Submitted by:  Cindy Barnes

Email:  schs_business@yahoo.com 
Date:  10/22/07 – 11/9/07 Draft due

12/4/07 final business plan due

Subject:  Advance Business II

Total Points:  200
Grade Level(s): 11 and 12

	Description

	Create a Business Plan or Strategic Plan

Writing a Business or Strategic Plan is one of six requirements for a company to receive a Virtual Enterprise Business license.  

“Write Your Business Plan in 2 Months!” is designed to help new entrepreneurs create a working business plan that can be used upon completion of the class.  The program includes the following major areas of focus:  Marketing, Human Resources, Operations, and Finance. This is an intensive program and requires total commitment. 
A facilitator also serving as the teacher of record will be present in class to answer questions and help guide students through the business plan process. Speakers are to offer guidance in the process, not formulate a canned plan for attendees. This mirrors the entrepreneurial world where business owners take valuable information and apply it to a new idea. 


	Objectives (Design):
	Arizona Content Standards

	· Set the goals and objectives for the company’s performance. 

· Provide a basis for evaluating and controlling the company’s performance. 

· Communicate a company’s message to middle managers, outside directors, lenders, and potential investors. 

· Define the concept entrepreneurship and developing a framework into which young people can adopt the value of being entrepreneurial or intrepreneurial
· Appreciate the value of entrepreneurial thinking and on encouraging them to implement the ideas learned.  

· Accepted business professional writing standards.
· Work in a team environment.  

	18.0 Evaluate the role of Small Business in the Economy

18.1 - 18.7
19.0 Demonstrate Business and Financial Management Practices Needed for Entrepreneurs 19.1 – 19.9

21.0 Participate in Leadership Activates such as those supported by Career and Technical Student Organizations.

21.1 – 21.8
22.0 Explain Business functions within an Organization.  

22.1 - 22.3

23.0 Explain Business Ethics 23.1 – 23.6
26.0 Demonstrate Marketing Concepts 26.1 -26.8

27.0 Determine Personal Responsibility and Accountability Activities Consistent with Established Organizational Goals.

27.1 – 27.3
28.0 Demonstrate General Management Practices

28.1 – 28.7
29.0 Demonstrate Administrative and Communication Functions. 

29.1 – 29.5
31.0 Perform General Office Management Functions

31.1 – 31.7
33.0 Perform Financial Analyses to make Business Decisions 33.1 – 33.5 



	Materials and Resources (Development)

	Computers connected to the Internet for research, contacts, emailing this lesson to the students and completed sections of the plan to the facilitator.  MS Office installed on computers to create business plan.  Projector and screen to show lesson plan and PPT.  
The facilitator will contact the following and determine who can best assist the class in the business plan development.  http://www.yasbo.com/home.htm Arizona Chamber Margaret Rodriguez 480 497-1997, Trina Rose at Bank of America and Wells Fargo 425-4751, Bank of the West 402-9304, Sun State 402-8491 in Globe. Each department will work on specific sections of the plan as a team.   Students must sit at a desk within their department.   

	Procedures (Development & Implementation):

	The Business Plan is a valuable management tool that can be utilized in a wide variety of situations.  We will spend a couple of days going over the details of this project to make sure everyone understands.  
Attendance

Since this is a real business endeavor and students receive college credit, attendance is required.  

1. Go to the VE site www.virtualenterprise.org and sign in with your ID and password.  Click on curriculum/tasks/quarter 1/business plan.  Scroll down to resources and review the business plan samples.  This is a very large and important part of owning a business so it is imperative to review closely. 

2. Go to the VE site click on curriculum/curriculum units/business plan.  Then click on Unit and you will find the appropriate outline for the business plan.  At the end of the page you’ll find several links to help you with wording etc etc… 

3. PLEASE TAKE YOUR TIME REVIEWING THE WEBSITE AND INFORMATION & ASK QUESTIONS.  

4. Administrators will divide the business plan between departments.  Each department will be responsible for their portion and obtain approval from the administrators.  Make sure you are sitting at a desk within your dept.   

5. The administrator’s responsibility is to follow up with each department regularly and provide the necessary support and resources so they can complete their task.  

6. It will be important to have weekly meetings to make sure each dept is staying on task and bring up questions and comments.  Administrative Secretary needs to go on the VE site and click on curriculum/workflows and then meetings and find out what is expected in formal business meetings.  From this point forward the coordinator will expect the meetings to follow in a professional manner.  

7. The Finance Dept needs to spend quality time on preparing the Financial Data (See Accounting and Finance on the VE website).

8. Marketing Dept needs to begin the company forms and advertisements.  See coordinator for lesson 11 & 12.  

9. Human Resource Dept needs to ask coordinator for lesson 13 for the employee manual requirements.  

10. Technology needs to start looking at industry web sites on the chosen business and start designing our company web site.  Ask for lesson 18.  

11. Employees have 2 weeks to create a draft and then 3 weeks to finalize the business plan.  

12. Once the business plan is final arrangements need to be made to present to lenders.  We cannot move forward until the business partner approves and lends capital to our business.

	Evaluation

	Students will be evaluated on their completed plan using the attached rubric.  The rubric will be given to students so they can follow and not miss any steps.  


Use the following to identify appropriate component content
Students may print this outline to use as a reference guide.
Cover Sheet - Cover of bound Business Plan.  Must include the following elements:

· Company Name
· Company Logo
· Company Contact Information
· Relevant Academic Year
Statement of Purpose – to request funding including the following elements depending on company status:
	New or Existing Company requesting a loan


	Existing Company with No Loan Request 

	· Amount and type of loan required

· Amount of money you are putting in (cash and/or equity)

· Period for which loan will be outstanding

· Purpose of loan

· The impact the loan will have on the company

· The collateral that will be used to support the loan
	· Purpose and amount of the original loan

· Current status of the original loan

· The impact the loan has/had on the company

· The collateral that is/was used to support the loan



Table of Contents:  A comprehensive listing of the contents of the business plan

	Points to consider: In Microsoft Word setup styles formatting which will automate the table of contents function.  Coordinator will display on the projected screen


	· Sections & subsections

· Aesthetic appearance

· Page numbers match plan
	· Text layout

· Appropriate page number format
	· Spelling 

· Length – one page only


Executive Summary:  Purpose is to provide a clear but brief overview of the business plan and to consolidate the principle points and evidence supporting those points.  It should be logical, clear, interesting, and exciting in order to entice potential investors to further explore the details of the business plan.  (1-3 pages in length)

	

	Elements that should be included:

· Concept and Opportunity

· Product or Service
	· Market

· Management Team

· Financial Requirements


Mission Statement – As a creative entrepreneur, you already know the mission of your business. Now, you have to express it in a short statement as opposed to the passionate story of your business dream. It takes several hours to find the appropriate language to simultaneously describe your company’s soul and serve as a guide to everyone involved with the business. Consider setting aside a half hour for several days to filter through the process.

Step 1: The basics of a mission statement

1) Who you are.

2) What you do.

3) How you do it.

4) Who you do it for.

A good mission statement captures why your business exists and what it hopes to achieve. It displays commitment, innovation and courage.

Step 2: The structure of a mission statement

1) It should not include jargon or terms unfamiliar to anyone outside your field.

2) Use proactive verbs as opposed to passive verbs to describe what you do.  Proactive examples: planning, delivering. Passive examples: are being planned, has been delivered.

3) Be short enough that anyone connected to your business may easily repeat it.

4) Be convincing and easy to understand.

5) Use vibrant descriptive words.

 Step 3: How to get started

Find a quiet place to relax and work on the following:

1) Brainstorm and list words and phrases that come to mind about your company.

2) Consider your purpose, business and values.

3) Contemplate the image you want to convey.

4) Define what makes your service so extraordinary.

5) Describe the relationship you have with your employees and suppliers.

6) Consider how you use technology, processes, capital, and other services to reach your goals.

Step 4: Writing the mission statement

1) You may want to enlist the support of a colleague who understands the importance of a mission statement.

2) Combine the sentences of the whom, what and how you wrote in step one with the information developed from the creative process in step three. 

3) Analyze your writing to see if it has the appropriate structure mentioned in step two.

4) Get feedback from trusted employees, suppliers, colleagues and friends.

5) Re-work the process until those you ask for comment, are reiterating the message you hope to convey.

Future of a mission statement 

Realize a mission statement will change over time. Therefore, it should be flexible to meet the changing needs of your current customers, and be practical so that it is in tune with potential customers.

Examples

“The mission of Big Brothers/ Big Sisters of America is to make a positive difference in the lives of children and youth, primarily through a professionally supported one-to-one relationship with a caring adult, and to assist them in achieving their highest potential as they grow to become confident, competent and caring individuals, by providing committed volunteers, national leadership and standards of excellence.” – Big Brothers / Big Sisters of America

“From jet engines to power generation, financial services to plastics, and medical imaging to news and information, GE people worldwide are dedicated to turning imaginative ideas into leading products and services that help solve some of the world’s toughest problems.” – General Electric

“To provide a range of products that deliver value to middle class America” – Wal-Mart’s mission statement for customer service

Written by Debi Kuehn MBA

All Rights Reserved

	Objective Statement:  Specific, measurable, achievable, realistic and time-based goals that can be monitored and measured, that the company wishes to achieve.



	EXAMPLES:  

· “Achieve annual sales of $1.1 million”

· “Open gift shop in Any town at Third Street Public Market with five-year lease.”

· “Maintain gross margin of 25 percent”

· Expand product family by adding 10 different kinds of flowers and flower arrangements in 2004”


	Company Description – Describes in general terms a clear and concise picture of what the company does, what it will offer, where it will operate, when it will transact business, and how it will succeed.

	· Type of Business

· Industry segment(s)

· Company offerings

· Legal Description

· Where the company was formed

· How the company is structured (sole proprietorship, partnership, corporation)

· Effective Date – Date the company originally opened for business.

· Company Location – Street Address, City, State, Zip Code

· Organizational Chart 

· History of Company (existing businesses only)

· Current Status (existing businesses only)

· Future Goals




	Personnel:  Should highlight key personnel including the CEO and management team.  

	· Name

· Job title

· Personal qualifications – (Student’s actual qualifications)


October 22-November 9 Marketing Analysis:

Marketing Section: Researching demographics (sources available) Market definition, Customer segments, Niche, Customer needs and characteristics, Service / product differentiation, Market potential statistics, SWOT analysis, marketing strategy (needs to be addressed and benefits to be delivered), Branding, Promotions, Marketing communication material, Sale methods, Sales forecasts, Price determination (how does unit cost compare to value seen by customer).  Video is available for marketing dept.
	Industry Analysis:
	Industry research used to benchmark projections against the performance of other firms in related industries and markets.  

· Provide competitive national or local business trends

· Identify strengths and threats to be addressed in long and short term planning

· Compare company vision and experience against averages for similar operations


	Target Market:
	A defined segment of the market that is the strategic focus of a business.  Normally the members of this segment possess common characteristics and a relative high propensity to purchase a particular product or service.  As such, the members of the target market segment represent the greatest potential for sales volume and frequency.  

Characteristics that often define the target market include: 

	
	· Geographic

· Demographic

· Psychographics


	Market Segmentation:
	Used to help the company focus on different types of potential customers. Identified market may be divided into workable segments such as:

	
	· Age

· Income

· Product Type

· Geography

· Buying Patterns

· Customer Needs


	SWOT Analysis: Tool used for auditing an organization and its environment.  It is the first stage of planning and helps marketers to focus on key issues. It provides a good framework for reviewing strategy, position and direction of a company or business proposition, or any idea.  This analysis should be used to build on strengths, resolve weaknesses, exploit opportunities, and avoid threats.

	Internal Audit

· Strengths 

A firm’s resources and capabilities that can be used as a basis for developing a competitive advantage.

· Weaknesses 

List of areas where the company might struggle.  The absence of certain strengths, which may be viewed as weaknesses.

External Audit

· Opportunities 

Areas that may reveal certain new opportunities for profit and growth

· Threats 

Changes in the external environment, which may present threats to the company.


	Marketing Plan: Outlines the specific actions you intend to carry out to interest potential customers and clients in your product and/or service and persuade them to buy the product and/or services offered. 

	Components of the Marketing Mix:

Product

The physical product/service offered to the consumer – also refers to any services or conveniences that are part of the offering

Price

Takes into account profit margins and the probable pricing response of competitors.  Includes list price as well as discounts, financing, and other options such as leasing.

Placement

Associated with channels of distribution that serve as the means to getting the product/service to the target customers 

The distribution system performs transactional, logistical, and facilitating functions.

Promotion

Decisions related to communicating and selling to potential consumers




October 22-November 9 – Operation Section: Mission statement, Brief history, Key personnel, Organizational structure / legal form, Business model, Product/service delivery, Customer service/support, Facilities, Intellectual property, Industry overview, Nature of competition, Changes in the industry, Primary competitors and their products/services, information and control systems. Instructor is Tom Smith.

	Operating Procedures: An operational plan that deals specifically with the internal operations and processes necessary to deliver a product or service.  Another term for “core areas” of the business. 


	Selected areas that need to be addressed:

Location 

Information about the location of the business including (depends on what you are selling and who to):

	· Number of Locations

· Square Footage

· Type of space – (office, warehouse, manufacturer, or combination)

· Advantage of Location(s)

	Equipment 

Describes significant equipment needed, including cost

	Labor 

Number of employees, schedules, functions, and pay

	Process 

· Acquiring products (as relevant to business) 

· Storing products (as relevant to business)
· Distributing products/services


October 22-November 9  Finance Section: Understanding the relationship between financial statements, Financial goals, Cash flow, Cash flow statements, Income statements, Balance sheet, Basics for determining pricing structure, Budgeting, ROI, Plans to finance business, Use of earnings, How to forecast, Debt, Exit strategy. 

	Financial Data:  Financial information should include each of the following:

	Loan Document  

· New loan – Completed loan application 

· Previous loan – Loan Summary 

Start Up Budget

Detail regarding specific assumptions and expenditures associated with start up costs

Balance Sheet

· Quantitative summary of the company’s financial condition at a specific time

· Includes assets, liabilities, and net worth.

Income Statement

· Accounting of sales, expenses, and net profit for a given period.

· Three year projected summary (Pro-Forma)

· Detail by month for first year

· Detail by quarters for years two and three

· Assumptions upon which projections are based

Cash Flow Statement (Equals cash receipts minus cash payments)

· Measure of the company’s financial health over a given period of time

· Three year projected summary (Pro-Forma)

· Detail by month for first year

· Detail by quarters for years two and three

· Assumptions upon which projections are based

Break-even Analysis

· Tool used to determine when a business would be able to cover all its expenses and begin to make a profit. 

· Use startup costs and assumptions to provide the information needed to generate enough sales revenue to pay the ongoing expenses related to running the business. 

· The breakeven point is reached when revenue equals all fixed and variable costs
Financial Write-Up

Written explanation of the above financial documents 




	Feasibility and Discussion of Business Risks:  

Investment

Subjective assessment of whether an investment is advisable based on the information provided within the Business Plan.

Risks Identified

Possible areas where the business may be in jeopardy of reaching stated goals

Risks Addressed

Clear evidence of understanding of identified risks

Solutions

Feasible solutions proposed


	Supporting Documents: Additional documents that support the direction the company 

	Required

All documents should be legible copies of originals

Optional
Must be relevant to business plan (i.e., blueprint, lease agreements)


Final Presentation of Business Plan

Logical Arrangement

The Business Plan should flow and be easy to follow

Overall Print Quality

All pages including text, graphics, charts, and photos should be legible

Cover and Binding

Cover and binding

· Three hole punched and placed in a report folder or binder

· Professionally bound on one side

Creativity

Visually enhances the company image

Professional Layout

· Each page in the body of the business plan should have consistent margins all around
· Correctly aligned
· Page number formatting 
· Separate front matter (i.e.: Cover Page, Statement of Purpose, Table of Contents etc.) from the main body of document  
· All text should be double spaced, unless the format specifies otherwise 
· Font and point sizes of the text should be consistent 
Graphs, Charts, and Photos

· Relevant representation of date

· Not overused!

Facilitator ties together all elements of the business plan when draft is submitted 11/9/07.  Final business plan is due 12/4/07 to have ready for presentation to lenders.
Business plan broken into departments
	President/CEO
g) Title page

II.    Table of contents and review process

III. Executive summary business concept

a) company description

b) management

c) current situation

d) key success factors

e) financial situation / needs

IV    Background and vision

f) brief history

g) vision: values, purpose and mission

h) business model: how you are going to make revenue


	Executive Staff (CEO, VP Marketing & VP Finance)
VI.    Operations

          a) background and vision

b) industry and competition

    i. market potential statistics,   current position in the market, key competitors and current strategies, SWOT analysis

            c) business model

         i. inventory management, method      of collecting and charging fees, customer service and satisfaction monitoring, control systems

  d) production and customer service

           e) facilities and equipment

f) operational milestones 

         i. key accomplishments planned for three years

            g) critical risks

  h) management systems and organizational structure and control systems

             i) intellectual property

	VP of Marketing & Advertising

V.  Marketing

      a).  key characteristics of your industry

      b). defining product / service for mass     appeal

      c). marketing objectives

i. introduce new company, reposition company, increase company awareness, generate leads, attract investors, increase corporate identity

       d).  marketing strategy

i. target market, product positioning, pricing, licensing, packaging, competitive differentiation, key message, branding

      e).  partnerships

             f).   marketing program

                      i. marketing calendar, budget, business publications, target industry analysts, trade shows, process to track results marketing campaign

i. client profile, contact management system, communication mediums 

     g).  marketing activities

     h).  sales and distribution

      i).  Resources: internal and external        partners, outsourcing   
	VP of Finance

VII.  Finance

        a) overview: importance of financial    statements

               i. budget, income, cash flow and balance

           b)  key financial goals 

           c)  how to forecast

            d)  how to determine pricing structure

          e)   financial assumptions

               i. business conditions, average per unit sales price, average per unit costs, estimated monthly costs, target sales, funding, tax rate

           f) debt and borrowing

             i. amount needed, spending    allocation, repayment, cost to borrow (myths addressed in presentation

          g) inclusion of financial statements

                i. budget, income, cash flow,             balance 

          h)  return on investment

              i) break even analysis

              j) exit strategy




Everyone needs to be working on a project.  It is the Executive’s responsibility to make sure everyone has an assignment
	Human resources will be working from lesson plan #

     a)  support services and employee hiring

     b) management issues

     c) orientation and training

    d) employee benefits

    e) owner benefits

    f) corporate culture

    g) policy and procedures


	Technology Department will establish the website template and preliminary plans of content.  

Familiarize yourself with Dream weaver, Netscape or Microsoft Word



	President must assign the task of a Power Point Presentation to the Lenders


	


	Business Professional Writing Skills:  Business documents need to reflect the standards and values of the company, as well as the quality of the products and services being offered.  All written material should encompass accepted business professional writing standards.

· All submitted text must be original work. 
· All quoted and paraphrased text must be documented according to MLA documentation standards, unless otherwise stated. 
· All writing must maintain a formal, professional style and tone. 
· Contractions and slang terms or phrases are not considered elements of formal writing. 
· Generally, using first and second person pronouns should be avoided. 
· Avoid racist and sexist language at all times. 
· Avoid all common logical fallacies.



WRITTEN Business Plan – RUBRIC
Grading Scale
Each segment is graded on a scale of 5-20 points.  Total points possible 200 points

Each department will be graded as a team.  If your team produces mediocre work the entire team will receive a mediocre grade.  It is every team member’s responsibility to encourage and coach other members to produce.  
Introductory Components

	Introductory Components

Cover Sheet

Statement of Purpose
Table of Contents

Executive Summary

Objective Statement

Mission Statement

Company Description

Personnel 
	Contains FEW components

Components are NOT clear or coherent
	Contains MOST components

Components are not clear or coherent
	Contains ALL components

MOST components are relatively clear and coherent

MOST components contain relevant content
	Contains ALL components

ALL components are thorough, clear and coherent 

ALL components contain relevant content


Use the following to identify appropriate component content.

	Cover Sheet  - Cover of bound Business Plan.  Must include the following elements:

	· Company Name
· Company Logo
· Company Contact Information
· Relevant Academic Year


	Statement of Purpose – to request funding including the following elements depending on company status:

	New or Existing Company requesting a loan


	Existing Company with No Loan Request 

	· Amount and type of loan required

· Amount of money you are putting in (cash and/or equity)

· Period for which loan will be outstanding

· Purpose of loan

· The impact the loan will have on the company

· The collateral that will be used to support the loan
	· Purpose and amount of the original loan

· Current status of the original loan

· The impact the loan has/had on the company

· The collateral that is/was used to support the loan



	Table of Contents:  A comprehensive listing of the contents of the business plan

	Points to consider:



	· Sections & subsections

· Aesthetic appearance

· Page numbers match plan
	· Text layout

· Appropriate page number format
	· Spelling 

· Length – one page only


	Executive Summary:  Purpose is to provide a clear but brief overview of the business plan and to consolidate the principle points and evidence supporting those points.  It should be logical, clear, interesting, and exciting in order to entice potential investors to further explore the details of the business plan.  (1-3 pages in length)

	Elements that should be included:

· Concept and Opportunity

· Product or Service
	· Market

· Management Team

· Financial Requirements


Mission Statement – Brief statement (2-4 sentences) that sets the tone, defines the path, and provides direction for the company.  It is the guiding principle for the entire business.  The statement should represent the company’s goal, what the company stands for, and their focus for the future.

· Captures the Essence of an organization without being so vague that it could apply to every other organization too.
· Must be realistic, achievable and brief

· Large enough to allow the business to grow and realize its potential

· Narrow enough to give direction and guidance to everyone in the business

	Elements that should be included:

· Concept and Opportunity

· Product or Service
	· Market

· Management Team

· Financial Requirements


	Objective Statement:  Specific, measurable, achievable, realistic and time-based goals that can be monitored and measured, that the company wishes to achieve.



	EXAMPLES:  

· “Achieve annual sales of $1.1 million”

· “Open gift shop in Any town at Third Street Public Market with five-year lease.”

· “Maintain gross margin of 25 percent”

· Expand product family by adding 10 different kinds of flowers and flower arrangements in 2004”

	Company Description – Describes in general terms a clear and concise picture of what the company does, what it will offer, where it will operate, when it will transact business, and how it will succeed.

	· Type of Business

· Industry segment(s)

· Company offerings

· Legal Description

· Where the company was formed

· How the company is structured (sole proprietorship, partnership, corporation)

· Effective Date – Date the company originally opened for business.

· Company Location – Street Address, City, State, Zip Code

· Organizational Chart 

· History of Company (existing businesses only)

· Current Status (existing businesses only)

· Future Goals




	Personnel:  Should highlight key personnel including the CEO and management team.  

	· Name

· Job title

· Personal qualifications – (Student’s actual qualifications)


Market Analysis

	Market Analysis

Industry Analysis

Real Industry

Virtual Enterprise Industry

Target Market
Market Segmentation
	Poor analysis

Contains FEW components

Components are NOT clear or coherent
	Limited analysis

Contains MOST components

Components are NOT clear or coherent
	Adequate analysis

Contains ALL components

MOST components are relatively clear and coherent

MOST components contain relevant content
	Thorough analysis

Contains ALL components

ALL components are clear and coherent 

ALL components contain relevant content


	Industry Analysis:
	Industry research used to benchmark projections against the performance of other firms in related industries and markets.  

· Provide competitive national or local business trends

· Identify strengths and threats to be addressed in long and short term planning

· Compare company vision and experience against averages for similar operations


	Target Market:
	A defined segment of the market that is the strategic focus of a business.  Normally the members of this segment possess common characteristics and a relative high propensity to purchase a particular product or service.  As such, the members of the target market segment represent the greatest potential for sales volume and frequency.  

Characteristics that often define the target market include: 

	
	· Geographic

· Demographic

· Psychographics


	Market Segmentation:
	Used to help the company focus on different types of potential customers. Identified market may be divided into workable segments such as:

	
	· Age

· Income

· Product Type

· Geography

· Buying Patterns

· Customer Needs


SWOT Analysis

	SWOT Analysis

Internal Audit:

Strengths & Weaknesses
External Audit:

Opportunities & Threats
	Poor analysis

Contains FEW components

Components are NOT clear or coherent
	Limited analysis

Contains MOST components

Components are NOT clear or coherent
	Adequate analysis

Contains ALL components

MOST components are relatively clear and coherent

MOST components contain relevant content
	Thorough analysis

Contains ALL components

ALL components are clear and coherent 

ALL components contain relevant content


	SWOT Analysis: Tool used for auditing an organization and its environment.  It is the first stage of planning and helps marketers to focus on key issues. It provides a good framework for reviewing strategy, position and direction of a company or business proposition, or any idea.  This analysis should be used to build on strengths, resolve weaknesses, exploit opportunities, and avoid threats.

	Internal Audit

· Strengths 

A firm’s resources and capabilities that can be used as a basis for developing a competitive advantage.

· Weaknesses 

List of areas where the company might struggle.  The absence of certain strengths, which may be viewed as weaknesses.

External Audit

· Opportunities 

Areas that may reveal certain new opportunities for profit and growth

· Threats 

Changes in the external environment, which may present threats to the company.


Marketing Plan
	Marketing Plan

· Product

· Price

· Placement

· Promotion
	Poor analysis

Contains FEW components

Components are NOT clear or coherent
	Limited analysis

Contains MOST components

Components are NOT clear or coherent
	Adequate analysis

Contains ALL components

MOST components are relatively clear and coherent

MOST components contain relevant content
	Thorough analysis

Contains ALL components

ALL components are clear and coherent 

ALL components contain relevant content


	Marketing Plan: Outlines the specific actions you intend to carry out to interest potential customers and clients in your product and/or service and persuade them to buy the product and/or services offered. 

	Components of the Marketing Mix:

Product

The physical product/service offered to the consumer - also refers to any services or conveniences that are part of the offering

Price

Takes into account profit margins and the probable pricing response of competitors.  Includes list price as well as discounts, financing, and other options such as leasing.

Placement

Associated with channels of distribution that serve as the means to getting the product/service to the target customers 

The distribution system performs transactional, logistical, and facilitating functions.

Promotion

Decisions related to communicating and selling to potential consumers




Operating Procedures
	Operating Procedures
· Location Description

· Equipment

· Labor

· Process
Acquiring Products / Services (if relevant to business)

Storing products (if relevant to business)

Distributing Products / Services
	Contains FEW relevant components

Components are NOT clear or coherent
	Contains MOST relevant components

Components are NOT clear or coherent
	Contains ALL relevant components

MOST components are relatively clear and coherent

MOST components contain relevant content
	Contains ALL relevant components

ALL components are thorough, clear and coherent 

ALL components contain relevant content


Operating Procedures: An operational plan that deals specifically with the internal operations and processes necessary to deliver a product or service.  Another term for “core areas” of the business. 

	Selected areas that need to be addressed:

Location 

Information about the location of the business including (depends on what you are selling and who to):

	· Number of Locations

· Square Footage

· Type of space – (office, warehouse, manufacturer, or combination)

· Advantage of Location(s)

	Equipment 

Describes significant equipment needed, including cost

	Labor 

Number of employees, schedules, functions, and pay

	Process 

· Acquiring products (as relevant to business) 

· Storing products (as relevant to business)
· Distributing products/services


Financial Data
	Financial Data

Loan Document

Start Up Budget

Balance Sheet

Income Statement

Cash Flow Statement

Financial Summary


	Poor analysis

Contains FEW components

Components are NOT clear or coherent
	Limited analysis

Contains MOST components

Components are NOT clear or coherent
	Adequate analysis

Contains ALL components

MOST components are relatively clear and coherent

MOST components contain relevant content
	Thorough analysis

Contains ALL components

ALL components are clear and coherent 

ALL components contain relevant content


	Financial Data:  Financial information should include each of the following:

	Loan Document  

· New loan - Completed loan application 

· Previous loan – Loan Summary 

Start Up Budget

Detail regarding specific assumptions and expenditures associated with start up costs

Balance Sheet

· Quantitative summary of the company’s financial condition at a specific time

· Includes assets, liabilities, and net worth.

Income Statement

· Accounting of sales, expenses, and net profit for a given period.

· Three year projected summary (Pro-Forma)

· Detail by month for first year

· Detail by quarters for years two and three

· Assumptions upon which projections are based

Cash Flow Statement (Equals cash receipts minus cash payments)

· Measure of the company’s financial health over a given period of time

· Three year projected summary (Pro-Forma)

· Detail by month for first year

· Detail by quarters for years two and three

· Assumptions upon which projections are based

Break-even Analysis

· Tool used to determine when a business would be able to cover all its expenses and begin to make a profit. 

· Use startup costs and assumptions to provide the information needed to generate enough sales revenue to pay the ongoing expenses related to running the business. 

· The breakeven point is reached when revenue equals all fixed and variable costs
Financial Write-Up

Written explanation of the above financial documents 




Supporting Documents

	Supporting Documents

Required (all)

Proposed lease / purchase agreement

Résumés – Admin.

Proposed Phantom Contract
Optional (any)
Licenses
Letters of Intent
Other relevant legal documents
	Contains FEW required components

Components are NOT clear or coherent
	Contains MOST required components

Components are NOT clear or coherent
	Contains ALL required components

MOST components are relatively clear and coherent

MOST components contain relevant content
	Contains ALL required components

ALL components are thorough, clear and coherent 

ALL components contain relevant content

Includes any optional relevant documents


	Supporting Documents: Additional documents that support the direction the company 

	Required

All documents should be legible copies of originals

Optional
Must be relevant to business plan


Feasibility and Discussion of Business Risks
	Feasibility and Discussion of Business Risks
	Investment NOT advised

Business risks NOT sufficiently identified or addressed
	Investment may be advisable after significant adjustments

Few business risks identified
	Investment advisable after minor adjustments

Business risks identified

Business risks addressed
	Investment highly advisable

Business risks identified

Business risks thoroughly addressed

Feasible solutions proposed


Feasibility and Discussion of Business Risks:  

Investment

Subjective assessment of whether an investment is advisable based on the information provided within the Business Plan.

Risks Identified

Possible areas where the business may be in jeopardy of reaching stated goals

Risks Addressed

Clear evidence of understanding of identified risks

Solutions

Feasible solutions proposed
Business Professional Writing Skills
	Business Professional Writing Skills

· Spelling and Grammar
· Writing Style Consistency
· Business Vocabulary
· Proper Tense
· Communication of Ideas
	Poor application of elements
	Fair application of elements
	Good application of all elements
	Excellent application of all elements


Business Professional Writing Skills:  Business documents need to reflect the standards and values of the company, as well as the quality of the products and services being offered.  All written material should encompass accepted business professional writing standards.

· All submitted text must be original work. 
· All quoted and paraphrased text must be documented according to MLA documentation standards, unless otherwise stated. 
· All writing must maintain a formal, professional style and tone. 
· Contractions and slang terms or phrases are not considered elements of formal writing. 
· Generally, using first and second person pronouns should be avoided. 
· Avoid racist and sexist language at all times. 
· Avoid all common logical fallacies.
Presentation
	Presentation

· Logical Arrangement

· Overall Print Quality

· Cover and Binding

· Creativity

· Professional Layout

· Graphs, charts, photos, etc.
	Poor application of elements
	Fair application of elements
	Good application of all elements
	Excellent application of all elements


Presentation: 

Logical Arrangement

The Business Plan should flow and be easy to follow

Overall Print Quality

All pages including text, graphics, charts, and photos should be legible

Cover and Binding

Cover and binding

· Three hole punched and placed in a report folder or binder

· Professionally bound on one side

Creativity

Visually enhances the company image

Professional Layout

· Each page in the body of the business plan should have consistent margins all around
· Correctly aligned
· Page number formatting 
· Separate front matter (i.e.: Cover Page, Statement of Purpose, Table of Contents etc.) from the main body of document  
· All text should be double spaced, unless the format specifies otherwise 
· Font and point sizes of the text should be consistent 
Graphs, Charts, and Photos

· Relevant representation of date

· Not overused!

