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[bookmark: BUSINESS_PROFILE][bookmark: _bookmark0]BUSINESS PROFILE
[bookmark: Once_you_have_written_your_plan,_you_can]Once you have written your plan, you can then erase the instructions in each section.


[bookmark: EXECUTIVE_SUMMARY][bookmark: _bookmark1]EXECUTIVE SUMMARY


This is written last but placed first in the business plan. The Executive Summary should be no longer than ½ -1 page.. Describe your business (remember 1/2 page is sufficient)
Using approx. one or two sentences from each section:


What should be included in the Executive Summary?

· Description of who owns the business and business structure chosen.
· What does your business do?
· Describe products or services clearly.
· What are expected gross 1st & 2nd years sales and what is the potential profit?
· Do you have any customers or sales lined up to start?
· What is your target area, where you will be selling your product or service?
· How much financing will you require and what will it be used for?
· How many employees will you have.
· How much capital have you invested to date in this venture?




[bookmark: Mission_Statement][bookmark: _bookmark2]Mission Statement

The Mission Statement describes the fundamental purpose of your business and focuses on the present. Think of your Mission Statement as your guiding principle in dealing with your customer segments.
Keep it short…. Who are you? What do you do? Where do you do it? And how do you do it?
Example: Sandra’s Daycare provides reliable, safe daycare services to the Williams Lake area serving children between 12 months and 8 years of age.



[bookmark: List_of_Business_Goals][bookmark: _bookmark3]List of Business Goals


Where do you want to be in the future? How much money do you plan on making? Do you want to expand to different markets, franchise, add new products or services?

[bookmark: Management_Overview][bookmark: _bookmark4]Management Overview


Write a biography. Describe the years of entrepreneur experience, the entrepreneur qualities, talents and skills you have including any life experience which may be relevant to your new business.

Attach resume(s) of owner(s) as an Appendix.

[bookmark: Business_Overview][bookmark: _bookmark5]Business Overview

Describe your business, include business name, ownership and location of business.
Also include the names of your banker, bookkeeper, lawyer, insurance agent, business coach or mentor if applicable.

[bookmark: Legal_Structure][bookmark: _bookmark6]Legal Structure


What is the legal structure of your business: sole proprietorship, partnership or incorporated? State any rationale for the structure. If there is a partnership discuss the ownership breakdown, if incorporate discuss the share purchase and distribution. Attach BC Business Registry (if a registered sole proprietorship) and a copy of your partnership agreement if applicable.

If a registered partnership, complete the below chart:
	
	Partnership Structure

	
	Partner Names
	Amount of Initial Cash or value
other Investment
	Percentage of
Ownership

	
	
	
	

	
	
	
	


 (
Allotted Shares - Certificates 
To
 Be Issued
Certificate #
Registered Holder
Amount and Class of Shares
1
2
3
4
)Attach BC Business Registration and Partnership Agreement as an Appendix (if a partnership) If incorporated, complete the below chart:





Attach incorporation documents including certificate, list of directors and share distribution (if incorporated)




[bookmark: PRODUCT_OR_SERVICE_OVERVIEW][bookmark: _bookmark7]PRODUCT OR SERVICE OVERVIEW

Clearly explain the product line or list of services. For example, the items sold in a bakery or furniture store are straightforward. However, technology deals in specific areas. If you have several products you may want to list them with titles and a description.


[bookmark: Manufacturing,_Production_and_Retailing][bookmark: _bookmark8]Manufacturing, Production and Retailing

The manufacturing process will only be applicable to some businesses. If you are retailing talk about your purchasing plans, inventory control systems, cost, and quantity of your inventory. You will also want to discuss in depth your suppliers, where they are and why you have chosen them.



[bookmark: Market_Research][bookmark: _bookmark9]Market Research



[bookmark: Regulations][bookmark: _bookmark10]Regulations

List the standard licenses and permits required to operate your business and comment on your business status in relation to the regulations.
Examples:
· Name Registration
· PST Registration
· GST Registration
· Employer Payroll Registration
· WCB Registration
· Municipal Business License (if required) Note: There is no license required in the CRD.
· Import or Export Registration

List any special licenses or permits you require:
· Professional Designation
· Technical Certification
· Health inspection
· Timber License
· Franchise
· Or other?

Outline any land use or zoning considerations. (Refer to local government business licensing) Discuss any federal/provincial regulations and/or safety standards you will need to abide by.

Consider labelling and packaging requirements (if producing foods or other retail goods)

[bookmark: Industry_Outlook][bookmark: _bookmark11]Industry Outlook

Describe your industry and how it would be classified. How is industry evolving and any predictions for the future including important industry trends? Is their growth potential within your industry? If you can find out through statistical data, the amount of money spent in your industry yearly. Are there any current trends or technology affecting your industry? What kind of licensing is required to operate in your industry if any?



CUSTOMER SEGMENTS (Target Market)
List and describe your Customer Segments and identify which Customer Segments are in your Target Market (not necessarily who needs it the most, but who values it the most, is willing to pay the most and will refer the most) Include any intended new Customer Segments for the future. Please include any market research that you have completed including survey results. You may want to include the following:
Which communities will you operate in and the population of each.
Are these communities reliant on specific industries and how will this affect your business? Who are your major customers and describe them, age/gender/buying habits etc.
What criteria would your customers consider before buying from you? Price/loyalty/perception ec.


[bookmark: Local_Market][bookmark: _bookmark12]Local Market

What is the market area you serve? For example, if you are opening a store, your immediate market is likely within a certain kilometer radius of the location because customers are only willing to travel a certain distance. What is the geographic scope? Businesses that sell online may also need to target a key geographic area to start.

What are the trends in this market area? Is it expected to grow or remain steady? Describe any characteristics specific to this market area.

How many customers do you sell to per month in the market area and discuss repeat customers? Describe any opportunities to gain experience with your customer base in the market area.


[bookmark: Competition][bookmark: _bookmark13]Competition

Which business does the best job? Compare prices, quality, selection location, staff, reputation and how long they have been in business. You may want to insert a SWOT analysis into your plan to explain this section. Also show how you will compete with your competitors and how you will overcome any weakness you may have or strength they may have.


[bookmark: Risk_Assesment][bookmark: _bookmark14]Risk Assessment

Discuss the risks associated with your planned business and how you will overcome those risks. Things such as cash shortfalls, lack of sales, natural disaster interruptions, owner illnesses.

[bookmark: VALUE_PROPOSITION_–_What_are_you_selling][bookmark: _bookmark15]VALUE PROPOSITION – What are you selling?

[bookmark: Products/Services_Offered_and_Pricing][bookmark: _bookmark16]Products/Services Offered and Pricing

Describe and list the products or services you will be offering (if you have a variety of products or services categorize them into groups) (delete any lines in the chart not needed).

	
	Product/Service
	Description of Product or
Service Category
	Price Per Unit
	Pricing Rationale

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	



Attach samples of your products as an Appendix (if applicable).


[bookmark: Inventory_Tracking_and_Logistics][bookmark: _bookmark17]Inventory Tracking and Logistics

(This section is for retail or wholesale businesses, de                                                                                                                                                                                                              lete if not applicable)

What process do you use to track your inventory? Describe any changes you may need to make to manage the growth of your business.


[bookmark: Unique_Selling_Proposition][bookmark: _bookmark18]Unique Selling Proposition

Describe what is unique about your product(s) or service(s) and what makes it stand out amongst competitors in your market area.


[bookmark: Value_Proposition][bookmark: _bookmark19]Value Proposition

Describe the additional value (over and above your products/services) you deliver to your Customer Segments. What problems are you solving for them? Example would be “free” delivery, discounts etc.

[bookmark: CUSTOMER_RELATIONSHIPS][bookmark: _bookmark20]CUSTOMER RELATIONSHIPS

[bookmark: Brand][bookmark: _bookmark21]Brand

Describe your business brand including business name, tagline, and your logo.
Comment on how you will use your branding to grow your business. Business branding is about  creating a comprehensive message for your company and product or service, using names, logos, slogans, copy and other collateral. A brand strategy will map out how you are different, trustworthy, memorable and likable by your ideal customer. The brand identity should be applied across all channels consistently. This includes your website design, content, advertising, print or packaging, and more.


[bookmark: Distribution_Strategy][bookmark: _bookmark22]Distribution Strategy

[bookmark: Purchasing/Delivery_and_After_Sales][bookmark: _bookmark23]Purchasing/Delivery and After Sales

Describe how your customers purchase your products and/or services, how you deliver your product/services to your customers and how you provide post-purchase customer support. Describe any changes to channels you are planning moving forward. Eg. If you have a retail outlet, will you add on-line sales?


[bookmark: Pricing_Strategy][bookmark: _bookmark24]Pricing Strategy

Things to consider. If you are charging for a service How much do you charge per hour? How much will you charge as a flat rate for each type of job? If you are selling a product, what is your wholesale price or cost of production. What is your mark-up on each product and what is the final cost. Also, how do your prices compare to your competition.

Marketing & Sales Strategy
Describe the marketing and sales strategies you will use and any changes to these strategies you intend to implement in the future. If you have more than one customer segment, be sure to discuss how you will market to each one. Example: Using local newspapers to access the senior’s market. Having a month-by-month strategy with costs that will line up with your cash flow forecast is also a good idea.

[bookmark: Goal_Setting_Specifics][bookmark: _bookmark25]Goal Setting Specifics


Outline any new major initiatives you have planned for the coming year and moving forward to year five,
i.e. diversify product/services, hire employees, gain a new customer segment, expand to a second location etc.

	Year
	Major Initiative

	1
	

	2
	

	3
	



	4
	

	5
	






[bookmark: KEY_RESOURCES][bookmark: _bookmark26]KEY RESOURCES

[bookmark: Human_Resources][bookmark: _bookmark27]Human Resources


Chart your current employee requirements here including full time equivalency and monthly costs (W=wages, WB=wage burden, and EB=employee benefits). Outline the basic duties of the employees and the basic education/experience requirements for the position. See example below.


	
	Job Title
	Basic Duties
	Basic Requirements
	FTE
	Monthly
Cost

	1
	Administrative Assistant
	Reception, Scheduling Appointments, Making Travel Arrangements, processing invoices and
Paying accounts
	Office Administration Certificate
1-3 Years Relevant Experience
	.75
	W $1,500 WB  $ 225
EB    $ 100

T   $1,825

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




If you are intending to grow your employee team chart your growth plan below.

	
	Job Title
	Basic Duties
	Basic Requirements
	FTE
	Monthly
Cost

	1
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Describe your HR policies, comment on processes to recruit, onboard, train, manage performance and retain employees. An HR policy manual is important. Please check the BC Employment Standards website for recent changes. https://www2.gov.bc.ca/gov/content/employment-business/employment- standards-advice/employment-standards


[bookmark: Facilities][bookmark: _bookmark28]Facilities


Describe the physical location(s) of your business, any back-up locations, secondary business sites etc. Are there any features to this location i.e. a home base business represents low overhead costs/ foot traffic/proximity to other complimentary businesses or an anchor business (a well-established large business that draws foot traffic, sufficient warehousing,

For physical locations you are leasing attach a copy of your current Lease as an Appendix.

	DETAILS OF LEASE AGREEMENT

	Term
	

	Renewal Clause
	

	Utilities
	

	Payments
	

	Transfer Clause
	

	Leasehold
Improvements
	

	Other
	



If you are homebased and you are a renter Attach a Landlord Letter as an Appendix (This letter will outline that your landlord approves of your business operations from the location and any operational restrictions.)

Provide the days and hours of operation and your rationale for choosing the days/hours of operation.

[bookmark: Vehicles_and_Major_Equipment][bookmark: _bookmark29]Vehicles and Major Equipment

Itemize the vehicles and major equipment your business already has. Include specifications such as Year, Make, Model, Vehicle ID #s, Serial #s etc. Indicate if you have the vehicle(s) and/or major equipment or need to purchase the equipment. If you have them then how much are they worth. If you need to purchase them indicate how much they will cost. Attach any quotes you may have for major purchases as an Appendix.


	Vehicles – Already Have

	
	Vehicle/Equipment
	Specifications
	Market Value $

	1
	
	
	

	2
	
	
	

	3
	
	
	

	
	Total
	
	$



	Vehicles – Need to Purchase

	
	Vehicle/Equipment
	Specifications
	Price $

	1
	
	
	

	2
	
	
	

	3
	
	
	

	
	Total
	
	$



	Major Equipment – Already Have

	
	Equipment
	Specifications
	Market Value $

	1
	
	
	

	2
	
	
	

	3
	
	
	

	
	Total
	
	$



	Major Equipment – Need to Purchase

	
	Equipment
	Specifications
	Price $

	1
	
	
	

	2
	
	
	

	3
	
	
	

	
	Total
	
	$



[bookmark: Office_Supplies_and_Expenses_(including_][bookmark: _bookmark30]Office Supplies and Expenses (including printer ink)

Provide the total value for office equipment you already have and the office equipment you will need to buy for your business growth:

	
	Office Equipment – Already Have
	Market Value $

	
	Total
	$



	
	Office Equipment – Need to Buy
	Price $

	
	Total
	$



[bookmark: Supplies_and_Small_Tools][bookmark: _bookmark31]Supplies and Small Tools

Provide the total value for the supplies and small tools you already have and the supplies and small tools you will need to buy for your business growth:

	
	Supplies and Small Tools – Already Have
	Market Value $

	
	Total
	$



	
	Supplies and Small Tools – Need to Buy
	Price $

	
	Total
	$



[bookmark: Software][bookmark: _bookmark32]Software

Describe and provide the total value for the ssoftware you already have and indicate what you need to purchase for your business growth. Examples: Point of Sale System /Client Relationship Management Software/ Bookkeeping Software.

	
	Software – Already Have
	Market Value $

	1
	
	

	2
	
	

	3
	
	

	
	Total
	$

	
	Software – Need to Buy
	Price $

	1
	
	

	2
	
	

	3
	
	

	
	Total
	$



[bookmark: Inventory][bookmark: _bookmark33]Inventory

(For retail or wholesale businesses - delete if not applicable).

Describe the inventory you have on hand and it’s value. Describe the inventory you intend to purchase for the growth of your business and attach quotes as an Appendix.

	
	Inventory Already Have
	Total Value

	
	
	$



	
	Inventory Needed for Growth
	Total Value

	
	
	$



[bookmark: Insurance][bookmark: _bookmark34]Insurance

Using the chart outline insurance coverage and quotes to expand your insurance coverage for the growth of your business (liability, property protection, business vehicles and errors and omissions (if applicable). See example in chart below:

	Insurance Type
	Details
	Quote $

	Liability
	$2,000,000 with a $500 deductible
	$720.00 annually

	Property Protection
	
	

	Business Vehicles
	
	

	Errors and Omissions
	
	


Attach copies of your Insurance Quotes as Appendices.

KEY ACTIVITIES
[bookmark: Succession_Plan][bookmark: _bookmark35]Succession Plan

Discuss the expected life cycle of your product and/or business. How long do you intend to keep your business? What do you intend to do with your business- transition to family member, sell to employees, sell in open market.
In the chart below outline the strategies you will use to plan the steps to exit your business:

	Succession Plan Step
	Your Strategy

	1
	Build your business to
attract the best buyer
	

	2
	Maximize the value of
your business
	

	3
	Consider more than one
option for your exit
	








[bookmark: KEY_PARTNERS][bookmark: _bookmark36]KEY PARTNERS

[bookmark: Suppliers][bookmark: _bookmark37]Suppliers


List the main suppliers you currently have and consider if you will need to expand your suppliers for the growth of your business. Discuss if they are established suppliers or suppliers you intend to approach. Discuss any payment terms you have negotiated with each supplier.
Attach any Supplier Agreements you may have as an Appendix.

	
	Supplier
	Supplies
	Intended/Established
Payment Terms

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	



[bookmark: Strategic_Alliances][bookmark: _bookmark38]Strategic Alliances


List the people, businesses or associations that help leverage your business by supporting your business activities, referring customers to you or by providing a complimentary business to your business.
Consider if you need to expand your strategic alliances to manage the growth of our business. Name each, describe the nature of your alliance and specify the status of your relationship.

	
	Name
	Support Provided
	Status of Relationship

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	




[bookmark: REVENUE_STREAMS][bookmark: _bookmark39]REVENUE STREAMS

[bookmark: Payment_Systems][bookmark: _bookmark40]Payment Systems


[bookmark: FINANCIALS][bookmark: _bookmark41]Discuss the payment systems you have chosen and the rationale for the systems. Cash, Interact, Visa, PayPal etc. Discuss costs associated with the systems.

FINANCIALS
[bookmark: Break_Even_Analysis][bookmark: _bookmark42]Break Even Analysis


Example $3500/$50 per hour = 70 billable hours per month
$3500/70 billable hours = $50 per hour
If you are selling a product: Selling price (-) minus Cost of Goods = Gross Profit per until as a $ value To show it as a % Take your Gross Profit $ and divide by the selling price =$ of C.O.G.
Take the total monthly Fixed expenses and divide by % of C.OG. = Sales need to break even Total Sales $ divided by your selling price will give you # of units.

Example for Product or Manufacturing
$15 selling price minus $7.00 purchase price = $8.000 Gross Cost of Goods
$8.00 cost / divided by $15 (selling price) = 53% cost of goods.
$3500 monthly fixed expenses/divided by 53% = $6604 sales to break even
$6604 / divided by $15 = 440 units

[bookmark: Equipment_Inventory][bookmark: _bookmark43]Equipment Inventory	
If you have equipment which you are purchasing or already own list it here

	
	Description of Equipment
	Value
	Quantity

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	




[bookmark: Start-_Up_Costs][bookmark: _bookmark44]Start- Up Costs

Please list your start up costs in your plan. Include things such as Advertising costs to launch, major purchases, Insurance, Office Supplies, Office Furniture etc.

[bookmark: Financing_Considerations][bookmark: _bookmark45]Financing Considerations

Where will you get your start up money from? Personal Funds	$
Bank Loans	$
CFDC	$
Lines of Credit	$
Other (family friends etc.	$


[bookmark: Personal_Expense_Statement][bookmark: _bookmark46]Personal Expense Statement

What does it cost you to run your household (personal expense requirements? This is the amount you will need for an owner’s draw (paycheck)


[bookmark: Opening_Day_Balance_Sheet][bookmark: _bookmark47]Opening Day Balance Sheet

This is a picture of your company on day one of business.


Date: ASSETS:



Cash on hand	$
Inventory	$
Tools	$
Equipment	$
Vehicles	$








TOTAL ASSETS:	$

LIABILITIES:
Loans	$



TOTAL LIABILITIES	$


OWNERS EQUITY (Assets -minus liabilities + Equity)	$

[bookmark: Cash_Flow_Projections][bookmark: _bookmark48]Cash Flow Projections



Referring to your Cash Flow Projection and Owner’s Drawings in your financial spreadsheets, provide a rational for your calculations when needed. Explain how you have calculated your costs. In addition, attach a copy of your cash flow Excel spreadsheet to the completed plan.

See the instructions/examples and record your information in the below table:


	Cash In
	Calculation and Rationale

	Cash Sales
	Monthly/Yearly average

	Accounts Receivable
	Include only if you will run A/R.

	Loan Proceeds
	Insert the amount of the loan and which month you received it

	Cash Assets on Hand
	Usually, owners’ investment in cash or first months sales

	Assets Sold
	Only applicable if you are selling assets over the next year

	

	Cash Out
	Calculation and Rationale

	Cost of Sales / Inventory
Expense
	Purchased quarterly Oct, Jan, Apr, Jul

	Business Registration, Licence
and Permits
	

	Lease Payment
	$800 Monthly as per Lease Terms

	Utilities
	$60.00 Estimated

	Insurance (Liability, E & O etc.)
	

	Security Monitoring
	

	Phone and Internet
	

	Advertising (TV, Radio, Paper,
social media, etc.)
	

	Promotional Materials (Flyers,
Business Cards, etc.)
	

	Signage (Car Decal, Sandwich
Board, etc )
	

	Website Hosting and Design
	

	Vehicles (includes R & M,
Insurance)
	Business Insurance upgrade $40 Oct, R & M quarterly @ $200 Jan,
Apr, July

	Bank Charges
	

	Merchant Services (Credit,
Debit Card Processing)
	



	Professional (Accounting,
Bookkeeping, Legal)
	Bookkeeping $30 monthly and Accounting $250 for Year End in Jan,
$0 Legal

	Office Supplies & Expenses
(Including Printer Ink)
	

	Repairs and Maintenance
(Premises and Equipment)
	

	Travel and Promotion (Include
Meals, Accommodation, kms )
	Monthly kms $80, March trade show event $350 Accom, $240 Meals,
$550 kms

	Equipment Purchases
	See Vehicles and Heavy Equipment section

	Supplies and Small Tools
(Including Packaging Supplies)
	

	Loan Payments-Principal and
Interest
	

	Subcontractor Fees
	If applicable

	Wages
	Admin $3,000 monthly, Labourer $3,200 monthly, $1000 in December
for Bonuses

	Employer Wage Burden 15%
	15% of Wage calculation

	Worker's Compensation %
	Based on industry

	Tax Savings
	22% on profit margin

	Owner's Drawing
	$800 per month during Start Up, $1,200 for every other month except
$1,800 for December. See Owner’s Drawing

	Other (Specify)
	



Attach your Cash Flow Statement and Owner’s Drawing to your business plan in the financial section

[bookmark: LIST_OF_APPENDICES][bookmark: _bookmark49]LIST OF APPENDICES


Include the following documents:

· Sales Forecast
· Cash Flow Projection
· Owner’s Drawings
· Resume and Certifications
· Insurance Quotes

And any other relevant documents for example:

· Offer to Purchase Agreements
· Price Schedule
· Letters of Intent/Support
· Lease Agreement
· Current Asset List
· Asset Purchase Quotes
· Past Financial Statements if buying an existing business (2-3 years)
· Marketing information
· Relevant research information such as articles etc.
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