FOREWORD
This business plan template, curtesy of the Centre d’aide aux entreprises Haute-Yamaska et région, will help you draft your business plan.
PURPOSE OF A BUSINESS PLAN
Drafting a business plan is not a futile exercise. Its main purpose is to predict and summarize the business’s first three years. Entrepreneurs will no doubt find it important to assess whether investing a large part of their resources in the project will meet their objectives. Any mistakes, which you will have identified on paper in the business plan, will be less onerous and less tragic than if you notice them while setting up your business.
The business plan is also a precious management tool that will guide the future actions of anyone involved in setting up the business. For it to remain efficient, you must keep your business plan up to date in order to take into account the changing conditions in the sector.

Finally, the business plan is an essential communication tool, regardless of its purpose:

· to request a grant;

· to request financing from a bank or from a venture capital corporation;

· to find partners interested in sharing ownership of the business;

· or to find potential clients or suppliers.

GUIDELINES
1. Take all the time you need to draft your business plan. It is a crucial document that will reflect how serious your project is.

2. Make sure the document is duly completed and includes a market study, a marketing strategy, and financial forecasts demonstrating the project’s viability.

3. Consider the market study a priority.

4. Make sure your forecasts are realistic. Base your presentation and analysis on facts and objective and well founded data.
5. Be convincing while remaining brief, clear, and specific. Be honest and use simple language.

6. Master the content of your business plan.

7. Use appendices to present the more detailed elements, to show calculations and complex analyses, and to include the sources of your statistics.

8. Use tables and graphs to lighten the text.

9. Revise your plan regularly in order to adapt to the constantly changing market.

10. Do not hesitate to consult experienced individuals and advisors.

BUSINESS PLAN
_______________________________
Project name or corporate name
_______________________________

_______________________________

_______________________________

Complete contact information
_______________________________

Telephone number
By
_______________________________

Name of promoter(s)
Date: ___________________
SUMMARY
Those whom you solicit to read your business plan are often individuals who receive many of them and have busy schedules. Often, they cannot invest the time required to read a business plan in its entirety. Therefore, it is important to summarize its content.
The summary is the last part of the business plan you are going to write. It summarizes the most important facets of your business plan and should be short (one or two pages maximum), grab the reader’s attention, and convey the big ideas of your business plan. It should incite the reader to go over the details of your business plan.

By presenting the main ideas of the business plan, the summary gives potential investors a general idea of the project:
· Describe the business opportunity you want to develop;
· Describe your business and the products and services you offer;
· Present the promoters;
· Indicate the place and date planned for the launch;
· Briefly describe the target market, as well as its potential in terms of business 
· numbers;
· Present the advantages your product or service has over your competitors;
· Put forward the project’s profitability in terms of the expected profit, the return on the investment, the economic benefits for the sector, and any other relevant information;
· Indicate the total cost of the project and the amount of financing you are seeking to launch your business;
· Mention how you will use the funds requested.

Following the summary, present a detailed table of contents of your business plan, including the page number where each section begins.

EXAMPLE OF A TABLE OF CONTENTS
Summary/Table of Contents
1.   Project Description
1.1  Business Identification
1.2  Business Opportunity
1.3  Product/Service Description
1.4  Legal Framework
1.5  The Business’s Mission
1.6  The Business’s Goals
1.7  Timeframe
2.   Promoter(s)
2.1  Ownership Structure
2.2  Management Team
3.   Market Study
3.1  Overall Market
3.2  Target Market
3.3  Competition
3.4  Positioning of the Business
3.5  Sales Forecasting and Market Share
4.   Marketing Plan
4.1  Product/Service Strategy
4.2  Localization and Distribution Strategy
4.3  Pricing Strategy
4.4  Communication Strategy (Advertising and Promotion)
5.   Operating Plan
5.1  Product/Service Realization Process
5.2  Human Resources
5.3  Material Resources
5.4  Research and Development (if applicable)
6.   Financial Plan
6.1  Hypotheses
6.2  Project Cost and Financing (Opening Balance Sheet)

6.3  Breakdown of Sales and Purchases
6.4  Budgeted Financial Statements of Cash Flows (Draft Cash Budget)

6.5  Projected Income and Expense Statements
6.6  Forecasted Balance Sheet
6.7  Financial Ratios and Break-Even Point
Appendices
1. PROJECT DESCRIPTION
Describe your project in a few sentences.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
1.1 
BUSINESS IDENTIFICATION
Business name:
 

Address:
_____________________________________________
City:
_____________________________________________
Postal code:
 

Telephone:
 

Cell:
 

Fax:
 

Website:
 

Email:
_____________________________________________
Launch date:
 

1.2 
Business Opportunity
Where did the idea for your project come from?
___________________________________________________________________________________________________________________________________________________________________________________________________


        
How is this project an opportunity for the business to succeed financially?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



        
Summarize the activities you have engaged in thus far and the progress you have made with your project.
_____________________________________________________________________________________________________________________________________________________________________________________________________________________

1.3 
Product/Service Description
Describe the nature of the products or the array of products and list their physical characteristics (size, weight, packaging, visual, etc.). Do the same thing for your services. You may include pictures.
______________________________________________________________________________________________________________________________________________________________________________________________________

         
Describe the usefulness of the product or service. Present the functions, uses, technical aspects, qualities, and advantages for consumers. For products, include in an appendix the fact sheets and performance tests conducted. For services, describe the stages, professional services, follow-ups, etc.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


         
If your product or service is not at a stage where it can be commercially exploited, indicate its stage of development.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________
Do you own a title of ownership, a patent, or a trademark? Identify their terms and advantages. Identify the advantages that distinguish your products/services from those of your competitors. Do you do something that others do not? Do you do it better? Do you do it more?

_____________________________________________________________________________________________________________________________________________________________________________________________________________________

Identify the market standards.

____________________________________________________________________________________________________________________________________________________________________________________




         
Identify the regulations that apply to your product or service. (Only the reference to the regulations. The main impacts on your project will be described in Section 3.1.)
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

1.4 
Legal Framework
Identify the business’s legal form of organization.
DIFFERENCIATION

	
	Sole Proprietorship
	General Partnership
	Incorporated Company

	Characteristics
	A self-employed person.
	Two people who pool their talent and capital with the aim of exploiting an enterprise.
· General partnership
· Limited partnership
· Undeclared partnership
	A body corporate distinct from that of its owners. A legal person with almost the same rights and obligations as a natural person. The unity of ownership is the share.

	Creation
	By registering with the Enterprise Register.
	By registering with the Enterprise Register and preferably by drafting a contract.
	-Companies Act of Quebec
-Canada Business Corporations Act

	Duration
	Limited (life of the owner)
	Limited
	Unlimited


	Owners’ Responsibility
	Unlimited
	Unlimited for general partnerships.

Limited for limited partnerships.
	Limited

	Fiscal Aspect
	On the Individual.
	On the individuals.
	In the company.

	Investment
	Contribution
	Contribution
	Issuance of a share

	Cash Outflow
	Withdrawal
	Withdrawal
	Dividend

	Profit Sharing
	100%
	Remuneration of the work performed, of the capital, and of the contingent component sharing.
	In proportion to shareholding.


1.5 
The Business’s Mission
What do you provide? (your products and services)

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
To whom? (your clientele)

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What is your competitive advantage?
_______________________________________________________________________
_______________________________________________________________________
______________________________________________________________________________________________________________________________________________
1.6 
The Business’s Goals
Provide measurable descriptions of your short-term (1 year) and medium-term (2 to 3 years) goals. Examples: financial, business development, training, etc.

SMART: Specific, Measurable, Attainable, Realistic, Time.
Examples of short-term goals:

Examples of medium-term goals:


1.7 
Timeframe
Actions to Take Before Launch
	Actions to Take (examples)
	Deadline

	1.   To draw up the business plan
	September 20--

	2.   To choose the business’s legal form of organization and obtain all necessary financing
	October 20--

	3.   To register for GST/QST
	October 20--

	4.   To reach agreements with suppliers
	November 20--

	5.   To determine the place of business
	November 20--

	6.   To draw up promotional documents
	November 20--

	7.   To promote your services among your target clientele
	December 20--

	8.   To solicit companies with at least 50 employees directly
	January 20--

	9.   Etc.
	


2. PROMOTER(S)

Describe your relevant experience, your accomplishments, and your management skills.
Who will help you make up for your weaknesses?
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.1 
Ownership Structure
Business Ownership Structure
	Promoter(s)
	%
of Ownership
	Investment Value
	Investment Type

	
	
	
	

	
	
	
	


2.2 
Management Team
Who does what?
Production, Marketing, Accounting . . .
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. MARKET STUDY
Overall Market
Identify and describe the business sector in which you plan on doing business (e.g., food, parts manufacturing, consulting firm, etc.)
_____________________________________________________________________________________________________________________________________________________________________________________________________________________

What have been the growth trends over the last few years in terms of the potential market, new products, new clients, and new competitors in this sector?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Does your business sector have entry or exit barriers, such as major initial investments, standards, patented products, etc.?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Are there laws or regulations currently constraining or favouring your sector? Do you anticipate any for the future? Explain how they will affect your business.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Do demographic changes (lower birth rate, aging population, etc.) affect your business? Explain how and explain the anticipated effects.
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

National economies and business sector economies are subject to cyclical fluctuations. Is your business sensitive to these fluctuations in the economic climate (interest rates, exchange rates, unemployment, inflation, free trade, etc.)? Explain how. What are your predictions for the future in this regard?
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Is your business sector subject to rapid technological progress? Do you anticipate changes in the future? Could technological changes in other business sectors render your technology obsolete or impact your business?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Finally, summarize the opportunities and threats identified above:
Example of an Opportunities/Threats Summary
	
	Opportunities
	Threats

	Political
	The government is intent upon increasing the use of online services for businesses.
	The programs fostering Internet access could be scrapped.

	Economic
	The sustained growth of the last two years has made it possible to purchase IT equipment.
	Several new businesses on the territory specialize in offering businesses IT services.

	Socio-Demographic
	The number of SMEs on the territory is growing.
	The IT skills of new administrators are improving.

	Technological
	The short life of equipment forces businesses to upgrade regularly.
	New IT equipment is easier to use.

	Environmental
	NA
	NA


References:
3.2 
Target Market
TERRITORY TARGETED:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________
CLIENTELE PROFILE:
Indicate the types of clienteles your products or services will be targeting: individuals, households, wholesalers, retailers, industries, organizations, etc.
_____________________________________________________________________________________________________________________________________________________________________________________________________________________

Determine the characteristics of your target clientele
(age, gender, income, purchase volume, consumption rate, brand loyalty, lifestyle, personality, motivations, attitudes, preferences, perceptions, etc.):
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
References: 

3.3 
Competition
It is important to analyze your competitors in order to know their main characteristics, strengths, and weaknesses. Your will then be better prepared to highlight the specificity of your product or service.

Example of a Comparative Analysis of the Competition
** Direct competitors: same product, same territory, same clientele
** Indirect competitors: same need
Base your analysis on characteristics that are important to clients (3 or 4). Examples: value for money, welcome, timely delivery, online visibility, promoter’s expertise and reputation, etc.
	Direct Competitors
	Strengths
	Weaknesses

	Best Price
1 rue Jean-talon Est

Saint-Léonard (Qc)
	It has been established for many years and is the leader in the market.
	High prices.

	Abp Inc.
2 rue Principale
Anjou (Qc)
	It offers an array of services at a range of prices.
	Bad reputation.

	Indirect Competitors
	Strengths
	Weaknesses

	12345 Inc.
3, boul. Rouen

Montréal (Qc)
	It offers an array of bureaucratic services at affordable prices.
	Not well known.


3.4 Positioning of the Business
Based on the analysis of your competitors’ strengths and weaknesses that you have identified, on what elements will you draw to occupy your share of the market?
_____________________________________________________________________________________________________________________________________________________________________________________________________________________
3.5 
Sales Forecasting
Estimate your market share for the first three years.

Explain the evaluation method you used to estimate the sales volume of your product or service.

Draw on surveys or interviews of potential clients, suppliers, and similar businesses in the same sector or on a different territory, letter of intent, pilot project, etc.
Data must be realistic and conservative. 

Example of a Breakdown of Sales by Product/Service
	Products/
Services
	Unit Price
	Month
	Total

	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	

	Service 1
Time
Amount
	$75/h
	
18
1,350
	
22
1,650
	
28
2,100
	
25
1,875
	
25
1,875
	
10
750
	
10
750
	
18
1,350
	
25
1,875
	
25
1,875
	
25
1,875
	
18
1,350
	
249
18,675 

	Product 1
Quantity
Amount
	$320
	
30
2,250
	
45
3,375
	
52
3,900
	
65
4,875
	
65
4,875
	
65
4,875
	
35
2,625
	
35
2,625
	
55
4,125
	
65
4,875
	
65
4,875
	
50
3,750
	
627
47,025 

	Product 2
Quantity
Amount
	$875
	
0
0
	
2
1,750
	
3
2,625
	
4
3,500
	
6
5,250
	
2
1,750
	
0
0
	
0
0
	
1
875
	
5
4,375
	
5
4,375
	
3
2,625
	
27
23,625 

	Total
	
	5,520
	9,335
	12,465
	13,130
	14,880
	11,380
	4,655
	4,655
	8,270
	14,005
	12,255
	7,895
	118,445


4. MARKETING PLAN
The marketing plan specifies the strategies you will draw on to reach your target clientele and your sales goals.
4.1 Product/Service Strategy
Which strengths of the product or service will you exploit in order to attract your target clientele?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Describe your after-sales service policy and your warranty policy.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Indicate whether these policies differ from those of your competitors and describe how.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If your product or service targets several market segments, what changes do you have to make to it to meet the expectations and needs of each segment?

_____________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________
4.2 
Localization and Distribution Strategy
Localization refers to the region and location where you will set up your business.
LOCALIZATION – You can add photos
Describe the localization and site you chose and explain the reason for your choices.
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Discuss the advantages and disadvantages of the site you chose.

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Criteria to consider before choosing the site:
· Type of space required: office, waiting room, inventory, display, etc.

· Purchase or rental
· Zoning and specific regulations
· Urban environment or suburb
· Spaces available, surface area
· Insurance costs and taxes

· Links to target market
· Busyness of area
· Visibility
· Impression of the neighbourhood
· Traffic and access
· Parking
· Availability of labour
· Proximity of certain services

· Availability of energy
· Future needs
DISTRIBUTION NETWORK
Specify the distribution networks you plan to use. Do you plan to sell directly to consumers? To retailers? To wholesalers?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How will you develop this network?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Specify the profit margins granted to the various actors in the network. Do you have delivery deadlines?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What are the transportation costs?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________

4.3 
Pricing Strategy

The business plan should present the pricing policy for your products or services.

Indicate the selling price for each of your products or services or product line. Make sure to calculate the cost of each product.
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How does your pricing strategy compare to that of your competitors?

________________________________________________________________________________________________________________________________________________________________________________________________________________________




Explain your discount policy and your credit policy (terms of payment).

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4.4 
Communication Strategy (advertising and promotion)

Specify your advertising methods/tools:
Examples of Advertising Methods/Tools
· Business cards
· Leaflets
· Newspaper ads and specialized journals
· Portfolio
· Radio/television
· Direct mail advertising
· Website
· Social media
· Networking
· Conference
· Other
Specify your promotion methods/tools.

Examples of Promotion Methods/Tools:
· Trials (sample, trial period, etc.)

· Methods of attracting clientele (fashion show, exhibition, open house, etc.)

· Contests
· Discounts
· Stabilizers: strategy for stabilizing sales from one day to the other (e.g., Tuesday special)

· Consumer loyalty development
· Becoming a sponsor
Example of a Promotional Budget (a table for each year):
	
	Month
	Total

	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	

	Advertisement
	
	

	Local Newspaper
	85
	85
	85
	85
	85
	85
	85
	85
	85
	85
	85
	85
	1,020

	Yellow Pages
	
	
	
	
	3,700
	
	
	
	
	
	
	
	3,700

	Direct Mail Advertising
	1,200
	
	
	1,200
	
	
	1,200
	
	
	1,200
	
	
	4,800

	Business Cards
	320
	
	
	
	
	
	
	
	
	
	
	
	320

	Promotion
	
	

	One Month Free
	225
	225
	225
	225
	225
	225
	225
	225
	225
	225
	225
	225
	2,700

	Total
	1,830
	310
	310
	1,510
	4,010
	310
	1,510
	310
	310
	1,510
	310
	310
	12,540


5. OPERATING PLAN
The operating plan must answer the following question: How will your business operate (from order to payment)? 

5.1 
Product/Service Realization Process
Enumerate and describe the activities necessary to the manufacturing or realization of your product of service. What human resources will be allotted to each stage and what material resources (equipment, tools, rolling stock, and raw materials) will be necessary for completing each stage?
_____________________

	Process

	Activities
	Human Resources Allotted
	M/O Cost
	Full/Part-Time
	Material Resources Required

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	
	
	
	
	

	
	
	
	
	


	Equipment
	

	In-Hand
	Market Value

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 

	To Acquire
	Purchase Cost
	Supplier
	Tender Included
	Delivery Date

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Raw Materials
	
	
	
	

	In-Hand
	Market Value

	 
	 

	 
	 

	 
	 

	 
	 

	 

	To Acquire
	Purchase Cost
	Supplier
	Term of Payment
	Delivery Date

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


OUTSIDE ADVISORS (banker, accountant, lawyer, insurer, mentor, etc.)
_____________________________________________________________________________________________________________________________________________________________________________________________________________________
5.4 
Research and Development (if applicable)

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6. FINANCIAL PLAN
The purpose of the financial plan is to show, in view of the elements contained in the previous sections, the financial viability of a business’s project and to determine the financial needs across time. Your financial forecasts must contain the project’s cost and source of financing, cash budget, income statements, and balance sheet.
7. APPENDICES
· Résumé
· Personal Balance Sheet
· Registration or Incorporation Certificate
· Business Agreement (more than one owner)
· Contracts and Letters of Intent
· License
· Commercial Lease
· Promotional Documents
· Additional Information
“The reason why we draft a business plan is first and foremost to convince ourselves that the project is viable, to convince others that we have identified a good opportunity and possess entrepreneurial and management skills, and to demonstrate that we have a rational, credible, and coherent plan to carry it out.”





Timmons, Jeffry A., Leonard E. Smollen, and Alexander L. M. Dingee, Jr. New Venture Creation: A Guide to Entrepreneurship. Second Edition. Homewood III., 1985.








- To reach a sales figure of $50,000 


- To participate in two trade shows 


- To undergo training in using social media





- To reach a sales figure of $75,000 


- To be registered with the chamber of commerce


- To have a mentor


-
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