Business Plan
Company Name: 
Owner(s) Name: 
Phone Number: 
[image: image1.jpg]Community
FUtU €S Saskatchewan

Growing communities one idea at a time.




What is a Business Plan?
A business plan helps you to determine if your business is likely to be viable, and focuses your efforts to improve your chances of success. 

Business planning will help you assess your business idea and work out problems before they occur.

That is why banks, investors, and lenders like Community Futures require them. 

How do I use this Business Plan package?
Each part contains a list of questions and examples. Your business plan is made up of the answers to those questions. This business plan package has fill-in-the-blanks pages for each section. 

Do not leave any section blank
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Business Structure
	Business Name: 


	

	Owner(s) Name:


	

	Address:


	

	Phone:


	

	Email:


	


Is this a:





Y



N
	Proprietorship – a business owned, managed and controlled by one person.
	
	

	Partnership – a business where two or more people share ownership. 
	
	

	Limited company – a company that is legally separate from its owners
	
	


Are you starting a:




Y



N



	Brand new business?


	
	

	Taking over of an existing business?
	
	

	Expanding your current business? 
	
	

	Refinancing your existing debts?
	
	


Type of Business:




Y



N
	Manufacturing 


	
	

	Retail


	
	

	Service


	
	


Executive Summary
It should include: a paragraph that describes your business or business idea; the highlights of the business plan. Should be used to summarize the business plan. Can be done last.
Business Background 
Please explain where the idea for this business came from, and why you have decided to pursue it. If this is an existing business, write a short history of your business.

     
Your Company’s Market Area

Who is buying (or will buy) your products and services and why? Who are your customers?

The Competition

Every product/service has competition of some kind and it is important to know who your competitors are. Include direct competitors and substitutes. Substitutes are products that are different from yours, but can compete for your market. In listing your competitors you may wish to group similar competitors together if you have a large number of competitors. Identify the strengths and weaknesses of your competition and its products with respect to factors such as location, price points, advertising, staff quality and service.
	Competitor


	

	Strengths 


	

	Weaknesses 


	


	Competitor


	

	Strengths 


	

	Weaknesses 


	


	Competitor


	

	Strengths 


	

	Weaknesses 


	


What are the strengths of your business and your products, compared with your competitors?
What are the weaknesses of your business and your products, compared with your competitors?
How will you overcome the weaknesses of your business and your products? What are your plans to improve your weak areas?

The Marketing Plan

Promotion Strategy
How will you tell your customers about your products and convince them to buy from you?

Price

How do you determine your prices? How do your prices compare with those of your competitors? How do your customers perceive your prices?

Location & Distribution

Where will your business be located? Why? How will your products or services be delivered or distributed to the ultimate consumer?

	Marketing Plan + Budget
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Item
	Start up
	On-going Monthly
	Once  a Year

	Letterhead
	$
	$
	$

	Envelopes
	$
	$
	$

	Posters
	$
	$
	$

	Business Cards
	$
	$
	$

	Magnet Business Cards
	$
	$
	$

	Vehicle Sign
	$
	$
	$

	Storefront Sign
	$
	$
	$

	Billboard Sign
	$
	$
	$

	Website
	$
	$
	$

	Coupons
	$
	$
	$

	Open House
	$
	$
	$

	Newspaper Ad
	$
	$
	$

	Free Give A-ways
	$
	$
	$

	Radio Advertising
	$
	$
	$

	Local Cable Advertising
	$
	$
	$

	Upcoming Event announc.
	$
	$
	$

	Mail drops - flyers
	$
	$
	$

	Social Media ads
	$
	$
	$

	Thank you cards
	$
	$
	$

	Tradeshow Fees
	$
	$
	$

	Newsletters
	$
	$
	$


The Management Team

An effective entrepreneur knows where they are weak and has plans for compensating for those weaknesses. You may need to hire staff, take training in some of your weak areas, or arrange with someone to provide those skills.

Who will handle your bookkeeping, year-end accounting / taxes, and legal matters?

	Individual’s Name:

	

	Position is it Full or Part Time 


	

	Responsibilities 


	

	Skills and Experience as they relate to the business
	


	Individual’s Name:


	

	Position is it Full or Part Time 


	

	Responsibilities 


	

	Skills and Experience as they relate to the business
	


	Individual’s Name:


	

	Position is it Full or Part Time 


	

	Responsibilities 


	

	Skills and Experience as they relate to the 
business
	


	Individual’s Name:


	

	Position is it Full or Part Time 


	

	Responsibilities 


	

	Skills and Experience as they relate to the business
	


Operating Plan
Facility and Equipment Required

What facilities or equipment do you require to make your product or provide your service? Will you be operating out of your home? If not, where will you be located? Will renovations be necessary?

Delivery of Products / Supplies 
Who are your suppliers? Have you made arrangements for ensuring that your supplies arrive when needed? What sort of terms will they give you?

Age of Your Equipment 
If you need equipment to make your goods or to provide your service, how old is it? Is it reliable? If it broke down, could it be repaired or replaced quickly? Could changing technology turn your equipment obsolete? Does it look like new regulations might force you to change your equipment, or give advantages to competitors with different machinery? Can your equipment adjust to meet these changes?

Licenses and Permits 
1. Business License – Do you have your current license from the local government? 

2. Name Search/Registration – Unless your business is a sole proprietorship operating under your own name you must register the business name. Have you done a name search & registered your business name? 

3. GST – If you expect revenues of $30,000 or more it is required, otherwise it is voluntary. Have you registered? 

4. Revenue Canada – If you have employees you will require an Employer Registration number. Do you have one? 

5. WCB – Do you require a Worker’s Compensation Board assessment number? How much will the premiums be? 

6. Zoning – What zoning regulations apply to your business? How will you be affected?

7. Are there any special licenses that are required for your business? 

Insurance 
What types of insurance will you need? How much does each type cost? 

Your Financial Needs

How much money you will need to get the business off the ground, and keep it going.

Source of Funds

	Bank:
	$

	Personal Loan:
	$

	Owners Investment,
	$

	Vendor Financing
	$

	Total
	$


Make an itemized list 
What will the money to be borrowed going to be used for?
	
	$

	
	$

	
	$

	
	$

	Total

(Should match Source of Funds needed)
	$


Conclusions and Summary 

Include the following points in your discussion: the approach in starting the new organization, the capital required and any safety factors used, what levels of profit are expected and what is the time schedule for starting this operation. If you have any general comments, add them into this section too.
Supporting Documentation 

The following provides a list of the supporting documentation that is required (as applicable) to support your Business Plan and/or your request for funding: 

 Data supporting ability to meet sales goals 

 Price schedule for product line or service 

 Market survey data 

 Drawings 

 Agreements 

 Articles/publicity/previous advertisements 

 Letters of Support 

 Letters of Intent 

 Past financial statements (if available) Min of 3yrs

 Journeyman tickets or other certificates of importance 

 A copy of your loan application 

 Offers to purchase 

 Quotes 

 Tax assessments and/or appraisals for property 

 Any other items of importance to your business 
Projected Cash Flow – Instructions 
The Projected Cash Flow Sheet can be found as a separate downloadable document on the website.

Don’t spread costs evenly over the year. For example, if insurance costs $1,200 per year and is payable in May, put the whole $1,200 in that month. Do not put in $100 each month. Take the time to do it right. Most of the data collected here is also used on balance sheet and income statement forecasts. Review the expenses you enter to be sure you have remembered everything. 

If you need guidance while completing this form, contact your local Community Futures office.
1-877-851-9997
1-306-842-8803

www.sunrisecommunityfutures.com
11 3rd Street 

Weyburn, SK S4H 2K1
You can change the Cash Flow to suit your business please change the months at the top to start with the month you plan to start operating. Change the income and expenses area to suit what works with your business.

This must be filled out to be able to apply for a loan with CF Sunrise.
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