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1. Executive Summary

Write this section last!

The executive summary is the window to your business plan. An investor will decide to read the rest of the plan based on this section. Include what you would in a brief (i.e. 5 minute) pitch of your business.

Be concise, clear, enthusiastic and professional. Keep it at 1-2 pages maximum!
Include the essentials of your business. What is the product/service you are selling? What is the (unique) value proposition? Who are in your team – and why are you the right people to be undertaking this? Why will you be successful? What is your motivation for (starting) this business?
What are your sales projections and how is this relative to the industry? What is your break-even point? What are the critical risks and how will you overcome these? 

If applying for financing – how much do you need (in USD) and what will this financing be used for. How and when will the funds be repaid? What sources and type of funding are being considered? What is the ‘deal’ you are offering?

Startups: Focus on the background and experience of the team and why you are starting this business. Have you done a market analysis? Done any pilots? What is the gap in the market, and how will you fill it?

Established businesses: When was your business formed? How many employees do you have and in what location(s)? Include growth highlights, profit margins, and market share details. Who financed you previously and at what terms?

2. The Business
2.1 General company description

This section should introduce the reader to your business. This will contain some of the information you will later put in the executive summary. 

What business are you in? What is the gap in the market and how are you filling it? How do you make money? What is your target market (who do you sell to?)
Mission statement: A brief statement about your ‘reason of being’ – why the company exists. This is usually one or two sentences. 
What are your company goals, objectives, business philosophy, and milestones (achieved and projected)? 
What industry are you in? Is it growing? What are the developments and changes, recent or in the future, and how will you take advantage of them?

Mention the form of ownership, licenses, patents and trademark details.
Company history; years in business; previous owners; sales and profit history etc.

Core competencies – why will you succeed, what are your strengths, what strengths does the team bring to the business? What are the challenges you face and how will you overcome them?
If applying for financing – how much do you need (in USD) and what will this financing be used for. How and when will the funds be repaid? What sources and type of funding are being considered? What is the ‘deal’ you are offering?
What is the long term strategy of your business? How and how rapidly will you grow? What strategies are in place for continued growth, increased production, diversification, or sale of the business? Include time frames. 

1.1 Products & services
This section describes the products and/or services your business offers and will offer in the future.

Describe, in depth, your product/service; how it works; why a consumer would buy your product/service; the value it will create for the customers and the market.
What makes your product/service unique? What competitive advantage do you have over your competitors? What unique features does it offer? What patents do you have? Do you have exclusive rights for selling this product or service? Have you designed the product/service yourself? Do you develop it yourself?
Drawings, pictures, specifications and brochures etc. can be included as appendices.

1.2 Marketing plan
Describe the market, your current position in it, the competitive environment, and your marketing strategy for the coming years. Be diligent in your research as this will be the base for your sales projections.
1.2.1 Market Analysis
Market research can be done using published information (internet, libraries, census data), or by gathering your own data. This data is crucial to the credibility and feasibility of your plan. 
· What is the total size of the market? I.e. number of customers, total industry sales, location specific. Is it growing, stable, or decreasing? Current level of demand?

· What are the trends in the market (growth trends, consumer preferences etc.)? What is the potential?

· What percentage of the market share do you have? 

· What are the different target audiences or segments in the market?

· What are the barriers to entry? Is it difficult for another business to start? How will you overcome these barriers?

· How do changes in the political, economic, social and technological environments affect your business? How about (impending) government regulations, environmental regulations, and industry changes?
You may want to support this section with the SWOT analysis in the appendix.

1.2.2 Customer Analysis
Identify and describe the different customers in the market. This is considered market segmentation.
Customers

· Identify your targeted customers, their characteristics, and their geographic location (known as their demographics).
· Analyze both the end-users and the people/business you may be selling through.

· Identify and describe your main customer groups based on age; gender; location; income; social class; education; behavior; habits; or other industry specific profile characteristics.

· For business customers, describe them using characteristics such as the size of the firm; the (sub-) industry; the location; and buyer preferences.

· Why have you chosen these specific customer groups?
1.2.3 Competitor analysis

Analysis of the competitive environment assesses the current and future strengths/weaknesses of (potential) competitors.
Who are the main players (competitors, suppliers, other companies, etc.) in your target market? Are there any companies in your target market with a similar product/service? Are there any companies in your target market with a complementary product/service? Are these players successful, if so why, and what is their market share? Is the target market still wide open, or is the entry level high, and why?
Profile your main competitors based on location; background; financials; product offering; marketing; facilities; personnel; or any combination of these and other important aspects. Do they compete on one product or location, or more?

You should fill in competitive analysis table in the appendices to compare your business with your main competitors. 
What is your competitive advantage? How does your business and its products compare to competitors? Relate this to the competitive analysis table in the appendix. You should now be able to define your niche in the market.
3.3.4 Marketing Strategy

After defining the external environment (competitors, industry, and customers) and your space in it, you can develop your marketing strategy explaining how you will achieve sales. 
Promotion: How will customers learn about your product/service? How will you advertise? What channels will you use? What means (media, advertisements, other PR tools) will you use to reach your target market? What is the image you want to promote (i.e. healthy, sporty, fast etc.)? Do you have a logo? How complete/consistent is your branding?

Product: What features will the product have? What are the benefits for the customer group? What is special about the product or service? If relevant, will you offer support or after-sales services? Is there a refund policy? How will the product be packaged? 

Pricing: How much will you charge per product? Will you use different pricing strategies for different customer groups? Are there bulk discounts? Are there sales? Can customers pay on credit? How will extra features be priced? How do you differentiate your products from competitors based on price? Can you justify your prices?
Distribution: How will you reach your customers? Will you sell to them directly or through intermediaries, agents, or representatives? Are you near to your customers, or near to similar businesses? Do you make use of existing distribution channels/networks? Do you sell retail, wholesale, or both? 
3.3 Operational plan
3.4.1 Production Process and Development
Describe the production process of your product/service. Explain the day-to-day running of the business. Include details of production such as development, technique, costs, inventory etc. Is there a need for further research and development? Who will do this? Do you make or buy your products? What are the business hours? 
Will you buy, build, lease or rent your location and facilities? How big are the premises? Will you be able to expand here? Are there any limitations in terms of location, power or accessibility? 

Is there inventory? How will you control this (i.e. quality, amounts, costs)? Are there seasonal buildups? Is there a lead time after or before an order? What is the inventory turnover?
Include the legal environment (i.e. are there regulations associated with your products, do you need permits or licenses?). 

What are the associated costs with this and the rest of the production process? 

Include any relevant plans in the appendix.
3.4.2 The suppliers and raw materials

Elaborate on the supply chain of your product/service. Which suppliers do your reply on to acquire your resources and do you already have agreements in place with suppliers? Do you have backup suppliers? Identify them here by name, address, policies, history and sales/purchasing figures. 
3.4.3 Personnel

List at minimum the number of employees, type of labor (i.e. skilled, unskilled, professional), HR policies, quality of staff, pay structure, training, task division, control etc. Who does what tasks? How will you ensure enough staff and how will you motivate and reward them? How will your personnel policies and packages be compared to competitors?
2. Entrepreneur & Team
4.1 The entrepreneur

Who is the entrepreneur? Introduce yourself, your qualities and the reason why you want to start or expand this business. Describe what drives you as a person and how others would describe you. Explain what your ambitions are with your business between now and 3 years from now?
What is your motivation for starting or being in this business?
Entrepreneurial experience: What is your (professional) background and how will you employ this in your new venture? Do you have experience in your target sector? Please include a track record with your previous experience indicating your current knowledge and in which way you have the capability to make this a success.

What will be your personal role in execution of the plan; i.e. will you start up/expand the business yourself, or will you cooperate with others? 
Who manages the business on a day-to-day basis? What happens when this person is ill, incapacitated, or taken out of the organization? Who takes over? Why are these people the right persons to do so? What experience/competency do they bring to the business?
Add your passport number, nationality, date of birth and place of birth
4.2 The Team

Who are the key players in the organization? Who is part of the management team - list names; contact details (including e-mail and LinkedIn profiles); previous experience; relevant skills; backgrounds; and positions in the organization. Add a CV for each member & the entrepreneur in the appendix.
If you have more than 10 employees, create an organizational chart and include it in the appendix.

Who will you rely on – board of directors, advisory board, attorneys, accountants, insurance agents, bank(er)s, consultants, mentors – list them here as well. Do you have any technical or financial partnerships?

4.3 Ownership
Ownership – who owns the business? Who has financed it? Has the entrepreneur and management team invested in the business? Include a chart or table if the ownership is among more than several people. 

4.4 References

Add the details of at least two professional references, i.e. their name, address, phone number, email address, etc.

3. Risk Analysis
What are the main risks of your business? Be honest and identify the relevant risks – this is a crucial step for planning. 
List a risk (for example, supplier going bankrupt) and how likely this is to happen (low, medium, high). Estimate the cost if there is a financial cost associated with this happening (i.e. in loss of revenue) or what the effect is (for example, delayed delivery of products). Lastly describe the measures you are taking to minimize the chance of this risk factor occurring. 

	Risk
	Likeliness of it happening
	Cost or effect of it happening
	Measures taken to counteract/minimize risk

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4. Development Impact

Describe the impact (where relevant) of your business on the following points.

Quantify as much as possible and mention both short-term (1-2-3 years) and long-term (10 years) spin-offs. 

4.1 Local economic impact of the business
-
Number of direct employees per year (note also how many of these were previously unemployed or earned and income below the minimum wage).

-
Number of indirect jobs created or income increased (e.g. employment spin offs of your business for suppliers and buyers, distributors, sales)

4.2 Local social impact of the business’s products or services
-
Increased access to education (knowledge & skills)

-
A healthier environment 

-
Improved quality of living standards (access to food, health, and housing) (example: mosquito nets, which have a clear positive effect on the health of the local population).

Overall: It should be clear in the business plan where value is added in the developing country.

5. Financial Plan
6.1 Investment Plan
Finance needed

-
How much capital do still you need to get this business in operation?

-
On what exactly will you spend this capital? Specify as much as possible.

Please note: 

-
Fixed assets are e.g.: buildings, machines, land, equipment, office furniture & equipment, vehicles, etc.
-
Working capital is e.g.: for Salaries, Raw materials, Marketing, Registration, Product Development, Travel/Transportation costs, etc.
	Fixed Assets
	Amount (USD)

	<asset>
	

	<asset>
	

	<asset>
	

	<asset>
	

	<asset>
	

	Working Capital
	Amount (USD)

	<working capital>
	

	<working capital>
	

	<working capital>
	

	<working capital>
	

	<working capital>
	

	
	

	Total investment needed
	


How financing will be acquired
Refer to the [Financing] tab of the bidX Financial Plan Template. Financing type is equity, debt of grant. The ‘From’ column can be from the owner, family and friends, venture capital, a Bank etc. with the ‘Name’ (if known) in the next column. 
Capital already invested in the business

	Financing type
	From
	Name
	Amount (USD)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total investment already done:
	


Capital still needed 

	Financing type
	From
	Name
	Amount (USD)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total investment still needed:
	


In general: 

Be clear about the current financial situation, be clear on your current assets, be clear on what you need and for what purpose(s) exactly and how you aim to acquire the capital that is needed. 
Write a short justification text here on why the capital is needed. 

6.2 Financial Plan Summary
Summarize the main points of your financial plan here. There financial plan can be created using the bidX financial plan template. The financial plan and this business plan should be supporting documents to each other. Use this space to justify anything you feel needs it from the financial plan.

bidX is in the processing of developing simple tools to extract figures and charts, such as sales figures or break-even point graphs from the bidX Financial Plan Template. Until then, please use own discretion in which figures you would like to display here and insert your own chart or fill in the one below.
	YEAR:
	<year>
	<year>
	<current year>
	<year>
	<year>
	<year>

	Total Revenues
	
	
	
	
	
	

	Net Profit
	
	
	
	
	
	

	Employees
	
	
	
	
	
	


6. Appendix

6.1 SWOT Analysis
The SWOT analysis investigates the strengths and weaknesses of your business, and the opportunities and threats in the market. It is used to support the marketing plan and can be included here. Make sure to reference to the items in it in the actual business plan. 
	
	Helpful
	Harmful

	Internal
	<Strength>

<Strength>

<Strength>

<Strength>

<Strength>


	<Weakness>

<Weakness>

<Weakness>

<Weakness>

<Weakness>

	External
	<Opportunity>

<Opportunity>

<Opportunity>

<Opportunity>

<Opportunity>


	<Threat>

<Threat>

<Threat>

<Threat>

<Threat>




Match strengths to opportunities in order to find your competitive advantage. Consider how to convert certain weaknesses to strengths as a strategy to increase competitive advantage. Identify and mitigate risk by matching weaknesses with threats and defining a strategy for dealing with this. 

6.2 Competitive Analysis
Rate the importance to customer from 1 to 5 (1 being not important at all, and 5 being critical – a higher score means the factor is more important). For each of the factors, write a few words on how you and your competitors compare. Be honest here. In the last column, simply put an X if you own an advantage over both competitors for this factor.
	Key Factor
	My business
	Competitor A
	Competitor B
	Importance to customer
	‘Best’

	Price
	
	
	
	
	

	Quality
	
	
	
	
	

	Selection
	
	
	
	
	

	Service
	
	
	
	
	

	Reliability
	
	
	
	
	

	Expertise
	
	
	
	
	

	Reputation
	
	
	
	
	

	Location
	
	
	
	
	

	Distribution
	
	
	
	
	

	Economies of scale
	
	
	
	
	

	Advertising
	
	
	
	
	

	Innovation
	
	
	
	
	

	<other>
	
	
	
	
	

	<other>
	
	
	
	
	

	<other>
	
	
	
	
	

	<other>
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