Writing Your Functional Business Plan
“If you fail to plan, you plan to fail!”
Step One:  Concept Statement or Introduction – your WHY?  Be Compelling not just Relevant.  Describe your product or service.  Why are you in business, who are your customers, what are their needs / problems, how you can solve their needs / problems better than anyone else and is your solution financially viable?  This includes their Mission Statement, Vision Statement, and Cultural Values.
Step Two:  Business Model Canvas – a one page business plan that identifies assumptions that you are making about your business model and organizes them into key areas.  It is now critical to begin validating your assumptions.

Step Three:  Financial Analysis – It is easiest after you have validated the key areas of your business model, because you need to put together your projections on how your business model will perform. The purpose of the financial analysis is to reduce the natural risk in a business.  This makes it easier for someone to invest or loan you money.  We include a projected balance sheet and income statement (Annual for 3 years and monthly for 24 months) and a Breakeven Analysis.
Step Four:  Marketing and Sales Strategies – this section shows how you are going to hit the sales numbers in your business plan.  Include Market Research and Analysis, your SWOT Analysis, Competitive Analysis and your Sales and Marketing Strategies
Step Five:  Operations Plan – including people, processes, roles and responsibilities, logistics, etc., that will result in a well-run and profitable business.  Who are the critical team members?
Step Six:  Summary – Review the needs of the business as well as key strategies that will result in a successful and growing business.  If the business will need funding include the amount of cash infusion needed and how soon it will be paid back.  

Total length will be 6 – 8 pages.

Concept Statement (1/2 – 1 page)

Financial Analysis (4 – 4 1/2 pages)

Marketing and Sales Strategies (1 page)

Operations Plan (1/2 – 1 page)

Summary (1/2 page)
