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WHY PLAN?

In order to succeed in business, you must know where you intend to go and how you are going to get there. In the process of planning, you will identify, assess, and determine how to deal with many potential problems. Unless you and your investors are prepared to lose a lot of money and endure considerable frustration in facing problems you have not foreseen, it is far better to undertake the time-consuming job of planning.

A thoughtful, responsible planning effort based on careful fact gathering and analysis will help you as a business owner to protect and enhance your investment of time and money.

Planning is one of management's most important tools. Just as a contractor would not start to build a building without plans, no manager should be building his business without a plan. The plan provides a link to all the essential people connected with a business so that they are working toward the same objectives. The plan also establishes checkpoints to measure progress and to trigger corrections if necessary.

Responsibility for business planning lies with the owner or manager. Although this planning responsibility cannot be delegated, the involvement of other management people (in companies large enough to have key department managers) is critical. Management team participation provides a combination of perspectives that may not otherwise be available. Also, team development of the plan creates a sense of ownership by the people likely to be responsible for its implementation and aids in their personal development.

Planning is hard work; in fact, it is some of the most difficult and challenging work that management does. The more effort put into planning, the more complete and accurate the result, and the greater the value of the plan to management. Time and thought invested now in analyzing and planning your business will continually pay off.

HOW TO PLAN

There is no one right way to prepare a business plan. What you do and how you do it depends on you, your company, and your particular circumstances.  

It is important, however, to know and consider the topics usually critical to the success of your business, and the topics that interest people who may be in a position to work with you. Keep in mind those who might provide financing, join your venture, or otherwise become involved in your business world.

When a business plan is well done and properly presented, it can be extremely convincing. It should convince you that your undertaking represents a sound investment for your own time and money. It should convince others that your business can be an attractive place in which to invest venture capital, or that it can be an acceptable candidate for a loan.

This Business Planning Guide covers the topics you need to consider in planning, organizing, staffing, directing, and controlling your business. Look at them first as a management tool.

Not all guidelines, questions, and examples will apply to your business. Some are intended to stimulate your thinking so you can evaluate what is pertinent. Include topics that apply and omit those that do not. For example, if yours is a new business; omit history; if yours is a distribution business, omit considerations of manufacturing and research and development.

Outside planning assistance may add value to your planning efforts. But it is important that you develop your own business plan, even though you may have help with the process.

Regardless of whether you receive assistance:

· The finished business plan must truly represent your own thinking and concepts.

· You must have developed, and have conviction in, the strategies and operating plans your business plan outlines.

· You must be able to understand thoroughly and discuss all parts with confidence. No one can do that for you.

A final suggestion: Be concise, but furnish enough information to establish the credibility of your statements.

