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I. Executive Summary

     This is the most important section.  It makes or breaks your plan.  But, it will be written last.  It is your idea in a nutshell.  
This section should include: 
Company Name

name(s) of owner(s)

and legal form of business
1. Overview of the entire plan.
2. The first paragraph should convey a clear direction for the company/plan. 
3. Description of trends in the industry that support the need for your product. (Ex. The market for pet supplies and services has been increasing over the past 10 years as consumers with more disposable income look for items that make their pets happy and keep them comfortable.)
4. Use net profit margin to get reader’s attention.
5. Objective of the firm.  (Ex. To be the best apparel business in the center of the mall.)
6. Keys to success: the rest of the plan should focus on meeting these goals.
7. Throughout the business plan you need to ‘speak’ as if you are certain of the outcome.
This is a summary.  It should be between one and two pages in length.  It should be well written and have no grammatical errors.  It should grab the attention of the reader and convince him/her that your business will be a success!
II. Company Overview
Overview:
1. Why are you starting a business?
2. What is the purpose of the business?
3. What products will you offer?
4. Who will want the product?

5. Why will you be successful?
6. Describe personal talents/abilities that you bring to the business.

Location:  Where will your company be located?
Hours: When will you be open?

III. Products & Services 
1. Describe the products your business will offer.

2. Explain what is unique about them.  Why will people want them?
3. Describe your competitors and how your company will differ.
4. Include your product price list

IV. Market Overview

Market Overview:  

1. Describe the market segment (from Arkansas Gross Domestic Product by Industry table) in which your company will fit.  

2. Is there growth in this industry?  

3. Why do people want products of this nature?  

4. How will yours be different?

5. What is your firm’s competitive advantage?
Industry Analysis:  What is the overall assessment of the industry?  Refer to Lesson 6 on Business Finances in the Entrepreneurship: Arkansas Style curriculum to learn more about analyzing the market.
Sales Forecast: Given your target market and industry information, now estimate your sales (see sales forecasting in lesson 6).
Target Market: 

1. What are the characteristics of your consumers?

2. What is the age range?

3. What are their interests?

4. What is their gender?

5. What is their income level?

6. What is the size of the population?

7. How large of an area will your company serve?

Competition:  
1. Who are your competitors?  List some of them.
2. What is different about your product?
3. What are mistakes that competitors have made?
4. What have competitors done well?

5. Describe why consumers will want your good or service?

V.  Marketing Strategy

Now that you know your target market and have analyzed the industry, how will you inform prospective customers about your business?

1. Why do they want your product or service?
2. What information should you share that differentiates your product from others?
3. How will you get this information to them? 

4. What type of media or advertising tools will you use?  Do the tools match the target market?
5. What steps need to be taken to market/advertise your good/service?
VI. Management Summary

Who are the owners and what human resources are needed to operate your business?

1. Name the owners and describe the skills and experiences they offer the business.
2. What specialized jobs will you need in order to produce your product?

3. What skills are needed in other employees and how many employees are needed?

4. Do you depend on other specialized companies to provide some of the skills needed?  If so discuss those companies.  For example, you may utilize accounting or advertising firms.
VII. Financial Information
A. Expenses of Starting the Business Fixed are start-up costs (gets incurred even if you choose not to produce).  Variable are the cost for each unit of your product.  This definition is different from how we have it.)
Start-up Costs:






Fixed Costs: (costs incurred even if you don’t produce anything)

Rental Deposit








Business License









Equipment and Tools








Fixed Costs










Variable Costs: (cost that vary given the number of units produced)
Materials





 



Labor






____________


Advertising
(fixed or variable)






Business Cards and Brochures (f or v)





Office Supplies (f or v)







Other Expenses
       








Variable Costs














Start-up Costs





B.  Projected Revenue for Three Months
Volume of sales









Price per unit









Projected total revenue








C. Break-Even Point
This is the quantity that you must sell to cover your expenses.
Fixed Cost
 per unit = total fixed cost ÷ Q








Variable Cost
 per unit = total variable cost ÷ Q








Total Cost per unit







Price per unit 








Quantity must sell to cover cost








VIII. Supporting Information
Supporting Information Included: (Include articles and research that substantiates what you have determined in your business plan.)
· Resume
· Include your industry analysis

· Include your sales forecast
· Newspaper articles or local magazines about industry or regional economy

Business Plan Tips

1. Make cover neat and professional with company title and names of owners.
2. Using a ‘footer’ is a very professional touch and keeps yours together if plans are separated.

3. Table of Contents is necessary.

4. Proofread and correct spelling and grammar.  Nobody wants to loan money to someone who does not use correct grammar.  This is not just a school concern but a real world one!  Your speech and written grammar make very powerful initial impressions.

5. Proofread each part.  Business partners may specialize in the writing of a certain part of the business plan but the overall flow of the document should be the same.  It should be written in one ‘voice’.  Have someone else read the plan for clarity.  

6. Financial not understood but this is not entirely students fault.  The two forms were confusing.  It is basically how many do you need to sell to cover all the costs you have in the production of your product (both variable and fixed).  These vary if you produce more or less.

7. The more simple the plan the better.  The focus shows.

8. Marketing was weak.  Describe your market and then tell what you will do to get their attention or to make them want your product.  You are not marketing your product to the reader, but rather the consumer.  

9. Utilize business people as much as possible to help teach how to write a business plan --- though we all realize this is a scheduling nightmare.































Firm’s Name


Address





Owner’s Name(s)


Date








� Fixed costs include rent, business license, and equipment & tools.  Anything that does not vary based on the number of items produced.  Costs that you incur even if you don’t sell anything.


� Q or quantity is the number of products


� These include labor, materials and advertising.  Anything that varies given the number produced.





	Entrepreneurship: Arkansas Style
	Page 12
	

	
	
	



