
Comprehensive Business Plan Outline

1. TABLE OF CONTENTS (Show the page number for each subject)

2. INTRODUCTION Why the business is being formed; growth potential; anticipated profit and return on investment; industry trends; pitfalls; research data performed.

3. BUSINESS DESCRIPTION

a.
Name; Location & reasons for selecting each.

b. Business hours to be maintained; zoning restrictions; licensing; parking facilities.

c. Products and/or Services:

i. Describe product line; features; uniqueness or superiority; benefits.

ii. Price and quality comparisons.

iii. Key suppliers; Production methods; Alternative options.

iv. Proprietary Assets: Patents; Copyrights; Trademarks.

4.
THE MANAGEMENT: BUSINESS ORGANIZATION

a
Form of business organization:  Reasons for selection.

b
The officers: Their experience and salaries. (Resume of key personnel)

c
The employees: Their job descriptions and salaries.

d. Employment policies (employee manual?)

e. Long and short term goals.

f. Timetable & deadlines for accomplishing goals.

5.
MARKET PLAN

a
The Competition:

i. Name-and address of major competitors.

ii. Minor competitors or indirect competition to be considered.

iii. Competitors' strengths; weakness; pricing & marketing methods.

iv. Reasons why customers are expected to do business with us.   (Better prices or quality? Better selection? More reliable? Faster?)

b
The Market:

i.
Identify target markets (Age; Sex; Location; Income; Ethnic Background?)

ii
Determine market opportunities; Size of Market; Expected Share.

iii.
Customer needs and wants. (How were these ascertained?)

iv.
Marketing and sales strategies to be used.

v. Pricing. Promotion, and Distribution methods

6.
FINANCIAL DATA

a.
Capital investment; Equity; Fixed Assets/Indebtedness; Repayment schedule.

b.
Records to be maintained; financial statements to be made. (How often?)

c.
Accounting & inventory control systems to be used. (Accountant's name?)

d.
Cash flow &. Income projections for at least 12 months  (List assumptions used)

e.
Break even sales point.

f.
Key business ratios to be used.

g. Insurance coverage: Assets, unemployment & workman’s comp 

h. Personal & Bank References.

i. Current Balance Sheet

j. Security measures to be implemented (both financial and premise/property)

7. APPENDICES

a. Attach back-up data 

b. Statistics and financial schedules

c. Applicable trade journal articles, etc.


