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A Quick-Start Tutorial
This workbook will assist you in determining if your business idea has merit. It helps you answer the most important question before you invest a single dollar: Does the idea hold up to financial scrutiny?
This workbook was created to be simple and user-friendly, but most importantly, it will be highly informative. All it requires of you is to complete three tabs, each containing a basic worksheet. Once you’ve completed all three tabs, the workbook automatically builds the three financial statements a real business runs on, Cash Flow Projection Statement, Income Statement and a Balance Sheet. The workbook will also reveal the findings of the information you’ve entered.
The fastest way to get comfortable with the Business Plan Financial Workbook is to complete the fields using this tutorial. By doing so you will be able to see an example of how one business moves through it.
We’ll use Evergreen Office & Medical Cleaning as our example in this tutorial, a one-owner startup with two part-time cleaners. Enter the numbers exactly as shown, in the tab and row named at each step. When you reach the last step, your file will match the Completed Example tab to the dollar, and you’ll know how to run your own idea through the workbook.
1.  Meet Evergreen Office & Medical Cleaning
Evergreen cleans small offices and medical suites on evening routes, five nights a week. The owner saved twelve months of personal living expenses before opening so she could focus full-time on her dream of becoming a business owner, and she intends to draw nothing from the business in year one. That was her choice. It’s not a rule the workbook enforces, and you’ll set your own draw amount later.
2.  Start Here: the tab that ties it together
The workbook opens on the Start Here tab. Cells are color-coded on each of the worksheets: cream-colored cells are yours to fill in; blue and white cells calculate automatically on their own. The Start Here tab has only one thing for you to set. The other two sections will auto-fill after remaining tabs are completed. Look over how it’s laid out before you touch anything.
The one input:  Find the line “When do your customers usually pay?” and set the dropdown to Net 30. Evergreen’s office and medical clients pay on invoice terms, so the money you earn in January arrives in February. That single setting is the reason cash gets tight in the early months, as you’ll see on the Cash Flow tab.
Your key answers:  These cells are locked to protect the formulas. Nothing needs to be entered here. Below that sits a navy panel called Your Key Answers: what it costs to open, the sales you need each month to break even, when cash runs short, whether year one makes money, and when you reach break even. You don’t type here. The panel is blank now and reads “Fill in tabs 1 to 3 first.” The moment you finish the three input tabs, real numbers appear. You’ll come back and read them in Step 9.
What your numbers are telling you (also automatic):  Under the answers is a second panel that turns those numbers into plain sentences, the same read-out you see on the Completed Example tab. It also fills itself. Nothing to write. It’s there so the file explains its own results back to you.
Note:  If the answers or the sentences look empty right now, that’s correct. They stay blank until tabs 1 to 3 are done, then populate on their own. Neither panel is ever something you fill in by hand.
3.  Tab 1: Startup Costs
Before revenue, before running costs, you need one number: what it takes to open the door. This tab sorts that spending the way an accountant would. Things you buy that last. Money spent once to get the business going. Cash you simply keep on hand for the lean weeks. Then you say how you’ll fund it, part owner cash and part a small loan if needed.
Enter the values on the matching rows:  The rows already carry generic titles that fit most businesses. For this walk-through, rename the ones marked "Change to" so your file matches the Completed Example, then enter each value in the cream-colored cell on its row. You can rename any row later to match your own business.
	Enter this
	Value

	Equipment or machinery | Change to: Used van
	$18,000

	Vehicle or transport | Change to: Equipment (machines, vacuums, extractor, carts)
	$6,000

	Furniture & fixtures | Change to: Van outfitting / shelving
	$500

	Opening inventory or supplies | Change to: Initial cleaning supplies
	$1,200

	First insurance premium | Change to: First insurance & bond premium
	$2,400

	Licenses, permits & legal | No change
	$800

	Launch marketing | No change
	$1,500

	Spare “add your own” line | Change to: Other one-time costs 
	$600

	Working-capital reserve | No change
	$8,000

	Owner’s cash contribution | No change
	$27,000

	Loan / financing amount | No change
	$12,000

	Loan annual interest rate | No change
	9.0%

	Loan term (years) | No change
	5


Check as you go:  The line Total cash needed to open should read $39,000, and Estimated monthly loan payment should read $249. Evergreen’s funding covers the $39,000 to the dollar, so there’s no extra slack. That thin margin matters in a minute.
4.  Tab 2: Sales Forecast
Revenue on this tab is one row per stream, twelve months across. Rename each stream to fit your business, then type the dollars you expect it to bring in each month. Evergreen runs two streams: office accounts, which it lands quickly, and medical suites, which come slower because clinics want references before they hand over a key.
Rename the first stream to Office cleaning, then enter its monthly revenue:  Each figure is the account count times the $650 fee. Work it out that way, or type the dollars straight in.
Office cleaning
	M1
	M2
	M3
	M4
	M5
	M6
	M7
	M8
	M9
	M10
	M11
	M12

	2600
	3250
	3900
	4550
	5200
	5850
	6500
	6500
	7150
	7150
	7800
	7800


Rename the second stream to Medical-suite cleaning, then enter its monthly revenue:  Here each figure is the account count times the $900 fee.
Medical-suite cleaning
	M1
	M2
	M3
	M4
	M5
	M6
	M7
	M8
	M9
	M10
	M11
	M12

	900
	900
	1800
	1800
	2700
	2700
	3600
	3600
	3600
	4500
	4500
	4500


Leave the other two streams blank. Total monthly revenue for the year climbs to $103,350.
5.  Tab 3: Monthly Expenses
This is the tab where first-time business owners commonly estimate low, and it’s usually labor costs. Wages are only the start. Payroll taxes and workers’ comp stack on top, so the true cost of your crew runs well above the wage line alone. Rename the rows to fit your business as you go.
Rename the wage row to Cleaner wages, then enter it across the twelve months:  
Staff wages | Change to: Cleaner wages (employees)
	M1
	M2
	M3
	M4
	M5
	M6
	M7
	M8
	M9
	M10
	M11
	M12

	2600
	3000
	3400
	3900
	4300
	4700
	5100
	5100
	5500
	5500
	5900
	5900


Rename the materials row to Cleaning supplies, then enter it across the months:  
Materials or cost of goods | Change to: Cleaning supplies (materials)
	M1
	M2
	M3
	M4
	M5
	M6
	M7
	M8
	M9
	M10
	M11
	M12

	150
	180
	210
	250
	290
	320
	360
	360
	400
	400
	440
	440


Set the two rates, then rename and fill the fixed bills:  Rates go in the single Rate cell on their row. Each fixed bill is the same every month, so enter it across all twelve columns.
	Enter this
	Value

	Payroll taxes (Rate cell)
	10%

	Workers’ compensation (Rate cell)
	6%

	Rent or facility | Change to: Vehicle fuel
	$250

	Utilities | Change to: Vehicle maintenance
	$120

	Insurance | Change to: Vehicle insurance
	$180

	Phone, internet & software | Change to: Business insurance & bonding
	$200

	Marketing | Change to: Storage / rent
	$150

	Vehicle or travel | Change to: Phone, software & admin
	$120

	(add your own) | Change to: Marketing (ongoing)
	$150

	(add your own) | Change to: Other
	$50

	Owner’s draw | No change
	$0


Note:  The owner’s draw is money she takes home, not a cost of running the business, so it stays off the income statement. Evergreen’s owner takes nothing in year one because she planned for that. Set your own draw to whatever you truly need to live on.
Customizing the rows for your own business
Every title on the three input tabs is editable. Click a row title and type over it. The math underneath keeps working, because the formulas point at the rows, not the words. So a landscaper writes Mowing accounts where Evergreen wrote Office cleaning, and the totals still add up.
To add a line:  Right-click on the last row number, far left of screen, in a section, the row just above its gray subtotal, and choose Insert. The new row drops in already formatted to type in, and it sits inside the total, so the subtotal widens to include it. Nothing breaks.
A word on protection:  The input tabs are locked so a stray keystroke can’t wipe out a formula. Renaming rows, entering numbers, and inserting lines all still work. If you ever need to change the sheet itself, choose Review, then Unprotect Sheet. There’s no password.
6.  Tab 4: read the Cash Flow
A profitable year can still run out of money, and this tab is where you catch it early. Follow the bottom line, Cash at end of month. Because customers pay Net 30 while wages and startup bills come due right now, the balance turns red. It dips to about −$678 and stays negative from Month 4 through Month 6, then climbs back into the black. The working-capital reserve you entered on Tab 1 carries the business most of the way across that gap, and the red months tell you how much more cushion you'd need to close it. Nothing to enter here. Just read the red so you know what to expect.
7.  Tab 5: read the Income Statement
Your whole first year sits on one page. The column to study is % of Sales, because that’s where the money is going. Staff labor, which bundles wages, payroll taxes, and workers’ comp, takes 61.6% of every dollar of sales. Respect that number. After all costs, Evergreen clears $13,727, a 13.3% margin. Break-even lands near $3,755 in monthly sales, and the average month runs comfortably above it. This business is profitable!
8.  Tab 6: read the Balance Sheet
This is the year-end snapshot. What the business owns equals what it owes plus the owner’s stake, every time, and the Balance check should read “Balanced.” Underneath sit three health checks. Cash covers about two months of expenses. Debt sits near 20% of assets. The owner owns the rest. Low debt and a real cushion are what let a young business survive a slow month.
9.  Back to Start Here: read your key answers
Now return to the Start Here tab you looked at in Step 2. The two panels that were blank have filled themselves in. Your key answers read: it costs $39,000 to open, you need about $3,755 in monthly sales to break even, cash runs short in Month 4, year one earns $13,727, and you reach break even in Month 2. Below them, the sentences spell out the story. Funding is tight. An average month clears break-even with room. Cash goes negative early. Labor eats 62% of sales. The idea makes money on paper. You didn’t write a word of that. The file did.
Check your work:  Flip to the Completed Example tab. Every number you produced should match it, line for line. If one figure is off, hunt for the cream-colored cell you skipped or mistyped, fix it, and watch the answers fall back into place.
10.  Now run your own idea
You’ve seen the whole machine work end to end. Open a fresh copy of the workbook and enter your own numbers. Complete the workbook in the same order as you did in this tutorial
Building a business takes real work, and these numbers won’t make the decision for you. What they will do is tell you early, and honestly, whether the idea is worth pursuing and what you can expect along the way.  If the numbers don’t add up after a first pass, ask yourself what changes you can make to ensure profitability. 
Ultimately, you need to decide if the business is worthy of your time and passion. We’re rooting for you!
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