Imperial Valley Small Business Development Center 
Business Plan Template 
(Revised 12/2012)
In order to help you organize your business and achieve success, we have created a business plan template with the necessary components needed to present to a lender, a preferred SBA lender, or apply for an 8A certification or registration. This template is designed to assist an existing or prospective business owner with the development of a business plan. 
While working on the development of your plan, we recommend that you compile your notes and research documentation in a notebook divided into sections corresponding to the sections of the business plan template. Some of your research documentation can also be added to your plan as a supplement.  

Your plan should be written in the “third person,” not with me, you, or us. 

Please understand that you will probably modify each section as you continue to work on this plan. The most important point is that you start putting your ideas down on paper. You will read and modify each section over and over again. This is normal. It means that you are growing and thinking seriously about what you are doing. 
The team at the Imperial Valley Small Business Development Center is available to assist you in the development of your Business Plan. Please contact us at (760) 312-9800 to schedule an appointment. 
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SECTION I - EXECUTIVE SUMMARY
The executive summary should briefly describe the fundamental elements of your business. Describe your business in terms of where it has come from, where it is now, and where you want it to go. Most important, you have to show the path of how you plan to get there! This section is to be written LAST and on a separate page after you have completed all other components of the plan. 
SECTION II – BUSINESS HISTORY, BACKGROUND, AND OBJECTIVES  
1. Company Background 
· Describe to the reader what you are proposing to do. It must be clear, brief, and concise. Example: ABC Welding specializes in repairing farm equipment on site

· Briefly describe when, how, and why you formed this company and its development so far. 
· Briefly describe how the company/business was funded and/or financed? 
· Describe your company’s major successes or achievements to date including difficulties and/or obstacles that your business has overcome. 
2. Products and/or Services 
· List and describe your present products/services. 

· Describe any planned changes or additions to your present line of products/services within the next year. 

3. Company Summary 
Describe what makes your company unique. What will make your customer or clients want to buy from you?
Example: ABC Welding has the ability to repair client’s farm equipment on site. This service will save clients time and will guarantee that their equipment will be back on the production line faster.

4. Company Objectives 

What milestones do you want to achieve? List your short term (next 12 months) and long term goals (1 – 3 years). These events, when completed, will determine your success as a company. 
5. Mission, Vision, and Values  

Create your mission, vision, and values. For reference review what other companies in your industry have written about themselves. Follow the link below for an excellent example of a mission, vision, and values statement. 
http://www.thecoca-colacompany.com/ourcompany/mission_vision_values.html
SECTION III – MANAGEMENT AND ORGANIZATION 
1. Company Ownership 
Describe the type of ownership structure of the business. If applicable, explain any important changes in the structure, ownership, management, or key personnel which have taken place in the past year.
Examples of types of ownership: Sole proprietor, Limited Liability Company (LLC), Corporation, S Corporation
2. Physical Location or Facility 
Is your business home based, mobile, or online? If not, where will your business be located? If you are an existing business owner, where is your business currently located? 

3. Management and Operations Summary 
The Imperial Valley SBDC will guide you through the steps of developing an organizational structure and the hiring process with the help of a Human Resources Specialist/Consultant to ensure that you are in compliance with all state and federal employment laws.  

SECTION IV – BUSINESS ENVIRONMENT 
1. Environmental Factors 

Describe how factors such as the local or national economy, changes in population, interest rates, changes in levels of employment, and the climate for small disadvantaged businesses in your market may affect your business. 
2. Industry Analysis 
Provide the reader with crucial information about your industry; how it relates to what you are doing; and how your business will fit within the industry. Provide supportive research that someone can verify if they are considering investing in your business.   
Make the assumption that the reader knows nothing about your business and the industry. Here is your opportunity to show that you are well versed in the subject matter.
Note: The Imperial Valley SBDC will guide you through a series of research exercises to help you develop this section of the plan. 

SECTION V – MARKET RESEARCH 
1. Describe Your Competition
· Who are they?
· What do they sell? 

· Where are they located? 

· Describe your competitor’s strengths and weaknesses. 

· How are you going to create a competitive edge over your competitors? 
2. Buying Patterns 

What do customers/clients consider before deciding who they will do business with? Why should they pick you?

3. Target Market 

Describe who is going to be your customer/client. Conduct research in your market area and determine the amount of customers in that certain age and gender group. 
Example: Wahoo’s Fish Tacos in San Diego, CA conducted research before they created their business. The results of their research led them to target the male population between the ages of 18-24.  Why? Because their research showed that this age and gender group ate out 5.9 times per week.
4. Market Penetration Strategy 

What this means to you is how are you going to penetrate a highly competitive market? Determine how you will take your message out to the customer/client based on the results obtained in your marketing strategy and on your budget. 
Note: The Imperial Valley SBDC will guide you through a series of research exercises to help you develop this section of the plan.  
SECTION VI – MARKETING PLAN 
1. Marketing Plan 
Once you have defined who will be your audience, the next question is: 

How are you going to get your message out? Here is where you are going to develop a marketing plan to take the message to your customers/clients. 

Note: The Imperial Valley SBDC will assist you with the development of this section of the plan. 
SECTION VII – FINANCIAL PLAN/DATA
1. Summary of Start-Up Costs and/or Assets 

Create a detailed list of items that you will need to purchase to start your business. Include a description and price for each item. If you are an existing business owner, compile a list of current assets. Include a description and the estimated value of each item. We recommend that you create this list on a separate page in a table or an Excel spreadsheet and provide a grand total of expenses. 

Examples of start-up items: office furniture, computers, printers, fax, telephones, office supplies, insurance, licenses, permits, utility and rent deposits, employees, website, email accounts, etc…
Once your list is compiled, you will be able to determine which expenses will be ongoing each month. On a separate sheet, create a list of monthly expenses. This will help you determine approximately how much you will need to operate your business each month.   

2. What is the current financial status of your company/business? 

The development of Income and Expense Statements and a Cash Flow Analysis will help you determine the current financial condition of your company/business. 
3. Where is your company going? 

The development of Financial Projections will help you determine where your company is now and where it will be in 3 – 5 years as well as how you will repay your debt. 
Note: The Imperial Valley SBDC will guide you through the steps of developing your financial plan with the help of a Business Consultant.  
SECTION VIII – EXIT STRATEGY & TRANSITION PLAN

1. Exit Strategy 
If you decide not to proceed with the business after you have started, how will you sell or close the business?  

2. Transition Plan 

What will you do with your company/business when you retire? Have you identified the person(s) that will be your successor? 
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