
Tips For Creating A Good 
Business Plan



Key Elements

Invest time in planning the business not 
just  writing the business plan
Target your audience
Do the research 
Use good format

Presenter
Presentation Notes
The intent of this presentation is not to review the format of a bp but to offer some ideas you may not have considered
These are some elements I’ll discuss 



Key Elements

Know what is behind the numbers.
Don’t short change the competition.
Pay attention to detail.
Get a second (or third) opinion.



Make time to do the job

It typically takes several weeks sometimes months to 
complete a good plan.
Most time is spent on research and re-thinking ideas 
and assumptions.
This is valuable time for you to refine ideas, identify 
and resolve roadblocks

Presenter
Presentation Notes
I can’t stress enough the value of a bp.  The PROCESS of creating the plan helps you sort through issues early on and answer questions you may not have thought of.



Target Your Audience

Tailor the plan to the intended purpose:
Obtaining a Loan

Attracting Investors

See the plan through their eyes and include 
pertinent, credible information.

Lenders will want to see how borrowed funds will be used, how 
the business or owner will repay the loan and what collateral will 
be pledged.

Presenter
Presentation Notes
BPs serve different purposes and while the general format is fairly standard, you can and should adjust your plan to suit the intended audience.
Try to see the plan through the users eyes and determine what that reader would want to know about
Funding sources will want to fully understand how funds will flow through the operations
Include a Sources and Uses chart to identify how the monies will be used and what additional capital sources you have





Do the research

Study why the market will sustain your business.
Include emerging trends.
Don’t gloss over risks.
Don’t be vague…but support what you say with reliable, honest 
information
Remember to keep notes on your research and your assumptions 
as you build your plan spreadsheets. This is critical if you are 
going to present it to funding sources.

Presenter
Presentation Notes
Your bp has to convince lenders or investors that you understand your business and have done your homework
A well researched and substantiated idea sends a powerful message that you are you are serious.  By the same token, a poorly researched plan that fails to support assumptions sends a powerful negative message 
Creating a plan isn’t about AVOIDING risk…it is about MANAGING risk.  Don’t hope the lender won’t find out about the risk – lenders manage risk everyday.
A good plan will anticipate challenges and provide a strategy for meeting those challenges.  
Your credibility will be undermined if the lender uncovers risks you failed to mention



Format:
Do the Easy Sections First

Don’t try to write the plan all at one time.
Break the plan into sections and sort supporting data in the 
same way

Format: Executive Summary
Write this section last.

Make it enthusiastic, professional, complete, but concise.

Include everything that you would cover in a five-minute 
interview.

Explain the fundamentals of the proposed business

Presenter
Presentation Notes
Owners often get overwhelmed at the idea of writing a plan because they try to do it all at one time
You don’t have to go in order. Start with the most comfortable section  I often tell clients to start with a binder
A well written executive summary will stand alone as an initial sales tool.
Your goal is to capture the reader’s attention and make that person want to read more




Format:
Where does all this 
information belong?

Follow a standard business plan outline but include only the most 
relevant data in the main body of the plan

Consider using an Appendix for supporting information

Demonstrates thoroughness without overwhelming the reader

Examples:
Resumes of key personnel
Copies of leases, contracts or detailed asset/equipment list
Personal financial statement of owner(s)
Samples of promotional materials

Presenter
Presentation Notes
Plans vary in length and it is the CONTENT that matters.  
When I read plans I rarely read them in the order presented.  I work in my order of priority for information  I don’[t like to get distracted with lots of tables, graphs and charts in the body but I do like to know that those items are there for reference to answer questions I might have.
Do not use as a filler but as an additional information source
Present the information in the same order it is mentioned in the plan and refer to the document by letter of number Appendix Item B or Appendix Item 3.  Only use materials referenced in plan
Gives the reader the option of finding out more about a particular section 




Understand the Numbers

Include a start-up budget
Know your sales (cash) cycle
Include month-by-month details for your cash flow projections 
and income statement for the first year of business
Show quarterly information for two more years
Personal financial information may be needed
Don’t rely on the numbers a consultant or software package 
spits out
Speak in both dollars and units (e.g. sales)

Presenter
Presentation Notes
A business plan is comprised of a narrative and financial information
The two work together to communicate the business concept and demonstrate the path to success
I do review bps without the financials but it gets a cursory review and I will not look at revisions until there is financial information
Too often owners have no idea where the numbers come from
If the dollars are too hard to envision think in terms of how many units you will sell…that is often easier and sometimes the best place to start.  That way you or the lender can create “what if” scenarios for price changes.



Include at least two versions 
of your financial forecasts

1) a "best estimate " which is what you expect
2) a "worst case" low estimate that you are confident you can 
reach no matter what happens.  
In both estimates be sure to demonstrate that the business can 
still service any requested financing.

Presenter
Presentation Notes
Any lender will do a sensitivity analysis to see how the plan is impacted by lower sales or higher costs.
More than one scenario reinforces the message that you have thought this idea through and have contingency plans
Be realistic…lenders are skeptical when things look too good to be true
Nothing ever works exactly as you plan!



Don't short change the 
competition

If you assume your firm will be the only game in town or if 
you fail to take existing competitors seriously, you're 
asking for trouble.
Competitors can be a great source of information about 
what works and what doesn't.  
Include a competitive analysis table.

Presenter
Presentation Notes
Everyone has competition – it is either direct or indirect but it is there.
As part of your planning process that I mentioned back in the beginning, seek out the competition!
I tell clients to get to know the competition - visit the websites or visit the businesses. 
What do you see, hear, smell, that appeals to you? What do you dislike?
Use this information to develop your strategy to distinguish your business from the competition.
DO Discuss your unique aspects




Pay attention to detail

Recheck all numbers and calculations. 
Avoid typos, odd fonts or excessive wordiness.
Be consistent. Financial projections should link back to 
the operations and marketing narratives, tables etc.
Avoid highly technical descriptions of your products, 
processes, and operations.
If you're trying to raise money, your business plan will 
have to present solid financial data and market research 
in a professional, polished package.

Presenter
Presentation Notes
You all have heard this before but it warrants repeating
The bp is your firm’s resume so a lot of the same rules apply
It has to look professional….
Please make sure all the numbers match.  If you say in the body that sales will grow 30% annually do not include projections that show 50% growth.  If the business is seasonal or cyclical don’t show even monthly sales. If you have a huge marketing campaign planned make sure the expenses for that campaign are reflected in the numbers.  



2nd opinions

Before you go to the bank find someone who can 
objectively review your plan and point out weakness. 
Do not mass mail your plan…choose who will read your 
plan.
Keep track of outstanding plans and call back plans from 
uninterested lenders or investors.

Presenter
Presentation Notes
Don’t let the lender be the first person besides you to read your plan! Find other qualified and trusted sources for feedback. 
Plan who will see your document.  Take the time to determine who the decisionmaker will be and try to get the plan in those hands. 
Include a confidentiality statement if you are concerned about your ideas being used.




Resources:

Chris Olson
Business Consultant SBDC-Western Maryland
5340A Spectrum Drive Frederick, MD 21703
301-600-1967
301-600-1966 fax

www.sba.gov
www.bplan.com
www.smallbiz.att.com
www.nolo.com

Presenter
Presentation Notes
The resources for bp templates and advice are countless and here is just a small sample of websites I use with clients
There is no need to purchase templates
Chris is a great resource and he wanted to make sure I mentioned that if you need help preparing a plan or want him to review a plan just contact him


http://www.sba.gov
http://www.bplan.com
http://www.smallbiz.att.com%0Dwww.nolo.com
http://www.smallbiz.att.com%0Dwww.nolo.com
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