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SIMPLIFIED BUSINESS PLAN OUTLINE
The simplified business plan outline is for a small business that does not need outside funding such as bank loans and venture capital.
Use a loose-leaf notebook, tab it into appropriate sections and put everything in writing.  Then update it frequently.  List the name of the business, SS or EIN Number, Incorporate date (if applicable), and start-up date.

1. OPERATIONS
· Describe business specifically; product or services. **

· How is the product/service produced and delivered.

· Location and size of facility, capacity to produce.

· Equipment and space required vs. that available.

· Suppliers you intend to use.

2. LIST YOUR OBJECTIVES WITH ESTIMATED COMPLETION DATES

3. MANAGEMENT 
-  Type organization; sole proprietorship, partnership, LLC, or corporation

-  List manager(s) name, addresses, and phone numbers


-  Describe each manager’s experience and expertise.


-  Duties of each manager; list job descriptions.


-  Other responsibilities (e.g., records) & descriptions.


-  Number of employees and their jobs

4.  MARKETING

-  Describe your target segment

-  List primary competitors; their strengths/weaknesses.


-  Determine your unique competitive advantages.


-  Price your product or services.


-  Advertising, business cards, sales literature.


-  Decide how contacts will be made.


-  Decide who will make them.

5.  FINANCIAL


-  Budgets, Profit/Loss, Balance Sheets, Forecasts


-  Funds required for your business and sources. 


-  Insurance needs.


-  Decide whether to use a credit or a cash basis.


-  Separate bank account.

6. OTHER

-  Accountant, Lawyer

-  Licenses, Permits, Zoning requirements.

-  Bankers

**  After establishing, through market research, that there is a real need for your product or service, this becomes the most important and necessary step to take.  All other parts of our business plan will depend on how your business is defined.

Please see other side on how to do this business plan.

HOW TO DO A SIMPLIFIED BUSINESS PLAN

Every business can benefit from the preparation of a carefully written plan.  The main purpose for writing that plan is to serve as a working guide for the business.  It is a living document that should be referred to regularly and updated periodically.

Steps to be taken in the preparation of a business plan are as follows:

· You may, if desired, use a loose leaf notebook and tab it according to the business plan outline.  Use a pencil, pen, typewriter or work processor to put your plan in writing.  Don’t be concerned about grammar if the plan is only for you.

· A key starting point is to describe your business venture.  The description should be specific and focused.  Do not describe too broad a range of activities, especially if you are a sole proprietor starting up a business.  You are just one person with all the responsibilities.  Everything in the business plan will be based on or be influenced by what you decide the business to be.  Describe realistic goals and how they will be reached (specific actions, in steps, time-phased, measurable and the designated responsible person).
· Defining your target market relates directly to the description of your business.  You must have a product or service that fills a unique need in order to attract customers.  You will need to find out about the trends of your market, its potential customers, your competition, and the best ways to advertise.  The marketing plan is the basis for the business and must describe specific goals supported by facts and logic:  size of market, strength of competition, pricing and planned competitive edge.  The downtown Public Library Government and Business Desk is an excellent source of information.  Also, you may wish to talk to similar businesses who are not located in your market area and who will not, consequently, view you as a competitor.  
· The Financial section has been called “The Language of Business.”  It is essential to understand the numbers to know how your business is doing.  If you are just starting out, you may be able to handle setting up the financial record keeping yourself.  SCORE has some excellent briefs that explain financial documents.  SCORE counselors also are ready to help on this and other aspects of your plan.  Whether you do the financial portion yourself or contract it to an accounting/tax firm, understanding the numbers is vital.  Of all the financial statements, cash flow is probably the most important.  Done properly, it will predict whether or not you will have sufficient funds to meet predicted future needs for cash.  Realistic financial projections must clearly show viability of the business.  A cash flow projections solid evidence to prove the plan.

· The business plan, exclusive of the appendix, could be about 10 to 15 pages in length, probably not more than 20 pages.  Supporting data should be placed in the appendix. 

· Once the plan has been completed, go over it again to make sure it all makes sense.

· A set of measurable objectives should also be included; any of objective you have and want to accomplish is the short term - - say a year or two.  Do this after completing the other parts of your plan.  
