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	Section 1: Executive Summary (While your executive summary is the first part of your plan, it is recommended that you write it last.

	The Business Concept 

Describe the product, the market it will serve and its trends and its competitive advantage of your product.


	Financial Features

Summarize information from financial statements and forms that document the

Viability of your business and its soundness as an investment (return on investment, cash flow, etc). 



	Financial Requirements 

Indicate the cost of the project (investment and working capital) and how you plan to finance the project.


	Form of Business and Organization

Indicate the projected legal structure (cooperation, sole proprietorship, etc), ownership.  Describe your work experience in the business you plan to start including a list of your skills and knowledge, which will be required in your business. Also indicate key personnel et their specific skills and experience. 


	Economic and Environmental Impacts
Indicate the anticipated number of jobs (if possible by gender) ,the revenue distributed and effect on export, etc.



	Risk and Mitigation

Indicate what may go wrong, actions taken to mitigate risk and exit strategy for investors.



	Section 2: Business Description

	Overview of the Industry

Present an overview of the industry you will be competing in, its trend and key success factors and show how you fit in the marketplace. Research your industry and back up your observations with facts.


	A Discussion of Your Company 
Present your mission statement. Also indicate the type of business, ownership and relevant experience. y What market needs will you meet? Who will you sell to? How will your product(s) or service(s) be sold? What support systems will be utilized? Customer service? Advertising? Promotion?



	Description of Your Products/Services 

Describe each of your products or services with a particular focus on how it will be used and your unique selling propositions. Describe your competitive edge.


	Your Positioning 

Indicate your identity in the marketplace: how you want the market and your competitors to perceive your product or service.  To be effective, you need to understand standard industry practices, such as pricing, billing, distribution, customer service, etc.


	Your Pricing Strategy
Discuss what you will charge for your product or service and how you derived the price.
Explain the unique qualities or circumstances concerning your product or service that will enable you to maintain profitable pricing.



	Section 3: Market

	Customers

Create a description of the target customers (people or companies) for your product or service . Describe your target customers in terms of common identifiable characteristics. Describe your customer profile and why then want or need your product or service.  Do not confuse customers with clients.


	Market Size and Trends
Define the total market size as well as the slice of the market your business will target. This session require a market segmentation exercice. Remember to cite all sources for your data.  Indicate also the grwoth trends.


	Competition

Indicate where your products or services fit in the competitive environment. Present a short discussion (Strengths and weaknesses) of each of your primary competitors – direct and indirect. Explain why you think you can capture a share of their business. If possible, include their annual sales and their market share.


	Sales Projections
Include sales in units and FCFA for the next five years. Justify the grow rates. Use "best case," "worst case," and "likely" scenarios to create a spectrum of sales projections.  Insert graph if possible. 



	Section 4: Production and development (how your product is created or your service delivered)

	Development Status
Describe the current status of your product or service and what remains to be done to make your product or service ready to be marketed. Include a schedule detailing when this work will be completed.  



	Production Process 

Briefly present the stages of product production from the inception of the idea to when it can be sold. With a service company, describe the process of delivering the service. Include discussion on make or buy and location criteria as to convenience to suppliers, labor, materials, etc.



	Cost of Development 

Present and discuss a design and development budget, including, patents and copyrights. While the cost of production section may be more readily apparent to product companies, this section is important for all businesses. Service businesses have expenses such as consulting services, training for principals, and preparation of materials, among many other things.


	Labor and Competency Requirements 

Present the projected business structure as well as technical expertise you will need to start up and run your business. Address how many people you require at inception and evolution over the first five years, what skills they need to possess and the training plan.  Present or join the projected organizational chart.


	Investment and Operating Expenses 

Indicate from your generated spreadsheet, operating expenses, capital requirements, and cost of goods at start up and for the four years after. Include depreciations. Discuss variable and fixed costs separately. Insert graphs if possible.



	Section 5: Sales and Marketing

	Marketing Strategy
Briefly present your market objectives and describe how you plan to get and retain customers. Based on your above defined product or services and analysis as to positioning, pricing, target customer, market, and competition, indicate   who you are targeting with your initial push and what customers you have designated for follow-up phases.   


	Distribution
Describe available distribution channels and how you plan to use them. Indicate how you get the products to the end user - your method of distribution and sales, including e-commerce.


	Advertising and Promotion
Indicate how you communicate information about your product or service. This section should support your positioning, sales tactics or distribution. Discuss your package design.  Describe your plans and budgets for advertising and promotions.


	Training policies

Indicate core competences required for customer service (CSM) and performance management systems to implement. Describe your plans for hiring and training your sales associates.




	Section 6: Management

	Description 

Present a description of relevant skills and experience which will help you run your business.  

Explain the form of business organization you intend to use and why it is best for your business. Present key personnel who will be in charge of the management and indicate how the complement each other.



	Ownership 

Indicate who will own and control your company and who will be making decisions. Indicate also what portion of the company's equity is available. 


	Board of Directors/Board of Advisors
Outline who is on your board, listing their names, employment, training, education, and expertise. Highlight each board members' experiences and how they will help your business thrive.


	Support Services
Including attorneys, accountants, consultants, advertising agencies, insurance agent as well as industry-specific.   



	Section 7: Finance

	Financing strategy 

State the amount of funding and the type (debt or equity) of investment you seek. Provide a breakdown of how the money will be applied. Present a table indicating the cost of the project ( in local currency and foreign currency) and how it will be funded Indicate also what investors will receive in return for their capital. 



	Cash Flow  

From your prepared cash flow statement, indicate how much money you will need, when you will need it, and where the money will come from.  For lenders, it also shows sources of repayment of loans. Analyze the results of the cash flow statement and include this analysis in your business plan. Include effects of seasonality and business cycles in all projections.


	Income Statement

Analyze the results of the income statement briefly and include this analysis in your business plan. If your business already exists, include income statements for previous years. Show the financial viability of the project. Use ratios analysis and other: activities, break-even point, cost , profitability.



	Balance Sheet

Proceed to the financial analysis of the balance sheet and include this analysis in your business plan.  If your business already exists, include income statements for previous years. Use ratio analysis (financial leverage, solvency and liquidity).



	Risks

No business is without risks. Describe scenarios of adverse conditions and how you intend to respond to them. Examples: The industry's growth rate drops; your sales projections are not achieved;  underestimating costs; you can't find trained labor;  your competitors releases a new, better product or service; the main supplier fails to honor quotas.  Prepare a cash flow projection based on lowered expectations and show how and where you would reduce costs to maintain liquidity.
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