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	Overview
The first section of your plan briefly explains what your business idea is. It should contain all necessary information to give the reader a brief overview of your idea. Give a clear statement of all the important elements of the business and explain who you are, what you do, and why you can do it better than your competitors. 
Be sure to explain if this is a new venture or if you are expanding on an existing business. Give some background on the founders and how the business has performed to this point. 
Describe significant accomplishments and highlight how they have positively affected the company.

And remember, this is a summary of the following sections in your business plan.  Consider this section your elevator pitch! Assume your readers know nothing about your business plan. 
Some of the following questions might help:
· When did the business start or when will it start?
· What is your product or service?
· Who is involved in the business?
· Where is the location of the business?
· What are you hoping to achieve with the business plan?
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	Overview
This section covers your business idea, what it is about and how it works. Describe why the product/service delivers value to your customers and what makes your product/service attractive. Outline who manages the company. 
Include your plans to accomplish your company’s goals. 

Some of the following questions might help:
· How do you create awareness for your product/service or business?
· How will you make your money? (Selling a product, offering a service, commissions or other forms of revenue)
· Is your business seasonal? 
· What makes your idea unique and sets you apart from others like you?
· How will you stay ahead of the competition?
· What will make your customers return?
· How and by whom will this company be managed?
· What type of business are you proposing (sole proprietorship, partnership or corporation)?
· What are your goals for the company?
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	Mission Statement
This is a formal, short, written statement of the purpose of a company or organization. The mission statement should guide the actions of the organization, spell out its overall goal, provide a sense of direction, and guide decision-making. 

Objective
Ideally, your objective will be measurable and state what your business wants to attain or accomplish. 
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	Overview
It’s important that you understand the industry in which you plan to operate. 
Give an overview of the whole industry and try to find some statistics to support your statements. This isn’t a sales pitch but an information section - stick to the facts! The reader of the business plan may not know anything about the industry within which you want to operate. To understand your business, they need to know about the industry and any relevant trends. 

Industry Examples
	You want to offer boat tours in Halifax Harbour
	Tourism Industry

	You want to sell running shoes
	Clothing Industry

	You want to open a restaurant
	Food Service Industry



Some questions to help you through include:
· What is the size of your industry?
· How much money was spent in this industry in all of Canada? In your Province? In your city?
· Where is this industry going (trends, changes)?
· Are you going after the entire industry or a segment?
· Where will your company fit (supplier, end user, etc)?

	  Notes
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________


Industry 	         4
 	         9

	Overview
Market analysis is different from your industry analysis. Now that you have helped the reader understand the big picture, you need to show what part of that picture you will be focusing on. 
For example, if you own a shoe store that specializes in running shoes, your industry would be the footwear industry. The market you would be competing in would be footwear, and your target market segment is running shoes. Other market segments would include basketball shoes, casual shoes, dress shoes, etc.
Defining your market is similar to defining your industry but with more detailed information. Also, try to identify the main players in your market.
Customer Profile
This section is used to describe your ideal and most realistic customer. Think of your customer base as a single person or business and describe them. Knowing your target customer enables you to develop an effective market strategy and will help as you estimate your revenues. Describe your target customers by certain characteristics, such as age, gender, location, income, etc.
These questions might help you to define your target customer:
· Who is my potential customer (a person, business, government?)
· Where are they from?
· Are they male or female?
· How old are they? 
· What is their income?
· What are the customers buying habits, behavior, and what are the trends?
· Are they trend-setters or trend-followers?
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	Market Size
Show how many potential customers are out there for your product or service. Depending on your business, this may need to be defined geographically. If you were a Bedford-based landscaping company, market information from Texas would not do you any good, but market information from the Halifax Regional Municipality will help you understand your market. Include information on population, age, and income. 
A simple formula for determining your market size is:
MARKET SIZE = # OF CUSTOMERS X  AMOUNT SPENT PER CUSTOMER
Some questions to help you through include:
· What does your market look like?
· How many potential customers are out there for your product or service?
· Can you estimate the market share of your company?

Competitor Analysis
The reader of your plan never wants to see that there is no competition for your company. If you can’t find direct competition, find a suitable alternative that your customer would choose. For example, if he can’t find coffee, he may choose tea as an alternative. 
Don’t worry about overestimating the number of competitors, it’s underestimating that will cause you trouble. Try to describe briefly at least three to five of your strongest competitors.
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“If there is no competition,                   there is probably no market”
- Brian Wood, Venture Capitalist

	Consider the following questions to help you to list your competitors:
· Who are your strongest competitors?
· Where are they located?
· How long have they been in business?
· What is their market share?
· What are their strengths and weaknesses?
· What can you do better than they do?

In the following four sub-sections (Product, Placement, Price and Promotion), describe how you target your customers and how you make them aware of your product or service. This is the marketing of your product/service. 

Product
Describe all of your products and services and why you are offering them. Explain why your product or service exceeds its alternatives and why it is unique.  
· What customer need will your product/service fulfill?
· Who will be the end user of your product/service?
· What is unique about your product/service?
· How will your products and/or services change over time?
· How does your product/service mix compare to your competitors?
· Do you offer any additional service with your
products/services?
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	Placement
This section describes the placement or distribution of your product or service. It refers to how the product or service will get to the customer. Describe the distribution channel by which you sell your product or service (i.e. online vs. retail).
· How do you sell your products?
· How do you offer your services?
· What kind of distribution channel will you use?

Price
This section will outline pricing strategies for your 
products and services. 
· How much money will you charge for your products? (you can attach a price list in the appendix)
· What do you charge for your services (per hour, per day or per visit?) 
· Do you offer rebates, quantity discounts or discounts for certain customers (seniors, students, etc?)
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	Promotion
Describe how you will market and promote your business and your products/services. 

There are several strategies to use when marketing your business. It is very important to choose the one that best suits your business model. 
· How will you make your target customer aware of your products or services?
· What marketing and advertising will you use?
· How much will this cost?
· Will you host promotional events such as grand 
openings to attract customers?
· Will you use traditional media to get the word out (TV, radio, print)?
· Do you have a promotional budget?
· What are your competitor’s promotional activities?
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	Overview
This section describes how the business will operate. Describe all internal and external processes and people that are important for your business to operate. Everything from key personnel, the business process, the location/facilities and the equipment are discussed here.

Key Personnel
Describe the people that will be responsible for achieving the company’s goals through implementation of the business plan. Discuss the roles each person will play within the company. 
Who are the key people in the company?
· What is their background and education?
· What skills do they have?
· What positions do they fill?
· What positions need to be created to ensure that all the company’s goals are achieved? 

Process
Describe in detail the company’s day-to-day operating processes. Talk about your suppliers, the inventory you will have and how you will handle your sales.
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	Suppliers
· Who are your suppliers?
· Where are they located?
· Are there any concerns with importing international products?
· Do you have any alternative suppliers if needed?

Inventory
· How will you store your inventory?
· Where will it be stored?
· Do you have a tracking system?
· How much will you carry?

Sales
· How will sales be tracked?
· What kind of payment methods do you use (cash, credit card or debit?)

Equipment
If you have specific equipment you need to operate your business, describe it in this section.
· What kind of equipment do you need?
· Is it up-to-date and practical for your uses?
· Do you have to purchase your equipment?






Location & Facilities
Describe the location for the business. Provide a layout of your space if applicable.
· How important is location to your business?
· Where will your business be located and why did you choose this location?
· Where are your customers and competitors located?
· How much will this location cost?
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	Overview
A SWOT analysis is a tool that identifies the strengths, weaknesses, opportunities and threats of an organization. Specifically, it is a basic, straightforward model that assesses what an organization can and cannot do, as well as its potential opportunities and threats. The method of SWOT analysis is to take the information from your analysis and separate it into internal (strengths and weaknesses) and external issues (opportunities and threats). Once this is completed, SWOT analysis determines what may assist the firm in accomplishing its objectives, and what obstacles must be overcome or minimized to achieve desired results.
Strengths
Weaknesses
Opportunities
Threats
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	Overview
This section demonstrates that your business is viable. 

Start-up Costs & Financing
Start-up costs are the initial expenses necessary to get a business started.
Start-up financing describes the amount of money required to cover all start-up costs. 

List all costs associated with starting the business and how you plan to finance it:
	Start-up Costs
	Financing

	Inventory
	$ 5,000
	ACOA Seed Capital
	$20,000

	Equipment
	$ 20,000
	Futurpreneur
	$15,000

	Leaseholds
	 $ 10,000
	Line of credit
	$7,500

	Legal & registration
	$ 2,500
	Owner’s investment
	$2,500

	Working Capital
	$ 7,500
	
	

	Total Start-up Costs
	$ 45,000
	Total Financing
	$ 45,000









Income Statement 
An income statement shows all revenues and expenses generated by the business over a given period of time. 
See the next page for an example of what an income statement should contain.
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	Income Statement 

	

	Income:
	 

	       Revenue
	 

	 
	 

	 
	 

	 
	 

	 
	 

	Gross Profit
	 $                      -   

	Expenses
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	Total Expenses
	 $                      -   

	 
	 

	Net Profit (Loss)
	 $                      -   
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	The appendix should include any items that will help the reader to better understand your business. Examples of items to include in this section are:
· Sample marketing materials
· Sample price list or menu
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