CORE FOUR BUSINESS PLANNING OUTLINE
Use the following outline to summarize your business planning decisions. Title each section of your written plan as indicated in the outline. Write, in your own words, answers to the questions listed. Each question can be the start of a new paragraph. If a question doesn’t apply, explain why it doesn’t apply. 
Tip: you don’t have to win a Pulitzer Prize here. You don’t have to be a great writer. The readers will care more about what the plan says than how it is written. Write the most clear and simple answers you can to the questions listed. 

1) BUSINESS PLAN SUMMARY 
a. Section 1: Contact Information
i. Organization name; your name and title; and contact information.

b. Section 2: Problem / Market Opportunity

i. Describe the pain that you’re alleviating. The goal is to get everyone nodding and “buying in.”

c. Section 3: Solution / Product

i. Explain how you alleviate this pain and the meaning that you make. 
ii. Ensure that the audience clearly understands what you sell and your value proposition.

d. Section 4: Business Model 

i. Explain how you make money: who pays you, your channels of distribution, and your gross margins.

e. Section 5: Unique Selling Proposition
i. Describe the technology, secret sauce, or magic behind your product or service. 

f. Section 6: Marketing and Sales

i. Explain how you are going to reach your customer and your marketing leverage points. 

g. Section 7: Competition

i. Provide a complete view of the competitive landscape. Too much is better than too little. 

h. Section 8: Management Team

i. Describe the key players of your management team, board of directors, and board of advisors, as well as your major investors. 

i. Section 9: Financial Projections and Key Metrics

i. Provide a five-year forecast containing not only dollars but also key metrics, such as number of customers and conversion rate. 

j. Section 10: Current Status, Accomplishments to Date, Timeline, and Use of Funds

i. Explain the current status of your product or service, what the near future looks like, and how you’ll use the money you’re trying to raise. 

2) MARKET PLANNING 
a. Products or Services
i. What customer need or want is being filled?
ii. What are the features and benefits of your products or services?

iii. How will your product be made or how will your services be provided?

iv. Who will supply the materials?

v. What future products/services will you offer, and when?

b. Distribution

i. How will your products or services be distributed?
c. Industry

i. What is happening in our industry (is it growing, stable, or declining?)

ii. What do you believe the future holds for this industry?
d. Customers

i. Who are your customers – what does your customer profile look like?

ii. How many customers will your business have?

iii. What information do you have that supports your decisions about your customers?

iv. What is the growth potential for this business? What is your plan for growth?

v. What information do you have that supports your decisions about growth?
e. Competition

i. Who are your main competitors?
ii. What are their strengths and weaknesses?
f. Position

i. What will your market position be?
ii. What is your competitive advantage – why will customers buy from you instead of the competition?
g. Image and Packaging

i. What will the image of your business be?
ii. What will your packaging look like (attach samples)?

iii. What do your business cards and promotional material look like (attach samples)?

iv. Where will your business be located, and why did you choose this location? Include a sketch of your floor plan. 
h. Pricing

i. How did you determine your pricing strategy?

ii. How do your prices compare to the competition?
i. Marketing Goals

i. What is your dream – where do you see you business in the next 2 to 5 years? Example goals: I want to start a successful business; I want to expand my existing market share; I want to add new products/services. 

ii. What are your objectives for each of your goals? Why do you think they are realistic, how will they be measure, and when will they be achieved? Example objectives: I want to have a 10% profit margin in 12 months; I will increase sales by 50% in 24 months; I want to develop one new product/service within 18 months. 
j. Marketing Strategy

3) OPERATIONS PLANNING

a. Who will handle which functions in the business?
b. What will their duties and qualifications be?

c. If employees, how many will you have and what will their duties be?

d. Who will hire, train and supervise them?

e. What will it cost your business for the first two years?

f. What will your owner draw be for the first two years?

g. What will your employee salaries be for the first two years?

h. Who will your lawyer, accountant, insurance agent, and other advisory team members be?

i. How will you manage your record keeping, finances, and inventory?

j. What licenses, permits, or regulations will affect your business? (Attach copies of licenses, permits, or regulatory forms.)

k. Will you have to collect and pay sales tax, and if so, how much and for which entity (state or city)?

l. What types of insurance will you need (attach bids or copies of policy summary page)?

m. What types of payments will you accept (cash, check, credit cards, house accounts, etc.)?

n. What contingency plans have you made for you?

i. What will you do if you become sick or are injured, or in the event of a family or personal emergency that takes you away from the business? Who will take care of the business? How much will it cost?

ii. What will you do if your car breaks down?

iii. What will you do if your day-care provider can’t take care of your kid/s today, or if your kid/s are too sick to go to school?

o. What contingency plans have you made for the business?
i. What will you do if sales are not what you expected? What will you do to increase them?

ii. What will you do if costs are higher that you expected? What will you do to decrease them?
iii. How will make decisions to continue to stabilize or increase your cash flow and profits?

iv. What will you do if a competitor lowers its prices?

4) CASH FLOW PLANNING 
a. Include a month-by-month cash flow projection for at least the first two full years. Include written assumptions (explanations) supporting your projections. If your business starts or the plan starts duding a year, the first year projection will be a partial year. There should be two full years of projections after the partial year. 

b. Include at least two years of financial statements for existing businesses. (If not in business two years, include what is available). Include, if possible, balance sheets and profit and loss statements. 

c. Include your personal financial data: Personal Financial Statement (Assets, Liabilities, and Net Worth) and a monthly income and expense statement (your personal financial plan). 

5) ATTACHEMENTS

Attachments should be provided to substantiate your claims in your plan. Always keep copies of the original documents for your files. 
a. Two years of personal income tax returns if requesting a loan. 

b. Two years of business income tax returns. 

c. Credit application (form from the lender) if requesting a loan. 

d. Collateral documents (titles, abstracts, or other proofs of ownership) if requesting a loan. 

e. Lists of assets to be acquired and their costs. 

f. Resumes of yourself and others who will work in the business. 

g. Market studies. 

h. Articles from magazines, newspapers, or the World Wide Web. 

i. Photographs, sketches of your products or floor plan, brochures describing your services. 

j. Copies of leases or other contracts. 

k. Letters of intent from customers to do business with you. 

l. Examples of your brochures, business cards, stationary and other materials. 

