How to fill out this Business Plan: 
A business plan serves several purposes – getting investors, financing your business, and a roadmap guiding the launch and growth of your business. Fill in all the sections in black.  When you are done, you can delete all of the instructions which are in blue and save a copy of your newly completed business plan.

Writing a business plan is an opportunity to carefully think through every step of starting your company so you can prepare for success. This is your chance to discover any weaknesses in your business idea, identify opportunities you may not have considered, and plan how you will deal with challenges that are likely to arise. Be honest with yourself as you work through your business plan. Don’t gloss over potential problems; instead, figure out solutions. 

Your Business Name Here
Business Plan

Your Name: , Title:
Date document was created:
Contact Information: (phone, email, address)
Start-up plan  

Instructions:  This first section is optional - Only fill it out if you are new business.  Otherwise, you can skip to the next section.  Your start up plan should contain a list of startup expenses and information how you plan to raise capital (money) to launch your business.  List out all of the expenses involved in opening your new business and how much each will cost. We will list out your month to month ongoing expenses (Overhead) later in the Financial section, so you do not need to list those now. Do your research because the more accurately you estimate your startup expenses, the easier it will be to see if you have enough capital to start the business.  Finally, make an educated guess at how much money you need to run the business until it becomes profitable (usually about 3-6 months).  Add that amount in the last row on this list.
	Startup Expenses 
	Estimated Amount

	Mortgage/ Rent
	$

	Security Deposit (if leasing)
	$

	Construction Costs
	$

	Renovation/Repair Costs
	$

	Landscaping/ Fencing/ Parking
	$

	Other
	$

	Capital Equipment 
	 

	Furnishings
	$

	Supplies/ Equipment
	$

	Other
	$

	Administrative Expenses
	 

	Business Fees, Permits and Licenses
	$

	Utility Start up costs
	$

	Legal and Accounting Fees
	$

	Business Insurance
	$

	Employee Salaries/ Wages
	$

	Website/ Domain/ Subscription Fees
	$

	Office Supplies
	$

	Computer/ Technology
	$

	Advertising Expenses
	 

	Advertising
	$

	Website Development
	$

	Signage
	$

	Printing/ Post Office
	$

	Clothing (with business logo on it)
	$

	Other/Additional Categories
	 

	Other Expense 1
	$

	Other Expense 2
	$

	Estimate of the cost to run your business and sustain it until it starts making money (usually 3-6 months)
	$

	TOTAL START-UP COSTS
	$


Now, answer the following questions:

In order to launch my new business, I estimate that I need $______________ in start-up capital.

I plan to invest $__________ of my own money in order to cover these start up costs.  Outside of this business, the total amount of my personal bank account balances are currently $___________.  I currently have $__________ much in debt.  (Note:  Investors and lenders want to see that you, as the owner, are investing a good portion of your own money into your business to cover these start up costs – this is called making an Owner Contribution.  Talk about your current financial situation - how much you have in cash and equity (assets), how much debt you have (liabilities), and how much you plan to invest.)
I also plan to raise additional capital of $___________  by ____________________________. (Do you have any business partners?  Friends or family that plan on investing?  Do you plan to apply for a loan or find investors?  Write about that here).
Mission Statement
Instructions:  This is the most important part of your business plan and a chance to convince your audience why your business is so awesome!  Talk about WHY you do what you do, your vision, passion, goals for the future, and what it is you offer. Describing the mission of your business helps you craft your ‘pitch’ so when you meet people and want to tell them about your business, you know what you want to say to get them excited about your business!
___________________ (Name) provides _______________. Our services include __________________.

Our Mission is _________________________.  We stand out from the competition by_______________.  
We value _________________________________________________________________________.
Our customers are ______________________________________ (describe your target customer).  
Their needs are __________________________________________________________________ .

and we meet these needs by _____________________________________.

(Describe Prior Experience)  We have ________  years experience in ______ and we specialize in 
_______________________________________________________________________________.
_________ (Name of business) plans to _____________________ (Outline your goals for the future).   
Our short-term goals are ____________________.  Our long-term goals are ____________________.
After reading this mission statement, readers should have a basic understanding of your business, should be excited about its potential, and should be interested enough to read further.
Company Description
Instructions:  In this section, you will outline the legal structure of your business, where your business is located, how large it is and who the owners or principal members are.  If there’s more than one owner, explain how ownership is divided. If you have investors, explain the percentage of shares they own. This information is important to investors and lenders. 
_______________ (name of business) is a ____________________ (name of your legal structure/ entity - Ex:  Sole proprietorship, LLC, Corporation, Non-profit).  Our business is in the ____________ industry.  (example:  medical industry, child care industry, construction, etc.)  

Describe projected trends for your industry, and how your business will take advantage of these changes in the market: ________________________________________________________________________.
____________________________ (name of business) is located _______________________________.  

The Owner(s) and principal members of this business are _____________________________________.  
We have/ will have  ____________ employees and can serve ______________ (number of customers at a given time).
Products & Services

Instructions:  In this section, use the worksheet to list out each product or service that your business will offer and what price you will charge.  Describe how your product/service meets the needs of your customers or what problem it solves.  Then, describe what you sell and what goes into delivering the product or service to customers, such as client contracts, building relationships with any suppliers, partner organizations, etc.  and how customers will pay you.  Last, describe how you arrived at this pricing.
My Products and Services Include:

	Product/ Service Description
	Pricing (what you will charge)

	
	$

	
	$

	
	$

	
	$

	
	$

	
	$


My products and services meet the needs of my customers by ______________________________.  My 
customers will benefit by ___________________________________________.

My services will be ready to be offered to clients when _______________________________________.  
In order to deliver these services, we will need to ___________________________________________.  
Customers will pay by ___________________.
_______________ (name of business) is priced (high/ medium/ low) compared to our competitors in the 
market.  We are priced this way, because ________________________________________________.  
We arrived at this pricing by: _________________________________________________________________________________.  
Based on this pricing, our projected profits are _______________________  (monthly / yearly).
Marketing Plan
Instructions:  A marketing plan has 5 key elements: 1. Competitive Analysis, where you do research on the competition and report your findings  2. Barriers to Entry, where you describe any barriers your business faces and how you plan to overcome them 3. Target Market research, where you describe in detail who your ideal client/ customer is and how you will find them out there in the world 4. SWOT Analysis, which stands for Strengths, Weaknesses, Opportunities and Threats  5. And finally, Advertising Plan, to describe how and where you will advertise, when you will advertise and how you will close the sale.  You will also state your advertising budget.  Let’s get started!
Competitive Analysis
The following outlines our closest competitors and how we stack up to the competition:
	FACTOR
	Your 
	Competitor 
	Competitor 
	Competitor 
	 

	
	Business
	1
	2
	3
	Importance to Customer

	Hours of Operation
	 
	 
	 
	 
	 

	Price
	 
	 
	 
	 
	 

	 Services Offered
	 
	 
	 
	 
	 

	Knowledge/ Expertise
	 
	 
	 
	 
	 

	Company Reputation
	 
	 
	 
	 
	 

	Location
	 
	 
	 
	 
	 

	
	 
	 
	
	 
	

	Quality/ Aesthetics 
	 
	 
	 
	 
	 

	Advertising Methods
	 
	 
	 
	 
	 

	
	
	
	 
	
	

	Convenience
	 
	 
	 
	 
	 


Notes:

Barriers to Entry

The barriers to entry that our business faces are _____________________________________.  (Examples:  High start up costs, high marketing costs, building a reputation, finding qualified employees, government regs, economy, etc.)

We plan to overcome these challenges, by ______________________________________________.  
Our advantages in the marketplace are _________________________________________________.  
We will maintain consistency and quality in our product by _________________________________.
Target Market Research
Our target customers are:

_____________________________________________________________________________________
____________________________________________________________________________________.  
(Describe their age range, gender, occupation, educational background, how much they earn, where they live, what their household is made up of, etc.)
I will find my target customers by:
_____________________________________________________________________________________
____________________________________________________________________________________.  
(Describe where you will go in the marketplace to find your customers: what types of media outlets do they read/ watch? websites they visit/ where do they go online? What social media do they use?)
Advertising Plan
Describe your advertising plan in detail.  Where, how, and how often will you advertise?

We plan to advertise ______________.  (where and how will you advertise?)

We plan to communicate to customers by ______________________________________________.

The platforms we will advertise on are _________________________________________________.  

Our advertising budget is ________________ over ________________ amount of time.  The person in 
charge of marketing and sales is ___________________.
Once a customer is interested in making a purchase, we will close the sale by _____________________.  Describe what forms of payment you will accept, how you will process payments, issue invoices or receipts, and if you will have contracts
Our cancelation and refund policy is as follows: _____________________________________________.
Insurance Plan

Instructions:  Describe what type of insurance your business will need (ex:  business liability, workers comp, vehicle insurance, etc.)  Where will you obtain insurance and what is the cost?
Our business will carry the following types of insurance:  ____________________________________. 
We will obtain insurance through ____________________  and the cost is ______________________.
Operational Plan

Instructions:  The operational plan is a management and organizational plan that helps you outline how you are going to run the business and delegate different tasks to staff you hire.
Describe any licenses and permits your business needs:  __________________________________.  
Describe any special regulations for your industry and how you plan to stay compliant:______________
_________________________________________________________________________________.
Describe what tasks and aspects of the business you will be responsible for as the owner: ___________
_________________________________________________________________________________.
Describe what type of employees your business will hire and what tasks they are responsible for: 
_________________________________________________________________________________.  
How much will you pay your employees? What qualifications or training do they need?  How many employees will you need?  Where will you find staff to hire?

_________________________________________________________________________________.  
Professional Development Plan

Instructions:  Describe what types of professional develop yourself and your staff will need on an ongoing basis.  For example, training workshops, continuing education, and local or state requirements.  Also, outline any membership associations you belong to.

The requirements of my industry are _____________________________________________________ 
and my professional development plan is _________________________________________________.  
Describe any mentors or advisors you will go to for help: _____________________________________.

Record Keeping Plan

Instructions:  This is a written description of how you will keep records such as business expenses, contracts and policy forms, tax returns, and monthly bank statements.
I will invoice clients/ customers and record payments by: ________________________________.  
(Describe any bookkeeping or accounting software you will use)  I will issue receipts by: 
____________________________________.

I will keep track of business expenses by: ____________________________________.  Pro Tip:  No matter how small your business, remember to open a separate business bank account and keep your personal expenses separate from your business expenses!  Your tax preparer will thank you!
I will put the following information in my contracts with clients: ________________________________.

I will put the following information in my policy forms with staff: _______________________________.
The person in charge of my bookkeeping is _____________________ and the person in charge of my tax 
preparation is/will be ________________________.  
My plan for checking for errors in my record keeping is to review my bank statements:

_______________(indicate weekly, monthly, etc.)
Financial Plan

Instructions:  Your financial plan is perhaps the most important element of your business plan.  This contains your projected Income worksheet, Expense worksheet for monthly overhead, and Profit and Loss Statement to help you budget and forecast your annual profit or loss for the business.

Monthly Income

Instructions:  Estimate how much you believe you will make in sales for any given month.  Fill out the sections below and calculate your total for a monthly sales prediction.
	Descript of Product/ Service Sold
	Date
	Quantity Sold
	Sale Revenue

	 
	 
	 
	 $

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	
	
	Total Gross Income 
	$


Describe how you arrived at these numbers: _____________________________________________.

Monthly Expenses 
Instructions:  Now Estimate how much you believe you will spend in business expenses for a given month.  Fill out the sections below and calculate your total for a monthly expenses prediction.

	Monthly Expenses (Overhead)
	Total $ Amount

	Office Supplies
	 

	Classroom Supplies
	 

	Cleaning Supplies
	 

	Maintenance/Repair
	 

	Legal/ Professional Fees
	 

	Marketing/Advertising/Website
	 

	Accounting/ Software Fees
	 

	Utilities/ Phone
	 

	Contract Labor (substitute teachers)
	 

	Payroll / Employee Wages
	 

	Classroom Snack/ Meals
	 

	Rent/ Mortgage
	 

	Insurance
	 

	Owner Salary
	 

	EXPENSE TOTAL
	$


Can you think of any other expenses not mentioned here?  If so, add those expenses on the line below: 

_____________________________________________________________________________.
Now, look at your total monthly expenses.  Can you describe how you arrived at these numbers?: ____________________________________________________________.

Profit and Loss Statement

Instructions:  A Profit and Loss Statement shows the total amount of profit (or loss) you made for a given period of time.  It is pretty simple:  Your total Gross Income (Revenue) minus your total Expenses will give you your Net Income, also known as your Profit.  Fill in the worksheet below to see what your predicted net profit or loss is:

	
	For Period Ending: 
	

	
	GROSS INCOME
	 

	
	 
	 

	
	 
	 

	
	 
	 

	
	INCOME TOTAL
	$

	
	
	

	
	EXPENSES
	 

	
	Office Supplies
	 

	
	Classroom Supplies
	 

	
	Cleaning Supplies
	 

	
	Maintenance/Repair
	 

	
	Legal/ Professional Fees
	 

	
	Marketing/Advertising/Web
	 

	
	Accounting/ Software Fees
	 

	
	Utilities/ Phone
	 

	
	Contract Labor
	 

	
	Payroll/ Employee
	 

	
	Snack/ Meals
	 

	
	Rent/ Mortgage
	 

	
	Insurance
	 

	
	Owner Salary
	 

	
	EXPENSE TOTAL
	$

	
	NET PROFIT / LOSS
	$


Notes:
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