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Special Project/Simple business plan outline

Executive summary- This major section should be completed last and is a one page, or close to it, summary of the entire business plan. 
	Introduction- This section is an introductory paragraph about the business.
Summary paragraphs of plan- This section is a summary paragraph of each of the following major sections of the plan.
Company- This section provides the reader with some of the vital statistics about the business.
	Name- Does the business have a name?
	Ownership- Who owns the business?  Is it student owned?  School owned?
	History- Is the business new?  If not, how old is the business?
	Mission- Does the business have a mission or mission statement?
	Vision- Does the business have a vision or vision statement?
Market- This major section describes the context of your business.  It helps the reader understand the broader environment and your specific place in that environment.
Market description- This section provides a general description of the market you plan to enter.  Is it a new market?  It is saturated?  Has it been profitable?
Market segmentation- This section describes the specific section of the market that you are trying to target.  Who do you hope will buy your product/service?  What do you know about them? 
Market competition- Who else is doing or planning on entering the same market with the same product/service?  How well are they doing?  What makes you unique? 
Product and Services- This major section describes the specific products/services that you are selling.
Product/service description- This section provides a detailed description of your product/service describing both the features and the benefits.
Product/service comparison- How does my product/service compare with the competition?  What makes my product/service unique?
Marketing Strategy- This major section addresses how you plan to advertise your product/service.
	Advertising- How do you plan to tell people about your business?
	Distribution- How do you plan to conduct business transactions?
Sales- How much will you charge?  How much does the competition charge?
Organization and Management- This major section details how people will work together within the business.
Personnel- Who will work in the business?  How many employees will you have?  What will they do?  How much will they get paid?
Organizational structure- How will the employees relate to one another.  Is there one person in charge?  Is there an organizational chart?  What type of business will it be (sole proprietorship, partnership, corporation)?
Financial plan- This major section describes the financial analysis of the business.
Start up cost (if this is a start up business) - This section outlines exactly how much money you will need in order to start your business and where that money will come from.
Break even analysis- What will you need to do in order to break even?
Projected profit and loss- How much profit/loss are you anticipating (identify giving a specific timeframe)?
The following traditional financial documents are optional depending on the functional/academic level of the operators of the business.
· Project cash flow
· Projected balance sheet
· Projected income statement

[bookmark: _GoBack]Appendix- This major section is used for any additional supporting documents for the business plan. 
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