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3. Description of Company

· Type of operation

· Incorporation (Provincial or Federal)

· Proprietorship/Partnership

· Society

· Company Mission & Vision Statement

· Detail your companies Goals 

· Main Goals (Overall Goals)

· Short Term (Measurable goals within 1 year)

· Long Term (Measurable goals within 3 years)

· Skills Inventory

· Entrepreneurial

· Industry 

· Detail your Experience 

· Entrepreneurial

· Industry

· Add a bio of each management team member
· Company Size and Location

· What is the address?
· Who are the neighbouring businesses? 

· What is the size of the facility?
· Add a layout of the floor plan. 

· Is the business going to be home-based or commercially-based?
4. Description of your Product/Service 

- Describe the key features & benefits of your product/service
· What is your product/service?
· Describe your product/services 

· key benefits 

· Key feature

· What makes it different?
5. Market Analysis 

( Industry Analysis - Identify past, current & future trends relating to your industry

· What is the total industry size?
· Revenue generated

· Number of companies

· What is the growth potential?
· What factors influence the industry growth?
· Standards/regulations affect your industry

· Common costs & profit margins

· What are the industry trends?
· What are the opportunities & threats?
( Target Market- Identify & define your typical customer segments

· Characterize each segment by location, age, gender, income, lifestyle, family status, interests, hobbies, etc.
· What is the buying criteria of your target market?
· What motivates this group to make purchases?
· Is it price, quality, location?
· What is the size of your market?
· What percentage of the market share will you take?
· Competitive Analysis -  Detailed description of main competitors

· Background
· Location 

· Offices

· Plants, etc.
· Describe their Online Presences 

· Informational Website

· E-Commerce

· E-Newsletter

· History

· Dates of Special Events

· Ownership Changes

· Organizational Structure 

· Finance

· Profit Ratios

· Dividends Policy

· Markups

· Financial Statements

· Annual Reports

· Products

· Products Offered

· New Products Developed

· R&D Strengths 

· Brands

· Brand Awareness 

· Brand Loyalty 

· Patents & Licenses 
· Markets

· Segments Served

· Market Shares

· Customer Base

· Growth Rate
· Customer Loyalty 

· Promotional Mix

· Promotional Budgets

· Advertising Themes

· Ad Agency Used

· Sales Force 

· Online Promotional Strategy 
· Pricing
· Facilities

· Capacity

· Age 

· Location

· Neighboring Companies

· Shipping Logistics
· Personnel

· Number of Employees

· Key Employees

· Skill Sets of their Employees 

· Strength of Management

· Management Style 

· Compensation & Benefits

· Employee Moral
· Retention Rates 

6. Marketing Plan

· Pricing - Describe your pricing relative to your costs & compared to those of your competition

· Promotion & Advertising - Detailed description of the types of advertising & promotion you will use 

· What is your promotional & advertising strategy?
· Think about your target market & what they are susceptible to

· Give a detail description of the types of advertisements & promotions you will use  to reach your target market

· Media advertising

· Direct Mail

· Internet

· Trade Shows

· Press Releases

· What are your timelines & associated costs for each type of promotion/advertising?
· Include an annual promotion/advertising budget 

· How will you measure advertising/promotional effectiveness?
· Sales strategy - what are your sales goals (in units) per day/month/year, including any anticipated seasonality?
Outline your company’s service, credit & collection policies, guarantees, warrantees, etc.

7. Operations 

- Describe the process by which your product is made or the service will be performed

· Production - Size, capacity & manufacturing time/delivery time

· Facilities - Including size & type of space needed 

· Suppliers - Location, delivery times & method of shipment

8. Human Resources 

· How many staff do you require?
· Do you need subcontractors?
· What qualifications do they need?
· What is the labour availability of those needed employees?
· What will you pay them? - Compare to market wage rate

· Will you give them benefits?
· How will you train them?
· What kinds of personnel policies will you have?
· Create Job descriptions & specifications for all positions.
9. Other 

· Hours of operation

· Licenses/permits required

· Regulatory issues

· Business insurance required

10. Financial Plan - Historic & 3 year projected financial statements

· 3 Historical Financial Statements

· 3 Year Financial Projections

· Monthly cash flow projections (3 Years) - Realistic estimated 

· Revenues (Sales Goals)

· Cost of goods sold 

· Operational expenses (Budgets)

· Projected Income Statement (3 Years)

· Balance Sheet (3 Years)

· Breakeven Analysis

· What are the Financing Requirements?
· What type of financing do you require Debt or Equity?
· What is the amount of financing needed?
· What will you use the funds for?
· Propose your repayment terms.
· List all equipment required with costs.
· Based on quotes/estimates.
· Create accounts payables & receivables policies

11. Risk Analysis & Contingency Planning 
    (list internal/external risks & create contingency plans)

· External risk - economy, weather, competition, suppliers, technology, politics, demand & shifts, etc.
· Internal risks - sales projections not realized, cost overruns, key personnel turnover, legal issues, etc.
12. Supporting Material  

· Photographs 

· Samples of your product

· Bios/Resumes of Owners & key management

· Letters of intent or support

· Copies of licenses & permits

· Appraisals for property & equipment

· Copy of partnership agreement or shareholders agreement

· Brochures

· Business card

· New articles about the company/industry/market/product

· Samples of the surveys or questionnaires

· Any other material used to gain information for the plan

