APPENDIX 1

Business Plan Outline

I. The Business Description

What is the name of your business? Where will your business be located? Is the busi-
ness full-time, part-time, seasonal, etc.? What days/hours of the week will you operate
the business? What is the status of your business? (startup, expansion, etc.) Why did you

or why are you starting the business? What is the rationale for the business?

Il. The Marketing Plan

Products/services: What are the features of your product/service? What is unique/
different about it? What are the benefits to your customers? How does your product/
service satisfy your customer’s needs?

Target market: Who are your customers? (geographic area, age, gender, lifestyle,
taste, preferences, etc.) What is the size (statistics, if available) of this market? Is it sta-
ble/growing/shrinking? What are the local and/or national trends in this industry?

Competition: Who are your five nearest competitors? (List them.) What are their
strengths and weaknesses? Who are their customers? What are their prices? Is their busi-
ness steady/increasing/decreasing? Why?

Position: How will your business be positioned against your competition? Where does
your business fit in? (better service, lower price, special niche, etc.)

Marketing strategies: Promotion/Advertising: How will you attract customers? How
will you promote sales? How will you keep customers? How can you expand your market?
How does your promotion/advertising reach your target market?

Packaging:

* Foraproduct business: In what will your product be presented? A bag with your busi-
ness name and logo? A box? (Attach if available.)

+ Fora service business: What will your business cards, stationery look like? (Attach if
available.)

Physical distribution (if applicable): How will you get your product to your custom-
ers? Will they come to your place of business or will you offer to deliver it to them? What
are the costs and benefits for this distribution method?

Pricing: What is/are the price(s) of your products and/or services? Why will your

customers pay your price? If your price is higher than your competition, what special
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advantages do you offer to justify the higher price? If your price is lower than your com-

petition, is your price profitable?
[ll. Operational Plan

Facilities: Where will your business be located? (home or retail/office and address)
List the licenses and/or permits (sales tax, health code, city licenses, etc.) necessary for
your business location.

Manufacturing plan (if applicable): Describe the manufacturing process for your
product, including the time necessary for each stage of the process.

Management: What is your experience—operational and managerial-in this busi-
ness? Why will you be successful in this business? Have you spoken with others in this
business? What was their response? Do you have management experience in another
type of business? (managing household, running a fundraiser, etc.) What professional
resources will be availabie to you? (accountant, lawyer, other support)

Personnel (if applicable): Will you have employees now? In one year? In five years?
What jobs need to be done? Who wili do the jobs? Will your employees be full or part-
time? Will you pay salaries or hourly wages? Will you provide fringe benefits? (health

insurance, etc.) Will you train your personnel?

IV. Financial

Loan requested and uses of funds (if applicable): What are the sources and uses
of funds? How much money is requested? How will the money be used? (List specific
items to be purchased and extra cash as “working capital.”) How will this loan make your
business profitable? Provide cash flow projections with notes. (How will the money be

used monthly?)
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