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Why have a Business Plan?

• Assess or Re-assess your business

• Describe goals & objectives

• Guideline to reach financial goals

• Be prepared for crises (i.e. COVID-19)

• Determine need for financing

• Help you explain your concept



What’s in a Business Plan?

 Executive Summary

 Company Description

 Products/Services

 Marketing Plan

 Operations & Management Plan

 Financial Plan



Company Description

 Describe the business

 Legal structure

 Your products and services 

 Identify target customer

 Business ownership

 Brief history if existing business (or acquisition)

 Location factors

 Hours of operation



Products & Services

 How product is produced

 Distribution description

 How service is performed

 Advantages/benefits

 Warranties/guarantees?

 Menus/Catalogs?

 Suppliers and Initial Purchase Levels



Marketing Plan

 How will you position your business

 Target Market

 How Product/service appeals to target

 Apply 4Ps to target (product, price, place, promotion)

 Marketing Budget



About the Market

 Industry profile & trends

 Market potential (your area demographics)

 Identify the characteristics & attributes of your 
target market/customer profile

 Describe Customer Needs & Wants

 Describe purchasing habits

 Analysis of Competitors

 Growth potential?



Doing the Research

 Secondary Research

 Trade publications, websites, etc

 NJ State Library System “Jersey Clicks” (Reference 

Solutions)

 Primary Research

 Networking clubs, groups in your business sector

 Local chambers of commerce and business associations



Operations & Management Plan

 Owner personal history

 Education/Credentials

 Related work experience

 Duties & responsibilities

 Owner compensation

 Other managers and employees

 Roles, responsibilities, compensation

 Job descriptions



Organizational Chart

 An organizational chart is a visual chart that represents the structure of a 
company. It highlights how teams and departments are organized, the 
reporting relationships across the organization, and every individual’s role and 
responsibilities.



Types of Organizational Charts

•Vertical organizational 
chart (hierarchical 
organization chart)
•Horizontal organizational 
chart (flat organizational 
chart)
•Matrix organizational chart
•Creative organizational 
chart



Matrix Organizational Chart



Creative Organizational Chart



Financial Documents

 Basic Financial Statements

 Balance Sheet

 Profit/Loss (Income Statement)

 Cash Flow

 Sources/Uses of funds

 Capital Equipment Startup Costs

 Break even analysis



Resume of Key Personnel

 Four types of resumes

 Chronological Resume

 Functional Resume

 Combination Resume

 Targeted Resume



Chronological Resume



Functional Resume



Combination Resume



Targeted Resume



Description of Large Jobs Completed

• Title and overview

• Purpose and Need

• Business Drivers

• Benefits and Costs

• Approach

• Timeline

• Requirements

• Outcome



Questions
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