	


	What do you feel some of your weaknesses are compared to your competitors?

	


	 What do you feel some of your strengths are compared to your competitors?

	


Customer Segment

	Describe the characteristics of the customers you wish to offer your products or services to.

	Sell to Individuals (B2C)



	Sell to Businesses (B2B)




Processes
	What processes do you have in place to get your product/service into your customers’ hands? Describe the steps necessary to produce/deliver your product(s) or service(s) according to the individual revenue streams that each product or service represents. Detail the effort required (hours) and the duration (days) to indicate the total time involved from start to finish, including any invoicing or administrative work involved in completing a sale. Repeat this for EACH product/service offering that represents a distinct revenue stream or line of business.

	


Product/Service:

	Operations Process or Cycle Steps
	Effort

(# of Hours)
	Effort

(# of Minutes)

	1.
	Consultation
	
	

	
	
	

	2.
	Preparation
	
	

	
	
	

	3.
	Production
	
	

	
	
	

	4.
	Post Production
	
	

	
	
	

	5.
	Distribution
	
	

	
	
	

	6.
	Follow-up
	
	

	
	
	

	TOTAL:
	
	


Supplier Overview

Description
Materials and Supplies – Cost of Sales

	The direct cost of purchasing raw materials to produce your finished product and/or service is considered to be your cost of sale. List the materials you need to produce your finished product.

	


Human Resources

	Describe who might need to ask for help in completing your production process (ie subcontractors, professional services).

	


	Based on the materials and supplies you listed above, where and whom do you buy them from?

	


Contingency

	Do you have a back-up plan should your regular supplier not be available?

	


Sales and Marketing Overview

Objections

	What types of objections do you think your customers will have regarding purchasing your product or service and how will you respond to them?

	

	


Marketing Goals

	Create Awareness – List some ways to plan to create customer awareness for your product or service

	


	Build Customer Confidence – What are some ways you can build customer confidence?

	


	Build Social Media/Advertising/Promotion – How do you plan to promote your business in these areas?

	


Sales Goals

	

	Annual Sales – What do you anticipate your annual sales will be your first and second year?

	


	Profit – How much profit are you projecting for your first and second year?

	


	Sales by Product/Service Type -Provide a breakdown of sales by each of your products or services.

	


Sales Strategies

	

	Referrals/Word-of-mouth  - Do you have a plan in place to ask for referrals? (Describe)

	


	Community Involvement – How are you involved in your community?

	


	Local Events/Seminars – What seminars or local event are you planning on attending in the upcoming year?

	


	Cold calling – Do you have a plan in place for cold calling? (Describe)

	


	Direct Mail/Database building – Describe how your are building a database and how you are using direct mail to grow your business.

	


	Social Media – Describe your plan for increasing your social media presence.

	


Branding

	Branding is much more than your logo and tagline/slogan. It represents the relationship between a person (whether or not they are a customer or a prospect) and a product or service.  Provide a summary that decribes your brand. Describe feeling you want your customer to have when they see your brand?

	

	


Long-term Objectives

	How do you see your business growing over the next few years?  Project any changes to your organization (employees), revenue projections, changes to your target market or geographic area or equipment or other purchases that you think you will be implementing. What is going to be added? Changed? Updated? How will your long-term goals and objectives impact the products or services you can offer?  

	YEAR 2


	YEAR 3



	YEAR 5




Financial Plan
Revenue

	Annual Revenues:
	$0.00

	


Owner’s Investment

	Value:
	$0.00

	


Cost of Goods Sold

	Annual Cost:
	$0.00

	


Expenses

	Annual Cost:
	$0.00

	


Capital Purchases  

	Annual Cost:
	$0.00

	


Breakeven Calculation

The breakeven point for insert business name is $0.00 or approximately xx units of products/services, which will occur in XX 2016.
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