Guidelines for Developing Your Business Plan
From: The Business Planning Guide by David H. Bangs, Jr.

The following checklist will help you make sure that important points are covered in your business plan.  These guidelines are a suggestion; your business plan may need to emphasize different points.  If so, make sure that they are included.
Description of the Business
1. Business form:  sole proprietorship, partnership, or corporation?

2. Type of business:  merchandising, manufacturing, or service?

3. What business are you in?
4. What is the product and/or service?

5. Is it a new business? A takeover? An expansion?

6. Why will your business be profitable?

7. When will (did) your business open? What hours/days will you be in operation?

8. Is it a seasonal business?
Statement of Purpose
1. Who is asking for money?

2. What is the business structure (sole proprietor, LLC, partnership, corporation)?
3. How much money is needed?
4. What is the money needed for?

5. How will the funds benefit the business?
6. Why does this loan or investment make business sense?
7. How much is the owner’s investment?

Location of Business
1. What is your business address?
2. What are the physical features of your building?
3. Do you lease or own your space?
4. What renovations are needed, and how much will they cost?
5. Does zoning permit your kind of business in the neighborhood?
6. What other businesses (kinds of businesses) are in the area?
7. Why did you pick this site over others?

8. Why is this the right location for your business?
Product and Service
1. What are you selling?
2. What are the benefits of what you are selling?
3. How services differ from competitive products and/or services?
4. If your product is state of the art or otherwise unique, what makes it different?
5. If your product or service line is not special, why would people buy from you?

The Competition
1. Who are your five nearest competitors?
2. How is their business-steady, increasing, or decreasing?
3. How are their operations similar and dissimilar to yours?
4. What have you learned from watching their operation?  What works? What doesn’t?
5. How will your operation be better than theirs?
Marketing Information
1. Who are your customers?  Define your target markets?
2. Are your markets growing, steady, or declining?
3. Is your market share growing, steady, or declining?
4. Are your markets large enough to expand?
5. Are you planning to enter any markets?

6. How will you attract, hold, increase your market share?
7. What pricing strategy have you devised?

Management
1. What is your business background?
2. What management experience have you had?
3. What education (including formal and informal learning experiences) has a bearing on your managerial abilities?

4. What is your personal financial status?
5. What is your direct operational experience in this kind of business?
6. What is your managerial experience in this kind of business?
7. What other managerial experience have you had-in different businesses?
8. Who does what; who reports to whom; and who makes the final decisions?
9. What management will be paid?
10. What resources are available to the business (i.e. accountant, lawyer, insurance agent, etc.)?
Personnel
1. What are your personal needs now?  In the near future?
2. What skills will your business need?
3. Are the people with those skills available? Where?
4. Will you have full or part-time employees?
5. Will your employees be salaried or hourly?
6. What fringe benefits will you offer?
7. Will you pay overtime?
8. Will you have to train people?

Summary

The purpose of this section is to summarize the ideas you have developed in the preceding sections.  This summary will help you to make sure that the different parts of the analysis make sense, that they support each other logically and coherently, and that they will leave the reader with a concise, convincing statement that the project and plan are feasible.
Application and Expected Effect of Loan
1. How is the loan or investment to be spent?
2. What items will be purchased?
3. Who is the supplier?
4. What is the price?
5. What is the specific model name and/or number of your purchase?
6. How will the loan make your business profitable?
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