Business Plan Outline
A Business Plan typically consists of a narrative and several financial worksheets.  The real value in preparing a Business Plan is in researching and thinking about the proposed business venture in a systematic way.  The process of planning assists in avoiding costly mistakes through analyzing ideas critically.  Visit http://www.bplans.com/Sample_Business_Plans/index.cfm to view sample business plans.
The following template has been developed based on the Foods II – Advanced Content Outline and Blueprint and encompasses Objectives 12.01-12.04.  It is preferable to complete Objectives 12.01 and 12.02 prior to completing other course material, so that instruction in regards to ServSafe and Food Preparation is contextual and the business plan unfolds as course material is covered. Hence, everything occurring in the course would take on a SBE focus.

 In regards to planning for the SBE, it is suggested to divide the class into 4 groups.  Group 1 would plan an SBE venture for Competency 4.0 – Specialty Skills (required), Group 2 for Competency 5.0 – Yeast Bread (required), Group 3 for Competency 6.0 - Cakes (required), and Group 4 for a Supplemental area.  Completing several small SBE ventures ensures adherence to the Health Dept. issue of serving no more than 2 days per month, and additionally ensures contextual understanding of required course content (specialty skills, yeast breads and cakes).  During implementation of each SBE venture, the students who developed the plan would serve as managers, while the rest of the class would function as employees, thus affording everyone to assume various roles.
Objective 12.01: Project Concerns and Options

A. Resources

1. Facilities

What qualities are needed? (Space, Electricity, Appliances, Security, Access, etc.)  Does the present facility possess these qualities?  Can adaptations be made? 
	Narrative:



Include a drawing or lay-out of the proposed facility.
	


2. Time – How much production time will be required?  Are their limits on time (schedule, facility, etc.)?  Can additional time be scheduled outside of the school day?
	Narrative:



3. Skill Level – What background, experiences and skills will the owners and employees bring to the organization?  What training will be required?  
	Narrative:



4. Funding: What funding possibilities exist?
	Narrative:



5. Personnel - What personnel are available?  Is the availability of personnel adequate to meet production needs?
	Narrative:



B. Concerns

What are the most important SBE company strengths?  What changes are apparent in the food service industry?  What will the company need to do to take advantage of changes?  What barriers does the SBE company face in entering the market?  How will the SBE company overcome the barriers?
	Narrative:



Objective 12.02: Set Goals

A. Assess Feasibility

1. Conduct a Market Survey - Are there customers that want the product?

a. How much would you, the customer, pay for the product?

b. What would you, the customer, like to see improved with the product/service?

c. What are the product’s strongest selling points/benefits?

d. How can the company best reach the target market of _________________________?

e. What additional products do you, the customer, suggest?

f. Who will be the company’s strongest competitors?
g. How does the company’s product/service compare to that of competitors?

h. How does the company’s price compare to other competitors?
	Summary:




2. Conduct a Taste Test Survey

a. Determine how many products will be tested.

b. Determine what characteristics will be scored. (Use the Affinity Diagram Method.)
c. Determine the scoring method that will be used.

1) Numerical scoring scale

2) Descriptive scoring scale
3) Visual scoring scale ( +, -, smiley face, etc.)

d. Set up the survey using a table format.  Use the tables and graphs icon on Microsoft Word.

	
	Product Variation #1
	Product Variation #2
	Product Variation #3
	Product Variation #4

	Quality #1
	
	
	
	

	Quality #2
	
	
	
	

	Quality #3
	
	
	
	


e. Administer the survey to the target market.
f. Compile the results.

	Summary:




3. What conditions must be present to move forward with the business?

a. Will there be demand for the product?
b. Are reputable suppliers available?

c. Are available facilities and equipment adequate?

d. Is adequate staffing available (personnel, skill level, training, etc.)?

e. Is adequate funding available?  From which source(s)?
	Narrative:



4. Analyze Competition - Use yellow pages to identify competitors. Use the Competitive Analysis Table to compare the proposed business to other similar businesses.

	Factor
	Proposed Business
	Strength
	Weakness
	Competitor A
	Competitor B
	Competitor C

	Product
	
	
	
	
	
	

	Price
	
	
	
	
	
	

	Quality
	
	
	
	
	
	

	Selection
	
	
	
	
	
	

	Service
	
	
	
	
	
	

	Reliability
	
	
	
	
	
	

	Location
	
	
	
	
	
	

	Appearance
	
	
	
	
	
	

	Sales Method
	
	
	
	
	
	

	Advertising
	
	
	
	
	
	

	Delivery Options
	
	
	
	
	
	


What is the competitive edge of each business?
	Narrative:



B. Select a Product to Produce

	Narrative:



C. Establish Product Standards

Describe in detail the production and standards of quality for the company’s product/service.  What factors will give the company competitive advantages? (level of quality, benefits, unique feature, etc.)  
	Narrative:



	Prototype Illustration:




D. Set Goals/Objectives for the business.
	Narrative:



E. Write a Mission Statement.  The Mission Statement should be clear and succinct representation of the enterprise’s purpose for existence.  Include the following information:
1. Product

2. Customer Base

3. Feature or Benefit of Product

4. How Product is Distributed
	Mission Statements of Well Known Enterprises
Below is an example of a mission statement from Merck Pharmaceutical.

"To preserve and improve human life."


This 'one-liner' is supported by a set of values that set the performance standards and direct the implementation of the mission. 

Merck publicly states the following values:

· Corporate social responsibility 

· Unequivocal excellence in all aspects of the company 

· Science-based innovation 

· Honesty & integrity 

· Profit, but profit from work that benefits humanity


	Create a Mission Statement:



                F.  Create a business logo and business card.

	Illustration



Objective 12.03: Plan Project

A. Marketing Plan

1. Market Research
a. Results of Completed Surveys (Completed in Objective 12.02)
b. Complete Focus Group Interviews (Target Markets) to learn about customer preferences.
	a. Summary of Survey Results:



	b. Develop focus group interview questions:




	Focus Group Interview Summary:


	Market Research Narrative:




2. Trends in Industry: What trends are apparent in regards to the company’s featured product(s)/service?  How will identified trends impact the sales potential of the product?
	Narrative:



3. Target Population

Who is the target population? (Age, Gender, Location, Income Level, Education, Etc.)
What is the total size of the market?

What percent share of the market will the company draw?

What are trends apparent in regards to the target market?

Define the company’s NICHE, its unique place to fit into the market.

What need/want does your product provide to the target customer?

What does market research suggest?

	Narrative:



4. Strategies (include 2 examples): Strategies should be consistent with the target market!

	Narrative:


	Illustration:




5. Promotions (Coupons, Sales, Trial Offer/Samples, Contests, Special Events)
	Narrative:



6. Pricing

a. Cost to Produce (including ingredients and labor at minimum wage)

	1. Figure Unit Cost of each ingredient.

Unit Cost = Product cost 

        
     Number of units

2. Figure Unit Recipe Ingredient Cost for each recipe ingredient amount.

Unit Cost x recipe measurement =  Unit Recipe Ingredient Cost

3. Calculate Total Recipe Ingredient Cost.

Ingredients




    Cost

___________________________

________

____________________________

________

____________________________

________

____________________________

________

____________________________

________

____________________________

________

____________________________              +     ________






                        ________  = Recipe Ingredient Cost

4. Determine Labor Cost.

Preparation Time (in minutes) x minimum wage/minute ($0.09) = Labor Cost

5. Determine Recipe Production Cost.

Recipe Production Cost =Recipe Ingredient Cost + Labor Cost

6. Determine Cost/Serving (Unit Production Cost).

Cost/Serving (Unit Production Cost) = Recipe Production Cost 






       
Yield




b. Mark Up (100%)

Unit Production Cost x 2 = 100% Mark-Up
	


c. Product Cost:  Compare the price with that of competitors.  Is the product priced consistently with competitors?  Is it higher, lower, or consistent?    How important is pricing as a competitive factor?
	Narrative:



7. Distribution

a. Method: How will the company sell  products? (mail order, web-based, salesman, etc.)  How will products be distributed? (Delivery, Customer Pick-up, etc.)

b. Location: Is the location convenient to the customers?  Is the location consistent with the company’s image?
	Method Narrative:


	Location Narrative:




c. Packaging 
	Narrative:


	Illustration:




B. Operation Plan

1. Laws and Regulations

a. Local
1. School Board Policies (Sales Policies, Child Nutrition Policies)

2. County Policies (Health Department Inspections)
b. State

3. Business License/Permit

4. Health, Workplace and Environmental Regulations (Uniforms, Health Dept. Policies, etc.)

	Narrative:



2. Organizational Structure:  There are various types of organizational structures:
1. Sole Proprietorship (The business and owner are the same legal entity.)
2. Partnership (Liability is shared by partners.)
3. Corporation (Owners are protected from personal liability
                  because the business is a separate legal entity .)

4.   Limited Liability Corporation (Owners have limited personal 
                  liability because the business is a separate legal entity .)
Choose a partnership as the organizational structure for the SBE, as teams will prepare the plan and financial liability will be collectively to the students/school.

Partnership Agreement
	Name of Partnership


	

	Allocation of profits and liabilities


	

	Partners’ authority

	

	Decision-Making


	

	Management Duties


	

	Adding New Partners


	

	Withdrawal of Partner


	

	Resolving Disputes


	


d. Job Descriptions/Positions: Develop a job description for each position.  Develop written procedures and policies for employees. (uniforms/sanitation-hygiene procedures, sales procedures, accounting procedures, etc.)
	Narrative:



e. Chart/Chain of Command: Who will manage the business on a day-to-day basis?  What plan exists for when the manager is not available?  Using MS OFFICE features, create a chart showing the management hierarchy.  Simply click on the Insert Tab and select Diagram from the drop-down menu.
	Chart:



f. Production Process/Procedures and Forms

1. Training

2. Task Lists

3. Product Evaluation

	Narrative:



3. Customer Service Issues

What after-sales services will the company offer? (Delivery, Refund, Replacement Product)
	Narrative:



4. Schedule/Hours of Operation

	Narrative:



5. Purchasing  (Include supply vendor information.)

	Vendor Name
	Address
	Phone Number
	Items Supplied

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


6. Inventory Control Procedures: Who will monitor inventory? How?  What forms need to be developed?  Who will have ordering power?
	Narrative:



C. Financial Plan (forecast for the future):  The Financial Plan consists of the following documents:
1. Start-up Cost Projection
	
	Amount

	Bank Loans
	

	Bank 1
	

	Bank 2
	

	TOTAL BANK LOANS
	

	
	

	Inventory/Equipment (Estimate Inventory for 3 Months)
	

	Equipment
	

	Cleaning Supplies
	

	Packaging Supplies
	

	Ingredients
	

	TOTAL INVENTORY/EQUIPMENT EXPENSES
	

	
	

	Advertising & Promotional Expenses
	

	Advertising
	

	Signage
	

	Printing
	

	Other
	

	TOTAL PROMOTIONAL EXPENSES
	

	
	

	TOTAL START-UP EXPENSES
	


2. Sales Projection
	
	Month 1
	Month 2
	Month 3

	Projected Units
	
	
	

	Revenue – Gross Profit
	
	
	

	
	
	
	

	Production Cost
	
	
	

	Gross Profit-Production Cost = Net Profit
	
	
	

	
	
	
	


3. Break Even Point = sales volume needed to recover total costs
Overhead (Fixed costs – don’t vary with the level of sales)   = Number of units needed



Unit Profit (Based on Mark-Up)

	


4. Cash Flow Statement

	
	Wk./Mo. 1
	Wk./Mo. 2
	Wk./Mo. 3

	Projected Income

(units x price)
	
	
	

	
	
	
	

	Projected Expenses 
	
	
	

	Inventory

(ingredient unit cost x units)
	
	
	

	Loan Installment
	
	
	

	Miscellaneous
	
	
	

	Total Expenses
	
	
	

	
	
	
	

	Cash Flow (+ - )

Income – Expenses)
	
	
	

	
	
	
	


5. Balance Sheet

	
	Amount

	Assets
	

	Cash in Bank
	

	Inventory
	

	Machinery & Equipment
	

	TOTAL ASSETS
	

	
	

	Liabilities
	

	Accounts Payable
	

	Taxes Payable
	

	Loans/Notes
	

	Other Liabilities
	

	TOTAL LIABILITIES
	


Objective 12.04: Evaluation/Compilation of Plan 
A. Cover Page

1. Name of Business

2. Logo

3. Contact Information (Address, Fax, Telephone, and E-mail)
	Design Cover Page:



B. Table of Contents
	Develop Table of Contents:



C. Executive Summary – Write this section LAST!  The Executive Summary should be two pages or fewer and should explain the basic fundamentals of the proposed business.  It should be written in a CLEAR, CONCISE and PROFESSIONAL manner.   
1. Standards Summary

a. Purpose & Mission

b. Goals

c. Product/Service Provided

d. Sample Menu/Prototype Photo/Etc.

e. Suppliers

2. Marketing Plan Summary
a. Target Population

b. Marketing Strategies

3. Operations Plan Summary

a. Form of Ownership

b. Chain of Command

c. Days/Hours of Operation

4. Financial Plan Summary
	Executive Summary:



D. General Company Description
1. Mission

2. Goals

3. Resource Analysis

E. Marketing Plan – Compile narratives previously completed in text boxes.
F. Operations Plan - Compile narratives previously completed in text boxes.
G. Financial Plan - Compile narratives and charts previously completed in text boxes.
1. Start-Up Expenses Worksheet

2. Sales Projections Sheet

3. Cash Flow Sheet

4. Break-Even Point Sheet
5. Balance Sheet
H. Appendix

1. Brochure

2. Blueprint Drawing

3. Photo of Location

4. Detailed Equipment List

5. Letters of Support from future customers

6. Market Research Analysis - Using MS OFFICE features, create pie charts showing market research information.  Simply click on the Insert Tab and select Diagram from the drop-down menu.

