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[bookmark: _Toc239610236]Introduction
Welcome to our free guide; a complete business planning toolkit for new or existing business owners wanting to run a more efficient and productive business. The major reason for success in any business and in life is clear-eyed and thoughtful planning. 
Good business owners understand that writing a business plan is not a one-time event. A business plan should be a living document, an ongoing work in progress. As the business environment changes, your business plan should adjust and evolve over time. 
As a leader and business owner, it’s your responsibility to become knowledgeable in all things related to your business. In writing a comprehensive business plan you will be forced to dig deep into your business financials; the competitive landscape, and industry trends. When your plan is complete, you’ll have a firmer grasp of your business goals and a clearer understanding of how to achieve key objectives. 
Becoming an expert in any business doesn’t happen overnight. It takes hard work and determination to acquire the skills and knowledge necessary to create and maintain a successful business. However, the benefits of writing a business plan far outweigh the investment of your time and effort. 
Our free guide, How to Write a Business Plan, will walk you step-by-step through the process of building a rock-solid business plan.
Section by section, you will learn what’s most important to include in your plan. As you begin the business planning process, you’ll realize there are some important business practices that you may not have thought about previously.
Take this opportunity to fine-tune your business knowledge and expertise. Commit to updating your business plan on an ongoing basis to stay ahead of changing customer needs and competitive challenges.
“People and organizations with clear visions, values, and plans tend to accomplish far more and do it faster than their competitors.”
- Brian Tracy

About Success Lessons
As you read various sections of our guide, you’ll see we’ve included a few success lessons for living a good life and running a great business. The purpose of these success lessons is to inspire and motivate you throughout your business planning process. 
If you are just beginning a new business venture, it’s important that you understand there will be challenges that you will encounter along the way and you will need persistence and determination to overcome these hurdles.
Not only must you study the art of business management, but you also need to limit the risk of failure by making a commitment to learn from business leaders who’ve graciously shared what they learned after making their own mistakes.
Stand on the shoulders of these successful leaders. Learn from their mistakes; act on their advice, and work hard to avoid making the same errors.
As a leader the greatest investment you can make is in the personal and professional growth of yourself and your people. If you value personal growth and self-development, then consider supporting other team members in their leadership development journey.
There are many reasons people fail in business. Some common fatal errors include but are not limited to:
· lack of education, knowledge or skill
· lack of effort or work ethic
· lack of passion or ambition
· lack of grit, determination and persistence
· lack of tact or diplomacy
· lack of being able to say “No”
· lack of a willingness to give back to the community it serves.
Effectively address each of the above issues as you complete this guide and your chances for long-term business success will be greatly improved
Okay, let’s get started.
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The executive summary format will vary in length based on the complexity of your business. However, there are some key areas that should be included in every business plan.  
In this section of our guide, we’ll walk you through each area and provide some helpful hints.   
Although the executive summary is located first in the business plan, we recommend that you write this section last to ensure that all the information in the business plan is properly summarized.
The Executive Summary is a critical part of your business plan. Here is where you provide a concise overview of your vision and how you plan to make that vision become a reality. This is the first section of the business plan so it’s imperative that you quickly grab the attention of the reader, who is typically a prospective lender, and hook him into wanting to learn more. 
More than any of the other sections that will follow, the executive summary is key to your success because it’s the first impression the reader will have of your business. This is your one-time opportunity to make a great first impression and demonstrate why you believe that your business idea will be successful.
Provide a concise and accurate description of your business, including goals and achievements to date.
If your business is already established, describe what it sets out to achieve; how it has accomplished goals to date, and what key objectives are next. Provide the reader with a clear summary of your vision. Describe how and when you intend to make this vision a reality, and how you will overcome any barriers to success.
Make the reader feel your excitement for the road ahead. If they don’t believe you are excited to lead this business to victory, chances are they won’t be excited to finance it. 
So, get excited!

Executive Summary Format
Use the following executive summary format as you complete this section of the business plan:
Highlights
· Date business was established
· Names of founders and the functions that each perform
· Number of employees
· Location of business, and any branches, franchises or subsidiaries
· Description of business premises
· Products produced, or services rendered
· Banking relationships and key information for current investors
Objectives
· Timeline of the goals and objectives you plan to achieve related to your funding request
· Summary of company growth supported by financial highlights
· Summary of future plans for the organization


Mission Statement
· Explain the mission of your business. Provide insight on your motivation for taking on this mission. Share your passion.
Keys to Success
· Describe unique or distinguishing factors that will help to ensure your business plan is successful. For example, your expertise, special skills, technological advantages, etc. 
If your business is brand new, you will not have all the information detailed in the above executive summary format. Instead, you will need to focus your comments on your background, the research you have done, and why you believe you have the necessary knowledge and skills to make your dream into reality. 
You’ll base much of your plan on projected results versus actual accomplishments to date. That’s okay, simply adjust the executive summary format to meet the needs of your specific business plan. 
“The best preparation for good work tomorrow is to do good work today.”
- Elbert Hubbard

SUCCESS LESSON
The Genius of Persistence
There is a false idea of what constitutes real genius and business success. This myth is one of the key stumbling blocks that stand in the way of a person’s prosperity.
There is a sense by many that only those who are blessed by the almighty at birth; ordained to rise to greatness and lead others, have any chance of becoming the top in their field. This is absolute nonsense!
The genius that has accomplished great things in the world, as a rule, is the genius of downright persistence and hard work. Focused and committed effort is the one single thing that has always transformed the world. 
“The quality of a person’s life is in direct proportion to their commitment to excellence, regardless of their chosen field of endeavor.”
- Vince Lombardi
You can spot the person who is most capable of making a resolute effort whenever called upon. The surest sign of a leader who can accomplish great things is the one who possesses a hunger for achievement; a longing to grow and become more, to be somebody of significance; to do something worthwhile in this world.
It is truly astonishing how much power there is when one possesses an intense desire and determination to accomplish a thing, anything, no matter how easy or difficult it may be.
As a rule, it is this intensity; that hearty appetite within you for achievement in your business; that thirst for knowledge that must be quenched, which will measure your success in business and in life.
Great business leaders of the past did not enjoy the convenience of what technology provides us today. All the necessary tools are at your disposal.
Follow the executive summary format above and continue in our guide to ensure your business is prepared for great success. Use the Business Plan Template while completing this guide and you’ll be well on your way.  
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Mission statement templates and tools can be readily found online. Shortly we’ll introduce the mission statement tool we recommend but first let’s discuss why the mission statement is so important to the future of your business.
Successful business leaders will tell you that those who have clarity about what they want, often get it. It makes perfect sense because when you have something clearly in your mind that you are passionate about, you’ll naturally gravitate toward it. Having a well-prepared mission statement will provide the clarity you need. 
On the other hand, if you don’t set your goals based upon a clearly defined mission statement, you may find yourself following a path that doesn’t take you where you thought you were going.
The mission should be something that inspires you, your customers and all key stakeholders. It can be as short as a few words, or as long as a few sentences. Use it to make clear to the world what your organization is about and what you stand for.
When a prospective employee is considering taking a position at your company, the mission statement should help that individual to make their decision. If a customer is considering doing business with your establishment, the mission statement can assist in their decision-making process.
“Outstanding people have one thing in common: An absolute sense of mission.”
- Zig Ziglar
Most leaders will use a mission statement template to get started and will enlist their entire team to define the mission of the business. Through team discussions, employees will add great value to the mission statement process.
Only through a collaborative team effort can the mission statement become the battle-cry of your organization.

Mission Statement Template
To assist you in creating a powerful and effective mission statement, we’ve researched tools and templates available online at no cost. While there are many available to choose from, we recommend a mission statement builder that is offered free by Nightingale-Conant. While their tool is designed to create a personal mission statement, it can just as easily be applied to your business. 
Using this tool your mission statement can:
· Support and inspire your team to pursue their strategic goals
· Attract new business customers who are like-minded and see the value your business offers
· Inspire a more productive and fulfilling future for your entire organization and the communities you serve
The late Jim Rohn once said, “You cannot change your destination overnight, but you can change your direction overnight.” When you create a mission statement for your business, the direction of the business, under your leadership, is set into action.
Take the time necessary to gather your team and all key stakeholders. Work together to create a mission statement that makes you proud and inspired.
Use this simple Mission Statement template to get started today. 
Mission Statement Tool
Nightingale-Conant offers a free Mission Statement Builder that uses AI to guide you through a short, thoughtful process. Answer a few questions about your purpose, characteristics and goals, and the tool crafts your statement in about ten minutes, giving you both a polished version and an enhanced version you can refine. Create your mission statement free at mymission.ai, then use it to anchor the executive summary of your business plan.
“When you discover your true mission, you will feel its power. It will fill you with enthusiasm and a burning desire to get to work on it.”
- W. Clement Stone

SUCCESS LESSON
FOCUS = Persistent Thought
What you allow your mind to focus on has a great deal to do with the level of business success you will achieve. You can control a great deal of what comes into your mind by becoming an avid reader.
A wise man once said, “If I might control the literature of the household, I would guarantee the well-being of the state and the nation.”
It is impossible to overstate the value that positive books, magazines and audio tapes and videos can have on your life and business. 
If you were to take a sheet of paper and list on one side all of the negative and unhelpful messages you’ve received through advertisements alone; then on the opposite side of the page, you listed all of the quality books and assorted literature you’ve indulged in, how would the two lists compare?
If the list of bad easily outweighs the good, then this is an area you should tackle. You must be in control of what you allow into your mind. If you do not control the messages you receive then you leave yourself open to all sorts of negative impulses and bad habits.
How many people are bankrupt today simply because they were influenced to buy anything and everything on credit? How many addicts are created each year due to the heavy promotion of over-the-counter drugs?
The messages we receive do have an influence on us. Our mind and body can be either positively or negatively impacted based on the messages we allow in.
Too many people do not actively manage these messages. There is no system of gate-keeping that is in place to protect and guide us as we are constantly deluged with product and service endorsements. However, if you have clarity about your personal goals, you’ll be less likely to be distracted by all the negative noise.
Go back now and use the mission statement template for your personal life. This will help you to define what’s important in your life so you can become a better and more effective gatekeeper.
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Effective mission statement examples can be found all over traditional and social media. Virtually every high performing business goes to great lengths to clearly define the mission of their organization, and for good reason. 
The leaders of these companies understand that a business with a clear mission can grow exponentially!
In this section we will provide multiple examples of company mission statements, so you get a clear sense of how important the process is to the executive summary section of a business plan.
Every business that is above the ordinary has an inspiring mission that its leaders are called to fulfill.
As stated in the previous section, the mission statement can be as short as a few words or as long as several sentences. The importance thing is that the mission statement makes very clear to your employees, customers and business partners what it is that the business stands for. What is the driving force behind the business?
In other words, the idea that you convey should be obvious to anyone reading the mission statement. There should be no doubt about what the business is working to achieve.
“First say to yourself what you would be; and then do what you have to do.”
- Epictetus
There are four specific questions that you should strive to answer when writing the mission statement for your business.  These include:
1.     What does our business do?
2.     How does our business accomplish it?
3.     Who benefits from what our business does?
4.     What value does the business bring to those it serves?
The mission statement is not the same as a slogan or motto. It’s okay to use a little more space when creating your mission statement to ensure you answer the important questions. Next, we’ll provide some specific mission statement examples, and you’ll clearly see the difference between mission statements and slogans.
 
Mission Statement Examples
MissionStatements.com is a great resource that provides hundreds of mission statement examples from well-known companies. Here is a short list of some very well known, and not so well known mission statements:
Wal-Mart: “To save people money so they can live better.” This coincides with their slogan, “Save money, Live better.”
The Walt Disney Company: “To be one of the world’s leading producers and providers of entertainment and information. Using our portfolio of brands to differentiate our content, services and consumer products, we seek to develop the most creative, innovative and profitable entertainment experiences and related products in the world.”
Nike: “To bring inspiration and innovation to every athlete in the world.” Of course, everyone knows Nike’s famous motto, “Just do it!”
Microsoft: “To empower every person and every organization on the planet to achieve more.”
Amazon: “To be Earth’s most customer-centric company, where customers can find and discover anything they might want to buy online, and endeavors to offer its customers the lowest possible prices.”
As you can see, the length of mission statements can vary significantly. Whether you create a brief or expanded mission statement for your company is a personal choice. Just make certain that whichever way you go, the mission is clear to your audience. Review the many mission statement examples at MissionStatements.com so you can be sure that the mission statement for your business meets the guidelines provided.
Hopefully the mission statement examples shared here has provided you with great ideas and inspiration to complete this important section of your business plan. 
“A man with money is no match for a man with a mission.”
- Doyle Brunson
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Writing a company description is important as it provides a solid overview of the business entity and tees up much of the critical information that will follow in your business plan.
The company description is also known as the business description, company information or company overview. We will use business description and company description interchangeably.
Important information for a company description includes the ownership and legal entity of the business. 
Key pieces related to ownership includes stating the type of your business. Is it a sole proprietorship, partnership or corporation (S or C)? How have you decided to structure your business, and who owns what percentage of it? Banks and investors will demand this information to be clearly defined.
In addition, define the industry of the business (such as financial services, manufacturing, merchandising, technology or service). 
State if your business is a franchise or an expansion of an existing business. If business licenses or permits are required, state whether these have been acquired. If not yet acquired, explain your plan for acquiring them and your status in the process.
Additionally, you’ll provide a market analysis detailing where and how you’ll attract and grow your customer base. Also included is an analysis of the competitive environment. We’ll cover each of these areas in the next couple of pages.

Preparation Questions for the Company Description
Prior to presenting your business plan, place yourself in the chair of the person(s) who will be reviewing your plan. Be prepared to answer any key questions that might come up related to your business description.
Some key questions you should expect to answer in the Company Description section include:
· Briefly describe when, how and why the company was formed, and where it currently is in its development.
· List any short term (less than one year) and long term (12 months or more) goals of the organization.
· Provide information on any major successes the company has achieved to date. Include information to explain difficulties that were encountered and how those challenges were addressed and eventually overcome.
· Describe how the organization was originally funded and how it has maintained its working capital since it began.
· Detail any major change in structure, ownership, management or other key personnel that has occurred within the past 12 months.
As you prepare this section it’s important to think about your overall mission statement. Make sure any answers you give line up succinctly with the company’s mission.
Remember, what may seem obvious to you may be invisible to others. Do not make any assumptions when creating a company description. Assume the reader doesn’t know anything about your business.
“Effective leaders help others to understand the necessity of change and to accept a common vision of the desired outcome.”
- John Kotter

SUCCESS LESSON
Why Rise To A Higher Standard?
The purpose of your business plan is to educate a prospective investor or banker. Even more importantly, the process goes a long way toward helping to better educate the owners, employees and key stakeholders of the organization.
The great objective of education is to raise men and women to a higher power; a higher understanding of their business and life in general.
“He who has a perfectly balanced mind will naturally express in his life the principles of the Golden Rule.”
- O.S. Marden
As you elevate yourself through higher education, you should begin to see that others are not there merely for your use, but that the highest good for everyone involved comes from mutual self-development and a shared sense of purpose.
The only real success worthy of the title is that which comes from a person who sets out daily and forever to grow; obtains a deeper knowledge; improves morally and spiritually; and then does all he can to share with others what he’s learned.
So fortunate are the few who are trained from early childhood to see beauty in all things; to assume the good versus the bad, and to believe things are possible rather than to instinctively stifle new ideas.
The fine art of living is for each of us to seek our fullest development and help others to do the same. This is what great leaders do.
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The Market Situation Analysis section of your business plan is the product of your extensive research and analysis of the market you intend to do business in.  
In this section you will present findings about potential challenges the business might face, and how your business intends to be successful despite these challenges. 
You want to provide the reader with a vivid description of the current state of your target market.
Define the market that you will focus on. What type of customer will you attract with your product or service? Include a detailed demographic breakdown of your target customer. How large is your current client base, and how large could it be potentially with the right investment and leadership?
Where are your target customers? How will you connect with them? How will they know who and where you are, what you have to offer, and how buying from you will be of benefit?
If you believe that you have something new or innovative, how do you know there is a market for it? How have you determined the value and that customers will be willing to pay for what your business offers?
Focus your team inward on building the finest company possible. Period.
Consider your target market. What is currently taking place in the market. Is it expanding, getting smaller, staying the same? As a percentage, how big of an increase to your customer base do you believe is possible? How will you ensure market growth and lead your team to success?
Note: Include chart or graphs to quickly illustrate market growth opportunity. 

Questions About Market Situation Analysis
As you prepare to make your business plan presentation, prepare yourself for questions you may be asked relating to your market situation analysis. Every business and every market have both strengths and weaknesses, and you must be knowledgeable about all aspects of the market you are about to enter.
Here a just a few samples of questions that could be asked about the market analysis section of your business plan:
· Describe all the products or services that you offer?
· How large of an opportunity do you believe your business has to expand in your target market?
· How will you drive sales and explain how you intend to distribute your product to customers?
· Define the geography of your target market.
· Define the demographics of your target customer.  Include key factors such as mix of male/female, income levels, special interests, etc. 
· Who are your primary competitors? What is your competitive advantage that will win market share? 
These are just a few important questions you should be prepared to answer. In addition to the above questions, brainstorm with your team to anticipate additional questions. Collaborate to effectively answer each potential question and then commit the questions and answers to memory prior to your business plan presentation. 
 “A clear vision, backed by definite plans, gives you a tremendous feeling of confidence and personal power.”
- Brian Tracy

SUCCESS LESSON
Respect The Competition
People who have had the good fortune to remain in business over an extended period of time understand how important it is to cultivate a respectful dialogue with the competition.
We must learn to foster a spirit of fair-mindedness, tolerance and even generosity toward our competitors. Doing so makes us better because we can learn more about the person we are competing against.
“The general who wins the battle makes many calculations in his temple before the battle is fought. The general who loses makes but few calculations beforehand.”
- Sun Tzu
There is no reason in the world for a business owner to speak harshly about a peer in the industry. Our character cannot afford to let friendly rivalry degenerate into treacherous warfare, petty selfishness or foolish pride.
Let the superiority of your character and product or service be what advances you in business. The world always looks down with contempt upon the one who attempts to build himself up by pulling others down.
In contrast, the world always admires quality and fair dealing.
Securing the habit of thinking generously and kindly of others tends to transform your life into a more fulfilling experience.
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Here we provide a competitive analysis template, which is the next section of the Company Description. The purpose of the Competitive Analysis is to know your competition better than they know themselves. 
Understand the strengths of your competitors so you can emulate them. Understand their weaknesses so you can take advantage of them.
Your Competitive Analysis should clearly identify your competition by name, which specific information detailing its product line or service. In addition, the information should be broken out by market segment; assessing strengths and weaknesses and clearly identifying any potential barriers to entering the market.
Research and present market share data for each of your competitors. Project the time and costs that will be necessary for your company to get a foothold into the market.
Don’t limit your competitive analysis to only the top competitors in the market. Expand your assessment to include the minor players as well. You might be surprised to learn how smaller players approached entry into the market and it may provide clues for what you should or should not do. 
Additionally, one of those small fish may be on the leading edge of introducing something brand new to the market that will allow them to have a competitive advantage in the very near future. The bottom line is the more research you do into your competition, the more knowledge you’ll have, and this will allow you to be better prepared to bring your product or service to market.
As you research competitors, pay attention to the strategies they use in the marketing of their products or services. Learn how they are driving business into their place of business or attracting new customers to their website. Become an investigator seeking to uncover their “secret sauce”. The more you know, the better prepared you’ll be to leverage that knowledge for a winning approach into the marketplace. 
The final piece for our competitive analysis template is to include an overview. Provide the reader with a summary of the marketplace and your projections for how your business will successfully compete and win.

Competitive Analysis Template - Strengths and Weaknesses
Listing the strengths of your competitors allows you to assess what they are doing well so you can develop those strengths into your own service delivery systems.
As you complete your competitive analysis template, consider the following competitive strengths:
· Quality customer service: on-time delivery, warm and friendly employees, etc.
· Large market share: with solid annual growth, which indicates leadership in the industry
· Name recognition: well established traditions, earning trust and loyalty of customers
· Solid financial results over an extended period of time
· Established community involvement, network of resources locally and within the industry
· Employee retention and loyalty due to strong and effective management
Weaknesses of the competition are also of great importance, because you can capitalize on those weaknesses and gain an advantage over your competition.
As you assess your competition you may realize that you have some important challenges to overcome. Do not allow those challenges to stop you from realizing your dream. Instead, expect barriers to come up; welcome obstacles and go about the business of addressing each one directly. Always remember that the process of overcoming adversity is what makes you (and your business) better.
Potential barriers may include funding, personnel, technology, market resistance or your own learning curve. Each one of these challenges can be overcome if you have the commitment and discipline to keep pressing forward and making incremental progress over time. 
Addressing strengths and weaknesses is an important section of the competitive analysis template. Take your time to complete this section to the best of your ability. The insights you gain will be well worth the extra effort. 
“You need a plan to build a house. To build a life (or a business), it is even more important to have a plan or goal.”
- Zig Ziglar

SUCCESS LESSON
Inviting Success In
Too often people possess a natural shyness that gets in the way of them proactively reaching out to meet others. This feeling can be overcome and must be; if one is going to become a successful businessperson.
People that are shy can also be overly sensitive and can get their feelings hurt easily. Again, this is a weakness that must be overcome before it causes irreparable damage to your personal life and career.
Those who possess healthy self-esteem are typically not victims of shyness and are not overly sensitive. To be a complete person who enjoys all the fruits of the world, one must be conscious of his own self-worth and dignity.
“You have power over your mind - not outside events. Realize this, and you will find strength.”
- Marcus Aurelius
To overcome shyness and sensitivity, you must place yourself squarely in the mix of people. While uncomfortable at first, over time you’ll become less anxious and more comfortable with your less sheltered surroundings.
Yes, this will require willpower and an unbending determination to conquer a major barrier to your success. The late Archbishop Whately, who suffered from natural shyness and sensitivity, could not bear the thought of others thinking poorly of him. For him to overcome this crippling handicap, he made up his mind that he would not allow himself to be concerned with what others thought of him. With some practice, he quickly overcame his fears... and so can you.
Great business leaders regularly must step out of their comfort zone. But they’ve learned to do so willingly and proactively because they know that doing so is in their best interests. They make the decision to tackle the challenge in front of them because they understand it will help them to learn and grow as a leader.  
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The Operations Structure begins Part III of our guide. Structure and process are the bookends of every highly successful company so it’s important that you clearly define in the business plan how your business will be structured.
There are several key areas for discussion related to the operations structure.  First, we’ll share details on the benefits of your business interior, location and overall facility. Then we’ll provide information about the hours of operation for each business channel offered by the business.
The interior of your business is just as important as the physical location of your business. Provide information about the benefits of the interior and how it will support the future growth of the business. Some key questions to answer may include:
· What is the amount of square feet your business requires?
· Will this amount of square footage allow for future expansion?
· Identify requirements/modifications required for the space. Are these requirements allowed within your lease agreement?
· Is the space attractive for displaying goods and provided services on-site?
Describe how you intend to optimize the space. How will the flow of the interior contribute to a growth in sales? 
“It takes as much energy to wish as it does to plan.”
- Eleanor Roosevelt
Work with your team to anticipate questions that might be asked by the reader of your business plan. The better prepared you to answer questions during your presentation, the better your chances will be to attract lenders or investors.
Next, let’s discuss the physical location and hours of operation.

Operations Structure: Physical Location
The physical location of your business is critical for some business types, for instance local retail stores. Location is less important for businesses such as Internet companies.
· If your business is not as dependent on location, you may have an advantage, which should be explained.
· If your location has been determined, provide details about how you made that decision. Outline the process you went through, and the primary benefits the location provides to the future success of the business.
· If no location has been decided on, provide the process you intend to go through in making this important decision. Give the reader a strong sense that your approach is thoughtful and deliberate.  
Examples of key considerations for physical location might include, but are not limited to:
· Define the size, type and location you’d like to buy or lease. Explain how each factor enhances the opportunity for growth of the business. Does the location need to be at street level or can it be in an office building or high-rise? When considering the needs of your employees and customers, should the location be near public transportation?
· When comparing potential locations for your business it’s important to consider access and traffic flow patterns. Is there adequate parking available? Does it have sufficient security in place? Do neighboring businesses complement the type of customers who hope to attract?
· Does the location provide opportunity for signage that will be highly visible to passing traffic? Are there local ordinances that limit signs in your area?
Next, be sure to address your regular hours of operation. For example: “Open Monday - Friday 8am - 5pm; Saturday 9am - 4pm; Sunday Closed”. If you operate any online channels (I.e., website, call center, etc.) to service your customers 24/7/365, include this in your explanation. 
Okay, we still have some information to cover related to your Operations Structure section of the business plan. In the next couple of pages, we’ll provide key information on the organizational structure of the facility. Also, we’ll identify the management team and their respective qualifications to hold key leadership positions within the business. 
“A man who does not think and plan long ahead will find trouble right at his door.”
- Confucius

SUCCESS LESSON
Adopt A System for Success
Systems and process are the mark of a successful business leader. Too often businesses fail solely due to a lack of thoughtful planning.
The same type of system, order and forethought that goes into the running of a city should go into the management of a country store.
Business owners have frequently pondered over how they could have failed in their venture, never able to come up with one single reason when they have inventory piled high to the ceiling that has never once been properly accounted for.
“Just for now”, is a term that has corrupted many establishments. Managers put off what they know they must do “just for now” and expect to get back to it shortly but never do. 
“At all times it is better to have a method.”
- Mark Caine
They put off balancing their bank statements, “just for now”; they fail to monitor their sales strategy “just for now”; procrastination is the bad habit that is formed under the devilish promise of “just for now”.
Implementing systems is how successful people ensure that important tasks are completed regardless of whether he or she is present on a certain day or not. With a system set firmly in place, you won’t need to worry about things not getting done on time.
Adopting a solid process is a great way to ensure good habits for your organization. If the process is good, so too will the habits of your organization.
Demonstrate in your business plan that Operations Structure is solid and that your business will be well organized for optimal production. 

[bookmark: _Toc239610247]Organizational Structure
Include the formal organizational structure of your business as part of the Operations Structure section of your business plan. 
In this section you will detail how your various departments are organized and how they work together for optimal production and efficiency. 
Plans are only good intentions unless they are implemented by highly qualified and effective leaders. Business owners are well advised to surround themselves with a team of people who bring value to the business and have a record of producing positive results.
Particularly during the start-up phase of a new business, having qualified people who can quickly and effectively implement the business plan is critical if the business is to succeed long-term. Why? Because in the beginning, funds tend to be limited. So, making the most out of the resources available is of the utmost importance. 
The formal organizational structure of your business can be illustrated by an organizational chart, outlining the various departments and lines of leadership. 
For corporate entities, clearly indicate the names and titles for all key personnel, such as CEO, President, CFO, Director of Operations, Director of Marketing, etc. 
Obviously, sole proprietorships will mostly be easier to outline since the number of employees will be relatively smaller. However, if you outsource various elements of your team be sure to make this clear to the reader.
For instance, do you work with a virtual assistant? Do you contract with freelancers for your website, marketing or graphic design needs?
Although contract laborers do not have ownership in your business, they are responsible for critical aspects of the business so it’s important to show how and why you count on these third-party providers.

Formal Organizational Structure Tips
Individuals reading the formal organizational structure of your business plan want to know who is in charge and why each person has been chosen to oversee a particular area of the organization. They will judge the quality of the business and its chances of success, by some measure, by the background and expertise of the various people in charge.
The ownership of the business will also be of great interest to the reader. Be transparent about the makeup of the business owners.
Key ownership information to include in your business plan resource might include:
· names of each owner
· percentage of each owner’s stake in the company
· to what extent is each owner involved in the daily operations (passive vs. active owner?)
Make sure to include how each owner is compensated. Investors understand that each dollar paid in salary expense takes away from the bottom-line profits of the organization. Therefore, they will be looking to see that owners aren’t putting the business at risk by taking high salaries during the early stages of the business.
“Leadership is the art of accomplishing more than the science of management says is possible.”
- Colin Powell

SUCCESS LESSON
Build a Network for Success
The late Andrew Carnegie suggested in a speech he once made that the following statement would make for an appropriate epitaph for his own tombstone:
“Here lies a man who knew how to get around him much cleverer men than himself.”
- Andrew Carnegie
The great majority of men and women who succeed in business and in life, do so by surrounding themselves with smart, eager and able associates. No man should make the mistake of thinking he needs no other person to succeed. We all need others to complement or make up for our own weaknesses. No one knows it all.
You cannot lead a great enterprise; stand at the head of a boardroom table; or maximize your limited resources most effectively, unless you have established a network of mentors and business partners to help guide and support your efforts. You must use every resource available to you. 
“A good plan, executed now, is vastly better than a perfect plan next week.”
- George S. Patton
Each person has his talents. Just because a man can write a great book on business does not ensure that he can successfully manage others. Writing about management theory is not the same as practicing business in the real world. Humans are complex creatures that require leadership along with clear and effective communication.
Not everyone is cut out to be the next Jack Welch, Michael Eisner or Warren Buffet. In fact, each of these highly successful business tycoons would no doubt credit many within his circle of influence, as being critical to his success.
As you work through the business planning process, make certain you have surrounded yourself with the most highly engaged, talented people available.
Pay high performing people whatever you must to gain their commitment. If they are as good as you think they are, then the upfront costs will be well worth the investment over time. 

[bookmark: _Toc239610248]Management Qualifications
Effective business management planning must include a clear-eyed assessment of your management team. Each member of the team must bring something unique to the table to optimize the talent and skill-set of leadership team. 
Most business professionals agree that one of the key reasons for the success of any organization is the leadership and expertise of higher management. As a result, those who will be reviewing your business plan are going to be very interested in the qualifications of the owner and/or key managers.
Their concerns are warranted. No one in their right mind would decide to invest in a business when the owner knows nothing about the product he is attempting to sell. The risk of joining such an inept and misguided venture is just too high.
So, it’s very important that you properly introduce your leadership team and support their appointment by listing clearly their unique qualifications for business management planning and implementation. However, before we get to your leadership team, let’s talk about YOU. 
Good fortune is what happens when opportunity meets with planning. So, set a high standard for performance to attract high performing talent.
In this section of your business plan, you need to provide detail on your personal experience and qualifications as the primary leader.
First, explain your background and level of experience in this type of business. Explain what your specific role will be and how directly or indirectly you will be involved as an owner.
If your intention is to lead through others, how will you oversee the activities of the business and its assigned leaders? Identify your strengths and weaknesses to provide the reader with evidence that you are a thoughtful and self-aware leader.

Team Qualifications for Business Management Planning and Execution
Describe other key members of your management team and their respective duties and responsibilities for growing the business.
Include the following details: 
· Define each team member’s business qualifications and proven experience. (Resumes should be included in the Appendix section of this business plan.) 
· What are the key skills and strengths each team member brings to the business?
· What area of performance is each team member responsible for and how will success be measured? (Job Descriptions or Role Personas can be included in the Appendix) 
· Identify any skills that your team is lacking, which will require outside sourcing or additional hiring.
A statement of support may go something like, “Mr. X managed a sales team of 20 people, increasing sales by over 15% in the first year of his employment with XYZ Company. In addition, Mr. X was directly responsible for hiring over half of the existing sales force.
Finally, as you assess each team member, point out how each person complements your own skills, or adds strength in an area that you are weaker. What value does each person bring to the overall business management planning and implementation process?
If your business is a franchise, what type of assistance can you expect from the franchiser, and for how long? Include information about operating procedures and related guidance that has been provided to you by the franchiser. 
“Plans don’t accomplish work; wall charts don’t accomplish work; it is people who get things done.”
- Colin Powell

[bookmark: _Toc239610249]Part IV: Service or Product Offer
[bookmark: _Toc239610250]Product or Service Offer
Do you have a competitive product offer? If you offer a service, does your business stand out above other competitors in the marketplace? 
In this section of the business planning process, you will learn how to get very clear about what it is that you are selling. 
In this section your primary goal is to describe in vivid detail what product or service you are offering to your target market and why they will be drawn to your unique service or competitive product offer.
For example, rather than simply listing your product line of 10+ different products or services, explain how your target customer will prefer your product or service over other providers. To win in the marketplace, you must distinguish yourself in the marketplace.
You can distinguish your product or service in a variety of ways. For instance, you can offer the lowest price; you can provide a higher level of service; you can provide higher quality; or, you use new technology and become a trailblazer in your industry.
Focus your comments on the key points that you feel provide a distinct advantage in the marketplace.
“Understand that your name is firmly stamped on every product and point of service that occurs in the business.”
Don’t just talk from a high-level view. Get into the details about your competitive product offer, or service, and explain why you offer greater value. Define what makes your product or service uniquely qualified to attract new customers away from existing providers? In addition, define precisely by demographics who is your target customer.
Explain what is included in your product or service. How did you decide on what will be included in your competitive product offer? Can you adjust the offer as needed to address future changes in the market?
Are your suppliers or manufacturers reliable? How quickly is the product made once an order is placed? How will inventory be secured/protected? We’ll discuss business resources such as suppliers and manufacturers later in this guide but first check out the next section where we’ll discuss more about standing out as a service provider.

Competitive Product Offer vs. Outstanding Service Offer
Your product is the product. It is what it is at any given point in time. A product is defined by a certain set of product features, and that same product provides a specific set of benefits to those who choose to buy it. 
Of course, your product can change. Your product can be improved. It can evolve over time and meet additional needs. But for now, your product is what it is. It does what it does. 
However, your level of service can be better or worse with every single customer encounter. Your staff can be polite or rude. They can deliver the product on time or arrive late. They can over-deliver or under-deliver the intended customer experience in the mind of the customer. Your employees can service customers consistently, or inconsistently.
Each of the above scenarios can create additional risk to your business. Or, if you’re an optimist, you’ll see failed service attempts as an opportunity to continually get better. In other words, negative customer feedback can provide valuable insight on how to improve service delivery.
So, if your business provides a service, you must stay close to your customers. Use customer feedback surveys to gain timely feedback and measure how well your business is delivering to service expectations. Make sure your customers are consistently satisfied, or they’ll migrate to a competitor who will.
What are your plans to ensure that your business consistently delivers outstanding customer experience? How will you teach and coach employees to deliver service to their customers? How do you monitor quality of service? How will customer complaints be addressed? Will you ask for customer feedback on a regular basis? If so, how will this be done? Explain this in detail in this section of the business plan. 
“The people in the field are closest to the customer, closest to the situation, therefore that is where the real wisdom is.”
- Oren Harari

SUCCESS LESSON
Winning People’s Confidence 
The art of gaining people’s confidence quickly and retaining it provides a major advantage to the businessperson seeking to move forward in a career. Not everyone possesses this highly valuable trait. In fact, most people unknowingly erect barriers that get in the way of acquiring the skill of gaining others trust.
By having a disagreeable manner, lack of tact or diplomacy, or just an unpleasant personality; many frequently repel and antagonize those whom they are anxious to please.
Many people must work extra hard to overcome the disadvantage of presenting a poor first impression. In contrast, others without much effort at all tend to charm everyone they meet. Success is often granted more on one’s engaging manner and attractive personality than on a great ability or talent.
“A man who trusts nobody is apt to be the kind of man nobody trusts.”
- Harold Macmillan
The first step to cultivating a more pleasing disposition is to see yourself the way others see you. Be aware of the tone of your wording when you write; the manner that you greet people and your instinct to smile when you are approached.
A genuine smiling face will do more to gain the trust of others than all other virtues. Multiply this asset by hiring good people and teaching them to do the same with every single customer.
Be generous in your sympathy and try to be at least as interested in the joys and sorrows of others as you would wish them to be in yours.
Treat people as trusted friends to the extent you can do so without coming across as insincere. Your trust in others will cause them to be more open to trusting you more quickly. 

[bookmark: _Toc239610251]Business Resources
Optimizing business management resources in a way that best supports the business in achieving its goals is the topic of this section. You want to make clear to the reader what kinds of resources you have available, and how you intend to leverage in support of your new endeavor.
Business resources are not limited to the assets listed on the company’s balance sheet. Resources come from many areas inside and outside the organization.
To the level you can identify all business management resources and articulate how you will use those resources to your advantage, it will demonstrate to potential investors or lenders how effective you will be as a leader. 
Three primary business resources include suppliers, service, and manufacturing.
Suppliers: Who are your suppliers? How close in proximity are they located? Have you already negotiated terms? If so, include details about the financial arrangement. If a supplier goes out of business, do you have alternative suppliers? 
“Encourage business partners to teach you what they know. Don’t just pay them to do things for you. Learn from everyone around you.”
Service: What are your plans to ensure that your business consistently delivers outstanding customer experience? How will you teach and coach employees to deliver service to their customers? How do you monitor quality of service? How will customer complaints be addressed? Will you ask for customer feedback on a regular basis? If so, how will this be done? How do you make your service(s) rise above that of your primary competitors?
Manufacturing: If your business manufactures a product(s), describe the process within the facility and any unique machinery or equipment that is required. However, do not reveal any proprietary information unless the reader has signed a Non-Disclosure Agreement (NDA). How will you deliver your products to market? Do you deliver directly to the customer (retail), or do you sell wholesale?

Other Business Management Resources
Other business management resources that are applicable to your business plan may include:
· List the major operating equipment that your company owns or leases. Include a brief description, age, condition and value.
· Identify other outside resources used or needed to fulfill customer expectations.
· Describe your quality control procedures. If you do not have quality control procedures, outline your plan to put measures into place. This helps lessen risk to the organization, which is always important to the reader. 
· Explain the availability of skilled labor needed to meet the needs of the organization.
Finally, include any sort of outside professional counsel that you receive and have regular access to as a business management resource. If your accountant, lawyer or other business partner happens to have a background or expertise in your business, this can be a tremendous resource to you and the organization, so it’s definitely worth pointing out in your business plan.
“A good leader surrounds himself with people who complement his own skills.”
- Oren Harari
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Articulate relationship marketing strategies within your comprehensive business plan and demonstrate to the reader that you are keenly focused on how you will attract and sell to your target market. 
Rather than talking about how many units you will sell, focus instead on who you will sell your product or service to. 
Customer relationships are the prized possession of every great business. Every solid marketing plan will focus, and remain focused, on the needs of the customer!
Bottom line, successful marketing campaigns create new business customers. Since the customer is the lifeblood of your business it is highly important that you understand who your customer is and what their specific needs are.
Once you have properly identified your customers and what they desire, the next step is to create relationship marketing strategies that will best position your service or product in a way that will attract those customers. 
There is no magic potion, silver bullet or special secret that will tell you about the best approach for your business. Instead, you will determine the most effective marketing approach based on the quality of your research, which should include asking your target customer what they want and need. 
Effective relationship marketing strategies are always open to adjustments as changes occur in the marketplace. For example, a strategy that works well in the summer may not provide the same results in the winter. A strategy that appeals to one customer segment may put off another.
“Never give up integrity and trust for a pithy catchphrase. Be honest in advertising always.”
Cutting-edge marketing practices tend to be somewhat complex and ever-changing because we live in a world that is in a state of constant change.
Your relationship marketing strategies will be critical to growing a successful business. You must research the market landscape in its entirety to ensure your marketing dollars are spent effectively. Tell a story that provides proof that you’ve done your homework. Know who your ideal customer is; what they need and what they want. Have a clear plan to attract your target market consistently and effectively. 
In the next section we’ll focus on three key areas to include in your marketing strategy, which include Market Segmentation, Pricing, Advertising and Promotion.

Three Primary Relationship Marketing Strategies
The three primary relationship marketing strategies include Market Segmentation, Pricing, Advertising and Promotion. Make certain your business plan includes details related to each of these three key areas. 
Market Segmentation: Illustrate how your target market is segmented? What different levels of product or service will you offer to each segment and how will each offer differ in quality or price? How is each market segment defined? For instance, are markets segmented by geographic area, product lines, pricing, or other criteria?
Which market segment is your primary target market? What percentage of the total market is this segment? What percentage of this segment will your business reach and how will profits from this segment compare to other segments?
Pricing: Explain your approach to product or service pricing. What is your pricing strategy and how will your approach provide a competitive advantage? For instance, are you looking for a price below the competition or above? How will you effectively justify your pricing to your target customers? 
How will your pricing strategy compare with your primary competitors? How will pricing be monitored as overhead expenses increase or decrease to ensure you protect your profit margin? How will you stay current on innovation and changes within the industry?
Advertising and Promotion: How will you effectively advertise your business? Explain in detail which advertising and promotion channels you will utilize to attract new customers.  For example, will you leverage social media advertising, traditional media (newspaper, magazine, television, radio), direct mail, seminars or workshops, other outside networking events, joint advertising with other companies, sales representatives, word-of-mouth, other?
To what extent will you advertise regularly on each channel, and will you be conducting any seasonal campaigns?
What is your advertising budget and how will you track the results of your advertising and promotion investment?
These are the top three relationship marketing strategies that, if fully covered in your business plan, will demonstrate that you have a solid strategy to attract, sell to, and retain your target customer.
Success is 20% skills and 80% strategy. You might know how to succeed, but more importantly, what’s your plan to succeed?
- Jim Rohn



SUCCESS LESSON
Effective Advertising
Too many young businessmen and businesswomen fail because they do not know how to advertise effectively.
Too often, money is thrown away because ads are produced that lack any sort of pull to the customer. No personal connection is made. The customer does not respond to text that lacks any sort of emotion.
A good advertisement talks; it does not scream “buy me” but it does pull the customer through a subtle, yet effective, explanation of how your service or product will benefit the reader. The pitch may be two paragraphs or two words, whatever is necessary to make the point effectively.
“I would just as soon think of doing business without clerks as without advertising.”
- John Wanamaker
The time is long gone when a business can simply put their name out and expect an immediate response. Today marketing is necessary for a business to survive and grow market share. Marketing has become a fine art that every businessperson should seek to master. 
The most effective advertising concentrates on some specialty. Identify how your product or service is special. Make certain you can deliver on your promise as the most profitable advertising is word of mouth.
You must deliver on your daily promise. Guard your reputation firmly against any possible slander. Hold your employees accountable to the same promise to the customer. Hire only those who you are willing to entrust your reputation to.
Your customers want to know exactly what they will get for their hard-earned dollars. Nothing else in the way of attractive marketing or pithy statements will ever take the place of the truthful facts you present in your advertising.
Stay true to your word in your relationship marketing strategies and your customers will remain true to you.
[bookmark: _Toc239610254]Part VI: Key Risks and Obstacles
[bookmark: _Toc239610255]Key Risks and Obstacles
Effectively managing business risk is critical to the long-term success of your business. As the leader it is your responsibility to see around corners; anticipate potential pitfalls and continually plan for the unexpected obstacles that your business may face. 
Great leaders know that preparing for disaster is the best way to avoid one.
Too often business owners aren’t comfortable pointing out business risk issues in their business plan. Not only do they wish to minimize potential risk in the mind of the reader, but many also don’t like to address potential obstacles out of fear.
Great leaders, however, understand the importance of proactively addressing potential risks to the business. They know that the best way to effectively manage risk is to call it out by name and prepare how to manage it if it becomes a reality. 
It’s important to be the type of leader that sees the future with a sense of optimism. By addressing risk issues directly, you can overcome obstacles as they are presented, and more quickly get on with the business of building a better future for your organization. 
This section of your business plan should demonstrate to the reader that you are keenly aware of the business risks involved and that you have thought about how you will handle risks and obstacles. 
Whether the reader of your business plan is a potential lender or investor, they want to know if you understand the risks involved and if you are equipped to manage risks and obstacles as they occur. These people know that in every business venture there are risks and every business leader should expect there to be obstacles, especially in the start-up phase of the business. 
Your awareness of what could negatively impact business is important as risk planning could be the difference between success and failure. 
Contingency planning, also known as “what if” analysis, is highly valuable as it can assist you in minimizing the impact of unexpected barriers. As the business owner, you may need to make changes in your marketing strategies, operations and financial management to effectively respond when risks become a reality. Use this section to detail how you will guide your organization to overcome obstacles when they occur.

Steps to Manage Business Risks and Obstacles
Do not “sugar-coat” or minimize any identifiable risk that you may face in carrying out your business plan. In fact, by addressing the risk squarely in your business plan you provide an opportunity for others to advise you on dealing with the issue most effectively.
Use the following steps for presenting business risks and obstacles in your business plan:
· State the risk or obstacle and the potential negative impact to your business
· Explain why you believe this risk factor is something that can be overcome or avoided
· Provide your action plan for dealing with the risk issue
· Provide a clear timetable. When do you believe the issue may present itself and how long will you need before you will be able to overcome it?
· List the potential cost to the business in dealing with the risk or obstacle
· What is the potential cost of not being prepared should the risk occur?
Make sure you have researched all possible means for insuring your business against any potential loss for each risk or obstacle. For example, if one of your key leaders has skills that would be greatly missed should he suddenly leave the company, or for some reason be incapacitated, the organization may want to protect itself by implementing a succession plan for all key leaders within the business.
By having solid bench-strength for key positions, the business can minimize risk to the organization. 
“Yes, risk-taking is inherently failure-prone. Otherwise, it would be called sure-thing-taking.”
- Jim McMahon
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Every successful startup business plan will clearly articulate the key goals and strategy for success. This isn’t a “should do”, it’s a “must do”, as potential lenders or investors’ reading your plan will expect you to have a well-planned approach to achieve each key milestone within your plan. 
Good leaders know and respect the value of time. They seize and leverage every moment of the limited time they have because they understand that doing so is critical to achieving the goals and objectives of the business in a timely manner. So, use this time for planning the most comprehensive and effective strategy possible for the long-term success of your business.
When setting your startup business plan goals, it’s helpful to break each goal down into smaller chunks, or milestones. Each milestone represents a key objective that your business will strive to achieve, by start and completion dates, and by budget. Milestones can easily be illustrated in a table or chart for easier reference.
Lenders and investors reading your startup business plan will be highly interested in goals for sales and growth forecasts. This information should also be shown in chart or table format, preferably by months, quarters and years, to illustrate the anticipated growth of sales and the related cost of sales.
Additionally, you’ll want to include a Break-Even analysis, which our free Business Plan Financial Workbook calculates for you. Essentially, the Break-Even analysis illustrates how close your business is to achieving a break-even status. The break-even point is when your expenses are covered by the amount of your sales and the business is positioned to start being profitable.
“Strategy is actually very straightforward. You pick a general direction and implement like hell.”
- Jack Welch
As you work to fine-tune your business goals, keep in mind there are three basic ways to increase the profits of your business: 
1. Increase sales
2. Raise prices
3. Lower costs 
Each approach has an obvious upside and a potential downside. For example, if you generate more sales, you may need additional staff; if you raise prices, you may no longer be competitive; lowering the fixed costs may impact quality. 
Each scenario is important to consider as you finalize your overall strategy for achieving your startup business plan goals.

Startup Business Plan Goals and Strategy
In most business plans the goals section will focus primarily on sales targets and growth figures. However, goals can also help to demonstrate insight into what should be avoided, eliminated or reduced to maximize efficiency and profitability.  To help develop goals that cover all the bases, consider using the ACES approach to goals setting:
· Achieve: What do you want to attain in the future? I.e., increase sales, market share, brand awareness, etc.
· Conserve: What do you want to retain? I.e., positive reputation, high service scores, customer and employee retention, etc.
· Eliminate: What do you want to get rid of or reduce? I.e., overhead, old inventory, long-term debt, etc. 
· Steer clear: What do you want to avoid? I.e., losing competitive advantage, becoming obsolete in the industry, fines or fees, etc. 
Once your goals are clearly defined, you should summarize your strategy for implementation. If your business is new, prioritize the steps you must take to open your doors for business. 
Describe your objectives and how each will support you in achieving your startup business plan goals. Be as specific as you can, using timelines and graphs to illustrate your plan.
Strategic planning is the most important and overlooked part of your startup business plan. To ensure that you are in control (as much as possible) of events and the direction in which your business is moving, take the time necessary to present a complete strategy for success. Use this section to build confidence in your vision and leadership in the mind of the reader.
“I believe that people make their own luck by great preparation and good strategy.” 
- Jack Canfield

SUCCESS LESSON
Effective Time Management
Successful leaders are typically great protectors of their time. They seek out ways to get rid of time-wasting activities that only use up that which cannot be replaced - time.
Only those who have learned the value of time can appreciate its importance and effectively guard against those who would encroach upon their time. There are many who will thoughtlessly take up time if you allow it.
One of the most valuable assets of a businessman is the power to compel those with whom he does business to be brief and to the point.
Effective time managers have a marvelous instinct for measuring and sizing up those they meet. They can quickly find out what the individual wants and is fast to assist the individual in getting to the key point.
“You will never find time for anything. If you want time, you must make it.”
- Charles Buxton
Good time managers never allow people to steal their time. While they may make themselves readily available to people, so they stay connected and never miss out on a good opportunity; they will not suffer those who would simply “drop in” and waste the precious minutes of a busy leader.
Leaders who maximize their waking hours are committed to making their words count; they are known for their directness and being clear and concise in their communications. Being brief and succinct as you complete your startup business plan is a good example of how you demonstrate this important trait.
These sharp and sometimes pointed executives can often offend people who are used to dragging out the day with niceties. However, the gift of the gab is traded for the prize of profits as the executive’s time achieves greater results; they simply get more done.
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Gaining the necessary business startup funding can be a major hurdle for a new business. As the leader it is your job to convince prospective lenders or investors that you are right person to lead this new venture and that your business plan is well prepared, realistic and achievable. 
This section of your business plan is perhaps the most important. Prospective lenders or investors may skip ahead to this section to quickly assess what exactly you are asking of them. Therefore, this section may end up being the first impression they have of your business plan, so make it great.
Clarify your funding request. Detail the amount of funding necessary to support your business. Explain how the funds will be used and specifically how you intend to repay the money, complete with all options for terms of repayment. 
If applicable, summarize key details concerning the starting or acquisition of your business. 
Your business startup funding request should include a list of all start-up expenses. As you create the list, ask yourself if each item is necessary to have upfront (need-to-have), or if the item can be purchased later (want-to-have) when the business is more established. 
Examples of start-up expenses might include: Business Licenses, Incorporation Expenses, Deposits/Down Payments, Rent, Interior Modifications, Equipment/Machinery Required, Insurance, Stationery/Business Cards, Brochures, Pre-Opening Advertising, Opening Inventory, other.
Acceptance of a funding request is never by accident. Banks lend to people with good credit, experience, security, and a reasonable chance of repayment.
Later in our guide you’ll see a section on Cash Flow. One of the best ways to determine how much business start-up funding is required is to complete a monthly cash flow projection statement for the first year of the business. 
Use the template we’ve provided in the Cash Flow section and complete your projections for the first 12 months. Our free Business Plan Financial Workbook builds these projections for you and highlights the funding you will need. Continue the monthly projections until the ending balances are consistently positive. Clarity the amount needed for start-up capital for the business to survive until the break-even point when all expenses will be covered by income.
If possible, provide more than one option for prospective lenders or investors to consider. Each scenario for funding, however, should stand on its own and be an appropriate amount to fully support the business.
As you outline your current and future funding requirements, include the amount you need currently as well as any amount you will require at a future date.

Business Startup Funding Request Summary
Provide a clear purpose for the funding. Explain in detail how the funds will be used and how those funded activities will help promote and drive the growth of the business. Some ways the funds may be used could include capital expenditures; working capital; debt reduction; expansion and new acquisitions.
A quick summary of what’s covered in your business startup funding request includes:
· Amount of the request
· Amount required now and at a future date(s) (over the next 2-3 years)
· How the funds will be used
· Immediate and long-term strategy that could have any sort of impact on your funding request
· Terms of funding you are requesting (Provide multiple options if possible)
Lastly, it’s worth mentioning again that you make clear to the lender or investor how you intend to repay the funding provided. You need to exhibit a clear commitment to make good on the trust you are asking them to have in you and your project.
“An entrepreneur without funding is a musician without an instrument.”
- Robert A. Rice Jr.

SUCCESS LESSON
Borrowing Capital
Every good leader will do the most with the least in borrowed money. Why? Because borrowed money means debt, and debt adds risk to your business so it’s important to borrow money sparingly. 
If you start a new business on a shoestring and then show a great talent for it and wish to expand, then borrowed capital at reasonable terms can be beneficial. However, you need to tread very lightly when borrowing money. 
Too often new business owners overextend themselves to support a startup venture because they wish to expand too quickly. They end up losing their business and their credit is ruined. 
“A wise man should have money in his head, but not in his heart.”
- Jonathan Swift
A person’s success in the line of business he wishes to enter depends greatly upon his insights into character and his ability to choose just the right people to assist him. Surround yourself with a support system of well qualified, energetic and hardworking people who share your vision and are committed to making the dream a reality.
It’s better to start your business in a small way in the early stages. After you have demonstrated a capability to drive results and grow the business, you will have little difficulty in gaining credit to support future expansion. Because of your expertise, your ability to negotiate better terms for financing will also improve.
Sometimes business startup funding must be borrowed, or at least a portion of it. However, tread lightly when it comes to taking on debt. Just because you can borrow money, doesn’t mean you should!
The best advice is to avoid debt as you would avoid standing in oncoming traffic. Terms such as, “the borrower is slave to the lender” and “he that goes a-borrow’n, goes a-sorrow’n”, hold a lot of wisdom that you should remember before ever signing a note of credit. Proceed with caution and manage your risk closely.
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Well prepared business plan financials are key to opening the wallets of bankers and investors. Experienced business owners know that money, ready-cash, is the lifeblood of any successful business. Therefore, it is so important to regularly update and analyze the financial statements of your business. 
If you’ve been following along in our guide, your business plan up to this point is mostly conceptual, that is until you add the financial numbers to back up your plan.
As an example, your marketing strategy may sound great at first glance, but adding specific numbers is what really makes any plan truly powerful. Why? Because “numbers don’t lie” (so long as the numbers are accurate). Solid numbers will give everyone confidence in your business plan.
This section of your business plan must be crisp, clear and provide a firm financial foundation to your business plan. You’ll achieve this by providing clarity into how you’ll manage the finances of the business and through detailed financial projections and statements. 
The financial section of your business plan is one of the most important if you want to win over investors or obtain funding from a financial institution. Even if you don’t need financing, you should always complete financial projections to assist you in managing the direction of the business. 
Your business plan financials should only be created after you’ve fully researched the market and determined very clear written objectives.
During the next three sections of this guide, we will identify and provide instructions for building a current and prospective Balance Sheet, Income Statement and Cash Flow Statement.
Combined, these three financial statements will be the key measuring stick for your business.

Questions About Business Plan Financials
Regardless of whether your business already exists or is a startup venture, you will be required to provide a full set of business plan financials, complete with projections that are well supported with market data.
For the first year in business, banks typically ask for monthly projection statements. For year two, assuming the business stays on plan, quarterly statements may be acceptable. If the business remains on track, annual statements may suffice for years three through five.  
Regardless of what the bank requires you to provide, every savvy business owner will be managing the financial statements monthly throughout the life of the business.
As prospective lenders review your business plan, they will be on the lookout for any inconsistencies. It’s always best if you catch your own mistakes before they do; you want to maintain your credibility as an astute businessperson.
Questions that you need to be able to answer about your business plan financials include:
· Describe the company’s sales and profits trends.
· Outline your strategy and timing for obtaining additional capital for expansion and/or to meet current needs.
· Explain any assumptions used in your projections
· If you have an existing line of credit, provide name of bank, line limit, amount owed and available, and how it is secured.
· Identify any debt and its purpose that the business and/or owners have guaranteed. Include copies of original notes or contracts signed.
· Describe the method of financial accounting (cash or accrual); how financial statements are prepared (in-house or outside accountant); is system manual or computerized?
· Explain any abnormal, nonrecurring, or unusual items on the most current financial statements.
· Disclose any outstanding claims, charges or pending legal cases that the company or owners are involved in, or are at risk of being involved in.
Finally, key financial ration information should be provided as part of the business plan. High-quality color graphs and charts also add to the professionalism of your business presentation.
“Your financial life is like a garden. If you tend a garden carefully, nourishing the flowers, pruning, and weeding, it’s going to be a lot more beautiful than if you just water it half-heartedly now and then.”
- Suze Orman

SUCCESS LESSON
Habit of Frugality
Frugality is a lesson which every generation teaches anew. Those who become masters in saving create great fortunes in later years. “If you save like no one else today, then you can live like no one else tomorrow.”
Managing money effectively equates to one’s desire to manage pain, both in business and in your personal life. Imagine the pain associated with scrimping and saving your pennies. While the pain of holding off to buy that thing you so desire does sting, it does not begin to compare to the enormity of pain that goes along with the stress of being chased by creditors.
“Those who would have and keep money must regulate their desires.”
- Orison Marden
Too much debt can rob you of your strength, ambition and dignity. Debt can destroy your peace and tranquility, which is so essential to the successful pursuit of an occupation or profession.
The trick or ‘secret’ that most people choose to ignore is to make your income, no matter how small it may be, the boundary line of your expenses.
There is no one who has achieved success to any great extent who was careless and extravagant about his or her expenditures. It shows a lack of mental and financial discipline; a lack of system or process, which makes way for quick failure.
The habit of financial frugality is key to the success of your business as well as in your personal life. Master the skill of reading your business plan financials every month to make informed business decisions. On the personal side, manage your checkbook and bank accounts just as closely. 
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Having solid sales management solutions and practices firmly in place is critical for effective financial management of your business. Your business plan should detail your approach to sales growth and financial management. 
Sales growth must be a primary focus for the entire leadership team as it’s the fuel that allows your business to remain on the cutting edge.
Investors or bankers will be paying close attention to how you plan to manage the finances of your business. You’ll need to provide clarity to assure them you have what it takes to be a successful manager of the money they invest.
After reading the financial management section of your business plan, the prospective lender or investor must be convinced that you have the ability and instincts to successfully manage sales growth and that you are fully skilled in financial management. 
Given the products or services you plan to offer, how will you ensure your business is profitable and within what time period? Will the sales growth of your business provide you with a sufficient cash flow early in the venture or will you have to be concerned with managing Accounts Receivables until sales catch up?
The full details of your start-up and operating costs can be included in the Appendix of the business plan. However, you can reference appropriate tables, charts, or page numbers as you give a brief accounting of your start-up needs and operating budget. 
· Start-up costs will include any one-time only purchases, such as major equipment or supplies, down-payments, or deposits, as well as legal and professional fees, licenses/permits, insurance, renovation/design of your location, personnel costs prior to opening; advertising or promotion, etc.
· Once you open your business, you will need an operating budget to manage and prioritize expenses. It should include the money you need to survive the first three to six months of operation and indicate how you intend to control the finances of your business. Include the following expenses: rent, utilities, insurance, payroll (including taxes), loan payments, office supplies, travel and entertainment, legal and accounting, advertising and promotion, repairs and maintenance, depreciation, and any other categories specific to your business.
You can also include information (or cross-reference other sections of this business plan if covered elsewhere) about the type of accounting and inventory control system you are using, intend to use, or, where applicable, what the franchiser expects you to use.

Best Sales Management Solution
Successful sales management is more than simply following a plan to call “x” number of prospects per day to make “y” number of sales. Effective leaders understand that for an organization to sustain increasing sales levels, there must also be a deliberate commitment to build a team-oriented sales culture.
Smart leaders don’t spend a lot of time working to “motivate” their sales team. Instead, they hire self-motivated people who have a passion for serving people by introducing a product or service that adds value to their lives.
As the leader, if you are having to spend your valuable time to motivate a salesperson then you hired the wrong team member. Each member of your sales force must understand before they are hired that their one responsibility is to take personal ownership for consistently driving quality sales production.
Your job as the leader of the organization is to make certain that each “self-motivated” sales team member is fully supported, encouraged and rewarded for their successful sales efforts. Additionally, if it becomes clear that a salesperson on your team is not committed to the success of the team, it’s your responsibility to cut them loose and let them “find happiness elsewhere”.
Your ability to articulate a sales management solution and approach in your business plan is essential for winning over the reader. Your message should include:
· Explain in detail how you intend to drive sales. Sales management solutions can vary. Will you manage sales internally or by contracting with independent, commission-based representatives?
· Detail how you will recruit sales team candidates. How will you train your sales team? How do you intend to compensate sales staff? All these questions need to be answered as part of your business plan.
· Explain how you have identified your prospects. How do you intend to market to prospective customers? How you will effectively ask for the business and what do you expect your success ratio will be.
Those who are reviewing your financial and sales management solutions and plans will be very interested in how you intend to lead sales activities, and what those activities will consist of, so take the time you need to clearly lay out your approach to managing finances and growing sales. 
The work you do here can provide benefits to your entire organization for years to come if your plan is solid and you are able to effectively execute the plan.
“Every salesman stamps his value on himself... man is made great or small by his own will.”
- J.C.F. von Schiller

SUCCESS LESSON
Thoughts On Salesmanship
One of the most valuable money-making qualities that any man or woman can possess is that of salesmanship.
To be a good salesperson means you will be in demand throughout your entire career. The best sales management solution you will ever find is a passionate and effective salesperson.
Good salespeople are hard to find, and employers will do just about anything to hold on to them. Good sales-oriented employees are seldom looking for work so if job security is something you seek - be a great salesperson.
Sales training is a benefit of many organizations. Too often, however, employees see it as another demand of management rather than the opportunity to acquire highly valuable skills that can secure their future.
“Sales are contingent upon the attitude of the salesman
 - W. Clement Stone
Good salespeople possess qualities of courtesy, tact, resourcefulness, endurance, honesty, a firm and unshakable confidence in self; a thorough understanding of their product or service, and an ability to gain the trust of others.
Sales production is directly tied to relationship-building. Many times, the opportunities come to a person in sales because of who they know, who they’ve helped in the past and the quality of those well-established relationships.
Your reputation should not be that of a ‘salesman’. Rather, your success will be based on whether people perceive you to be a caring and thoughtful person who has the expertise and the desire to help others meet a particular need.
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The Balance Sheet format provides the business leader with a snapshot in time of all company Assets, Liabilities and Equity, or Net Worth. 
Competent and steadfast management of the business financial statements must be an ongoing top priority to ensure the long-term success of your business. 
Before anything else, preparation and planning are the key to success. In business, successful leaders understand the importance of staying informed on the business financials. There are three primary financial reports including the Balance Sheet, Income Statement and Cash Flow Statement.  
In this section, you’ll learn about the Balance Sheet format. The balance sheet provides a manager, or potential lenders and investors, with a snapshot of an organization for a single point in time.
For instance, if the date listed on the Balance Sheet is December 31 of a given year, the numbers provided are only accurate on that specific date, not a day after or a day before as numbers will continually change. 
This financial statement is called a balance sheet because each side of the report must be balanced. The formula is: Assets = Liabilities + Equity
“Beware of little expenses: a small leak can sink a great ship.”
- Benjamin Franklin
The Balance Sheet format shows all Assets in the following order:
· Current Assets = These include cash, accounts receivable and any asset that can rapidly be converted into cash.
· Non-Current Assets = Examples include property, equipment and other long-term assets that could take more time to convert to cash.
· Other Assets = The goodwill of the company, its name and reputation - these have a value and are a good example of other types of assets.
Next, the Balance Sheet format lists the Liabilities and Equity in this order:
· Current Liabilities = These include all liabilities that are due for payment by the company within the next 12 months.
· Non-Current Liabilities = Examples would include any amount of existing debt which will not become due for payment within the next 12 months.
· Equity = This is the difference between total assets and liabilities. Equity may also state value of common or preferred stock, and/or retained earnings.

Balance Sheet Format and Free Template
Following are details about what to include in the Balance Sheet: (Use our free Balance Sheet template to get started)
Assets: Anything of value that is owned or is legally due to a business. Total assets include all net values; the amounts that result from subtracting depreciation and amortization from the original cost when the asset was first acquired.
Current Assets: Money in the bank or resources that can be converted into cash within 12 months of the date of the balance sheet.
· Petty Cash: A fund of cash for small, miscellaneous expenditures.
· Accounts Receivable: Amounts due from clients for merchandise or services.
· Inventory: Raw materials on hand, work-in-progress, and all finished goods (either manufactured or purchased for resale).
· Short-term Investments: Interest or dividend-yielding holdings expected to be converted to cash within a year; stocks, bonds, certificates of deposit and time-deposit savings accounts. These should be shown at either their cost or current market value, whichever is less. Short-term investments may also be called “temporary investments” or “marketable securities.”
· Prepaid Expense: Goods, benefits or services that a business pays or rents in advance, such as office supplies, insurance or workspace.
Long-term Assets: Holdings that a business intends to retain for at least a year. Also known as long-term investments, these are usually interest or dividend paying stocks, bonds or savings accounts.
· Fixed Assets: This term includes all resources that a business owns or acquires for use in its operations that are not intended for resale. They may be leased rather than owned and, depending upon the leasing arrangements, may be included both as an asset for the value and as a liability. Fixed assets include land (the original purchase price should be listed, without allowance for market value), buildings, improvements, equipment, furniture, vehicles.
Current Liabilities: Include all debts, monetary obligations, and claims payable within 12 months.
· Accounts Payable: Amounts due to suppliers for goods and services purchased for the business.
· Notes Payable: The balance of the principal due on short-term debt, funds borrowed for the business. Also includes the current amount due on notes whose terms exceed 12 months.
· Interest Payable: Accrued amounts due on both short and long-term borrowed capital and credit extended to the business.
· Taxes Payable: Amounts incurred during the accounting period.
· Payroll Accrual: Salaries and wages owed during the period.
Long-term Liabilities: Notes, contract payments, or mortgage payments due over a period exceeding 12 months. These should be listed by outstanding balance less than the current balance due.
Net Worth: Also called owner’s equity or retained earnings. This is the amount of the claim of the owner(s) on the assets of the business. In a proprietorship or partnership, this equity is each owner’s original investment plus any earnings after withdrawals.
This standard Balance Sheet format is easily generated by most computerized bookkeeping systems for the period required.
Note: Total assets will always equal total liabilities plus total net worth. That is, the total figures for each side of the Balance Sheet will always be the same.
“Your wealth can only grow to the extent that you do!”
- T. Harv Eker

SUCCESS LESSON
Reputation as an Asset
Many years ago, the President of Bradstreet’s, the late Charles F. Clark was quoted as saying, “The structure of our society is based on the confidence of the consumer. We could have no civilization were it not for the fact that millions of men and women in the past were deemed worthy of credit by their fellow countrymen.”
“I would like to say,” continues Mr. Clark, “as strongly as possible to every young businessperson, that one of the chief aims of your daily work should be to strengthen your reputation for quality and honesty.”
Good intentions must be paired with true ability to carry out your claims. You must continually prove your ability; turn your promises into successful results and routinely meet or exceed your business obligations.
Good intentions alone do not make for a good reputation. You must earn it daily.
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Using our Income Statement template and instructions you are equipped to prepare a meaningful statement of your Revenues, Expenses and Income. Profits are of paramount importance to every prospective lender or investor, so you must demonstrate you have a keen awareness of where the money is coming and going. 
As we explained in the previous section, the Balance Sheet provides a snapshot of your business Assets and Liabilities at a single point in time. The Income Statement, however, highlights revenue and expense activities through a specific time period. 
For example, the Income Statement could be for the past month, quarter or year-to-date. At the top of all income statement templates it will state the time period, for example, “For the fiscal year ended December 31.” 
The income statement highlights the following areas of interest: gross sales, cost of goods sold, expenses, net gains or losses. Use our free Income Statement Template to get started.
As you’ll see in the income statement template, it begins with specifics on your gross sales less the costs of goods sold. Next, it subtracts expenses to calculate the net income of your business for the period involved. In short, the income statement provides a full accounting of how Net Revenue minus Expenses equals Net Earnings (+ Profit, or - Loss)
“Formal education will make you a living; self-education will make you a fortune.”
- Jim Rohn
Note: Be sure you do not confuse Revenue for Cash Receipts as they are not the same. 
Revenues are credited to the income statement in the same period as when the sale is made, even though you may or may not have received payment at that time. 
Cash Receipts are an asset and they are reported on the Balance Sheet as Cash when the money is received. Prior to receiving the money, the business tracks the money owing as Accounts Receivable. 

Income Statement Template Tips
Where the balance sheet is organized and viewed as “left and right”, the income statement reads “top down”.
When viewing our Income Statement Template as part of the business planning process, realize that potential investors are extremely interested in net profits. After all, their business is to make money on their investment, so they will be very specific in their questions to you about how you intend to earn your income and how you will report it.


Read the income statement in the following order:
· Gross Sales Revenue = proceeds from products or services sold to customers.
· (minus) Cost of Goods Sold = expenses that are due to the cost of materials used to create the product sold.
· (equals) Gross Profit = this is another name for gross margin, simply a reflection of revenue minus cost of goods sold.
· (minus) Operating Expenses = expenses not associated with cost of goods sold. Examples, like salaries, marketing and others are listed on the income statement template.
· (equals) Net Income before Interest and Tax Expense = this reflects net income prior to deducting both interest expense and tax expense.
· (minus) Interest Expense = expenses associated with the interest paid on payment made outstanding company debt.
· (minus) Income Tax Expense = expenses associated with the taxes paid to federal and state agencies.
· (equals) Net Income = this reflects the final profit made after all expenses are accounted for.
It should be noted that depending on the type of business, the format of any income statement template may vary. Some businesses choose to break down operating expenses into many sub-categories, and some may list out the depreciation expense as its own separate line item.
Regardless of how many categories are used, all expenses must be considered prior to listing the net profit.
A formal income statement should be prepared monthly so the business owner can stay informed about the sales revenue, expense and net profit trends of the business.
“The longer you’re not taking action the more money you’re losing.”
- Carrie Wilkerson

SUCCESS LESSON
Courtesy as Business Capital
Countless professionals without any special ability in business have succeeded financially because they know how to create meaningful relationships in business. Many commercial businesses owe their success in large part to their ability to select employees and sales representatives with pleasing manners and personalities.
“If a man be gracious and courteous to strangers, it shows he is a citizen of the world, and that his heart is no island, cut off from other lands, but a continent that joins to them.”
- Francis Bacon
As you build your business plan be certain to mention the strengths and attributes of your key employees. In addition, you want to provide your strategy for choosing new hires for the organization.
As you grow the business choose new employees through great analysis and care. Courtesy is one of the key essentials in any service or sales-oriented business.
Rest assured, all sales and service skills being equal, the employee to select for advancement is the one who possesses good manners, a fine graceful disposition and a confident presence. Qualities such as courtesy provide one of the best kinds of capital.
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The Cash Flow statement, unlike the Income Statement or Balance Sheet, deals only with cash-related items. Non-cash items such as depreciation, accounts receivable or accounts payable, are not included as part of this analysis. Every entry has to do with the actual flow of cash. 
You either possess cash or you do not. In partnership with the Balance Sheet and Income Statement, the Cash Flow Statement rounds out the majority of what are commonly referred to as the business financial statements.
Cash flow analysis has become essential as investors scrutinize whether reported profits reflect real cash. This statement has been a required part of a complete set of financial statements since the late 1980s.
Today every organization wanting to file reports with the SEC (Securities and Exchange Commission) is obliged to provide a quarterly and annual statement of cash flow. 
Many of the items on the cash flow statement are also included as part of the balance sheet and income statement. However, a key difference is that this statement is uniquely configured to highlight cash generated items only; items that generate either cash inflows or cash outflows.
“Never take your eyes off the cash flow because it’s the life blood of business.”
- Richard Branson
The cash flow of your business will tell an important story to business leaders, and potential lenders or investors. It is very difficult to manipulate a company’s cash activity. Cash is either flowing in or flowing out. Cash on hand, means that is the exact amount of money currently in the bank and available to spend today.
Assuming no outright fraudulent activity is involved, the cash flow statement tells precisely where the cash has come from and who received it. Cash is king. The more cash you have available, the more opportunities you can take advantage of; the more freedom you have to change and grow your business; the more you can spend on research and innovation; the more you can contribute to your community. 

Cash Flow Statement Template
To get you started in preparing a cash flow statement for your business plan, use our free Cash Flow Template. 
Any good cash flow template lists items such as the cash generated from operations; cash used for investments; cash gained from proceeds of sale of assets; cash paid or received from either the issuance of notes or the payment of notes.
Potential investors will zero in on the organization’s current cash position and the trends associated with the balance of cash on hand.
Read the cash flow statement in the following order:
· Beginning Cash Balance = enter the starting point for cash. This may represent your total cash startup investment. 
· (plus) Cash Inflows (Income) = inflows include things like the collection of accounts receivable and sales receipts. 
· (equals) Available Cash Balance 
· (minus) Cash Outflows (Expenses) = outflow includes expenses such as advertising, bank fees, payroll, taxes, rent and other. 
· (equals) Ending Cash Balance 
Utilize our free business financial templates for the cash flow statement, income statement and balance sheet to keep your business on track and to prepare a comprehensive business plan. To pressure-test all three statements together in one place, use our free Business Plan Financial Workbook. 
“Entrepreneurs believe that profit is what matters most in a new enterprise. But profit is secondary. Cash flow matters most.”
- Peter Drucker
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The business plan appendix section contains important resource data and documentation to support various sections of your business plan. 
This information may contain some highly sensitive material so it’s important to qualify who gets to view this section of your business plan. 
As you work through the various sections of our guide you’ve continually been advised to be brief, clear and simple. However, you can’t assume the reader won’t want to dive into your plan in greater detail. Therefore, by including supporting materials in the appendix you can meet the expectations of every reader.
Providing a comprehensive appendix will add credibility to your plan and go a long way toward convincing your reader you’ve got a solid business idea. It will demonstrate to the reader that you’ve thoroughly thought through your plan.
The information provided in the appendix of your business plan should be considered highly confidential because it supplies the reader with information about the organization that you may consider to be proprietary and confidential.
Your business plan is a tool for you to communicate your resource needs to key leaders or potential lenders or investors. The primary takeaway here is that the appendix information should be held closely for only those most serious and committed business partners and investors.
Your business plan appendix will back up any key claims or assumptions made in prior sections of your business plan by including all supporting materials.
Business owners and executives must closely control all copies of the business plan and supporting documentation. Maintain a master distribution list for all who have been provided a copy of your plan. This will also make it easier in the event you need to distribute any updates you make to your plan.

Examples for Business Plan Appendix
Examples of documents to consider for your business plan appendix include: 
· Personal resumes
· Personal financial statements
· Credit reports, business and personal
· Copies of leases
· Letters of reference
· Relevant Contracts or Agreements
· Legal documents
· Personal and business tax returns
· Miscellaneous relevant documents, photographs
Before placing any items in the business plan appendix, confirm that the item is 100% accurate and relevant to the reader. 

Conclusion
Hopefully by now you understand the value that creating a business plan can have in the future of your business. A business owner who plans out thoroughly what it will take to achieve greater success holds a distinct advantage over the one who simply leaps forward with no clear plan.
A business plan is a very important tool. There are three main purposes of a business plan. First, to ensure effective communication; second, to support and direct management; and third, to attract and retain the support of investors and business partners.
Almost every phase of your business is captured and analyzed in the business plan. The feedback you gain from others you’ve asked to fully review your plan is invaluable. Use this feedback to rework and improve your business plan, thereby increasing your chances of success.
As a management tool, the business plan will help to keep you and your team members on track toward meeting your goals. As you track progress and compare your results to the projections you stated in your business plan you can quickly confirm if you are on track or not.
Many business owners share details of their business plans with their employees. This is recommended as the more your team members clearly understand the goals and objectives detailed in the business plan the greater your chances of success.
Create energy within your team to meet the time targets detailed in your business plan. Provide rewards and recognition around meeting key milestones. Make the realization of your business goals a team sport where if the business wins, everyone wins. 
Before writing your concluding statement, go back to the beginning to fine-tune and finalize the Executive Summary section of your business plan. Some will confuse the conclusion statement with the executive summary, but these sections are different. 
The Executive Summary briefly explains what the reader is about to learn within the business plan. 
The Conclusion is a brief statement from you to the person reading your business plan, which explains your passion, commitment and resolve to make the business successful. More importantly, you’ll explain how the reader will benefit by investing in your business, and by investing in you.

SUCCESS LESSON	
Stay Current
Many who utilize our free business plan template tool do so to grow and expand their business. Business owners often seek funding to upgrade their equipment and gain greater efficiencies through improved technology.
“Opportunity is missed by most people because it is dressed in overalls and looks like work.”
- Thomas Edison
Successful business owners understand that their competitors are already working on that big thing that is just around the corner. They know that in such a progressive business environment, their customers want to patronize the most modern and unique establishments or acquire the newest version of their current device.
A reputation of being out-of-date; behind the times, no matter what your business or profession, will soon make itself felt through loss of income. Your patrons will eventually leave you to enjoy the advancements in the marketplace that are offered elsewhere.
Detours from a competitive focus should actively be avoided. Every year will bring new changes in the requirements of your business to remain competitive and on the cutting-edge.
Leaders who anticipate change and are ready to meet these challenges head-on will enjoy the blessings of a growing business.

Thanks for reading our free How to Write a Business Plan guide. We hope that you have been enlightened by the process and will use the information and activities provided for the long-term success of your business. 
We are always looking for new and innovative ideas that effectively support leaders to improve their skillset and that of their team members. 
Please let us know any thoughts you have about this guide and any ideas for improvements. We’d love to hear what you think.  Please share your ideas via our contact form. 
Wishing you all the best in your new business venture and leadership journey.
Richard Gorham
Founder, Leadership-Tools.com
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