BUSINESS PLAN TEMPLATE

1. EXECUTIVE SUMMARY

The Executive Summary should be brief and provide key aspects of the business plan, including a brief financial outline.

2. BUSINESS DESCRIPTION


Description in detail of the product or service you are offering, and place of business.  Service businesses should outline their service area.  If you are a home-based business please identify which area of the house you will be allocating for working space.  

a) Regulations and Insurance

i) You will be required to provide a copy of the Business Name Registration if you are approved for the placement.  Most Small Business Enterprise Centres and Business Self-Help Offices will be able to assist you with registration and provide you with information on regulations, taxes and insurance. Here are some resources online:

Starting a Small Business in Ontario
http://www.ontariocanada.com/ontcan/en/starting/st_small_bus/st_small-bus-intro.jsp

Business Startup Info – 
http://makeashorterlink.com/?F2E0326D3 (this link may take up to 10 seconds to load)
Ontario Business Connects
http://www.cbs.gov.on.ca/obc

ii)
Are any other permits or licences necessary for your business (e.g. renovator's permit, health permit, cartage licence)? Contact your Municipal Licensing Commission office for any of the above licenses.

iii) Will you be obtaining insurance for your business?

Please indicate what insurance you intend to purchase and the cost e.g. third party business liability (property damage and/or personal injury), contents, commercial, vehicle, etc. 

iv)
Are you planning to hire employees?  If you are you will need to apply for an employer number.  Are you aware of the deductions you must make?  Contact the nearest Canada Customs and Revenue Agency (blue pages of your telephone book).  If you have employees you should contact the Workers' Safety and Insurance Board (blue pages of your telephone book).  Small Business Enterprise Centres and Business Self-Help Offices have information on all these topics.

3.
MARKETING PLAN

a) Customers
i) What are the characteristics of your potential customers (i.e. location, income levels, homeowners vs. renters, age etc.)?

ii) Estimate the number of these customers in your target area.
b) Costs and Prices
i) Who are your suppliers, and what do they charge?  What, if any, credit terms do you have with them?

ii) What are you charging for your product or service?  Explain how you have calculated the price.  Take into consideration your overhead, labour, rent and other expenses.

c) Sales Estimates/Forecasting
i) How have you calculated your weekly/monthly sales in the cash flow forecast?  Take into consideration market research, units sold per week/month, jobs completed, etc.

d) Competition

i) Who are your major competitors and what do they charge for products/services similar to yours?

ii) What advantage does your product/service have over theirs? (i.e. why will customers choose your product/service?)

iii) Consider preparing a strengths, weakness, opportunity and threats analysis.

e) Advertising and Promotion

i) How will you inform potential customers and generate awareness about your product or service, and at what cost?

ii) When are you planning to advertise?  You should investigate the costs

and these should be reflected in your cash flow forecast.

iii)
Please indicate the number of sales calls you intend to make on a weekly basis and how you intend to source these calls (obtain phone lists, get names of friends, etc).

4.
OPERATIONS AND MANUFACTURING
i) Location of the business, including advantages and disadvantages, traffic patterns, visibility, etc.  Issues such as hours of operation, personnel, suppliers and supplier agreements should be explored.  Overhead, including labour and material costs should be determined

ii) If you are operating from home, please specify what part of the house you will be using as your working space.  Will you have access to storage, a phone, fax or Internet connection?  Are you aware of local bylaws related to Home Business operations?

iii) Summer Company projects typically have a duration of between 8 to 12 weeks.  Your business plan should clearly specify the start date and completion date of your project.  Any absences during the term of your project should be explained in your business plan.  As a condition of successful completion your total experience cannot be less than 8 weeks during this time period.

5.MANAGEMENT

i) Identify and describe your role, background, experience and other key personnel within the organization. 

6. FINANCING AND PROJECTIONS

i) Outline in detail how you intend to spend your Summer Company Award.  The Award must be used to cover essential start up costs and working capital of your business and must be fully itemized and reflected in your cash flow forecast. You can use the following worksheet:

START-UP BUDGET



TOTAL
SUMMER COMPANY




AWARD PORTION



$
$

Necessary Expenses  (Can use up to $250 from award)
· Licenses
___________
___________

· Business Registration
___________
___________



· Local Permits
___________
___________

· Bank Charges
___________
___________

· Domain Name
___________
___________

· Return to School Form
___________
___________

Equipment (Can use up to $600 from award)
· 
___________
___________

· 
___________
___________

· 
___________
___________

Advertising (Can use up to $200 from award)
· Printed Matter
___________
___________

· Newspaper
___________
___________

· Radio
___________
___________

· TV
___________
___________

· Web
___________
___________

· Business Cards
___________
___________

· Postage
___________
___________

· Other (describe)
___________
___________

Insurance (Type)


_________________________________
___________
___________

Other

· Office Supplies
___________
___________

· Inventory
___________
___________

· Rent
___________
___________

· Program Supplies
___________
___________

· Other
___________
___________

(Total Must Be $1500 or less)

ii) Will you be investing your own cash in the business?  If yes, where will you get it?

iii) Do you have access to existing equipment to carry on your business?  If yes, from what source?

iv) Will you be purchasing equipment from non-arms length parties (i.e. friends/relatives)?  If yes, from what source(s)?

The Summer Company program will cover necessary start-up costs to a maximum as described below.  These costs have been identified as integral part of a successful Summer Company experience.

· Licenses, business registration, local permits and bank charges (up to $250)

· Equipment (up to $600)

· Advertising (up to $200)

· Insurance and start-up working capital should be investigated and addressed with the Centre to assess business requirements and allocation of the Summer Company Award.

Your business plan may vary and other financing may be required.  This financing should be identified as part of your plan.

Please note the Award cannot be used to purchase one single item or for personal drawings (i.e. salary).

Business Plans are evaluated on their own merits and even if approved may not receive the maximum award.

For purposes of equipment expenditures, “Equipment” is defined as those assets necessary to carry on the proposed business that the applicant is not reasonably expected to have access to.  
A sample cash flow calculator is provided for your convenience as part of the online application process.

7. PLEASE PROVIDE SUPPORTING APPENDIXES AND EXHIBITS

The applicant should note that the business plan is the basis upon which the initial disbursement is made and should be prepared in a business like and professional manner.  Elements of the business plan and in particular expenses should be carefully explored and investigated so as not to inflate projections or create unrealistic expectations. You may wish revise your projected cash flow several times based on input from friends, family and a Small Business Enterprise Centre before submitting the application.
Recipients of the Award should recognize that one part of assessing successful completion of the experience requires the recipient to implement the project substantially in accordance with the business plan.  Although business plans may be flexible, any material changes to your business plan should be addressed with the Centre throughout the term of your project.







