Business Plan Written Format Guidelines

Title Page:

· Is the first page of the business plan and is not numbered

· Has the following information:

· The Business Name

· The words “Business Plan”

· Names and numbers of all members of the group

· Business address and contact information

Table of Contents:

· Immediately follows the Title Page

· Is single spaced and the page(s) is/are not numbered

· Must follow the outline listed in the Body of Work

· Page numbers must match the body of work

Body of Work:

· Double spaced (not space and a half), Times New Roman, 12 pt, 1” margins all around.  The only exception is the executive summary which must be single spaced
· Must be between 25 and 30 pages in length including the bibliography and appendices but excluding the title page and table of contents
· Dividers of any type, including separate sheets, may not be used between sections or as title pages for each section
· Do not start a new section on a new page or place and extra line space between the end of one section and the beginning of another.  The only exceptions are the title page, table of contents, bibliography and appendices
· Pages must be numbered in sequence starting with the executive summary and going to the last page of the appendices
· All material must be typed or computer generated, any hand written corrections or materials will receive severe point reductions
· Only 8½ x 11 white paper may be used with no fold outs or extraneous information attached – this includes tabs.
· Must follow the outline below and each section and subsection must be titled as listed.  Additional main sections may not be added however, additional subsections may be added.
I. Executive Summary

A one page, single spaced description of the project which includes a statement of purpose and objectives
II. Introduction

A brief recounting of the key points contained in the business plan including type of business proposed, a description of the major product/service involved, overview of the industry, sources of information including interviews, research sources, and advisor involvement
III. Analysis of the business situation

A. Self-analysis

Presentation of the qualifications of you and your partners as well as areas of expertise which are missing and how the problem will be solved, your personal business experience and training/education in the proposed field, personal business strengths and weaknesses, demonstrated willingness to take risks, and a brief plan for personal development in the proposed field
B. Trading Area Analysis

1. General data: geographic, economic, demographic
2. Competitive data: Presentation of competitors (listed and briefly described), competitive advantages and disadvantage of the proposed business
C. Market segment analysis

Description of the target market (age, income level, population estimate, other specific demographic, psychographic or economic information), customer buying behavior related to the proposed business

D. Analysis of potential location(s)

Availability of location, cost (rent or buy), traffic patterns, proximity of competitors, and any other relevant information concerning the location

IV. Planned Operation of the Proposed Business/Product/Service

A. Proposed Organization

Presentation of the management philosophy, legal form of the company, key management personnel (managerial, financial, marketing, legal, production functions), key employment policies, job descriptions, proposed organization chart
B. Proposed Product/Service

Presentation of the product or service being offered including: description (quality, breadth and width of product line), proprietary features (patent or copyright protection, trademark, and manufacturing plans), potential suppliers, inventory policies, and necessary supplies

C. Proposed Marketing Strategies

Presentation of the market niche that is being served, the pricing policy (costs, markups, markdowns, relation to competition, etc.), the company image, the marketing tactics used to reach the customer, a one-year promotional plan, and the marketing budget.
V. Planned Financing

A. Projected Income and Expenses

1. Profit-and-loss forecast by month for the first year’s operation

2. Cash-flow forecast for the first year

3. Cash-flow forecast by month for the first year

4. Projected balance sheet at the end of the first year

5. Projected three-year plan

6. A brief narrative description of the planned growth of the proposed business, including financial resources and needs
B. Proposed Plan to Meet Capital Needs

1. Initial financial requirements

2. Personal and internal sources of capital

3. Earnings

4. External sources of capital (short-term and long-term borrowing, long-term equity funds)
5. Repayment plans

6. Plan to repay borrowed funds or provide return on investment for equity funds

VI. Conclusion

Specific request for financing, summary of key points supporting the financial request

VII. Bibliography

VIII. Appendix

Additional supporting information not included in the body (questionnaires, letters, general background data, pictures, etc.)

