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A SIMPLIFIED GUIDE TO CREATING A BUSINESS PLAN

Planning is The Key to Success

A well-conceived business plan is the foundation of the long-term success of any venture.  A shorter version of your comprehensive business plan is an essential part of a loan application process.  To help you develop a solid business plan and prepare a loan request, SCORE has developed the following Business Plan Guide.

This guide provides you with a comprehensive list of major topics that you must consider in developing your plan.  It includes a checklist that you can use to gather and evaluate information.  “Planning your Plan” is most important.  DON’T attempt to start writing your plan until you have done all the necessary research and explored your entrepreneurial idea from every aspect.

You are probably already aware that there are literally hundreds of sample plans and plan ‘templates’ on the Internet and in dozens of ‘how-to’ business books.  Use these for what they are worth.  Our only caution is that your plan should be “your plan” and not the fill-in version of what some business school professor has put together.  Complete instructions can be found at www.score.org.  Click on “Business Toolbox”, then on “Templates” and scroll down to “Instructions for a Business Plan for a New Business”.
Elements of a Successful Business Plan
Introductory Elements:

Cover Page

Include the name of your company, your name, address, phone, fax and e-mail address.  Don’t forget to include a date.  This page is your opportunity to make a good first impression.  A representation of your logo, a photo of your storefront or a picture of your unique product might be just the thing here.  Using color on this page might be well worth the cost.

Table of Contents
List the major topics with page numbers.  (Plan pages must be numbered and must agree with the Table of Contents.)  A reader shouldn’t have to scramble to find a section of interest. 

Plan Summary
Plan on using just a one-page summary of your plan (or no more than 10% of the number of pages with copy).  For loan purposes your total plan should not exceed 10 or 12 pages, so don’t overburden it with a summary that repeats word-for-word what is in the pages following.  Do the Plan Summary last!

Mission Statement
Many would insert an elaborate mission statement next.   They are certainly not required, but if you are so inclined to have one, keep it simple, a phrase or two to hang on the wall for both customers and employees to see.  Avoid religious references or other statements that may offend some. 
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Business Description:

· The industry your business is in....
· Describe your company….
· Your particular product or service….
· How you are different….
· Positioning….
· Your pricing strategy….
Management and Business Structure:

· Description….
· Ownership and structure….
· Outside advisors/significant support structures….
The Market:

· Who are your customers?
· The market size and trends….
· Your competition, how you will beat them….
Sales and Marketing Strategy:

· To whom…

· Distribution method….

· Advertising and promotion….

Business Status:

· Stage of development….
· Costs to complete….
· Labor requirements….
· Capital and expense requirements….
Other:

· Risks to the enterprise….
· Contingency plans….
Financial Statements:

Further in this guide we display sample financial projection forms, which formats could be used in your own business plan.  It is only the actual Start-up Balance Sheet column that is based on real numbers.  Financial projections, sometimes called pro forma statements, become increasingly ‘fictional’ as you attempt to go further ahead in time.  Therefore, we have selected 3-year projections as appropriate for start-up businesses.   Obviously, mature businesses would be able to present backward looking statements based on real numbers.  The most important statements for a new business are the projections of Cash Flow.  Cash is the lifeblood of any new venture.  When you have completed these particular statements you should be able to pinpoint the breakeven point.   It might be helpful to a potential lender if you show this graphically.  Once your business is mature you will likely rely more on Income Statements, which include non-cash items like depreciation. 

It is important to explain the basis of your projections, likely in an introduction to the Financial Section.  For instance, if you base your sales projections on the number of customers you expect to serve, cite some examples of similar businesses you have observed.
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Addenda or Appendix:

In this attachment to your plan you will want to include all those things that would clutter up your plan and possibly take away from its key elements or contain information that you don’t want to share with any except clearly interested lenders or investors….

Here are some examples of ‘addenda’ items:

1. Principals’ and key management résumés.

2. Maps.

3. Leases.

4. Photographs.

5. Franchise documentation.

6. Zoning documentation.

Typical Additional Supporting Documents Required by Lenders:

1. Loan application.

2. Capital equipment list.

3. ‘Breakeven’ analysis.

4. Signed personal financial statements of the principals.

5. Copies of complete individual tax returns of the principals (last 3 years.)

6. Copies of necessary professional or other special licenses.

4-4

1ST YEAR CASH FLOW PROJECTION (BY MONTH)

[image: image1.wmf]CASH FLOW PROJECTION-FIRST YEAR BY MONTH

Name:_____________________

Fiscal Year Begins:

________

Pre-

Startup 

EST

Mo.1

Mo.2

Mo.3

Mo.4

Mo.5

Mo.6

Mo.7

Mo.8

Mo.9

Mo.10

Mo.11

Mo.12

Total Year

Cash Position 

(beginning of period)

CASH RECEIPTS

Cash Sales

Accts. Rec. Receipts

Loan/ other cash inj.

TOTAL CASH 

RECEIPTS

Total Cash Available 

(before cash out)

CASH PAID OUT

Inventory

Equipment

Supplies

Employees' Wages

Payroll Expenses

Outside services

Janitorial/Maintenance

Advertising & Mktg.

Car, delivery & travel

Accounting & legal

Rent

Telephone

Utilities

Insurance

Taxes, except income.

Interest

Postage/shipping

Miscellaneous

SUBTOTAL

Loan principal payment

Capital Equipment 

Other startup costs

Reserve

Owners' Withdrawal

TOTAL CASH PAID 

OUT

Cash Position (end of 

period)

ESSENTIAL OPERATING DATA (non cash flow information)

Sales Volume 

(dollars)

Accounts 

Receivable

Bad Debt (end of 

month)

Inventory on hand 

(eom)

Accounts Payable 

(eom)

Depreciation
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2ND & 3RD YEAR CASH FLOW PROJECTIONS (BY QUARTER)

[image: image2.wmf]Enter Company Name Here

Fiscal Year Begins:

Yr.2-Q1

Yr.2-Q2

Yr.2-Q3

Yr.2-Q4

Total Yr.2

Yr.3-Q1

Yr.3-Q12

Yr.3-Q3

Yr.3-Q4

Total Yr.3

Cash on Hand 

(beginning of 

month)

CASH RECEIPTS

Cash Sales

Accts. Rev. Receipts

Loan/ other cash inj.

TOTAL CASH 

RECEIPTS

0

0

0

0

0

0

0

0

0

0

Total Cash 

Available (before 

cash out)

0

0

0

0

0

0

0

0

0

0

CASH PAID OUT

Inventory

Equipment

Suppliues

Employee's Wages

Payroll expenses 

(taxes, etc.)

Outside services

Supplies (office & 

oper.)

Repairs & 

maintenance

Advertising & Mktg.

Car, delivery & travel

Accounting & legal

Rent

Telephone

Utilities

Insurance

Taxes (real estate, 

etc.) NOT INCOME

Interest

Postage & Shipping

Other (specify)

Other (specify)

Miscellaneous

SUBTOTAL

0

0

0

0

0

0

0

0

0

0

Loan principal 

payment

Capital purchase 

(specify)

Other startup costs

Reserve and/or 

Escrow

Owners' Withdrawal

TOTAL CASH PAID 

OUT

0

0

0

0

0

0

0

0

0

0

Cash Position (end 

of month)

0

0

0

0

0

0

0

0

0

0

ESSENTIAL OPERATING DATA (non cash flow information)

Sales Volume 

(dollars)

Accounts Receivable

Bad Debt (end of 

month)

Inventory on hand 

(eom)

Accounts Payable 

(eom)

Depreciation
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1ST, 2ND, 3RD YEAR PROJECTIONS OF INCOME (BY YEAR) 

	Name of Company:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	Fiscal Year:
	
	
	
	
	
	

	
	
	
	YEAR 1
	YEAR 2
	    YEAR 3
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	Revenue
	
	
	
	
	
	

	
	
	Mdse Cost (COGS)
	
	
	
	
	
	

	
	
	Gross Profit
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	Expenses
	
	
	
	
	
	

	
	
	Salaries, Office & Exec
	
	
	
	
	
	

	
	
	Benefits & FICA, etc.
	
	
	
	
	
	

	
	
	Employees' Wages
	
	
	
	
	
	

	
	
	Benefits & FICA, etc.
	
	
	
	
	
	

	
	
	Acounting & Legal
	
	
	
	
	
	

	
	
	Advertising & Mktg.
	
	
	
	
	
	

	
	
	Rent 
	
	
	
	
	
	

	
	
	Depreciation
	
	
	
	
	
	

	
	
	Supplies
	
	
	
	
	
	

	
	
	Rent 
	
	
	
	
	
	

	
	
	Telephone
	
	
	
	
	
	

	
	
	Utilities
	
	
	
	
	
	

	
	
	Insurance
	
	
	
	
	
	

	
	
	Taxes (real estate etc.)
	
	
	
	
	
	

	
	
	Interest
	
	
	
	
	
	

	
	
	Janitorial/Maintenance
	
	
	
	
	
	

	
	
	Postage/Shipping
	
	
	
	
	
	

	
	
	Miscellaneous
	
	
	
	
	
	

	
	
	Other expense (specify)
	
	
	
	
	
	

	
	
	Total Expenses
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	Net Profit 
	
	
	
	
	
	

	
	
	Income Taxes
	
	
	
	
	
	

	
	
	Net Profit After Tax
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	Adj. To Retained Earnings
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	Note:  Income taxes do not apply to business structures that 'pass through' earnings to owners.
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ACTUAL/PROJECTIONS

START UP, 1ST, 2ND, 3RD YEAR BALANCE SHEETS (BY YEAR) 

[image: image3.wmf]Enter your Company Name here

Actual

Projected

Projected

Projected

Start

End of Yr.1

End of Yr.2

End of Yr.3

Assets

Current Assets

Cash in bank

Accounts receivable

Inventory & supplies

Prepaid expenses

Other current assets

Total Current Assets

Fixed Assets

Machinery & equipment

Furniture & fixtures

Leasehold improvements

Land & buildings

Other fixed assets

(LESS accumulated depreciation 

on all fixed assets)

Total Fixed Assets (net of 

depreciation)

Other Assets

Intangibles

Deposits

Goodwill

Other

Total Other Assets

TOTAL Assets

Liabilities and Equity

Current Liabilities

Accounts payable

Interest payable

Taxes payable

Notes, short-term (due within 12 

months)

Current part, long-term debt

Other current liabilities

Total Current Liabilities

Long-term Debt

Bank loans payable

Notes payable to stockholders

LESS: Short-term portion

Other long term debt

Total Long-term Debt

Total Liabilities

Owners' Equity

Invested capital

Retained earnings - beginning

Retained earnings - current

Total Owners' Equity

Total Liabilities & Equity
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NEW BUSINESS PLANNING CHECKLIST

Form of Ownership: ____________________________________________________________________

Division of Ownership: _________________________________________________________________

_______________________________________________________________________________________

Key Personnel, including Non-owners: ___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Nature of Business:  __________________________________________________________

___________________________________________________________________________

Business History:  ____________________________________________________________

Competition & How we are Different:  ___________________________________________

___________________________________________________________________________

Regulatory or Environmental Issues:  ____________________________________________ 

___________________________________________________________________________

Major Product Suppliers:  _____________________________________________________

___________________________________________________________________________
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Sales & Marketing Strategy:  ___________________________________________________

___________________________________________________________________________

Distribution Methods:  ________________________________________________________

Trends & Demographics:  _____________________________________________________

___________________________________________________________________________

Customers:  ________________________________________________________________ 

___________________________________________________________________________

Terms of Sale:  ______________________________________________________________

Product Mix:  _______________________________________________________________

___________________________________________________________________________

Production:  ________________________________________________________________

Accountant:  ________________________________________________________________

Lawyer:  ___________________________________________________________________

Insurance Agent:  ____________________________________________________________

Banker:  ___________________________________________________________________

Contingencies:  ______________________________________________________________

Loan or Equity Requirements and how Funds will be used:  _________________________

___________________________________________________________________________

___________________________________________________________________________
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Other Notes: _______________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________













The material in this document is presented solely as a public service by SCORE® Chapter 72 and has been obtained from one or more 

Public or private sources.   No opinions, findings, conclusions or recommendations expressed herein necessarily reflect the views of SCORE.

