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Greater Peterborough Business Development Centre Inc
  A Community Futures Development Corporation

BUSINESS PLAN OUTLINE

Introduction

A business plan is a guide for business success! Operating your business without a plan is like planning a road trip without a map. 

Your business plan is an essential document that outlines the objectives of your proposed business and the method of achieving these results.  All relevant information concerning the purpose of the business such as, supply and demand in the market place, marketing details to attract potential users, cost of start-up, total loan requirements as well as anticipated returns should be components of the plan.

This detailed plan will allow you to:

• demonstrate viability of the operation

• organize your plan of action

• define your goals for success

The enclosed layout will guide you in providing information for your proposed business plan and assist you in organizing requirements for the establishment of your business. 

Feel free to contact the Greater Peterborough CFDC for additional resources or to schedule an appointment with our Business Development Officer for assistance.

For more information, please contact:

Greater Peterborough CFDC

351 Charlotte Street

Peterborough, ON

K9J 2W1

TEL: 705-745-5434

FAX: 705-745-2369

www.cdc.on.ca
Elements of a Business Plan

1. COVER PAGE

2. EXECUTIVE SUMMARY

3. BUSINESS DESCRIPTION

4. MARKET DESCRIPTION

5. MARKETING STRATEGY

6. OPERATIONS

7. FINANCIAL PLAN

8. APPENDICES

DESCRIPTION OF OUTLINE

1. COVER PAGE

• business name, address, phone number

• contact’s name, address, phone number

• date
2. EXECUTIVE SUMMARY

The executive summary should be written after the plan is complete. This will summarize the main facts and plans of your business and will outline funding requirements and sources. This summary should not be more than 1 page long.

3. BUSINESS DESCRIPTION

Describe your business in detail including:
a) product(s) and/or service(s) provided

b) type of business (ex: manufacturing, retail, service)

c) status of business (ex: start-up, expansion, takeover)

d) ownership (ex: sole proprietorship, partnership, corporation, franchise)

e) if it’s a new business, give the anticipated opening date


• describe the geographical trade area anticipated


• list the hours of operation


• describe any seasonal trends anticipated

f) if it’s an existing business:


• provide a brief history of the operation


• provide date of registration or incorporation


• list sales, gross margins, and profits to date

4. MARKET DESCRIPTION

• Environment
The “environment” in which your business operates is something you cannot control. Any or all of the following environmental factors may have an impact on your business. Explain whether or not these factors will create threats and/or opportunities for your venture, and why.

a) Demographics


ex: aging population, increasing number of two-income families, more working women, 
increasing/decreasing population, etc

b) Economics


ex: interest rates, average income levels, unemployment levels, general economy of the 
country 
or region, etc.

c) Social 


ex: increasing environmental concerns, changing moral values, etc.

d) Technological


ex: any new technological advances

e) Political


ex: any changes in government legislation, licensing, etc.

• Competition

Every business has competition, whether it’s direct or indirect. Never underestimate the competition!

a) Estimate the number of competitors who sell similar products and/or services in your trade area

b) Indicate if the number of competitors is increasing or decreasing and explain why

c) Use the following chart to evaluate the competition vs. your business Evaluate the businesses from a customers point of view. What’s important to them? You can use the technique of “secret shopper” to get results for your comparison.

Note: the factors that you use can be tailored to your industry.
	Factors
	My business
	Competitor #1
	Competitor #2
	Competitor #3

	Age of business
	
	
	
	

	Customer Service (refund policy, friendliness of service, etc.)
	
	
	
	

	Hours of operation
	
	
	
	

	Convenience of Location
	
	
	
	

	Advertising
	
	
	
	

	Pricing
	
	
	
	

	Quality and Selection of Product
	
	
	
	


d) Outline the strategy you will use to be competitive. How will you overcome the areas of your business that are weaker than the competitions?
• Market (customers)
a) Note how many potential customers there are in your trade area

b) Give a profile of your “target customer/market”


ex: the characteristics of the people who are most likely to buy your product and/or service

• Industrial Market (selling to other businesses):

ex: what type of business, size, product application, frequency and size of typical 
orders, 
decision-maker, etc.

• Consumer Market (selling to the public):


ex: age, income, family size, education, lifestyle, frequency of purchase, decision-maker, 
etc.

c) Explain why your target market buys the product(s) and/or service(s) you will sell and explain what need(s) are being filled by these product(s) and/or service(s).

d) List the major criteria your customers use when deciding who to buy from


ex: price quality, delivery time, level of customer service, credit terms, reputation, product 
features, etc.

e) Explain why customers will purchase from you rather than your competitors

5. MARKETING STRATEGY

• Product
 Fully detail the products and services you plan to sell (think of this as your “menu”)

• Pricing
a) List the prices you will charge for your product(s) and/or services
b) Show how these prices are calculated.

c) Calculate the average cost of your product(s) and/or services(s) for you the producer.
• material component

• labour component
d) Provide the credit terms, if any, you will offer to your customers and your policy on refunds/exchanges.

e) List any discounts and/or allowances you will offer to your customers

• Place
a) Location
• Describe your business location in detail

ex: cost, access to customers, location of competition, appearance, zoning, security, access to transportation lines, parking facilities, traffic flow, access to employees, community services, compatibility of neighboring businesses, etc.

b) Distribution (Manufacturers Only)

• Explain how you will distribute your product to the end-user

ex.: wholesalers, distributors, retailers, etc.

• List and describe any of the agents who have already agreed to distribute your product

• Include a copy of any contract(s) you have signed with your distributor(s) as an appendix to     your business plan

• Promotion
a) Describe the methods you will use to promote your product(s) and/or service(s)
b) List all costs associated with your planned promotional ideas
c) Outline the amount you intend to spend on promotion in the next year and how the funds will be budgeted
d) Use the following chart to detail your promotions.
	Date
	Type of Advertising
	Expected Results
	Cost

	January
	Newspaper Ad with Coupon
	Track # of target customers reading this newspaper

Attract new customers with coupon
	$200.00 per month (+ 10% discount of coupon)

	January
	Personal Selling
	???
	$0.00

	February
	Guest Speaker at charitable event
	Donation of door prize and speech will generate awareness of and goodwill towards  business 
	Cost of door prize


6. OPERATIONS

• Personnel

a) List the job titles and a brief description of all positions to be created/maintained by your business (include owner(s))

b) Indicate whether the job titles listed are full-time or part-time positions

c) Provide the wage or salary each of the employees will be paid

d) Detail plans to hire additional employees in the next 1 –3 years

e) Include the resume(s) of any owner(s) or key personnel in the appendix of this plan
• Product

If you are manufacturing a product, describe the production process in layperson’s terms.

• Business /Technical Advisors
List the names, addresses and functions of any individuals or organizations who will be working with you to ensure your business is a success

ex.: consultants, lawyers, professional associations, accountants, etc.

• Suppliers

a) List your major suppliers
b) List the product(s) and/or material(s) each supplier will sell to you, details on the credit terms you will receive, turn-around times, etc.
c) List back-up suppliers in case of emergency

• Government Regulations
List government regulations (business name registration, GST, PST, EHT, WCB, employee deductions, etc.) licenses, permits and insurance requirements that pertain to your business

7. FINANCIAL PLAN

• Financing Requirements
a) List (be very specific) all items for which you require financing

b) Provide an estimated cost for each item listed

• Sources of Financing
a) list proposed sources of financing and the amount that you anticipate each source will provide to your business venture

b) detail the repayment terms for each funding source i.e. owner’s investment, term loans, line of credit , venture capital, other investors, etc.

c) include confirmation letters in the appendices for any lender(s) and/or investor(s) that have already agreed to help finance the business

d) financial statement projections


• projected cash flow statement (should be detailed on a monthly basis for a minimum of 

  
  one year) see attachment for explanation of cash flow statement
            • projected income statement

            • projected balance sheet

            • break-even sales analysis

            • sensitivity analysis (i.e. worse-case scenario, best-case scenario)

8. APPENDICES

a) resume(s) of the owner(s) and key personnel

b) personal financial statement of each owner (and their spouse, if applicable) (see form provided     by the CFDC)

c) letters of support from vendors/suppliers/customers

d) copy of major contract(s)

e) copy of lease or purchase agreement(s)

f) quotation on any major planned purchases

g) photos/maps of business area, store layout, competitors’ locations, etc.

h) promotional items (sample ads, brochures, menus etc.)
Elements of a Cash Flow Projection

	month
	1
	2
	3

	Cash Receipts
	 
	 
	 

	Cash Sales
	 
	 
	 

	Collection of Accts Rec
	 
	 
	 

	Loan Proceeds
	 
	 
	 

	Total Cash Receipts A
	 
	 
	 

	 
	 
	 
	 

	Cash Disbursements
	 
	 
	 

	Purchase of Inventory
	 
	 
	 

	Purchase of Fixed assets
	 
	 
	 

	Accounting & Legal Fees
	 
	 
	 

	Advertising
	 
	 
	 

	Vehicle and Travel Expense
	 
	 
	 

	Business Tax, Fees, Licenses
	 
	 
	 

	Property Tax
	 
	 
	 

	Management Salaries
	 
	 
	 

	Other Wages
	 
	 
	 

	Employee Benefits, Payroll Taxes
	 
	 
	 

	Insurance
	 
	 
	 

	Interest and Bank Charges
	 
	 
	 

	Payments on Loans/Mortages
	 
	 
	 

	Maintenance and Repairs
	 
	 
	 

	Freight
	 
	 
	 

	Telephone
	 
	 
	 

	Utilities and Heat
	 
	 
	 

	Office Expenses and Postage
	 
	 
	 

	Other Operating Expenses
	 
	 
	 

	Tax Remittance, 15%
	
	 
	 

	Total Cash Paid Out B
	 
	 
	 

	
	
	
	

	Cash Surplus or (Deficit)    (A-B)
	 
	 
	 

	Opening Cash Balance          C
	
	 
	 

	Closing Cash Balance            D
	 
	 
	 




	month
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	Totals

	Cash Receipts

	Cash Sales
	
	
	
	
	
	
	
	
	
	
	
	
	

	Collection of Accts Receivable
	
	
	
	
	
	
	
	
	
	
	
	
	

	Loan Proceeds
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Cash Receipts   A
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Cash Disbursements

	Purchase of Inventory
	
	
	
	
	
	
	
	
	
	
	
	
	

	Purchase of Fixed assets
	
	
	
	
	
	
	
	
	
	
	
	
	

	Accounting & Legal Fees
	
	
	
	
	
	
	
	
	
	
	
	
	

	Advertising
	
	
	
	
	
	
	
	
	
	
	
	
	

	Vehicle and Travel Expense
	
	
	
	
	
	
	
	
	
	
	
	
	

	Business Tax, Fees, Licenses
	
	
	
	
	
	
	
	
	
	
	
	
	

	Property Tax
	
	
	
	
	
	
	
	
	
	
	
	
	

	Management Salaries
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other Wages
	
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Benefits, Payroll Taxes
	
	
	
	
	
	
	
	
	
	
	
	
	

	Insurance
	
	
	
	
	
	
	
	
	
	
	
	
	

	Interest and Bank Charges
	
	
	
	
	
	
	
	
	
	
	
	
	

	Payments on Loans/Mortgages
	
	
	
	
	
	
	
	
	
	
	
	
	

	Maintenance and Repairs
	
	
	
	
	
	
	
	
	
	
	
	
	

	Freight
	
	
	
	
	
	
	
	
	
	
	
	
	

	Telephone
	
	
	
	
	
	
	
	
	
	
	
	
	

	Utilities and Heat
	
	
	
	
	
	
	
	
	
	
	
	
	

	Office Expenses and Postage
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other Operating Expenses
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tax Remittance, 15%
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Cash Paid Out   B
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Cash Surplus or (Deficit)    (A-B)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Opening Cash Balance          C
	
	
	
	
	
	
	
	
	
	
	
	
	

	Closing Cash Balance            D
	
	
	
	
	
	
	
	
	
	
	
	
	


 CASH FLOW PROJECTION
This is the loan you hope to receive. Show total amount in first month





This is the collection of money owed from a past month’s sale





These are gross sales of 


goods/services this month**





This is the cost of inventory or materials needed to create inventory





This is the equipment/real estate to be purchased





Don’t forget to factor in the repayment of the loan you are seeking!





The projection should forecast a full year of cash flow broken down by month





For the first month of start-up this box will be blank.  If there is a deficit or surplus at the end of month one, it will go in box D.





The amount in this box at the end of each month moves into Box C for the following month. [whether it’s (-) or (+)]





** Gross sales can be calculated using a break even analysis. This is where you total your expenses for the month and determine the number of units you would have to sell to just cover those costs. If the number of units that must be sold to break even seems too high, you need to look at cutting some costs for that month. This is a good start to projecting sales. If you know that one time of the year will be busier, try adding a reasonable number of units to sell for that month.
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