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I. Executive Summary
Description of Business Idea
Show the originality of your ideas by creatively describing your idea. This is your chance to show the reader that you have a solid business idea based on real market research and hard work on your part. Hint: Start with something other than “My business idea is…”

Summarize all of the following questions in paragraph format (no bullet points) but do not include the questions in the final draft of your business plan.

What is your business idea? What is the name of your business? Why did you choose this business? What is your passion for this venture? What form of ownership structure are you proposing? What consumer need will your idea meet? How will your idea satisfy that need? What critical keys are needed in order for your business to succeed? What skills and resources do you possess that will help your business be successful? What formal education or training will you need for this business? What are the upside/downside risks? (Name only the critical few, those that will make or break your business). What personal investments (financial, time, forgoing other opportunities) will you make in order for your business to be successful? How do you propose to finance this business? (Debt or capital, why?) This section should be approximately one page in length.
Mission Statement
· Develop a mission statement for your business. It should describe the purpose and goal of your business in two or three sentences.

II. Business Analysis

A. Business Goals

· List performance goals and objectives for your business. Goals are what you plan to accomplish and objectives are how you plan to accomplish them. This should show the reader that you have a concrete strategy backed up by facts and figures, supporting your plan. 

	Goals
	Objectives

	1. 
	

	2.
	

	3. 
	


B.  S.W.O.T. Analysis of Business

· What are the Strengths of your business?

· What are the Weaknesses of your business?

· What Opportunities (competitive advantage) does your business have?

· What are the Threats to your business?

C.  Competitive Advantage
· List the primary competitors to your business. Explain their advantages and disadvantages over your business. What makes them better or worse than your business?

	Business Name
	Advantages
	Disadvantages

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


· What is the main competitive advantage of your business: cost, quality, location, selection, speed/delivery, or service? Explain your reasoning in detail.

III. Market Analysis
A.  Target Market
· Who are your typical customers? 
Define your customer demographics by the following:

Age: 
Sex: 
Annual Income:




Education level:

Occupation: 
Household size: 
Location: 
Other:


· What is your market segment? What type of customers would most likely be interested in your business and why? 

· Describe the buying behaviors of your target market. What are they looking for when making a purchase? What influences their purchasing decisions: price, quality, service, personal contacts or a combination of these factors?
B.  Trade Area/Industry Analysis
· In what city(s) and state(s) do you plan to operate your business?

· How many potential customers, specific to your target market are in your trading area? 
· What criteria did you use when selecting your trading area?
IV. Business Strategy

A.  Business Type

· What type of business do you propose; retail, service, manufacturing or wholesale? 
· Is your business a sole proprietorship, a partnership, a c-corporation, a subchapter s-corporation, a limited liability company or a not-for profit organization?
· Explain the advantages and disadvantages of this legal structure for your business.
· What legal or accounting services will you need for your business and why? Will you be consulting with an attorney or CPA regarding your business? 

What is your estimated cost for legal services per hour?
What is your estimated cost for accounting services per hour?
· Describe the insurance coverage (i.e. liability, property, workers compensation, etc.) you will need to protect both the company and yourself. 
How much will it cost for the coverage per year?
B. Licensing and Permits
· List the permits and/or licenses you will need to operate your business and how much will they cost on a yearly basis. 
Permit and/or license




Yearly Cost
1.







$ 
2.







$ 
3.







$ 
4.







$

· List any one-time fees your business will encounter.

· List the organization and/or contact names and phone numbers in charge of issuing the permits and/or licenses you need.

Organization/Contact Name
      Permit/License Name
Phone Number or Website 

1.

2.

3.
· Will you be applying for a patent, copyright or registering a trademark for your business?

V. Organizational Analysis
A. Business Mentors

· Acquire at least three mentors to help you with your business. Y.E.K. recommends including at minimum a CPA, an attorney, and an insurance professional. Also, list a “dream mentor”; someone who would be your ideal mentor for your business. 
Additional mentors should be listed in appendices. 
	Mentor Name
	Occupation
	Key input to your success

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


B. Owner Responsibilities
· In your business what is your title?

· What are your major roles and responsibilities?

C.  Employee Projections

· How many employees do you need to hire (current & future) for your business? 

· Create a job description for each position (designate current or future) in your business. Additional descriptions should be listed in appendices.
Title: 
Duties: 
Qualifications: 
Pay rate: 
Title: 
Duties: 
Qualifications: 
Pay rate: 
· Create a projected hiring chart for one month of business. 
	Position
	Hourly Rate
	Hours / Month
	Total

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	
	


VI. Market Strategy

A.  Marketing Mix – Applying the 4 “P’s”
Branding
· What is your vision for how people will describe your company and its products or services?

· Give 3 feelings or words you want associated with your company.

· Among the competitors in the market, where does your brand fit?

· If your company were a person, how would you describe them; age, attitude, character, etc.?

· How do you plan to measure whether your customer has a positive experience dealing with your company?

Product

· Describe the products and services your company will offer.
· If you have multiple product lines, how do they tie into each other?
Price

· Describe the pricing strategy of your business.
· Cost Based, Demand Based, Competition Based (or combination)
· In your industry, what are average prices for comparable products and services?
· Where did you get this information?
Promotion

· Design a logo to be trademarked for your company and its product/services.

· Design a slogan to be copyrighted for your company and its product/services.

· What are other creative ways you can promote your company and its products and/or services?

Place

· Where will sales of your product or service take place?

· How does this location affect your competitive advantage?

· Besides the sales location, where else do you intend to promote your company?

· Will your company need a physical location (building) to transact business?

· If so, what is the cost per square foot of this location?

· If you have a physical location, please include a layout/floor plan for your company.

· Does the location of your business justify the costs of doing business there?

· What is your vision for an internet presence look like?
B. Marketing Campaign
· How much does your business intend to invest in annual marketing costs?

· What types of promotions will your company use?

· Print, video & internet ads, free & paid publicity, special sales, personal selling, special events, direct mail, samples, vouchers, product placement, bundling, etc. (get creative, this should be fun)
· Out line the different types of promotions, their costs and frequency of use and include them in your first year projections.
	Marketing Budget:

	Frequency
	Promotion Type and Planned Uses
	Cost

	
	
	$ 

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	Total
	
	$


VII. Financial Development

A.  Start-up Assumptions

· Start-Up Costs - Estimate the total amount of start-up costs that you will incur. Include 3-6 months of operating expenses as cash reserves for your business. 
	Category 
	Description 
	Cost

	Starting inventory
	
	$

	Equipment
	
	$

	Computers
	
	$

	Furniture
	
	$

	Fixtures/Shelving
	
	$

	Cash reserve
	
	$

	Supplies
	
	$

	Insurance (Pre-paid)
	
	$

	Utility deposit
	
	$

	Rent deposit
	
	$

	Marketing/Grand Opening
	
	$

	Permits & Licenses
	
	$

	Accounting/Legal (Set-up)
	
	$

	Other
	
	$

	
	
	$

	Total:
	
	$


B.  Funding Assumptions
· What is the total capital needed to cover your start-up costs?

· How will you finance your start-up costs?

· List your sources of financing, the amount, and indicate with a mark whether each is equity, debt or gift.
	Financing Source
	Amount
	Equity
	Debt
	Gift

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	


· If you receive equity financing (investments), what percentage of ownership will you give up to your investors? 
· If you receive debt financing (loan), what interest rate will you pay? What is the term of the loan?
VIII. Financial Analysis
A.  Economics of One Unit of Sale
· Define one unit of sale for your business. If you plan to sell multiple lines of products or services, define what an average unit of sale would be.
Based on the type of business you will operate, select only the appropriate worksheet to compute your Gross Profit. 
	1. Retail/Wholesale Company 

(Use if you are selling a product)



	Selling price per unit (If selling more than one product, give the average price of one sale.)

	$     A

	Cost of goods sold per unit (Be sure to include your wholesale price, shipping costs, and packaging costs for your product.)

	$     B

	Gross profit per unit = A – B = C


	$     C


	3. Service Company 

(Use if you are selling a service)



	Selling price per unit (If selling more than one service, give the average price of one sale or contract.)

	$     A

	Labor
	

	How much are you willing to pay a person for the time it takes to make the completed service(s)? (Labor cost per hour, days, minutes)

	$     B

	How long does it take to perform your service(s)? (Minutes, hours, days)

	     C

	Labor Cost per Unit = B x C = D


	$     D

	Supplies
	

	What is the cost of supplies per service? (If selling more than one service, give the average supply cost of one sale or contract.)

	$     E

	Cost of services/goods sold per unit = D + E = F


	$     F

	Gross profit per unit =A – F = G

	$     G


	2. Manufacturing Company 

(Use if you’re creating a product)



	Selling price per unit (If selling more than one product, give the average price of one sale.)

	$     A

	Labor
	

	How much are you willing to pay a person for the time it takes to make the completed product(s)? (Labor cost per hour, days, minutes)


	$     B

	How long does it take to make your product(s)? (Minutes, hours, days)


	     C

	Labor Cost per Unit = B x C = D


	$     D

	Supplies
	

	What is the cost of supplies per unit? (Include any raw materials needed to make the product. If selling more than one product, give the average supply costs of your products.)


	$     E

	Total Variable Cost of goods sold per unit = D + E = F


	$     F

	Gross profit per unit =A – F= G

	$     G


B.  Identification of Fixed and Variable Costs
· List those costs of your business that are fixed. These are costs that do not change in relation to the amount of sales from your business; Utilities, Salaries, Advertising, Insurance, Interest, Rent, Depreciation, etc.
	Category
	Description
	Cost

	Utilities
	
	$

	Salaries
	
	$

	Advertising
	
	$

	Insurance
	
	$

	Interest (on loan)
	
	$

	Rent 
	
	$

	Depreciation
	
	$

	Unforeseen costs (repairs)
	
	$

	Other
	
	$

	Total Monthly Fixed Costs:
	
	$


· List those costs of your business that are variable and that are not included in your economics of one unit. These are costs that change due to the amount of sales from your business.

	Category
	Description
	Cost

	Packaging 
	
	$

	Shipping/Postage
	
	$

	Credit Card Service Charges
	
	$

	Other
	
	$

	Total Monthly Variable Costs:
	$


C.  Projected Income Statement

· Complete a one-year income statement for your business using your monthly projected budget. Please use the YEK Income Statement (Excel Spreadsheet) to complete this section.
D.  Financial Feasibility
Calculate the following financial information using the data from your projected income statement and your business plan.

· What is the payback (in years) on your start-up investment? In other words, how long will it take you to earn enough profit to cover your start-up costs?

  

    Payback= (Total Start-up Costs / Net profit per month) X 12
· What is your Return on Sales (ROS)? How much of your sales is profit for the business? 

ROS% = Net profit per year / Total Sales per year (revenue) X 100
· What your Return on Investment (ROI)? How much profit is the business making from what is invested in it? 
ROI%=Net Profit per year / Start-up costs X 100
· What is your Break Even Point; how many units do you have to sell in order to cover all your expenses for the month? 
Breakeven Units=Monthly Fixed Costs / Gross Profit per Unit 

IX. Transition Strategy
· When your business is a success, how will your involvement change?

· If your business does not meet your expectations of success, what adjustment or changes will you make in your business?

· If you need to transition out of your business what steps will you take?
