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BUSINESS PLAN GUIDE
A business plan organizes all necessary elements required to start a business and is the tool presented to lenders to convince them to take a risk on the business to provide financing.  Therefore, the business plan must be extremely thorough and thought provoking.  A business plan should include all relevant information and be customized for the business.  

A completed business plan should “tell the story” of the business to a potential lender and should serve as a stand-alone document in that all business issues are addressed without requiring additional verbal explanation.  It is important to remember that the majority of funding for small businesses comes from either investors or lenders who will closely scrutinize the financial section of the Business Plan.  Below is an outline of the sections and pertinent information that should be included in a business plan. 

Note:  Underlined items are required for the feasibility analysis of the business plan conducted by the Vocational Rehabilitation Counselor and must be included per 38 CFR 21.257.  If the outline below is not used, the business plan must clearly document all required items.  
I. Table of Contents 

· This section should include page numbers

II. Executive Summary (1 – 2 pages)

· The executive summary is the first and most important section of a business plan since its purpose is to convince the audience that this business is worthwhile
· This section highlights major points of a business plan, including management team, market size, marketing strategy, strategic alliances, potential profits, dollar amount requested and proposed terms for repayment
· This section should be written last, although it will be the first portion of the plan the reader sees

III. Summary of the Business or General Company Description

· This section discusses the business’s name, its significance, and why a new business is needed
· This section may include mission statement, company goals & objectives, business philosophy
· This section should describe industry, overview of product(s) or service(s) offered, market and competition, management experience, and legal business structure (i.e., sole proprietorship, partnership, limited liability company, or corporation)
· This section may describe company strengths and core competencies

IV. Products or Services Offered

· This section explains products and/or services in depth, pricing, fee structure, if applicable
· This section must explain the probability that the business could serve as a subcontractor to larger organizations
· This section  must explain the probability that the business could provide contract goods or services to VA or other federal agencies

V. Marketing Plan

A. Market Analysis

· This section should identify customers, provide demographic information explaining their characteristics and give a detailed analysis of market size, growth, major trends, etc.
· This section must explain the business location in relation to the geographic distribution of the population that the business would serve
· This section must explain population traffic patterns that would bring business to the Veteran’s proposed site of operation
· This section must provide a list of the competition the Veteran would face from similar businesses in the market area
· This section should provide a detailed analysis of the top 3 – 5 competitors with a review of competitor’s strengths and weaknesses 

B. Marketing Strategy

· This section must include a working outline for developing a market strategy for the business’ services or products
· The plan for marketing should include a schedule, cost/benefit analysis, and alternatives
· This section should explain in detail how your company will capture market share and your marketing/advertising public relations plan

VI. Operational Plan

· This section must include a detailed description of the business’ operation plan
· This section must include the location and if applicable the cost of the site selected 
· This section must describe how the scope of the business plan is consistent with the results of the Individualized Extended Evaluation Plan. 
· This section should describe the legal environment and include the following as applicable:  licensing and bonding requirements; permits; health, workplace, or environmental regulations; special regulations covering the specific industry or profession; zoning or building code requirements; and insurance coverage
· This section should include the type and value of inventory
· This section should identify key suppliers
· This section should describe credit policies (e.g., will the business sell on credit?)

VII. Management and Organizational Plan

· This section should present all persons involved in the business along with the credentials and experience they will contribute, as well as proposed work schedules and responsibilities.
· This section should describe in detail all experience, strengths, job functions of the management team, as well as plans to fill any gaps in management
· This section must include a schedule of the training needed for successful operation of the business

VIII. Financial Data

· This section must include a cost analysis specifying the types, amounts and estimated costs of services, initial stocks and other supplies to include the projected cost of all items considered essential to the start-up of the business as part of business plan cost projections even if the items are not authorized by the VA
· This section must include a financial statement describing the availability of non-VA financing, including the Veteran’s financial resources
· This section must include a comparison of the operational expenses and projected growth in gross and net income from the business over the first five years of operation
· This section must include information about the Veteran’s ability to absorb losses in the early years of operation until the business develops an adequate market share

IX. Appendices

· This section must include results of contacts with the SBA to secure consideration under Section 8 of the Small Business Act of 1953, as Amended
· This section may include the resumes of key managers as supporting documents, as well as position descriptions for all key employees
· This section may list important advisors, such as attorney, accountant, banker, insurance agent, and advisory board or board of directors.
· This section may include personal résumés for owners and management
· This section may include letters of reference
· This section may include personal financial statements and credit reports from any partners
· This section may include contracts and/or letters of intent from suppliers and customers
· This section may include copies of leases, licenses, permits, or any other legal documents
· This section may include any document referred to within the plan but not included in body
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