business plan template for
entrepreneurs

Instructions

1.

The template is provided as a reference only. Not all sections will be relevant for your company and you may need to
modify it substantially for it to respond to your needs.

Ideas for what to write were provided (in red) for every section. Delete this page as well as the instructions provided in
every section before finalizing your business plan.

The business plan template was primarily created using the Microsoft Word software. You may encounter formatting
and other problems if you are using other software.

Write simply and concisely. Consider using bullets instead of paragraphs.
It is best to avoid repetition, if possible.

Your business plan is not a static document. You will need to review it regularly and adjust it to reflect changing
conditions.
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Executive summary

Your executive summary provides an overview of your project, a description of your current business or business idea as
well as a simple explanation of your activities.

Project objectives

What to include here:
 Nature of your projecjg

e How does your compa
e What are the current major: !
e Where is your company located? "%
¢ How long have you been around, and wha

Your text here...

Produ

What to include here: 9 .
e What products or services are you currently selling?
e What portion of overall revenues does each product or service represent?

Your text here...

Financing need

What to include here:
e What is your current sales level?

e How much money do you require for your project?
e How do you plan on investing the money?

Your text here...
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Key people

What to include here:
e Who are the main executives/advisors in your business?
e What experience do they bring to the role?
e What are their current responsibilities withi

Your text here...

Risk assessn

What to include QERE® .
e What are yo D -"bany’s weaknesses, (internal), or threats, (external), that could
e Are you facifi@a skilled shortage?

e Isthere a @8k of a competitor taking over your customers?

e Are theref@hanges to laws or regulations that may affect your business?

-

Linhinge your b

iness plans?

Your text here...
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01.

Business overvie

Provide a concise description of wh
include the size of the market, g

Bilighlight your competitive position;
vs that regulate your industry.

e \What solutigli§"do you provide to your customers?
e How is the@0mpany trending? Where do you fit within the industry or market?
e What arejhe current major initiatives of the business?

e Where igfyour company located?

¢ How lofgg have you been around, and what’s changed since you first sig

Your text here...

Mission, vision, \

What to include here:

e Mission statement. What doe
e Your vision statement dasf
e Your values d 7,-"impse into what customers can ¢

fling with you.

Your text here...

What to include here:

e What's happening in your indA
on your company?

e Have you seen an uptick in demand for a1

¢ |Is the population changing? Are your customers getting older

¢ Is your current product or service at risk of becoming obsolete, forcing you to change?

e Have new competitors emerged?

¢ Could new regulations, tax or trade laws have an impact on your business?

Ve a positive or negative impact

Your text here...
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Technological trends

What to include here:
e Are new technologies disrupting your industry?

e What is your plan to deal with emerging technological trends in your industry?
e What technology are you using and how dg
e How do your suppliers and customgss

Tip: Technology can affect youg chain and customer

purchasing behaviour.

Your text here...

Governm

What to inc
e Are therg

examplg?
e Do yoyworkinani

Tip: Industry associations

Your text here...

The market

Overview 0

What to include here:
e What group of customers do yourserve?
e What is the size of that customer group? Is this number growing or changing?
e How has customer behaviour changed over time?

e Are there new products.or services that have emerged?

e Has the supply chain chartggd?

e Are there regulatory changes saffect your potential customerss

= e

JB¥/ your product or service?

Your text here...

Target market
What to include here:

e Describe your ideal customer.
e What are their needs?
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¢ Is their purchasing behaviour changing?

Your text here...

Products and services

What to include here:
e What products or services are you CuLLeii
e What portion of overall revenue
e How do your products or seg

Your text here...

The co

Competi

What to in€lude here:

e Who arg your direct ¢

e Who sells similar p

e Can you also identify inc#

e Are there companies disrupt
yours?

Your text here...

Competitors’ strength

What to include M€
e Where do you see yotifs
e What are they doing succ

Your text here...

Competitive advantage and differentiator

What to include here: -

e What would make customers chooS€

e What's different about your product or services
e What unique solution are you offering?

e Do you have unique means of distributing your product or service?

¢ Do you offer competitive payment terms or guarantees to your customers?

BIitSTs’ offerings?

Your text here...
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02.

Sales and marketing

Customers

Name Address Terms Product/Service

1
2
3
4

Additional information

Suppliers

Product/Service
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Advertising and promotion

What to include here:
e How are you reaching and
e What technology and si

Your text here...

DU price services or products?
ou deliver your product or service?
: d affect or alter your pricing or dg

What to include here: P
e What kind of service or prg .f"fer’?
e Do you haves i

e What happens if y&l

v |>e when the client needs them?

Your text here...
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03.

Operating plan

Detail how and where you get your.
anticipated financial requiremeg
that govern your business g

Bwired to serve your customers,
lironmental regulations or laws

o List your bfi§iness’s locations (stores, offices, production facilities)
ort description of every location

e Hours offoperations

e location affect your operations and sales?

a mortgage?

Your text here...

Equipment

What to mclude here:

e Will you have to puré
Do you have the right g

Your text here...

Technology

What to include here: L
e Do you need to purchase new technolog JWEyour customers?

e What is the anticipated cost of this new technology, including purchase monltorlng and maintenance?
e Tip: Part of maintenance costs may include data storage and security.

Your text here...
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Environmental compliance

What to include here:

e What type of permits, monitoring and inspections do you require to ensure your business complies with environmental
regulations?

e Are you subject to hazardous waste complias ackaging regulations?

o Identify regional, national and intergg gerations.

e Are there any new regulation

Your text here...
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04.

People

Description of the management team

Your text here...

Description of advisory team

Your text here...

Key employees

Name or title Key responsibilities Qualifications

1
2
3
4

Additional information

Business Plan — Company Name 14



Your
Logo

05.

Action plan

Project objectives

Your text here...

Resources required

Your text here...

Action plan

‘ Action Key milestone/metrics Person responsible

1
2
3
4

Additional information
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Risk assessment and contingencies

Your
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What to include here:
o |dentify any internal or external events that could trigger an adjustment in your timetable.
e Do you have the right employees and leaders in place?
e Could there be delays in product developme
e Is there anything that could affect yoe
e How will you monitor and mitjg
e What is your Plan B?

Your text here...
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