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Twelve Steps to a Successful Business Plan
Step 11: Publish your Plan

In this penultimate step, you compile necessary support for your plan in an Appendices, organize the parts of your plan into an effective whole, and package your plan for maximum impact.
Appendices


The appendices are where you should collect all of the documentation that support the body of your business plan.  As with the plan as a whole, it should be complete, but succinct.  Include those documents that are required (e.g., financial projections), those that are helpful (e.g, results of marketing studies), and those that assist in selling your idea (e.g., letters of interest from potential customers).  Don't include lots of tangential information such as newspaper clippings or tables of data unless they really serve to bolster your plan.  One way to deal with information that is voluminous and/or lengthy (such as a large market research study) is to summarize it, and note in the plan that the complete document is available upon request. 

· Do we have support for our assumptions, trends, and comparisons 

· Do we have support for our development plan? 

· Have we included relevant financial projections? 

· Income statement 

· Balance sheet

· Cash flow statement

· Financial analysis

· Have we included any other documents needed to support our plan?
Organization

Your plan should have the following sections:

Executive Summary (~2 pages)

· Brief Introduction 

· Company Overview

· Product or Service Description

· Industry and Marketplace Analysis

· Marketing Strategy

· Operations

· Development

· Management

· Summary of Financials

· Offering
Company Overview (~1 page)

· Mission Statement

· History and Current Status

· Market and Products

· Objectives

Product or Service Description (~1 page)

· Description

· Market Comparison

· Proprietary Rights

· Stage of Development

Industry and Marketplace Analysis (~3 pages)

· Industry Analysis

· Marketplace Analysis

· Customer Analysis

· Competitor Analysis

Marketing Strategy (~4 pages)

· Target Market Strategy

· Product/Service Strategy

· Pricing Strategy

· Distribution Strategy

· Advertising and Promotion Strategy

· Sales Strategy

· Marketing and Sales Forecasts

Operations (~2 pages)

· Operations Strategy

· Scope of Operations

· Ongoing Operations

· Operations Expenses
Development (~2 pages)

· Development Strategy

· Development Timeline

· Development Expenses

Management (~2 pages)

· Company Organization

· Management Team

· Administrative Expenses

Summary of Financials (~2 pages)

· Financial Assumptions

· Financial Forecasts

· Capital Requirements

· Financial Risks

· Exit Strategy

Offering (~1 page)

· Investment Requirements

· Valuation of Business

· Offer

Appendices (15 pages max)

Required

· 5-Year Income Statement

· 5-Year Balance Sheet

· 5-Year Cash Flow Statement

· Monthly Cash Flow Statement (first year only)

· Ratio Analysis

· Resumes of founders and principals

Optional
· Surveys and survey results

· Development timeline

· Operations layout

· Sample menus, web pages, advertisements, etc.

· Anything else that will help to illuminate and/or sell your plan


Action Items

A. Create a set of relevant appendices.  Only include information that is necessary to understand your plan or significantly helps to sell your concept.  Do not include tangential or marginal information.

Required items

Financial Statements

· Income Statement

· Balance Sheet

· Cash Flow Statement (1st year monthly and 5-year annual)

· Financial Analysis

Management resumes


Optional items

Surveys and survey results

Development timeline

Operations layout

Sample menus, web pages, advertisements, etc.

Anything else that will help to illuminate and/or sell your plan

B. Organize the various parts of your plan as described above.

C. Print, copy, and bind your plan with an attractive cover.  Choose a binding (e.g., spiral or plastic teeth) that allows your plan to lay flat when opened.
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