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Guide to Writing a Business Plan
The Business Plan is a tool proven to be extremely efficient in regards to the planning and presentation of your business. This document permits the promoter to be aware of all aspects related to the start-up of a business. This also allows you to present a request for financial assistance and ensure a follow-up for the business after the start-up. You must therefore fill it out attentively in order to properly prepare the start-up of the business. 
If you have any questions or any difficulty in completing this document, do not hesitate to communicate with us.
Note:
This Business Plan does not apply to non-profit organizations nor cooperatives. In this case, please consult the «Social Economy» tab in the «Entrepreneurs, Financing & Assistance» section of our Internet site or contact our Social Economy Development Advisor.


Local Development Center Beauharnois-Salaberry

100, Sainte-Cecile, suite 100

Salaberry-de-Valleyfield (Quebec)  J6T 1M1

Telephone: 450 373-2214

Fax: 450 373-3386

E-mail: info@cld-beauharnois-salaberry.org

Internet Site: www.cld-beauharnois-salaberry.org

Why a Business Plan?

To insure the success of your project, be it the acquisition or expansion of a business, the time, research and reflection that you invest in the realization of your business plan will make the difference between success or failure.
An essential management tool, for lenders and investors, the business plan is above all an open book to improve your own management.
It must become your best partner. Since the business world is in constant change and because it is a dynamic environment, your business plan must accompany you throughout the existence of your business, you must consult it frequently, add to it and make necessary corrections. When used wisely, it is the guaranty of your success.
How to realize your Business Plan?

A business plan is, above all, a document which informs backers on your business, in order to convince them to participate in its’ financing. It must include in a precise and concise manner:
-
A description of your business project;

-
A market analysis;

-
Marketing strategies;

-
Operational activities;

-
Promoters (objectives, strengths and weaknesses);

-
Human resources requirements.

The business plan is designed to sell an idea, a project. It must therefore, from the start, utilize a sales language. 

Finally, the realization of your business plan will require many work hours, but the benefits gained from this exercise amply justify the time devoted to its realization.
It is important to follow attentively the proposed sequence to complete your business plan. First of all, please complete sections 2, 3, 4, 5, 6, and 7. After completing these sections you will be able to complete section 1. Please pay particular attention to section 4 (market analysis). This is the most important part of your business plan. Be assured that the data stated in the document be coherent with the financial forecasts section.
We suggest that you prepare a letter of presentation to accompany your business plan. The letter must be more than simply a resume of your plan, it must draw attention by clearly exposing what you are wishing to obtain (cash, credit, association). The letter is addressed to a particular person or group of people, therefore you must find the name of the person or persons to whom you are addressing the letter. This letter will be adapted every time you present your project to different person(s) and/or with a different purpose.

Here are some examples of useful annexes that you could include in your business plan.
· Personal Balance Sheet;

· Curriculum Vitae;

· Market Research;

· Letter(s) of Agreement (with suppliers, distributor, clients, municipality, etc.);

· Diplomas;

· Tender(s);

· Convention of Associates or Shareholders;

· Municipal Evaluation or Lease;

· List of Sale Prices;

· List of Suppliers;

· Contracts;

· Notarial Deed;

· Bank Loans;

· Preparation of publicity;

· Plan of Action;

· Photo or sketch (building, premises, storage space, or product(s), etc.);

· Operation Permit or Proof of Zoning Conformity;

· Permits specific to sector of activity;

· For Expansion or Acquisition Projects

· Proof of Registration or Incorporation;

· Brief historic;

· Actual Financial Statements of the past three years;

· All other pertinent documents.
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1.
PROJECT

1.1
Summary Description of Project
You are certainly able to describe your business project. You have been thinking about this for a time, you’ve spoken to your family, friends and your work colleagues. You see yourself already up and running.
This visualisation of your project is excellent, it is the first step to success. To the numerous work hours required to start up or expand a business, add the will and determination to attain your objectives, you must write, « black on white » your project. Do not forget, the secret to any success is the planning.
This historic must, in summary, give a complete survey of the project and also the outline of your file. Briefly describe your project, the type of business (if it is a manufacturing, service or commercial business) and indicate which are its principal activities.
2.
PRESENTATION OF BUSINESS
Corporate name:

What is the name of your business? If you are a number company, indicate the number of your company followed by « operating under the name of ».
Address of head office:
What is the address of your business?
Telephone number, fax, cellular phone, e-mail, etc.:
Please indicate a number where you may be contacted before and after the start-up of your business.
2.1 Mission

What is the mission of the business?

Which goal(s) or objective(s) do you wish your business to attain?

2.2 Sector

Here is a list of the different sectors of activity:
(   (
Primary (ex.: agriculture/fishing/extraction)

(   (
Manufacturing (ex.: transformation/preparation)

(   (
Services (ex.: accounting/equipment rental)

(   (
Commercial (ex.: distribution/retail store)

(   (
Tertiary-motor (ex.: robotics/conception computer software/recycling)
Main function of business: 

What does the business mainly do or offer?
Legal Aspect:
Please state the legal form chosen and explain what motivated this choice (considering the legal consequences of this choice, it is recommended that you consult a lawyer and accountant in order to start off on the right foot). 
Here is a brief explanation of the different legal forms obtained from an accounting book titled « La comptabilité 1 » a necessary tool in decision making by Meigs Meigs McMahon:
Individual Businesses (registered)
A business non-constituted a joint stock company and owned by a single person is known as an individual business. This form of business is particularly convenient for small retail stores, service businesses, agriculture, lawyers, doctors, independent chartered accountants, etc. A person who establishes an individual business is under no formal legal obligation. You must however obtain a registration certificate, development permit and also pay required amounts by the public authorities.

If the self-employed worker decides to go into business as a form of individual business, in which his first and last name appear, he is not required to produce a declaration of registration, but may do so voluntarily. He may enquire with the clerk at the Superior Court at the courthouse closest to his location, at one of the branches of the Services Québec, Enterprise Registrar as well as at the Revenue Québec offices.
From a legal point of view, an individual business does not constitute a separate entity from its owner. Thus, the owner is personally responsible for any debt attributed to his business, if the fore mentioned becomes insolvent, the creditors may force him to sell his personal property in order to reimburse the business debts. On the other hand, from an accounting view point, an individual business is an entity in which its business must be dealt with separately from that of its owner in virtue of the type of business.

General Partnership (S.E.N.C.)

A general partnership or company is a business established for the common profit of the associates to which each contributes by bringing property, credit, skills and industry. A general partnership exists by the virtue of a contract concluded between associates. The contract may be verbal or written, but it is preferable that it be written, as to reduce to a minimum the possibilities of a misunderstanding between associates. It is generally small businesses who constitute general partnerships.  However, it is the type of company under which large accounting firms found.

As for an individual company, the general partnership does not constitute a distinct legal entity from it’s associates and for this reason the latter are personally responsible for the debts of the partnership (jointly and binding all parties).
In the accounting point of view however, a general partnership is an entity in which the business must be distinct from those of the associates.
Joint Stock Companies (incorporated)

A joint stock company, also known as a capital company, is a distinct legal entity and is independent of its shareholders. In the eyes of the law, a joint stock company is a moral person who enjoys all rights and assumes the responsibility of an actual person, with the exception of the rights that only a physical person may have. The owners of a joint stock company are its’ shareholders, that is those who possess the shares of the share capital.

You must also know the laws and regulations to which your business is subject to at the federal, provincial as well as municipal level. Here are a few areas where the laws in Quebec will affect you.

· Consumer Taxes;

· Tax Deductions on remunerations;

· Income Tax;

· Quebec Pension Plan;

· Health and Safety;

· Collective Agreement;

· Labour Laws;

· Operating Permit;

· Opening and Closing Times;

· Civil Responsibilities;

· Environment.

You must verify if your sector of activity is controlled by a decree, such as the construction sector or will you have to conform to certain laws and regulations at the federal, provincial or municipal levels. Find out!

2.3 
Legal Form

(    (
Individual Business Registered (1 owner/


non-distinct of owner)

(    (
General Partnership (multiple owners/


non-distinct of owners)

(    (
Joint stock company (incorporated/limited

moral person distinct of owner(s)

Reasons which motivated this choice:

What are the reasons for choosing this legal form?  For example, this could be related to cost or previous experiences.

2.4
Timetable of Operations

Enumerate the principal steps of your project, including the steps already achieved, taking into consideration delays for obtaining permits, authorization of margin of credit etc.

Permits:

Verify if you possess all the required permits (federal, provincial, municipal) and list them below, indicating the annual cost.
Insurance:

Concerning your insurance, it is not only a matter of fire, theft or civil responsibility insurance. If you have partners, you should inquire with your insurance agent with regards to advantages of having insurance between partners. If one of the partners becomes ill or dies, you must be protected against the loss of his services or regarding the necessary funds required to buy back his share of the business from his heirs. In these cases, a notary or lawyer may be useful in order to inquire as to what action may be undertaken as to avoid any critical situations. Furthermore, it is essential for you to inquire if the immovables (building, equipment) are insured.
2.5
Pursued Objectives

What are the short term objectives of the business: 6 months - 1 year, mid-term: 2 years – 3 years?
3.
PRESENTATION OF HUMAN RESOURCES
3.1
Professionalism of the entrepreneurs

This section will permit you to introduce the promoters as well as identifying their personal contribution (capital, experience, formation) as well as their role within the business.

At this stage of your business plan, we know your project well, but you as promoters who are you? What are your aptitudes, your business knowledge and expertise? What are your strengths and weaknesses? How will you employ your strengths and what will you do to compensate for your weaknesses?
Do you have the necessary assets to successfully start up or expand your business? What is your financial situation? Are you alone, if not, who are your partners? Speak to us about yourself!

Organizational structure:

Attach an organization chart if possible or indicate who does what.

Participation of each promoter:

Indicate the names, their shares in the business and the cash outlay of each one.

Distribution of tasks amongst the persons responsible as well as their knowledge in assuming these roles:

Indicate the names, responsibilities, as well as the salaries and/or deductions.
Strengths and weaknesses of managers and the measures employed to compensate for these weaknesses:
Let us know of the strengths and weaknesses of each, as well as the measures taken to compensate for these weaknesses.

Personal and business objectives aimed for by each of the managers:

What is the personal and professional motivation of each of the managers?

3.2
Manpower

The most precious asset which a company has at its’ disposal: enthusiastic, motivated employees, devoted to their careers and attaining your objectives.
During the expansion of a business, there is unavoidably, almost always a need to increase manpower. The start-up of the business may require additional human resources.
This section should be a portrait of what your business will be. Make an organization chart of positions with their respective duties. Tell us how you envision your work team.
Describe below each position and indicate the number of people required to occupy these positions. According to your market analysis, you should be able to establish the salary scale attributed to these positions by the market. To have a good team work and above all keep it, you must offer salaries and benefits comparable to the competition. The training of new employees generates considerable expenses for a business, so it is worth carefully planning your human resources.

3.3
Other Resources
List the resources at your disposal to sustain you in your business project:

These resources may be part of your entourage, your network of contacts, subcontractors, or networking activities, etc.

Manpower requirements (excluding promoters): 
Indicate the number of employees required at the start up, after 6 months and after one year of operation.
3.4
Personal Balance Sheet
You must know your personal financial capacities, as well as those of your associates, if the need arises to reinvest in the business. Make a list of all your possessions and carefully indicate the market value of your assets, meaning the price you could receive at the present time. As well as your liabilities, indicate the balance of your loans and debts at present.
The personal balance sheet will allow you knowledge of your assets and study the investment possibilities in your project. It is established before the transfer of cash and personal assets to the project. It will also be useful when approaching financial institutions for financing. All creditors will demand a minimal capital outlay in your project. It is important that your balance sheet be recent and complete. As all balance sheets, the «assets» must be balanced by the «liabilities». 

It is essential that each of the promoters fill out his own personal balance sheet. Additional copies are available with your consultant, as well as at the reception.

4.
MARKET ANALYSIS

The market analysis stage is the most crucial of all. It is therefore necessary to award it particular attention. Your entire business strategy will be based on this market analysis. The success of your business depends on it. It is in this section where we will be able to evaluate the success of your project.
It is because you believe that there is a market or a need not being fulfilled that you wish to start-up a business. You must therefore know which needs you are looking to fulfil, who’s needs, how are you going to accomplish this and at what cost as well as who are your potential competitors. Does your product or service really fulfil a need? Are there clients ready to procure your product or services? At what time, what frequency and at what price? A survey is often appropriate in order to obtain these answers.

The sources you may consult:
· Statistics of the Office of Statistics Quebec and Statistics Canada available in many libraries (municipal and school) and on the Internet (www.stat.gouv.qc.ca et www.statcan.ca);

· The SADE section (Système d’aide au démarrage d’une entreprise) Entreprises Canada (www.sade.entreprisescanada.ca);

· The Enterprise section of the Services Quebec Portal (www2.gouv.qc.ca/entreprises/portail/quebec);
· Free web-based survey tool on www.surveymonkey.com;
· Business or Specialty Magazines;

· The Local Development Center of your area;

· Person already working in this market, such as associations, suppliers, potential clients, competition, etc.

It is important that you conduct this research yourself. Do not hesitate to devote the necessary time to this matter, do not treat this section lightly. Optimism and euphoria must give way to realism and objectivity.
4.1 
Target Market (global)

Your target market includes a group of all genuine or potential clients for your product or service. You must have a proper knowledge of the characteristics of the precise targeted market: its tendency, evolution, its strengths and weaknesses. Specify in which sector your business is situated. Define what type of market you are addressing. You do not reach the governmental sector in the same way you reach the consumer market.

Describe the products or services you are offering and their usefulness. Indicate in which way they differ or how they are responding to your clients needs.

You must focus your activities on one target group. A new business can not satisfy the needs of the clientele that make-up an entire market. A newly started business does not have the necessary resources (human, financial, etc.) to meet the needs of its market. This is why you must select a segment of the market which you must address. Next, you must ensure yourself that this targeted clientele represents a sales potential sufficient for the survival of your business.
Tendencies and evolution of this market:

How does the market perform? Does it tend to evolve or is it in decline? What are its strengths and weaknesses? Is there a black market? Justify with facts and figures as backup, as well as your source of information.
Needs of potential clientele:
Would your business be able to meet the needs of your potential clientele?
Detailed description of product or service:
Please provide a sketch or photo as to adequately describe your product or service.
The advantages of the product:

Why would the client go to you, why would he return? What are the advantages and benefits for the client, and this, without comparing whatever currently exists on the market?
4.2
Target Clientele

It is important to target well your clientele. You must know to whom you are aiming your service or product.
If your targeted market is a consumer market, you must identify the age group (ex.: 15-25 age group, children, 55 and over age group), the sex, the income, their purchasing habits. For example, you must know if it is important that your business be situated in close proximity of your residence, the type of store frequented for the purchase of this type of product or service, etc.
If you are addressing an industrial market, you must know the principle activities of this clientele, their geographical situation, their turnover, number of employees, their specific needs, their sales methods, etc.

You must also know their purchasing criteria and the importance attached to the product or service, the frequency of purchases and the price they are willing to pay.
Description of targeted clientele:
Please provide a detailed description of your targeted clientele.
Which territory will your business serve?
Will it be a residential area, city, MRC, province?
Indicate, in dollars, the overall request for the target market:
How much could this targeted market be worth?

What percentage of this request is a susceptible part of your clientele?
Indicate what percentage your clientele represents in relation to the global demand.
Evaluation of purchasing frequency by the same client:

How often will the client purchase your product or service, daily, weekly, monthly or yearly?
Evaluation of the potential income of your business:
Multiply the number of potential clients on your targeted territory by the average expense per client, per year.
Evaluation of total sales for the 1st year of operation:

What percentage of the market do you think obtain? The number of clients or contracts? Ascertain that the data written is in relation with the financial forecast indicated at the end of this business plan.  You may attach the results of the market survey.
Sources of information employed or persons consulted to do this survey:
Indicate the sources of information which have permitted you to attain this data.
4.3
Competitor

You must know your competitors and their strategies. Do not minimize their strengths or capacities. 

Analyse the strengths and weaknesses of their products, distribution, suppliers, financial situation, clientele, publicity, price policies, the services they offer and the quality of the products or services.
Your direct competitors are those who offer the same product or service as you, while an indirect competitor is one who offers a similar product or service.

Example: 
If you start-up a library and you sell stationery, your direct competitors will be the libraries in your area. But, your indirect competitors will be pharmacies and department stores who also sell stationery.
Direct Competitor
Provide a complete list of all your direct competitors, their geographical location and number of year(s) in operation.
Indicate their strong points, weak points and the market share of each competitor.
Indirect Competitor
Provide a complete list of all your indirect competitors offering an alternate service and note their influence.
Competitors’ Reaction
Indicate which actions your competitors could undertake in order to further compete with your products or service.
Competitive Advantages
What are your competitive advantages?
What distinguishes you from your competitors?
5.
MARKET RESEARCH STRATEGY
Thanks to your market analysis, you may now define your marketing strategy, for now you have all the necessary information in hand.
The first objective of a market strategy is to establish how to reach a group of people susceptible of buying your product or service. The market strategy plan will help you in establishing your priorities.

At the very start of your business plan, you had to define your business project. With the market analysis, you now know if there is room for your product or service or if it is better to re-adjust your aim.

Your research has permitted you to define your clientele as well as your competitors. Do not forget, lying to yourself is not in your best interest, we all have competitors!

At this stage, the market strategy will permit you to establish and plan the means by which you will reach your future clients. 

5.1
Product

You must define the packaging of the product (shape, design), the name and the brand under which it will be sold, service and guarantee. You must study what will incite the clientele to use your product or services.
Presentation of product:

What is its’ shape, packaging, colors, name and brand?
After sales service and guarantee:

What type of after sales service will you offer? What is the length of your guarantee and what will it include?
Characteristics of product in comparison with the competition:

Is your price inferior or superior to your competitions’? Does your product have a more attractive style? Is it more useful than that of your competition? Is it easily maintained?

5.2
Publicity, promotion and representation

To reach your clientele, you have many possibilities. You must study the method which is most appropriate for your product, to your budget and for the clientele you are attempting to reach.
Here are a few examples of publicity and promotional tools:

· telemarketing

(
mailing
· personal sales (representation)
(
publicity by medias (newspapers, 

· brochure, sample


radio, television, Internet)

· yellow pages

(
billboards, posters

Study your environment. What are your clienteles’ listening habits? If the majority of your clientele works and travels by automobile, they must listen early morning radio and between 5:00 p.m. and 6:00 p.m. in the evening. If your market consists mostly of industrials, inquire which newspapers and magazines are most read (Les Affaires newspaper, SME Magazine, etc.). It is important to discern exactly what type of publicity is the most adequate for your market in order to reach the largest percentage of your clientele while respecting your budget.
Planning of publicity and promotion for the first year:

Indicate the dates (month and year) the means, as well as costs generated.

Note: A business must invest more for publicity the first year for it must make itself known.
Remuneration of Representatives:
Are the representatives remunerated by commission and/or salary? How do the other businesses in the same sector remunerate their representatives?
5.3
Price Strategy
In your market analysis you have identified the price which your clientele is willing to pay for this type of product or service, as well as your competitors’ prices. Now, you must establish your price taking into account these two factors: «marketing» and «profitability». Your price policy must permit you to break onto the market while generating profits. 
This analysis is also very important and you must thoroughly examine the question as it deals with a vital step for your business. A cost analysis is essential to determine the price of a product as to attain a level of profitability.
The cost analysis is also important to determine your discount and credit policy. If you agree to 60 or 90 days credit, make sure to have the necessary funds to support your accounts receivable during this period. If you can afford a discount policy, this may be part of your promotion strategy.

What is the price of each of your products or services and how have you determined these?

List your products and their respective prices. Explain how you have established these prices.
Credit Policy:

This question permits you to establish money coming into your provisional accounts budget.
How many days will you give your clients in which to pay? Add examples: 10% net 30 days, collection policy, deposit, advances for clients, etc.
Discount Policy:
What discount do you grant regular clients or clients who purchase in large quantities and why?
How will you ensure customer loyalty?
What will you offer in order to keep your clientele? Will you offer 24 hour service, a more personalized service, free delivery, corporate gifts, coupons, etc.?
Competitors’ Credit and Discount Policy:

How many days do your competitors grant their clients in which to pay? What discount do they grant their clients when purchasing large quantities?

5.4
Distribution Network

Identify by which means your products will be forwarded (by direct sales, by distributor, by wholesaler, etc.). If you are a retail business, the question does not apply, but if you are a manufacturer, describe your distribution network and explain your choice.

Distribution network utilized:

How will you proceed in order to distribute your products, by direct sales, by distributor, by wholesaler?

Delivery Period:

What is the delay between the moment a client places his order and the actual reception of your product or service?

5.5
Location

At this stage you should know in which area you must set up your business. Your choice of criteria ought to take into consideration the proximity of your clientele, of accessibility, of the surface required, municipal laws and regulations, costs related to this site (price, taxes, transport, etc.). 

· Verify that the site you have chosen is in conformity with zoning regulations. Check with municipal authorities if you are authorized to practice commercial or industrial activities, depending on the case, at this address.
· Ascertain yourself that the selected site corresponds to your material needs. You must have sufficient space to conduct business acceptably and also have space for expansion, if required.
· Verify that the cost of rent or mortgage is reasonable and in conformity with your budget. Although your image is important, do not invest too much towards it.

· If you are a tenant, see how cooperative your owner can be. It is worthwhile for him to grant you certain latitude regarding the termination of your lease if the case arises.
· If your business could profit by spontaneous visits from clients, set up your business close to complementary or comparable businesses. Notice that the fast food chains and automobile dealerships have a tendency to regroup in the same sector, and that pharmacies are located in or close to medical buildings.

· Make sure that your location is easily accessible. Your business may be situated on a high traffic road, but there is no possibility for motorist to stop without making a detour.

· List all potential locations and compare the advantages and disadvantages. Such as, if you decide to use part of your personal residence, think of the family implications and municipal regulations.

· We strongly recommend adding a sketch of your location in annex.
Criteria for choice of premises: 
What size of premises do you require? What is the ceiling height necessary for your activities? Do you require parking, storage area? What are the technical specifications for your premises? What price are you willing to pay? What is the customer traffic? How high are the taxes?
Municipal zoning of the chosen building:

Which are the zoning regulations applicable to the building you have chosen or will choose? Does the municipal zoning permit you to operate your business in this area?
6.
OPERATION AND PRODUCTION
6.1
Fixed Assets
Mention the value of the fixed assets (land, building, rolling stock, furniture and production equipment, furniture and office equipment, computer systems, rental improvements) presently acquired, to be acquired as well as rentals.
Indicate what type of technologies you are using, manufacturing process, patents, industrial agreements, transfer of technology, licensed production, etc.
6.2
Execution and control

Describe production process and stages, raw materials required. You must also be able to evaluate the production capacity of your business and establish a form of quality control.
Consider subcontracting, it is occasionally more time and cost efficient, particularly in the beginning when your manpower is at a minimum.

As to the identification of suppliers, it is good to know from whom you can acquire the merchandise, delivery time and conditions of sale.

Process, production stages and production time for each product or service:
What stages of production must your product undergo before it is ready for sale? What is the time required to manufacture a sample of your product?
Seasonal variations and capability to adapt (Depending on the seasons or events, sales may vary as well as operation costs.):
Focus on the fact that according to the seasons or events, your sales as well as your operating costs may vary. Is your business susceptible to these variations?  How will you adapt? 
Raw Materials Required:

List the components that you require for manufacturing your product or service, indicating cost as well as the total amount.
List of Suppliers:

Indicate the necessary raw materials, name of suppliers as well as their delivery period and their sales conditions. 
Do you obtain discounts if the purchase is paid in cash or net/30 days? Include quotes in annex.
Work given to subcontractors:
In certain cases, subcontracting may be more time efficient and less costly, particularly at the beginning when manpower is at a minimum. Add any agreements in annex, if applicable.
Type of quality control:

How will you insure the quality of your product, according to the ISO, HACCP norms etc.?
6.3 Risk Management

Which difficulties could you encounter? What measures will you use to overcome them?
Your principal supplier goes bankrupt, what do you do? Equipment breakdown prevents you from carrying out and order, what measures will you use to resolve the problem?
7.
FINANCIAL FORECASTS
This last section will allow you to translate in monetary terms your business project. This section will evaluate its profitability, its cost will suggest the type of financing.
Your previsions must be as realistic as possible. You must be certain that you will be able to get through difficult periods. If you are thinking of presenting a business plan for the purpose of obtaining financing, think that those who will be analysing your project spend their days doing this.  So, the more complete and thought out your financial section, the more seriously it will be taken by the people who must judge on paper.

· If you prefer working with Excel, a blank financial forecast data file is available on CD and on our Internet site in the Entrepreneurs/Tools Section. Consult one of our counsellors for more information.

Cost and Financing at start of project

Establish a list of all fees you will be paying in order to start your project: notary fees, financial institution fees (opening of file), transfer duties, accountant fees, evaluation fees, building inspection fees, connection of telephone, electricity, Internet, etc. You will then know what amount of money you will need at the start.
You now know the amount of funds required to start the project, you may complete this part, which is in effect the balance sheet of your project at the start.

With the help of the Business Plan, you will identify the amounts required for stock, equipment purchases, for purchasing the building, necessary rental improvements, etc. Do not forget to include assets in your possession that you wish to invest in your business. The latter will become a part of your capital outlay.

The «other assets» should include the incorporation fees, the costs for patent acquisitions, trademarks, etc.

.

Definitions

Cash flow: Document which consists in a forecast of inflow and outflow of funds during a specific time period, often one year, divided into months.
Statement of accounts: Financial statement where revenue and profits, as well as expenses and losses appear (month or year). This allows you to measure what the performance of the business will be by comparing the sales figures in relation to operating expenses. It allows you to see whether the business will show a profit or a loss and the principal operating costs. The statement of accounts is one of the most important financial statements, since it is the one most often analysed by bankers.
Cost of merchandise sold:  In a commercial business, figures equal to initial stock inventory, increase purchases for current year and decrease final stock from inventory.
Operation Profits:  Profits ensuing from the operation of the business and representing the surplus of operation profits for a given fiscal period.
Net Profit:  Surplus of total profits of a fiscal (month or year) on the total expenses of this exercise.
Balance Sheet:  Summary document which exposes, at a given date, the financial situation and the property of the business, in which appear the assets and liabilities elements as well as the difference that corresponds to the owners assets.

A provisional statement or pro forma allows you to define what will be your business’ financial situation. The statement establishes the list of your short term assets, such as your accounts receivable, the value of your inventory at your disposal, the amount of liquidity and your assets, such as materials, installations or vehicles at the amortized value.
The short term liabilities must include all invoices to be paid to your suppliers, bank, etc., during the year. The long term liabilities group together all your long term engagements such as mortgages, loans for equipment or materials and the funds you, yourself or third party have loaned to the business.

Cash Balance: Money included in cash and bank accounts of a business.
Fixed Assets: Whole of the corporeal and material property for a relatively long or permanent period (furniture, building) the business utilises for its operation.
Depreciation: Loss of value which a property is subjected to after use. Amortization corresponds, for a given financial exercise, to the amount ensuing from the systematic repartition of the cost of acquisition of a property minus its residual value for the length of its use.

Owner Assets:  Personal cash injected into the business by the owner to increase the assets of his business.

Statement of Owner Assets:  Financial statement resuming the changes occured in each of the owners’ assets during an exercise.
Net Salary: Amount of money received by a salaried worker after his employer has deducted the salary deductions from his gross salary.
Working Capital: Cash necessary on a short term basis to pay expenses related to the normal operation of the business in order to produce cash inflow.

Considering your business’ working capital will probably be negative during the first months, it is therefore important to finance it with a bank loan in order to bring it to zero. Your total needs in working capital at the start will be determined by the highest cumulative deficit of the first months of your cash budget (1 year).

Break Even Point: The turnover the business must have as revenue must be equal to all its expenses. It is therefore the base amount the business must attain.
If you surpass your break even point, you have a chance at success. If not, you must increase the prices, increase volume of sales and/or reduce costs or abandon your project, as presented at this time.
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