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	BUSINESS PLAN COMPONENTS
	Select and check elements that apply to your plan.
	





	TABLE OF CONTENTS
Lists section and subsection titles and page numbers
	Include if: 
Your plan is longer than 10 pages.
	
☐



	EXECUTIVE SUMMARY
Summarizes the key points of your plan in one or two pages
	Include if: 
 
Your plan runs longer than 10 pages.

You need a summary version of your plan for employees and audiences to whom you don’t want to divulge detailed information.

Your plan will be presented to shareholders. 

Your plan will be presented to bankers, lenders, or investors. If so, include the amount of funding you aim to raise, the way you’ll use the funds, the positive impact you expect from the funding, plans for repayment or investor exit, and, if seeking loans, how you will secure the loan.)

	

☐


☐






☐



☐

	* Write this part last

· * Capture the key parts of your business plan, including:

– A short introduction of your business; describe your business idea, your point of difference, your growth strategy, the way you plan to achieve success.

– Key points from each section of your business plan using the same language as in your business plan; don’t worry about repeating phrases or sentences.

* Keep it clear, compelling, and brief.

	
	

	
	
	




	BUSINESS OVERVIEW
Describes your company and the nature of your business, including all or most of the following elements:

	Of primary interest to:
* Strategic partners
* Key customers
* Employees
* Shareholders
* General public

Important in all plans

Necessary in:

* Start-up business plan (Emphasize your business description, products and services, and business structure) 

One-person business plan (Emphasize your products and services, what you intend to charge, and calculations behind pricing decisions.)

* Nonprofit organization plan 
(Emphasize your vision and mission statements, goals, and objectives.)



	







☐




☐






☐


	Business Description
Use Form 3-1 to clarify the business you’re in.

Use Form 6-2 to determine the aspects of your business to spotlight in your business description.

Use Form 6-3 to assemble your business description.

Reduce your description to a few sentences to include in this Overview section.

	
	

	Mission Statement

Use Form 3-3 to answer fundamental questions about your business.

Use Form 3-4 to assemble key points about what you do, the customers you serve, and how you plan to distinguish your company from your competition.

Use Form 3-5 to view model mission statements.

Use Form 3-6 to write the mission statement you include in this Overview section.

	
	

	Vision Statement

Use Form 3-9 to view sample vision statements.

Use Form 3-10 to capture, in 25 words or less, the vision for your business.

	
	

	Major Business Goals

Use Form 3-11 to create a flowchart of goals and objectives based on your mission statement.

Use Form 3-12 to establish goals tied to ACES questions (Achieve, Conserve, Eliminate, Steer Clear Of).

Use Form 3-14 to develop goals that are clear and simple, specific, realistic, capable of pushing your business, and in sync with your business mission.

Summarize long-term, major goals in your Company Overview. (Immediate goals will drive your business strategies and short-term action plans, featured later in your business plan Overview.)

	
	

	Values Statement

Use Form 3-7 to guide your thinking about the values of your business.

Use Form 3-8 to list values that are important to your business, which you may or may not choose to include in this Overview section.

	
	

	Products and Services

Use Form 6-1 to summarize and present the unique qualities and value of the products and offerings of your business.

	
	

	Business Model

Use Forms 5-8 and 5-9 as you plan your business model.

In this Overview section, include a short, realistic explanation of where your revenues will come from. You’ll explain your model in detail later in your business plan. 

	
	

	Business Structure

Use Form 3-2 to consider which of the most common business structures apply best to your business situation. 

Especially if you’re starting a new venture, describe how you have registered and structured your business in this Overview section.
	
	



	BUSINESS ENVIRONMENT
Summarizes research and knowledge about your industry and business arena, competition, and customers

	Of primary interest to:
* Investors
* Strategic Partners

Important in all plans

Necessary in:

* A plan for a business facing marketplace, technological, or other disruptive changes (Emphasize the forces of change and how they affect your industry, market, customers, competition, and strategies)

* One-person business plan
(Emphasize the profile and size of the market you serve, the conditions you face, and how you’ll establish competitive barriers to protect the business you’re building)

* Small business plan
(Emphasize facts about your business arena, including growth trends, what it takes to enter the arena; technological, regulatory or other changes you see on the horizon; your customer profile; and the competitive environment.)

	




☐



☐











☐










☐



	Industry Overview

Use Form 4-1 to compile and present a summary analysis of trends, technologies, and conditions your industry and business arena.

	
	

	Barriers to Entry

Use Form 4-2 to describe the top barriers that affect your business launch or expansion and how you plan to overcome each, along with the top barriers you’ve established to provide your business with a competitive advantage over others seeking to enter your business arena.

If you’re starting a business or launching a product, include a summary of how you’ll overcome barriers to entry. Also describe how you’ll erect barriers to deter competitors.

	
	

	Market Overview

Market size: Include a statement regarding whether the target audience for your offering is growing or shrinking, and how you will either seize opportunity or adapt to overcome negative growth rates in your market area.

Customer buying patterns: Include a statement regarding whether and how your customer’s purchase habits have changed and how you plan to address changes by adapting your product, pricing, marketing, sales, and operations.

Changes in market conditions: Include a statement of actual or anticipated market conditions that affect your business, along with actions you’ve planned to adapt to or capitalize on the situation.

Market segmentation: Use Form 4-10 to summarize how your customer base is distributed geographically, by product type, by seasonality, and by distribution channel.

Include a summary of your market analysis, along with a description of actual or anticipated marketplace conditions that could aid or disrupt your business operations, along with a description of actions you’ve planned to capitalize on positive changes or overcome challenging conditions.

	
	

	Customer Profile

Use Form 4-3 (Form 4-11 if your business primarily serves business clients) to develop and present a profile of the customer for your business.

Use Form 4-5 to condense your customer knowledge into a snapshot description of the person most likely to buy from your business, what that person is looking for, how you’re most likely to reach that person, and what will prompt that person to select your business over competing options. 

Use Form 4-7 to detail and present aspects that differentiate your ideal customers from all others. 

	
	

	Competitor Analysis

Use Form 4-13 to assemble intelligence on primary competitors to your business.

Use Form 4-14 to identify stealth competitors that pose indirect threats to your business.

Use Forms 4-16 and 4-17 to list and present your major competitors, along with your plans to respond to their strengths, weaknesses, and anticipated strategic moves.

	
	

	Environmental-Impact Analysis

Include an assessment of the environmental impact of your business and industry, followed by your plan to further green your business to enhance its competitive position, operational policies, workplace, community relations, and financial bottom line.
	
	



	BUSINESS DESCRIPTION
Includes information on your management team organization, new or proprietary technology, products, services, processes, and marketing advantages

	Of primary interest to:
* Investors
* Strategic Partners

Important in all plans

Necessary in:

* Small business plan (Emphasize the most important aspects of your business, including the customers you serve, the products and services you offer, and the capabilities that will underpin your success, along with staff requirements and staffing plans, and how you’ll connect with customers and conduct business.) 

* Nonprofit organization plan
(Include details about your operational plan including location, equipment, labor, and processes necessary to provide your organization’s services; your marketing plan to attract funding, volunteers, and service recipients; details on your board 
	




☐



☐















☐



	Introductory Highlights

Use Forms 6-2 and 6-3 as planning tools to create an elevator pitch that you can use as the basis of a short, compelling description of your business.

In as few words as possible, describe what your business is and does, the value and benefits of your products or services, the market for your offerings, the competitive advantages of your business, your business model, and why and how your business will succeed. 

	
	

	Products and/or Services

Use Form 6-1 to summarize the features, benefits, value proposition, and purchase motivation of your products or services.

Describe your offerings only in as much detail as your business plan audience needs to make sense of what you sell and how the features of your products deliver valuable customer benefits.

	
	

	Business Capabilities

Research and Development (R&D)

Address the importance of R&D to your competitive success, including a description of your current R&D capacity, staff, and contract expertise; your agenda for R&D; and long-term R&D goals.

Operations

Use Forms 6-4, 6-5, 6-6, and 6-7 to assess and plan your operations in the key areas of Location, Equipment, Labor, and Process. 

If your business is a start-up, describe how your business will address each of the four key operation areas.

If your business is established, include details for how you plan to implement and fund expansion or upgrade in each of the operation areas.

Marketing

Include a general description of your marketing tactical and action plans and a summary of long-range marketing plans.

Distribution and Delivery

Use Form 6-8 to assess the importance of distribution to your business success.

If distribution is essential to your business success, include a description of your distribution system.

Customer Service

Use Form 7-8 to evaluate your customer service and to create a customer-service strategy that includes service standards, service objectives, and plans for monitoring and enhancing the service you provide.

Include a summary of customer service tactics that contribute to customer recommendations, referrals, and loyalty.

Management

Use Form 6-9 to compile a profile of each key member of your business team.

In this section, present each key person’s profile in a description of no more than one-half page.

Organization

Include charts or diagrams to illustrate who reports to whom and how your company’s divisions relate to one another in order to provide a coherent presentation of what your company’s organization looks like and why.

Key Strengths

Conclude with a summary of the business capabilities that contribute most to your business success and your customer satisfaction. These capabilities represent the heart and soul of your company. They’re your strongest selling points as a company, and your business plan should include specific details about how you intend to make the most of each one.
	
	

	Plans for Major Change

If your business is undergoing major changes, define how you plan to revise your business strategies by altering your product, location, distribution, staffing, operations, technologies, and marketing. Explain why the strategic changes are necessary and how they’ll result in positive outcomes that outweigh anticipated disruptions.

	
	




	BUSINESS STRATEGY
Details your road map for success, including your business environment, business model, goals, resources, and strategies for startup, growth or turnaround 

	Of primary interest to:
* Bankers
* Investors
* Employees
* Shareholders

Important in all plans

Necessary in:

* One-person business plan
(Emphasize an analysis of the strengths and weaknesses of your business capabilities, and how you’ll establish and maintain your business network.)

* Small business plan
(Emphasize your goals and objectives, each accompanied by  the strategy you’ll follow to achieve success.)

* Nonprofit organization plan
(Emphasize the business model you’ll use to generate funds to support your goals.)

* Established business plan
(Emphasize plans to raise capital, and plans for change in leadership, exit planning, or other strategic plans.)

* A business planning for a change of leadership
(Exit and succession plans should be part of the written plan if a change at the helm or in key management positions is imminent.)

- A business facing rapid change 
(Use Form 15-1 to assess vulnerability to change. If your business faces significant uncertainties or change, describe your plans to adapt as part of your business strategy, including a Plan B detailing the action plan for redirecting your business if necessary.)

	





☐




☐










☐







☐





☐







☐











☐


	SWOT Analysis

Use Forms 5-1, 5-2, and 5-3 as you conduct a SWOT analysis. Use Form 5-4 to record your analysis of your business against its business environment.

Include a summary of your SWOT analysis findings and address how your business plans to seize opportunities by capitalizing on business strengths; how it plans to overcome weaknesses to take advantage of opportunities; how it will monitor potentially threatening outside forces while maintaining and developing internal capabilities so that you’re prepared to respond from a position of strength if a threat arises; and how it plans to eliminate weaknesses to protect from threats.

	
	

	Business Model Strategy

Use Form 5-8 to guide development of your business model.

Use Form 5-9 to assemble the elements of your business model.

Explain the elements of your business model, including your value proposition, competitive strategy, target customer, marketing approach, revenue generation approach, revenue and cost structure, and timing and success milestones

	
	

	Immediate-Term Goals 

Use Forms 5-10 and 5-11 to consider the resources necessary for growth and to establish the upcoming growth goals of your business. 

In this section, reiterate the long-term goals summarized in the Overview section of your business plan, and then describe the immediate-term goals and objectives of this business plan period. 

	
	

	Marketing Plan

Use Form 15-3 to explore changing customer expectations.

Use Form 15-4 to consider questions that lead to customer-inspired business changes.

Use Form 7-1 to define your company’s brand statement.

Use Form 7-3 to develop your online and social media strategy.

Use Form 7-4 to plan your product strategy.

Use Form 7-5 to plan your distribution strategy.

Use Form 7-6 to plan your pricing strategy.

Use Form 7-7 to plan your promotion strategy.

Use Form 7-8 to plan improvements to your customer service program.

In this section of your plan, include a summarized version of your marketing plan that edits out details, such as tactical and action plans and budget details, that you want to hold close to your vest. 

Include:
* Marketing goals and objectives that support your business growth goals
* Brand and positioning statements
* Value proposition
* Summaries of your product, distribution, pricing, promotion, online interaction, and customer service strategies
* Your marketing budget in general terms that don’t divulge tactical information

	
	

	Exit Strategy

In most cases, your business plan should mention your personal exit strategy, sketching out how you plan to leave your business, harvest its value, and ensure its ongoing vitality under new ownership. 

If you’re planning for a sale of your business, Chapter 11 covers exit strategy issues to address in your business plan.

If the audience for your business plan includes angel investors, venture capitalists, or others who might help fund your business, include a description of your investor exit strategy. 

If your exit strategy involves an acquisition, IPO, or major investment, include facts about recent investments in businesses similar to yours, along with research that supports your assessment of the worth of your business.

	
	

	Growth Plans

Use Form 5-10 to consider the resources necessary for growth.

Use Form 5-11 to prepare for business growth.

If your business is planning for major growth, describe your growth plans here and in the financial and action plan sections.

	
	

	Crisis-Management Plans

Especially if your business is vulnerable to crisis situations or has recently had to deal with a crisis, include a summary of pre-emptive actions you’ve planned, as well as crisis-management strategies you have in place. (All businesses benefit from a checklist of what to do and whom to contact in case of an emergency or crisis, though that list doesn’t need to be included in the business plan.)
	
	




	FINANCIAL REVIEW
Describes your financial condition today and what you expect your financial picture to look like in the future
	Of primary interest to:
* Bankers
* Investors
* Strategic Partners
* Shareholders

Important in all plans

Necessary in:

* Plans presented to bankers, investors, strategic partners, shareholders

* One-person business plan
(Crucial for planning pricing, billing, and financial forecasts and milestones that turn a solo effort into an independent business.)

* Small business plan
(Necessary for providing the financial navigational tools that keep your small business on track and prepared for review by investors and partners.)


* Nonprofit organization plan
(Include provisions for annual audit of organization finances.)
	






☐



☐







☐











☐


	Income Statement

If your business is up and running, include statements for the last year or two for comparison purposes

Whether your business is established or starting up, include income statement projections for up to five years into the future.

	
	

	Balance Sheet

Include your balance sheet to provide a snapshot of what you own, what you owe, and what your company is worth. 

If your business is established, include year-end numbers for the most recent two years for comparison purposes.

	
	

	Cash Flow Statement

If your business is up and running, include year-end numbers from the past few years for comparison purposes.

If your business is starting up, use a cash-flow projection to show exactly how you’ll manage the start-up period.


	
	

	Financial Forecasts

Include a pro forma income statement, estimated balance sheet, and projected cash flow statement, along with the business assumptions behind your projections. Plan to review and revise your forecasts on a regular basis, changing them as business circumstances change.

	
	

	Master Budget

Start with copies of your projected cash-flow statements for the next year or two, paying particular attention to the section that lists where you expect to use cash. Then take each of the broad categories (cost of goods acquired; sales, general, and administrative expenses; buildings and equipment; and distributions to owners) and create detailed plans for each entry.

For most business plan audiences your pro forma income statement, estimated balance sheet, and projected cash-flow statement will provide enough information about your future finances. Your master budget is a key part of your business-planning efforts, but you may or may not want to include it in your written business plan.

	
	

	Regulations and Taxes

If you are planning a business that must meet crucial regulations in order to operate, include details about what you’ll need to do to comply with all requirements.
	
	



	ACTION PLAN
Details the steps involved to implement your business plan

	Of primary interest to:
* Investors
* Strategic Partners
* Employees
* Shareholders

Important in all plans


	






☐


	Short-Term Goals

List the goals your business aims to achieve over the business plan period.

	
	

	Immediate Objectives

List the objectives that support your short-term goals.

	
	

	Next Steps

Detail your implementation plan of action against the goals and objectives of your business plan.

	
	



	APPENDICES
[bookmark: _GoBack]Includes information that supports your plan

	Important if your plan will benefit from supporting information that you will provide to select audiences.
	☐


	Analyses

	
	☐


	Reports

	
	☐


	Surveys

	
	☐


	Legal Documents

	
	☐


	Product Specs

	
	☐


	Spreadsheets

	
	☐


	Other

	
	☐





