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EXECUTIVE SUMMARY

The executive summary helps readers quickly understand your business concept,
products or services offered and financial obligations. This section is completed

last, but is placed first to give a synopsis of the entire plan.

Executive Summary Pointers

e Give a synopsis of your business idea/concept (one - three sentences).

e State whether the business is a sole proprietorship, Limited Liability
Company, or partnership.

e State business partners or investors.

e Describe your product and/or service.

e What issues/problems are you solving for your target customers?

e State business goals or objectives.

e State what differentiates your business from competitors.

e Introduce you, your team, and their experience. What do they bring to the
table to give your business a competitive edge and increase the chances of
survival?

e Financial outlook for the business. What is the current financial position of
the business? What you have already invested? How much money you
need, its purpose and benefit to the business.

e State your Mission and Vision.

View helpful video here
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https://www.youtube.com/watch?v=R9zRapFoHV0

INDUSTRY ANALYSIS
An industry analysis allows you to assess and understand the current business
environment. This analysis helps illustrate a company’s position relative to
competitors and this understanding assist in gaining a competitive advantage.
Based on the analysis, you can now develop a short term and long-term strategy
for market penetration.
e Describe the industry to show your knowledge. Include current and past
industry data.

e Describe the market potential for your business.

View helpful video here
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https://www.youtube.com/watch?v=g6wQOEt1G4U

BUSINESS OBJECTIVES

Business objectives are targets for the business within a specific timeframe. These
objectives should be S.M.A.R.T. (see figure below). Try to list at least three

objectives for your business.

6 SPECIFIC j Details exactly what needs to be done
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o TIMED: Time period for Zt:::ti:;emnt is clearly

View helpful video here
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https://www.youtube.com/watch?v=xqFgYMc7ke8

PRODUCT/SERVICE — MARKET FIT

Seven areas within this section capture the business concept in detail. Under each
area, you would find guiding points.
A. Define the problem or need you are addressing.
e Isthere a need for the product/service?
e What does it do for the customer?

e What are the benefits?

B. Describe your product or service.
e Describe important features that make it unique.
e How is your product or service, manufactured and delivered?
e Give details about relationships with suppliers, manufacturers and/or
partners that are essential to delivering the product or service.

e State the types of licenses required to start up.

C. Describe your target customer(s).
Who will be utilizing your product/service? Different demographic groups
can identify your customers. These groups can include:
e Age
e Gender
e Location
e |ncome

e Occupation/Industry
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D. What value do you offer over your competition?
This analysis reviews competitors, evaluating their strategies to determine
their strengths and weaknesses, comparing them to your business. This
analysis also highlights strengths to develop marketing strategies. Compare

aspects such as -

° Product/Service variety
° Price

° Quality

° Service

° Reliability

° Expertise

° Brand Reputation

o location

E. What research or testing has been done?
e Briefly state the purpose of the research conducted.
e What do findings mean and how will you utilize this within your business
strategy.

e You can use graphs or charts to present important numbers and findings.

View helpful videos:

Product Market Fit

Competitive Analysis
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https://www.youtube.com/watch?v=c-ruOFVG078
https://www.youtube.com/watch?v=5R_vYnQBfm4

MARKETING PLAN

A. How do you intend to get customers?

Points to Note:

e What strategies will you use to attract customers?

e How will you advertise/market your products or services?

e Include both initial and ongoing advertising costs in your cash flow

statement

e Utilize different mediums to attract target customers.

Examples of Advertising mediums include:

° Company Website

o Social Media

° Email

° Print marketing materials (e.g. Brochures and business cards)
° Networking

o Word of mouth

° Referrals

B. How do you intend to keep customers?

Getting customers is one part of a marketing plan. Provide details of how you

intend to retain customers. Note the type of relationship; you want to build

with your customers. These factors will contribute to you retaining customers.

Examples include:

Customer service
Superior products/Services
Highly qualified/experienced team

Competitive prices
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e Innovation

e Follow-up with customers periodically
e Anticipating customer needs

e Treat customers like family

e [f a customer has a problem. How will you deal with it?

Be sure to state how you plan on implementing

View helpful video here

BUSINESS OPERATIONS
A. Describe your team
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https://www.youtube.com/watch?v=3vXZV6Nfh0k

e Tell us why you, your business partner(s) and staff have the
experience, ability and commitment to make a successful business.
e Give information on salaries and compensation. Remember to
include this in your cash flow.
Points to Note:
The Owner:
e State experience within the industry

e Related Academic qualifications

Business Partner and Other Staff:
e State experience/educational requirements
¢ No. of employees and plans for the future (increase staff or training)?
e Will the business have permanent/contract or freelance staff?

¢ Included job descriptions for each position

B. Describe your business location
e Evaluate the business location with reference to accessibility to your
potential customers and workers.
e Repairs or adjustments needed

e Proximity of competitors

C. What resources are needed for your business to function?

Describe the plan to acquire and utilize the following resources for the

business:
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e Human capital
e Natural resources
e Property (e.g. Land, building, equipment)

e Financial resources

D. S.W.O.T. Analysis

S.W.O.T. analysis identifies a business internal strengths and weaknesses,

and its external opportunities and threats. Keep points brief (no more than

two sentences per point). See figure below on SW.O.T. areas.

SEmO T

STRENGTHS WEAKNESSES OPPORTUNITIES THREATS

Things your
company does well

Qualities that
separate you from
your competitors

Internal resources
such as skilled,
knowledgeable staff

Tangible assets such
as intellectual
property, capital,
proprietary
technologies etc.

Things your
company lacks

Things your
competitors do
better than you

Resource limitations

Unclear unigue
selling proposition

Underserved
markets for specific
products

Few competitors in
your area

Emerging need for
your products or
services

Press/media
coverage of your
company

Emerging
competitors

Changing regulatory
environment

Megative press/
media coverage

Changing customer
attitudes toward
your company

Strengths and weaknesses

This section captures the internal state of the business and adds validity to

business success. What are the Strengths and Weaknesses of your business?
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What is new or unique to your business, product or service that would bring
about its’ success? Use this section to analyze whether or not your business

can be successful and areas where it can improve.

Opportunities and Threats

What external opportunities are out there for business growth? What are
threats that can prohibit this growth? What external threats are on the
horizon? Are competitors developing innovations? Focus on your business
environment. Is there a new law that may increase the cost of your raw

materials?

E. Describe your business processes

Describe in detail, the processes involved in the production and distribution
of your product or service. This is from the procurement of raw materials,
manufacturing and distribution to customers. Reflect the cost incurred in

each stage of your cash flow statement.

View helpful videos:

Operational Plan

S.W.O0.T

Internal supply chain
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https://www.youtube.com/watch?v=bcIjAIkeEwA
https://www.youtube.com/watch?v=mR9eICQJLXA
https://www.youtube.com/watch?v=fM4xKfLZhFI

FINANCIAL VIABILITY

A. State any start-up and operational costs associated with the business.
Reflect these costs in your cash flow statement.

B. Explain different revenue streams or business income for the business.
Reflect revenues in your cash flow statement. You may generate sales from
the rental of equipment, but you also generate sales from providing a
separate service, explain these separately and illustrate as two revenue
streams in your cash flow statement.

C. How do you set prices or plan to set prices? How does your pricing
compare with that of your competitors? Is it lower, higher or standard?
Why?

D. What items do you need to purchase, cost, and its value to your business?
This will help differentiate wants and needs for your business.

E. Cash flow Notes: Be sure that all cash activities stated in previous
sections are accounted within the cash flow to give a true prediction of
business revenue and expenditure.

a. A predictive cash flow statement shows the different projected
revenue streams and expenses the business has. Completed
monthly for 12 months.

b. If the business is operational, provide revenue streams and

expenses for the past 6 months.

View helpful video here
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https://www.youtube.com/watch?v=Yyq4X71H5Fw

OVERCOMING CHALLENGES AND NEXT STEPS

A. Describe business challenges you would have overcome in the past.
e What would have hindered your business from attaining its goals?

e How did you overcome it?
B. What are the current challenges faced by the business?

e What is currently preventing business growth?
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HP LIFE COURSES

For further assistance, HP LIFE courses are available online. These free online
training courses are designed to help entrepreneurs learn what they need to
know to establish and grow a business. Users learn at their own pace in their own
time.

Visit: http://ybtt.org/support-programmes/hp-life-e-learning-with-ybc/

COURSES

COMMUNICATION STARTUP / INNOVATE FINANCE MARKETING OPERATIONS
|
2 -~ B D
~ . | t _ = L
BUSINESS 4 l'”h SASICS OF FINANCE SOCIAL MEDIA
COMMUNICATIONS MARKETING

STARTING A SMALL
BUSINESS

PROFIT AND LOSS UNIQUE VALUE MANACING CONTACT

PROPOSITION INFORMATION

EFFECTIVE FINDING FUNDING YOUR TARCET AUDIENCE CUSTOMER
PRESENTATIONS E RELATIONSHIP
MANAGEMENT (CRM)

BUSINESS EMAIL

DESICN THINKING

A‘\

STRATECIC PLANNINC

CASH FLOW SELLINC ONLINE INVENTORY
MANACEMENT

SOCIAL
ENTREPRENEURSHIP

PRESENTING DATA SALES FORECASTING EFFECTIVE BUSINESS ENERCY EFFICIENCY: DO
WESSITES MORE FORLESS
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