Duplicate as Needed


	DEVELOPING A CHILDCARE CENTER BUSINESS PLAN


A business plan is a written document that describes your childcare business and serves as a road map for running it.  You should continually review your plan and compare your actual results to those outlined in the plan.  The sooner you can complete the business plan, the more useful it will be to you.  To be an     accurate road map, the business plan should be updated regularly.

There is no one “standard formula” for writing a business plan.  Your plan will vary depending on the nature of the childcare/early education business, the audience and the purpose for writing a business plan.  However, there are a number of sections that are commonly included.  Some sections are relatively easy to complete - others will require some research.  It may look overwhelming, but if you take one section at a time, it’s not as hard as it looks.  Depending on your business, some sections will only require that you write a couple of sentences for each bulleted point.  Other sections may require more explanation.

	BUSINESS PLAN OUTLINE


1. COVER SHEET - SUMMARY OF BUSINESS (write this after you have completed the rest of the business plan)

· Name of the business, address and telephone number; type of business structure (sole proprietorship, partnership, nonprofit entity); name of owner(s) or board members.

· Purpose of the plan (think about to whom you are presenting it – the purpose may vary with the anticipated audience – financing – either debt or equity investment, a grant proposal, solicitation of board members, etc.)

· Description of the business – mission statement, services offered, target market (partners, investors and customers).

· Describe keys to success (how will you know when/if the plan is successful)

· Summary of financial projections with required resources and primary assumptions identified.

2. TABLE OF CONTENTS
3. BUSINESS DESCRIPTION

· Business mission statement that expresses the purpose and nature of the childcare program (example:  “My mission is to provide high quality childcare with a focus on developmentally appropriate activities for children”).

· History of your business/organization.

· Description of services currently offered (or planned) by the business including who you are serving (ages, special groups) and what you are selling to parents (hours open, transportation offered, and type of services such as preschool/Head Start/latchkey). 

· Assess the center’s current level of quality using a recognized tool for assessment (NAEYC accreditation, ECERS or other state quality measures).

· Business/organizational goals, objectives and future needs for the next two-three years including:
· Address how goals and objectives will increase access to quality care at the center.

· Articulate reasons to move or not to move to next level of quality (i.e. market driven)

· Strategies for reaching your goals, objectives and future needs (ex. How do you plan to address future needs or issues such as space requirements, increased staffing requirements, finances, and changes in enrollment patterns?)

4. MARKET

Market Characteristics (requires research – library, state licensing, local childcare resource and referral agency, etc.)

· Demographics of families in your community or in the target group you plan to serve.

· Trends in the childcare industry – growth rate of the industry and trends in the service (ex. area trends in use of childcare centers, licensed family homes, informal care).

· Seasonality of the market – will enrollment be higher at certain times of the year?

· Target customers – age, race, ethnicity, educational level, income, lifestyles, location, and other relevant information.

· Competition – who are your competitors and what are their strengths and weaknesses?

· Why do customers come to you and not to the competitors – price, quality of care, other services, etc?  How are your services similar to/different from your competitors?

Marketing Strategy

· Your marketing goals and the strategies you plan to use to reach them.
· Your promotional and advertising strategies, such as newspaper ads and flyers.
· Price of your service and how it compares with the competition.
5. OPERATIONS

· Physical location of the business – home, center, church, etc.

· Assets and liabilities of the location.

· Considerations pertaining to the number and age-mix of children you are going to care for, required child: staff ratios, and required space needs to provide the services planned.

· Include staffing plan that addresses required levels to meet basic staffing ratio; and goals toward moving beyond required levels if addressed in goals and objectives.
· Required materials – how often do you need to order materials?

· Sources for your materials – will you have one or multiple sources?

· Equipment and furnishing requirements – computer, software, playground, commercial kitchen, cots, blankets, high chairs, strollers, etc.

6. FINANCIAL MANAGEMENT

· Financial projections for two to three years including assumptions and comments.

· Funding requirements – both initial (start-up costs and investments in facility and equipment) and on-going (Operating Budget)

· Sources of funds – earned (program fee matrix), equity, grants and other subsidy and/or support, proposed debt.

· Use of funds – show a categorical breakdown of the use, both capital and operating ( i.e. personnel, facilities, etc.)

· Payback schedule, if appropriate – how and when will you be able to repay any debt.

· Describe your long term financial goals for the center.

· Cash flow projections for at least first four quarters (or monthly if debt is a source of funds)

7. LEADERSHIP—MANAGEMENT PLAN

· Business/program name

· Type of business structure:  for profit (sole proprietorship, partnership) or nonprofit – standalone, program of an umbrella organization (what kind).   
· Description of the management team with an organizational chart; role each person plays.

· Qualifications of the management team (key parties involved) – education, certifications, management, and so on.

· Current and future staff needs; policies and objectives related to staff training.

· Address system needs – fiscal, human resource, communication etc.

· List of business advisors: attorneys, accountants, investors, board members.

8. LEADERSHIP—GOVERNANCE (if applicable)
· Assess current board composition according to skills, community representatives and others as required by center by-laws.

· Develop board recruitment plan based on composition assessment.

· Develop board committee structure to support business plan and board recruitment plan.

· Define board policies and training needed to implement plan.
9. EVALUATION

· Describe keys to success (how will you know when/if the plan is successful)

· Define financial and operational benchmarks, and program outcomes to measure progress.
10. EXHIBITS

· Current Balance Sheet

· Current revenue and expense statement

· Current Operating Budget

· Cash Flow Projections

· Staff/student ratio matrix

· Staff credentials
11. APPENDICES 

· Resumes of key people (chair of board, director or owner if for profit).

· Copies of leases (or mortgage), legal status, market study data, county contracts for service, waiting list of families, commitment letters from funders or lenders, and/or other relevant documentation
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