The Importance of a Business Plan

Developing a business plan is the first step to a successful business. This guide will provide an outline in organizing your effort to gather and evaluate information about your business. As you gather information, you can begin the process of writing your business plan. By planning your business needs, you will develop an essential part of the business - its strategy.

Effectively completed, your business plan must identify the strengths, weaknesses, opportunities, and threats that may affect your business and the strategy you will use to succeed.

Business Plan Outline

The following is a suggested outline of the material that should be included in your business plan. Every business plan is unique, as is every business. This guide was designed with a general purpose in mind; therefore, some things may not apply to your business.  There may also be additional topics you may want to add specific to your business. Consult your counselor if you have any questions on what to include.

Cover Page:
The cover page is the first impression of your business plan. It should include the name of the company, company address, company phone number, owners and their addresses/phone numbers, and the date of the plan. Incorporate the company logo, if there is one.

Table of Contents: (Optional)

Executive Summary:
This portion should be brief; usually one or two paragraphs, but it should give the reader an overview of what you want to accomplish. For example, describe your idea, how much money you need, what you need it for, how much money you will bring (or have put) into the business, and a brief schedule of your goals. Since you won’t know some of these facts until you complete your business plan, write this section last.

Business: (See Details on Page 12)
The business portion of the business plan provides an overview of your planned business operation. You should briefly describe your product/service and how you will maintain a sustainable competitive advantage.  Include the regulations that apply to your business as well as the facilities and equipment you need to operate the business.

Management: (See Details on Page 13)
The management plan of your business outlines the organizational structure that defines the lines of authority and the responsibilities of the key players, hired staff and outside consultants.  

Market: (See Details on Pages 14 and 15)
The marketing plan includes information on the total market with an emphasis on your target market, competition and how you plan to make and promote your product/service available.

Money: (See Details on Page 16)
The money section of your business plan will show past, current and projected financial activity. Documents that should be included are the sources and uses of funds statement, three-year income projection and cash flow projection, notes and critical assumptions for the projections, and a break-even analysis.

Exhibits:
Include documents needed to substantiate what has been presented in the body of the plan. Examples would include resumes, purchase agreements, bids, contracts, floor plans, etc. 



www.sdbusinesshelp.com 

	www.sdbusinesshelp.com	21

	
	INCOME AND EXPENSE WORKSHEET  
	Client Name:                                             Date Prepared:
	
	

	ESTIMATED SALES and COST OF GOODS:
	
	

	
	 
	 
	Monthly Estimate
	Note any changes due to seasonality; breakdown by categories if needed.

	
	Sales of Product
	 
	$
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	Cost of Product
	 
	$ or %
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	ESTIMATED EXPENSES:
	
	

	
	 
	 
	Monthly Estimate
	Description/Assumption
	Hours Scheduled
per WEEK
	Rate of Pay

	
	Owner Salary
	 
	$
	 
	 
	$

	
	Owner Payroll Taxes
	 
	$
	Will be calculated in SBDC spreadsheet
	 
	 

	
	Employee Wages
	 
	$
	 
	 
	$

	
	Employee Payroll Taxes
	 
	$
	Will be calculated in SBDC spreadsheet
	 
	 

	
	Outside Services
	 
	$
	 
	 
	 

	
	Supplies
	 
	$
	 
	 
	 

	
	Maintenance
	 
	$
	 
	 
	 

	
	Ad/Promotion
	 
	$
	 
	 
	 

	
	Office Expense
	 
	$
	 
	 
	 

	
	Car/Travel
	 
	$
	 
	 
	 

	
	Acct & Legal
	 
	$
	 
	 
	 

	
	Rent
	 
	$
	 
	 
	 

	
	Telephone
	 
	$
	 
	 
	 

	
	Utilities
	 
	$
	 
	 
	 

	
	Insurance
	 
	$
	 
	 
	 

	
	Equipment Lease
	 
	$
	 
	 
	 

	
	Real Estate Taxes
	 
	$
	 
	 
	 

	
	Credit Card Fees
	 
	$
	 
	 
	 

	
	Miscellaneous
	 
	$
	 
	 
	 

	
	Other
	
	
	
	
	

	
	Other
	
	
	
	
	

	
	Other
	
	
	
	
	

	
	Other
	 
	$
	 
	 
	 

	
	Other
	 
	$
	 
	 
	 

	LOAN INFORMATION -  List below any existing or proposed loan information available.
	
	

	
	Loan Amount
	
	Mo. Payment
	Purpose of Loan/Lender
	Rate 
	Term

	 1 
	 
	 
	 
	 
	 
	 

	 2 
	 
	 
	 
	 
	 
	 

	 3 
	 
	 
	 
	 
	 
	 




ACKNOWLEDGEMENTS

The primary mission of the South Dakota Small Business Development Center (SBDC) is to be advisor for South Dakota businesses to start or grow by assisting with business planning, operational improvements, and product or market development. The SBDC accomplishes this mission by providing professional management and technical assistance to South Dakota’s present and future small businesses.  SBDC services are provided free of charge through a sub-recipient contract through Planning and Development District III, West River Foundation, Northeast South Dakota Community Action Program with the University of South Dakota, and the U.S. Small Business Administration.

The SBDC program is made possible by public and private entities that provide the cash funding required to bring these services to you. Those entities are:


Beadle and Spink Enterprise Community
Black Hills Community Development
Black Hills Power and Light Company
Black Hills Special Services Cooperative
City of Chamberlain
City of Yankton
North East SD Community Action Program
Planning and Development District III
Rapid City Area Economic Development Partnership
SD Governor’s Office of Economic Development
U. S. Small Business Administration
West River Electric Association
Xcel Energy


In addition to the monetary contributors listed above, the following organizations provide the use of facilities or other resources to support the delivery of SBDC services to you.


Belle Fourche Chamber of Commerce
Brookings Economic Development Corp.
City of Lead
Custer County Chamber of Commerce
First District Assoc. of Local Governments
Gettysburg Whitlock Bay Dev. Corporation
Grant County Development Corporation
Heartland State Bank of Highmore
Hot Springs Area Chamber of Commerce
Huron Chamber & Visitors Bureau
Kelley Center for Entrepreneurship at Dakota Wesleyan University
Lake Area Improvement Corp. (Madison)
Lake Francis Case Development Corp.
North East SD Community Action Program
Planning and Development District III
Rapid City Area Economic Development Partnership
Mobridge Economic Development
SD School of Mines & Technology
Sioux Falls Chamber of Commerce
Spearfish Area Chamber of Commerce
University of SD Beacom School of Business
Vermillion Area Chamber & Development Co.
West River Foundation


Although the SBDC does not specifically endorse the opinions, products, or services of any individual organization, we wish to gratefully acknowledge the support of these entities and their clear commitment to South Dakota's small businesses, the communities they serve and the economic future of the state.
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  Land $

  Building $

  Renovations $

  Equipment $

  Furniture & Fixtures $

  Computers & Office Equipment $

  Vehicles & Trailers $

  Signage $

  Other: __________________________________ $

Total Long-Term Assets $

  Franchise Fees $

  Legal & Accounting Startup (including LLC/S-Corp formation if applicable) $

  Pre-Opening Costs (training, rent during buildout, Grand Opening Advertising, etc) $

  Goodwill/Blue Sky (if purchasing existing business) $

  Other: __________________________________ $

Total Intangible Assets $

  Inventory $

  Operating Cash (Working Capital) $

  Lease & Utility Deposits $

  Supplies $

  Other: __________________________________ $

Total Short-Term Assets $

Total Uses of Funds 

(total of Long-Term, Intangible and Short-Term Assets above)

$

  Cash $

  Other Equity (if you own any of the above assets already, what is their fair value) $

Total Equity Injection (typical expectation is 10-30% of project costs) $

  Business Loan $

  State/Local Economic Development Loan $

  Other: _______________________ $

Total Debt $

Total Sources of Funds 

(must match Total Uses of Funds dollar amount above)

$

Equity Injection

Debt (borrowed money)

Sources of Funds

Sources and Uses of Funds Statement

Uses of Funds

Long-Term Assets

Intangible Assets

Short-Term Assets
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				Sources and Uses of Funds Statement

				Uses of Funds

				Long-Term Assets

				Land		$

				Building		$

				Renovations		$

				Equipment		$

				Furniture & Fixtures		$

				Computers & Office Equipment		$

				Vehicles & Trailers		$

				Signage		$

				Other: __________________________________		$

				Total Long-Term Assets		$

				Intangible Assets

				Franchise Fees		$

				Legal & Accounting Startup (including LLC/S-Corp formation if applicable)		$

				Pre-Opening Costs (training, rent during buildout, Grand Opening Advertising, etc)		$

				Goodwill/Blue Sky (if purchasing existing business)		$

				Other: __________________________________		$

				Total Intangible Assets		$

				Short-Term Assets

				Inventory		$

				Operating Cash (Working Capital)		$

				Lease & Utility Deposits		$

				Supplies		$

				Other: __________________________________		$

				Total Short-Term Assets		$

				Total Uses of Funds (total of Long-Term, Intangible and Short-Term Assets above)		$

				Sources of Funds

				Equity Injection

				Cash		$

				Other Equity (if you own any of the above assets already, what is their fair value)		$

				Total Equity Injection (typical expectation is 10-30% of project costs)		$

				Debt (borrowed money)

				Business Loan		$

				State/Local Economic Development Loan		$

				Other: _______________________		$

				Total Debt		$

				Total Sources of Funds (must match Total Uses of Funds dollar amount above)		$
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