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WRITING A BUSINESS PLAN

What is a Business Plan?

A business starts with an idea, and a business plan is putting your idea in a format so that others are able to understand it. It is the first step of starting a business and the most important tool you will have to guide you in achieving your objectives.  

A good business plan will allow you to clearly outline the nature of your business, and your objectives for developing this idea so that investors have enough information to determine if your business is suitable for investment.  You will gain a better understanding of the market and industry in which your business is to operate and be able to prepare financial projections and targets by which to measure the business’ performance. 

How do I write a Business Plan?

This instructions package will provide guidance on how to complete the following components of a simple business plan: 

[Executive Summary]

[Team Profile]

[Business Environment]

[Operations]

[Finance]

[Risks and Conclusions]

Answer the questions asked in an organized format and this will become your Business Plan. 

1. Executive Summary 

The executive summary is where you introduce your business idea. It is your first opportunity to capture the attention of the reader with your overall plan for success by summarizing the key highlights of your plan so that you can go into detail later on. 

Please answer the following questions:

a. Describe your business and what is it that you are hoping to sell, produce or offer?

b. Why is there a need for your business? 

c. How will it benefit your community? 

d. How can your business be profitable and lasting? 

2. Team Profile

Please include a detailed description for each executive member of your team.  Each member should include their name, level of education, areas of interest, the specific roles you will perform for this business and any other skills or expertise you may possess. Please also include contact information for all team members. 

3. Business Environment & Marketing

This is the section where you are required to describe the environment in which your business is to operate.  It is where you consider all external factors that may affect your business. 

Please answer the following questions:

a. Are there other businesses which currently exist in your area that are similar to what you are proposing? 

b. Is there competition? 

c. What do you estimate the current demand for your business is and where does it come from? (i.e. children/adults, locals/visitors, rich/poor)  Please explain the basis for any assumptions you use in projecting demand.

d. How do you protect your business from competition?  i.e. what barriers to entry do you intend on creating for yourself?

e. How do you plan on marketing your business? Please describe a detailed action plan on how to introduce your product or service and attract customers. 

4.  Operations

Here is your opportunity to describe in detail exactly how your business is to be operated and what it is all about. The more information you provide, the more it shows that you have a clear understanding of what needs to be done and that appropriate research has been conducted towards assessing the feasibility of your plan. 

Please answer the following questions:

a. Overall, how does your business work? For example, how is your product created or how is it sold?

b. List and describe all steps of your business process in detail. For example exactly how you are to create your good or service, what needs to be done prior to your business starting, and all assets or skills you require for your operations. 

c. What are the different steps in your business, how long each step takes, who will perform which role? 

d. How many people do you need to employ for the business?

5. Finance

You will need to estimate the relevant cash inflows and outflows to be expected. 

a. How much money do you need to set up the business?  What is this money used for?

b. How much will it cost to keep your business running each month and how much do you expect to make each month?

c. How much money do you expect to earn for your service or product?

d. Create an annual income statement to estimate future revenue and costs for the next 3 years.  Please estimate the growth potential each year.

6. Risk and Conclusion

Despite having a brilliant idea, any successful entrepreneur must be realistic and confront the issues and answer the difficult questions.  

a. What are the risks and challenges associated with your business plan and what do you plan to do about it?

b. How do you plan to keep your business growing?  

Once you have answered all of these questions, you will have completed a Business Plan. Document all your findings in an organized manner in a way that is easy to understand. Feel free to include any other information not mentioned in any of the sections above to better describe your business. Feel free to use charts, graphs or even photos to help sell your idea!

Best of luck!

