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BUSINESS PLAN COMPONENTS(
Your Business Plan needs to clearly define the following:
· What service or product does your business provide and what needs does it fill?

· Who are the potential customers for your service or product and why will they purchase (or select the service) it from you?
· How will you reach your potential customers?

· Where will you get the financial resources to start your business

1. Executive Summary

1.1. Description of your business idea or concept

1.2. Objectives: 

What will your business do? 
What are your goals in the first two to three years of operation?

1.3. Mission Statement – Describes what your program intends to accomplish

1.4. Keys to your success – How do you know this will work? 
What do you have going for you? 
What do you know about the need for this service?

2. Company Summary or Organizational Capacity

2.1. Overview of what your company will do or produce

2.2. Company Ownership and/or Board of Directors – Type of business organization and list of owners or partners. 
What is your track record of success in this field? 

2.3. Start-up (Development) Summary – How much capitol you need to start and where it will come from? 
How will the money be used? (Brief description of the building project or  renovation) 

2.4. Company locations and facilities – Description of your location and the facilities that will be included

3. Services

3.1. Description of type of goods/services you will produce/provide – programming, ages served, special services offered, hours open

3.2. Competitive comparison – How does your service compare with others in marketplace?
3.3. Fulfillment – How you will provide the services?

Where you will acquire equipment? 
What type of staff will you employ, what curriculum will you use?
4. Market Analysis

4.1. Summary – How do you know you will have customers? 
How do you know there is a demand for your program?

4.1.1. Geographic area served

4.1.2. Young children and families included in area

4.1.3. Family income of area

4.1.4. Potential for growth (population, birth rates)

4.2. Market Segmentation – What do you know about the types of customers and the demand for your service? 
What segment are you aiming to attract? 
What do you know about this segment and how will your program meet their needs?

4.3. Service business analysis – Who is providing a similar product/service in your area? 
How is your business different?

4.3.1. Number and types of programs in area (refer to Child Care Center Facilities Data Report Form)
4.3.2. Number of slots in area (Refer to the Child Care Facilities Spreadsheet) 
4.3.3. Vacancy rates

4.3.4. Cost of care

4.3.5. Waiting lists and length of time on waiting lists

4.3.6. Other types of services offered by programs in area

4.4. Business participants – Who are the major companies regionally and nationally providing a similar service?

4.5. Main Competitors – Who are they and what customers do they attract?

4.6. Land-use Issues – surrounding businesses in area and how those will affect your business; transportation issues and accessibility of facility

5. Strategy and Implementation Summary

5.1. Marketing strategy – How you will target the market for your business; How you will get the word out about your business and attract customers; what is your unique message?

5.2. Pricing strategy – How you will price your services

5.3. Promotion strategy – What vehicles you will use to advertise and how much you expect to spend

5.4. Sales strategy – How you will sell your service

5.5. Sales forecast – How you expect sales to increase

6. Management Summary (Operations)

6.1. Organizational structure – components of the company and what they provide to accomplish your mission; will you have a board of directors?

6.2. Management team – Who they are and what expertise they have

6.3. Management team gaps – what experience/knowledge you lack

6.4. Personnel plan - # of staff positions and salaries (include staff: child ratios); will you use parents or volunteers

7. Financial Plan

7.1. Important financial assumptions – beliefs or knowledge that you base your business decision upon (economic, demographic trends)

7.2. Key financial indicators that will signal your success

7.3. Development budget (more detailed budget on money needed to develop, sources of the money, and how it will be spent)

7.4. Pro Forma Statements – financial projections

7.4.1. Cash flow projections

7.4.2. Three-year income projections

7.4.3. Break-even analysis – point where your expenses will equal or be less than your income; what is the enrollment you will need?

7.5. Financial statements

7.5.1. Past or projected balance sheet

7.5.2. Past or projected profit and loss statement

8. Supporting documents


Tax returns of principals for the last three years Personal financial statement (all banks have these forms).
For Franchised businesses, a copy of the franchise contract and all supporting documents provided by the franchisor.

8.1. Contracts

8.2. Copy of proposed lease or purchase agreement for building space

8.3. Copy of licenses and other legal documents

8.4. Location studies

8.5. Resumes of all principals

8.6. Letters of intent from suppliers, etc.

8.7. Letters of support

( Business Plan Components was developed by Orange County United Way, Success By 6(, Local Investment in Child Care (LINCC) Project and Business Loan Link.  For additional information about Business Plans, please contact the Community Investment Manager, LINCC at (949) 263-6108 or the Small Business Development Center (SBDC) of Orange County, (714) 564-5200.  To simplify the writing process, you may also like to visit � HYPERLINK "http://www.bplans.com" ��http://www.bplans.com� for business plan examples and business plan software suits.





