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Business Plan Workbook
A Fill-in-the-blanks approach to writing a Business Plan

Printed for
The College of New Jersey
Small Business Development Center
This fill-in-the blanks business plan has been designed as an alternative to the standard business plan narrative. This booklet is intended to help the businessperson organize important business considerations. Most financial institutions and investors will accept this format in lieu of a narrative. Consult your lending source before submitting this as a completed plan.

The assistance provided by the Mercer/Middlesex Small Business Development Center (SBDC) is not, in any way, intended to be a substitute for appropriate legal, accounting, financial or any other counseling rendered accredited professionals.

The completion and review of a business plan does not constitute, nor imply, an SBDC endorsement for the applicant’s request for financing

BUSINESS PLAN OUTLINE

STATEMENT OF PURPOSE AND EXPECTED EFFECT OF LOAN

1. Name of company applying for funds:

2. The formation of the business is:

[ ] sole proprietorship

[ ] partnership

[ ] corporation

3. Dollar amount of funds requested: ________________

4. What kind of loan are you applying for:

[ ] 1 year [ ] Line of credit

[ ] 3 year [ ] Commercial mortgage

[ ] 5 year [ ] Letter of credit

5. How much personal resources ($) will you be investing?

________________

6. How much can you offer as collateral?

Cash ________

Collateral Value

House ________

Equipment ________

Accounts Receivable ________

7. Identify how the loan or investment will be spent:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

8. List the items that will be purchased:

	ITEM                                SUPPLIER                                                        PRICE

	

	

	

	

	


9. The funds will enable the business to:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

10. List up to 5 reasons this loan investment will enable business to grow

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

Section One: THE BUSINESS

1. This business is/will be (describe):

2. List up to 5 main products and/or services you plan to offer or

currently offer:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

3. List 3 reasons how you can service your markets better than your

competition:
1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. Why have you chosen your particular location?

5. List what management and other personnel are available and/or required

for the operation:

A. DESCRIPTION OF BUSINESS

1. The status of the business is:

[ ] a start up

[ ] a takeover

[ ] in business for years

2. List up to 5 reasons why your business is going to be profitable (or

continue to grow):

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

3. When did (will) your business open:

Month/Year _____________________________

4. List the hours of the day and days of the week you will be/are in

operation?

	MON           TUES           WED            THURS           FRI            SAT           SUN

	

	


5. Is your business seasonal: [ ] yes [ ] no

If yes, identify the season: _____________________

FOR A NEW BUSINESS

1. List 5 reasons you will succeed in this business:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

2. Identify your experience in this business:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

3. List other people in this kind of business you have consulted with:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

4. What managerial and/or technical help will prospective trade suppliers

provide:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

5. Identify trade credit available to you?

6. If you will be doing any contract work, list the terms:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

FOR A TAKEOVER

1. The business was founded by:

2. The owner is selling it because:

3. The purchase price for the business was determined by:

* _____________________________________________________

* _____________________________________________________

4. List the trend of sales for the last 2 years:

YEAR 1: [ ] Upwards [ ] About the same [ ] Downwards

YEAR 2: [ ] Upwards [ ] About the same [ ] Downwards

5. Is this business going downhill? [ ] yes [ ] no

If yes, list 3 reasons why:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

List up to 5 ways you can turn it around:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

6. List up to 5 ways management will make the business more profitable:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

B. PRODUCT/SERVICE

1. What products/services are you selling:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

2. List 5 benefits of your product/service:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

3. List 5 reasons your products/services differ from competitive

products/services:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

4. List 5 reasons why people would buy your product/service:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

C. THE MARKET

1. List your current or existing markets/customers:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

2. Which customers do you plan to attract:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

3. List the products/services they are buying:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

4. List 5 characterizations of your customers:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

5. List 5 reasons why they won't/don't buy from the competition?

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

6. How often are they buying from you now?

7. List how you will attract more businesses/buyers like these?

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

*_____________________________________________________

8. Describe the market's growth potential:

9. Do you expect your share of the market (percentage) to increase or

decrease? List why?

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

10. Is the market competitive? [ ] yes [ ] no

List 3 reasons why it is not:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

11. List up to 5 ways you will expand and keep these markets:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

PRICING

1. List the prices/price ranges of your top 3 products/services:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

3. Describe how you determined your pricing.

D. LOCATION OF BUSINESS

1. Your business address is?

_____________________________________________________

_____________________________________________________

2. Your space is: [ ] leased [ ] owned

3. Describe some physical features of your building:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

4. List the renovations needed and how much they will cost:

	                  RENOVATION                                               COST

	

	

	


5. What zoning permit(s) does your business require in the neighborhood:

* _____________________________________________________

6. List 3 reasons why you chose your site over others:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

7. List reasons the choice of location will (if any) affect your operating

costs:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

E. THE COMPETITION

1. List your 5 nearest competitors and if their business is steady,

increasing or decreasing.

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

2. List how your business and their business will be different:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

3. Describe what you have learned from watching their operation:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

4. List 3 reasons why your operation will be better then theirs:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

F. MANAGEMENT

Personal History of Principals

1. Describe your business background:

_____________________________________________________

_____________________________________________________

_____________________________________________________

2. List your management experience:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

3. List all education (including both formal and informal learning

experiences) that has influenced your managerial abilities:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

4. List 5 reasons why you are going to be successful in this venture:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

Related Work Experience

1. Describe your direct operational experience in this kind of business:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

2. List your managerial experience in this kind of business:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

3. List other managerial experience you have had (another business, in a

club, on a team, organizations):

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

Duties and Responsibilities

List the duties and responsibilities of your management team?

	                POSITION                                            DUTIES

	

	

	

	


Salaries

List each salary of your management team:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

Resources Available to the Business

Identify 3 professional resources your business will utilize?

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

G. PERSONNEL

1. List your personnel needs now and within three (3) years?

	Personnel Needs Now                             Personnel Needs in 3 Years

	

	

	

	


2. Identify the skills your business will require of it's employees:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

3. Are the people with those skills available? Where?

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

4. How many employees will you have? ___________

5. Will employees be salaried or hourly, full-time or part-time:

[ ] Salaried

[ ] Hourly

[ ] Full-Time

[ ] Part-Time

6. List fringe benefits (if any) you will offer:

* _____________________________________________________

* _____________________________________________________

* _____________________________________________________

7. How will you have to train people?

Basic Plan Example 

Statement of Purpose
SAMPLE BUSINESS is requesting $5,000.00 to purchase

 supplies

 equipment

 sign

 print flyers

 initiate phone service

Principal will invest ($$$$)  to support the property lease (w/first and security payments).

This loan will enable SAMPLE BUSINESS to begin full operation beginning (Date)
Description

Owned and operated by (Principal), SAMPLE BUSINESS will be a full service auto detailing business specializing in “hand car washing.”  Hand car washing is a customized cleaning method of auto detailing preferred by auto dealers, auto showrooms, company fleet management, and luxury car owners.

Although it will be classified as a start-up venture, the business will actually be a “re-start” as the principal had successfully operated this business (at the same location) from (Date) to (Date).  As a result of special circumstances, principal was not available to manage the operation.  Substitute management was not able to sustain business operations.

Location:  (Address)

Ideal because:

 Can fit 3 cars wide by 3 cars deep

 Can accommodate larger vehicles (trucks, motorcoaches, campers, etc.)

 Ample black top surface

 Optimum drainage capabilities

 16 electrical outlets

 Hoses are pre-installed

 Low overhead (reasonable rent, water included in lease)

 Central to target markets (car dealers, professionals, fleets, etc.)

 Easy access from the highways

 High visibility at a well-traveled intersection

 Proven success

 High traffic oriented businesses in immediate vicinity (hairdressers, laundromat,    

     restaurants,deli, etc.) providing visibility to captive clientele

Shop Hours
Daily  9 - 6 

Sundays Closed 

Business Advantages

SAMPLE BUSINESS can service markets better than existing competition because:

 Competitively priced at fees 10% lower than similar operations
 Low overhead
 Can accommodate larger vehicles (tandem tractor trailers, freight liners, winnebagos,    
      etc.)
 Local detail shops closing due to retirement of the principals
 Detailing is a cost efficient, longer lasting value for the consumer
 Not a seasonal operation:  key markets (car dealers, trailers, etc.) require service year    
      ‘round
 Commercial vehicles/luxury cars demand increasing because of lack of shops to accommodate

Examples include:

· New Corvette tire width cannot use traditional shops

· Owner-operated tractor trailers prefer shop service vs. doing it themselves 


· Timely or roving power wash services

· Can accommodate more vehicles at one time due to shop size, therefore, van pools and company fleets can receive fleet service at one place/at one time

Projected Success
Based on the following:

 17 years hands-on experience

 4 years owner-operated shop experience (1987-1991)

 Proven success with competitive pricing

 Pre-established customer base

 Outlined a business plan

 Will operate longer hours

 Conscientious service

 Pick-up and delivery service

Business Advisory assistance received from:
 Trade Organization

 Mr Jones — SBDC

Ms. Smith — SBA

 Trade Credit
AAA Industries — cleaning/detailing supplies

Products/Services
SAMPLE BUSINESS will be selling a full auto cleaning/detailing service with pick-up and delivery offered.

Services include (but not limited to:)
 Pick-up and delivery
75% of all customers
 Hand car wash

60%
 Hand car wax

30%
 Upholstery shampoo
  5%
 Steam clean motors
  5%
Benefits
1. Paint protection
2. Fabric protection
3. Rust protection
4. Scratch protection
5. Leather/vinyl preservation
6. Enhances presentation for auto showrooms
7. Sustains/enhances professional images
8. Eliminates waiting (pick-up and delivery service)
Why customers will use this service

1. Convenient — pick-up and delivery/no waiting
2. Preferred by luxury car owners — protects surfaces
3. Customized service — can isolate cleaning to customer request
4. Lasts longer — lasts 3 time longer than conventional wash/wax service
5. Cost efficient — lasts longer, protects, adds to resale value
6. Service not limited by size of vehicle (tractor trailers, etc.)
7. Reputable — established history and customer base
8. Guaranteed satisfaction
Markets
Target Markets (in order of priority)

Car dealers (50+ cars)

Trucking companies

Truck operators\Professionals

Funeral homes

Van pools

Company fleets (50-500 vehicles)

Commercial vehicle owners

Leisure vehicle owners (campers, boats, etc.)

Housewives

Advertising (in order of priority)

1. One-to-one sales calls

2. Flyers

3. Yellow pages

4. Referrals

5. Direct mail

Pricing
Sample price list (vehicles)
$10 (+ tax) — Hand car wash

$25 (+ tax) — Hand wax

$99 (+ tax) — Full service (wash, wax, shampoo, motor steam cleaned)

Pricing determined by:
 Price comparison of similar operations
 65% gross sales margin

Example:  $99 full service — cost ($15 materials cost + $20 labor)  =  $65 gross profit)

Competition
(Operations offering comparable service)

Competitor 1
 3 miles from (Business)

 10 years in business

 4 employees ( = 1 employee to work per car)

Competitor 2
 4 miles from (Business)

 2 years in business

 Small, 1 car at a time service

 1 employee

 Property fence hinders ability to accommodate larger, special vehicles

Competitor 3
 4 miles from (Business)

 40 years in business

 Owner retiring

 Converted shop to flea market

 Invented technique

 Once cornered the whole market

Competitor 4
 Nearby

 40 years in business

 Owner selling building — retiring

 Can accommodate only 3 cars at a time

Indirect competition from automated car washes

Similarities between Operations
 Use similar products

 Use some of the same techniques

 Wax mixing techniques

Dissimilarities
 Hours of operation

 Facility sizes

 Market limitations

 Sales/marketing techniques

Experience
Relative
 Owned and operated this business from 1987

 17 years hands-on experience

 Provided independent service for car shows

 Attended product information seminars

Other
 Factory Foreman — Konig Plastics

 Coached little league baseball and basketball

Personnel
_Position
                 Task

      Full/Part-time
    Salary___

Owner

Manager



Full-time
$15.00/hour

Prep-man
Preps vehicle for wash/wax
Part-time
$5.05/hour

Buffer

Applies wax/buffs


Part-time
$5.05/hour

Driver

Assists pick-up & delivery of cars
Part-time
$5.05/hour

 No benefits

 Will hire locals for piece work on an “as needed” basis

 Hands-on training

Application of Loan
Quantity     Item
                                   Vendor                          
  Price__ 

500
        Business cards

Graphic Printing Advertising     $50.00

1
        Phone



Sears



    50.00

2
        Vacuums


Sears (@$100.00)

  200.00

1
        Shampooer


Sears



  280.00

15 gal
        Clean Green


C Bud Co
 

    72.00

15 gal
        Magic Mag Wheels 

C Bud Co


  105.00

30 gal
        Shampoo


C Bud Co


  125.00

5 gal
        Spot Remover


C Bud Co


    34.00

15 gal
        SuperShine


C Bud Co


  165.00

30 gal
        Wash & Wax


C Bud Co


  160.00

15 gal
        WhiteWall Tire Cleaner
C Bud Co


    70.00

2 gal
        A-1 Step Glaze

C Bud Co


    50.00

2 gal
        Compounds


C Bud Co (@$16.50/gal)
    33.00

12 (case)      Engine paint clear

C Bud Co


    12.00

12 (case)      Engine paint black

C Bud Co


    12.00

15 gal
         Do-All rubber/vinyl cleaner
C Bud Co


  210.00

1 gal
         Engine paint


C Bud Co


    21.00

12 (case)      Wax (cans)


C Bud Co


    23.00

12
         Brushes


C Bud Co


    30.00

2
         Buffers



C Bud Co (@$235.00 each)
  470.00

4
         Buffer pads


C Bud Co


    65.00

12
         Spray bottles


C Bud Co


    10.00

1
         Funnel



C Bud Co


      2.00

case
         Single edge blades

C Bud Co


      6.00

1 reel
         Steel Wool


C Bud Co


    17.00

2
         Mitts



C Bud Co


      5.00

12
         Towels



C Bud Co


    17.00

1
         Sign

1000            Flyers


              



  100.00

 







   Total         $2,394.00
