Business Plans:

Getting Started

Following, you will find some worksheets to help you find the answers to the questions every new business owner must ask.

The worksheets are just a guide: by all means use additional paper, scan the forms onto your computer, create your own forms—do whatever it takes to help YOU create the most effective plan for YOUR BUSINESS.

Here are some resources you should check out:

Visionary Business by Marc Allen

How to Write a Business Plan by Mike McKeever

Massage: A Career At Your Fingertips by Martin Ashley

The Bodywork Entrepreneur by David A. Palmer

How to Write a Successful Business Plan

by Julie K. Brooks and Barry A. Stevens

“Keep away from people who try to belittle your ambitions.  

Small people always do that, but the really great people make you feel that you, too, can somehow become great.”

—Mark Twain
Marketing Plan Worksheets

This is the marketing plan of________________________________________________

I.  MARKET ANALYSIS

A.  We will be selling primarily to (check all that apply):

· Private Sector

· Wholesalers
· Retailers
· Government
· Corporations
· Other____________________________________________________
B.  We will be targeting customers by:

· Specialized need, such as____________________________________

· Geographic area___________________________________________
· Specific industry___________________________________________
· Annual income____________________________________________
· Common interest___________________________________________
· Other____________________________________________________

II.  COMPETITION

A.  Who are our competitors?

Competitor #1
NAME____________________________________________________________

ADDRESS________________________________________________________

Years in business____________________________________________________

Market Share_______________________________________________________

Price/Strategy______________________________________________________

Product/Service_____________________________________________________

Features___________________________________________________________

Competitor #2

NAME____________________________________________________________

ADDRESS________________________________________________________

Years in business____________________________________________________

Market Share_______________________________________________________

Price/Strategy______________________________________________________

Product/Service_____________________________________________________

Features___________________________________________________________

Competitor #3

NAME____________________________________________________________

ADDRESS________________________________________________________

Years in business____________________________________________________

Market Share_______________________________________________________

Price/Strategy______________________________________________________

Product/Service_____________________________________________________

Features___________________________________________________________

B.  How competitive is the market?

· High

· Medium

· Low

1.  List your strengths compared to your competition (consider such areas as location, size of resources, reputation, services, personnel, etc.)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  List your weaknesses compared to your competition (consider the same areas as for strengths)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

C.  Product/Service Analysis

1.Describe what your product/service is and what it does:______________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

D.  List the advantages your service has over that of the competition:

· Unique features____________________________________________

· Expertise_________________________________________________

· Special training____________________________________________

· Other____________________________________________________

E.  List the disadvantages your service has:

· Unique features____________________________________________

· Expertise_________________________________________________

· Special training____________________________________________

· Other____________________________________________________

F.  Some considerations

1.  Where will you get your materials and supplies?__________________

____________________________________________________________

2.  What other considerations can you think of?______________________

____________________________________________________________________________________________________________________________________________________________________________________

III.  MARKETING STRATEGIES

A.  Image

1.  What kind of image do you want to have (such as cheap but good, or exclusiveness, or customer-oriented, or highest quality, or convenience, etc.)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

B.  Features

1.  List the features you will emphasize

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

C.  Pricing

1.  Determine your pricing strategy

· What is your cost per service?__________________________

· What will your markup be?____________________________

· What is the suggested price?___________________________

· What is the competitive price?__________________________

· What is below competition?____________________________

· What is the premium price?____________________________

2.  Other pricing questions

· Are your prices in line with your image?__________________

· Do the prices cover cost?______________________________

· Do the prices leave a margin of profit?____________________

IV.  CUSTOMER SERVICES

A.  List the customer services you provide:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

B.  List the customer services your competition provides:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

C.  What are your sales/credit terms?____________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________

V.  ADVERTISING/PROMOTION

A.  What is your business’ mission statement?____________________________

______________________________________________________________________________________________________________________________________________________________________________________________________

B.  List the things you wish to communicate (to your customers) about your business:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

C.  Check the advertising/promotion sources you will use:

· Television

· Radio

· Newspaper

· Magazines

· Yellow Pages

· Direct mail

· Billboards

· Personal contacts

· Trade associations

· Public service

· Open houses

· Public awareness/speaking

· Discounts

· Special promotions (holidays, etc.)

· Referral networks

· Other____________________________________________________

D.  List the reasons why you consider the promotion sources you have chosen to be the most effective for your business:_______________________________

      _______________________________________________________________

      _______________________________________________________________

      _______________________________________________________________

      _______________________________________________________________

      _______________________________________________________________

      _______________________________________________________________

      _______________________________________________________________

E.  What controls and reporting will you put in place to monitor the effectiveness of your promotion sources?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Business Plan Worksheets

This is the business plan of__________________________________________________

I.  BUSINESS DESCRIPTION

A.  What is the purpose of your business?________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________

B.  What is the mission statement of your business?_______________________

______________________________________________________________________________________________________________________________________________________________________________________________________

C.  What is the vision you have for your business?_________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

D.  What is the EXACT nature of your service?  Name at least three unique features you offer:_______________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

E.  How will you offer your services?  How will the customer have access to your services?______________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

F.  Where will you operate your business?

· Home

· Private office

· Within an existing business

· Out call to customers’ location

G.  What will the facility look like where you operate your business?_________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

H.  What are the days and hours of operation for your business?______________

____________________________________________________________________________________________________________________________________

I.  What special amenities do you offer your customer?_____________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

J.  How will you package your product or service?________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

II.  MARKETING  (see marketing plan worksheets)

III.  BUSINESS RISK ANALYSIS

A.  What are your honest limitations as an owner of this business?

· Start-up capital

· Finance and accounting

· Managing people

· Marketing

· Confidence

· Fear

· Self-doubt

· Enthusiasm

· Legal issues

· Linear planning

· Other_______________________________________________________________________________________________________________________________________________________________________________________________________________________________

B.  How will you compensate for your limitations?_________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

C.  What are the primary difficulties your business faces?

· Lack of public awareness

· Heavy competition

· Small target population

· Lack of demand

· Economic factors

· Social prejudices

· Other_______________________________________________________________________________________________________________________________________________________________________________________________________________________________

D.  What is your plan to address those difficulties?________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

IV.  MANAGEMENT PLAN

A.  Include your resume and financial statement and that of any other principal.

B.  Will you hire employees?__________________________________________

C.  If you will hire employees, list the qualifications and characteristics of who you will hire:___________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

D.  Where will you find employees?_____________________________________

E.  What is your hiring process?_______________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________

F.  What is your training program and schedule?___________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

G.  How will you supervise your employees?______________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

H.  How often will you evaluate the performance of your employees?

· After 90-day probationary period

· Quarterly

· Annually

· Twice per year

· When disciplinary action is needed

· As a follow up after disciplinary action

I.  What is your policy for disciplinary action?____________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

J.  What is your policy for salary increases, bonuses and other incentive?_______

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

K.  Include the job description(s) for your employees.

V.  FINANCIAL ANALYSIS (see financial worksheets)

VI.  OBJECTIVES AND MILESTONES (create weekly, monthly, quarterly and annual goals)

A.  I (or the business) will_______________________by____________________

B.  I (or the business) will_______________________by___________________

C.  I (or the business) will_______________________by____________________

D.  I (or the business) will_______________________by____________________

E.  I (or the business) will_______________________by____________________

F.  I (or the business) will_______________________by____________________

G.  I (or the business) will_______________________by____________________

H.  I (or the business) will_______________________by____________________

I.  I (or the business) will_______________________by____________________

J.  I (or the business) will_______________________by____________________

VII.  CONTROLS AND REPORTING (what operations need to be monitored on a daily, weekly, monthly, quarterly and annual basis?)

A.  List what daily reports you will produce______________________________

______________________________________________________________________________________________________________________________________________________________________________________________________

B.  List what weekly reports you will produce_____________________________

______________________________________________________________________________________________________________________________________________________________________________________________________

C.  List what monthly reports you will produce____________________________

______________________________________________________________________________________________________________________________________________________________________________________________________

D.  List what quarterly reports you will produce___________________________

______________________________________________________________________________________________________________________________________________________________________________________________________

