Business Plan Format

Note: Throughout this document, it is to be expected that narratives and answers to questions will be accompanied, as relevant, with charts, tables, graphs, and numbers as necessary. Both components are necessary in order for the business plan to be complete.

1. General Information

1.1. Name of the investment project

1.2. Short (one-sentence) project description, goals

1.3. Name(s) of persons initiating project and preparing business plan; contact information (address, telephone, fax, e-mail)

1.4.  Date

2. Executive Summary

2.1. Name of product or service

2.2. Manner of project realization (new venture formation, expansion of existing venture, technical upgrade, etc.)

2.3. Project requirements:

· Raw materials, intermediate products, energy requirements

· Human resources/labor force requirements

· Infrastructure requirements

· Land/building requirements

· Other requirements (list in Appendix)

2.4. Rationale and organization of production process, if relevant

2.5. Market analysis

2.6. Financing: list how capital will be used

2.7. Technology: list how relevant technology will be developed

2.8. Future Projections: list economic and financial indicators

2.9. Other (list in Appendix)

3. Product or Service Specifications

3.1. Proposed output (product or service)

3.2. Function and main attributes (type, size, qualities, etc.)

3.3. Relative uniqueness (developed for first time in global practice, modernization of current product or service, analogue of domestic/foreign product, etc.)

3.4. Projected annual output volume by each type of product or service, and justification of this projected output (include estimations of annual consumption, optimal annual output, etc.)

3.5. Expertise availability for production

3.6. Estimated cost of producing one unit; estimated selling price for one unit.

3.7. Conformity of the output to domestic and international standard demands

3.8. Raw materials, semi-finished products, intermediate products

3.8.1 Main types of raw materials and semi-finished products required.

3.8.2 Rationale for the annual requirement of the main type of raw materials needed for output volume of the finished goods or services.

3.8.3 Specifications and attributes, quality control, and respective method of preparation of raw materials.

3.8.4 Information about sources and availability of the raw materials:  all sources of the raw materials available locally, existing or planned municipal or local capacities.  Comprehensive data about the sources of the raw materials.

3.8.5 Comprehensive data on the availability and feasibility of obtaining raw materials from local, national, or international sources.

3.8.6 Annual energy requirements.  Basis for using specific energy sources to power the facility.  Comprehensive data about energy provider and source.

3.8.7 Annual hydro requirements.  Basis for using specific hydro source and effect on the project considering other users consuming significant amounts of hydro from the same source.  Comprehensive data about the source of hydro.

3.8.8 Cost of raw materials, resources, semi-finished goods, hydro, and electricity (per one unit of most common measurement).

3.8.9 Types of intermediate products, and utilization specifications.

3.9.  Human resources and labor

3.9.1    Total human resource requirement needed to support entire project.

3.9.2 List of human resources and labor requirement segmented by category and average annual wage (assuming full capacity output of the enterprise). If the enterprise is being expended or modernized, specify existing or projected figures.

3.9.3 Sources and ways of attracting managerial, technical, skilled as well as unskilled employees (in accordance with 3.9.1, 3.9.2)
3.9.4 Required staff training. Strategy for training key staff members inside and outside of the country (number of people segmented by different employee categories and anticipated duration of their training periods).

3.9.5 Required temporary experts (local and international) with indication of their specific objectives (i.e. technical assistance with development of the business plan, marketing, external economic or currency operations, etc). Qualifications of required experts, quantity of people, duration of need.

3.9.6 Total number of employees, total number of employees at analogous enterprises.

3.9.7 Current status of selection and hiring process of labor force candidates (i.e. existing preliminary agreements or memorandums of understanding re staff training with specific organizations; current role of essential experts, local, international, industry/process specific, etc.)
3.9.8 Particular individual(s) responsible for hiring labor force. 
3.10 Infrastructure

3.10.1 Required auxiliary manufacturers and/or service providers to execute the project (list, location, and cost of doing business with these entities).

3.10.2 Availability of required auxiliary manufacturers and/or service providers (existing independently operated or to new ones be developed) within close proximity of project’s physical location.

3.10.3 Transformational infrastructure, acceptable transportation and availability of highways, airports, railroads, waterways.

3.10.4 Engineered network and power supply system requirements:  availability of power lines, heating/cooling supply systems, water supply systems.  Any requirement for installation, upgrading, or repair of such supply systems, cost.

3.10.5 Requirements and availability of communication, including telecommunications (telephone, fax, Internet, etc.) and postal and other communications services.

3.10.6 Social and common welfare infrastructure: housing, medical services, restaurants, cultural centers, entertainment and general service districts. 

3.10.7 Greenhouse effect and preservation of the environment: consequences for the environment as a result of development and exploitation of the project (description of pollutants, impact on the environment, estimated volume). Means of preventing pollutants from impacting greenhouse effect and natural environment, cost.

3.10.8 Unavailable infrastructural items anticipated for development (or currently being developed by other organizations) outside the scope of the project.

3.10.9 Which parts of infrastructure will be financed from the funding of this project (specify capital requirement for each)?

3.11 Construction Site and Development

3.11.1 Location of the construction site or the expansion of facilities.

3.11.2 Rationale for selecting specific region, area, or district to be the location of this project.

3.11.3 Characteristics of specific region, area, or district selected for project’s location, including a situational diagram with indication of the manufacturing and public buildings, other structures (i.e. water inlets, refineries, power lines, heating supply, water supply, auto and train) and a general blueprint of the entire facility, including positioning of the main structures and buildings on the site, additional constructions, sites and areas for potential project expansion.

3.11.4 Availability of adequate amount of land for project development:  additional land requirements. If land is not yet secured, anticipated cost and process for securing. 

3.11.5 List of major structures under project development (capacity, cost).  Description of the principal construction and planned capacity assessments of largest and most complex structures. 

3.11.6 Plans for developing facilities in consequential phases in order to speed the launch of output capacities and key funds.

3.11.7 Deadline schedule for completing development phases (planned schedules for the engineering and construction activities).

3.11.8 Availability of building materials and adequate construction labor force for project’s development.

3.11.9 Information about key contractors and main subcontractors – construction and assembly companies, participating in this project’s development (local and/or international companies).

4. Market Research for Product/Service

4.1 Market characteristics 


4.1.1. Scope of supply and demand


4.1.2. Main target market


4.1.3. Statistics of the import/export of the similar (substitute) products (services)


4.1.4. Current prices for analogous products (services)


4.1.5. Forecasts price of the product (service) being offered

4.1.6. Market breakdown for the product (service) being offered into relevant segments (show total projected output and list all different market segments as % of total output).


Output volume of offered product, in thousands USD


Consumption by the local market segment, %


Level of nation-wide consumption, %


Export, %


Other (list in Appendix)

4.1.7. Presence of competing sellers of analogues products on the market

4.1.8. Ratio of product (service) output of the firm to the total output of all firms in the domestic (international) industry, including the firm, %

4.2 Guaranteed sales of product (service)

4.2.1. Presence of supply agreements, presence of agreements of intent to receive output product (service)

4.2.2. Identified distribution channels and sales of product (service)

4.2.3. Developed methods of increasing demand of product (service)

4.2.4. Other  (list in Appendix)

4.3. Production plan:

Define annual production volume for project’s life period




2003
2004
2005
2006
2007


Units (___):


Dollar value:
4.4 Future Projections:

4.4.1 Note the projected internal rate of return and substantiate

4.4.2 Note the projected net present value of expected future cash flows and substantiate

4.4.3 Note the projected deficit, if any, and substantiate

4.5 Additional information about taking measures to stimulate more sales of product (service), including but not limited to setting up a leasing company, dealer distribution network, etc. (be specific).

5 Project Preparedness

5.1. Output capacity:


5.1.1. Available production space 


5.1.2. Additional production space needed 

5.2. Land requirements.

5.3. Detailed operations schedule

5.4. Conducted examinations/inspections of the project


Tax Authorities


Land and Property Inspectors


Executive Committee 


Ecological Jurisdictions


Customs Control


Stock and Exchange Commission


Hydro Jurisdiction


Technical and Scientific Examinations


National Standard 


Labor Protection


International Economic Relations


Anti-monopoly committees

Considerations for legal constraints 


Other type of jurisdictions (list in Appendix)

5.5. Necessity for imported deliveries


equipment


resources and raw materials


technologies


training services 


other (list in Appendix)

5.6. Coverage and subsidization of resources, %


Transportation 


Electricity supply


Personnel


Social infrastructure


Water supply


Communications


Production space


Heat supply


Raw materials


Other (list in Appendix)

5.7. Certifications and licenses required 
6 Financing the Project

6.1. Anticipated sources for funding (banks, government agencies, domestic companies and organizations, international companies and organizations, foreign investors, public), indicating amounts of financing per each source.

6.2. Strategy for attracting investment: offer of shareholding stake, long-term loan, short-term borrowing, public funding, etc.

6.3. Schedule of preliminary allocation of funds with indication of the source for corresponding financing.

6.4. Desirable objectives of attracting investors and other stakeholders for each category, including:

a. Investment: participation in financing, loan.

b. Joint venture

c. Separation of duties by subcontracts

d. Untraditional financing (barter, etc.)

e. Contribution of patents and licenses

f. Offer to supply technology and equipment

g. Other (list in Appendix)

6.5. Information about project sponsors and parties benefiting from and interested in realization of the project. Include all organizations, both domestic and international: name and complete contact information, history and experience of enterprise, annual revenue, total output volume, general description of property owned, charted capital, relationship with banks, holding companies, year of formation, number of staff, direction of managers and partners.

6.6. Agreements with potential investors with regards of financing and/or providing for this project.

6.7. Anticipated administration of project organization (sole-proprietorship, partnership, government enterprise, private corporation, public corporation, non-for profit organization, private or government organization).

6.8. Ownership structure of the enterprise before and after realization of the project.

6.9. Collateral obligations of the debtor.

6.10. Financial Characteristics of the Project

6.10.1. Estimate of capital expenditures per type of expense.

6.10.2. Expenditures on realization and operation of the project (dynamics of expenditures by year).

6.10.3. Extracted revenues (or revenue dynamics by year)

6.10.4. Rationale for obtained profit.

6.10.5. Deductions for taxes resulting from operation of the organization.

6.10.6. Calculation of credit repayment with interest consideration.

6.10.7. Degree of project’s profitability. 

6.10.8. Comparison with characteristics of current leading domestic and international companies.

6.10.9. Analysis of reliability and stability of the project considering change in economic, political, social, legislative and market conditions.

7. Project Ownership and Other Information 

7.1. Formal and relative name of the enterprise

7.2. Organizational structure

7.3. Ownership structure


Private ownership


Community ownership

State ownership


Public company


Assorted


Other (list in Appendix)

7.4. Number of staff


Total number of people _______, including permanent ______ positions

7.5. Contribution to charter capital:


Including:

- % of the enterprise;
- % of public;

- Other owners

7.6. Estimate value of real-estate property


Date of the appraisal

7.7. Outstanding debt of the enterprise


Including:


 long-term debt (due in more than a year): __________


 short-term debt: (due in less than a year): ___________

7.8. Type of economic activity and volume of output.

7.9. Enterprise’s experience of on the market:


domestic market ______ 


foreign market _______

7.10. Year of enterprise was founded: ________

7.11. Date of the last audit: __________


Information about the auditor


Name of the organization


Authorization number and issuing committee


Directing audit officer


Full contact information

7.12. Taxing agency conducting yearly assessments:


Full name and contact information of the assigned taxation officer

7.13. Banks, servicing the enterprise (name, contact information)

7.14. Address of the enterprise:


Legal address


Full mailing address


Telephone


Facsimile


E-mail


7.14.1. Director’s name and contact information


7.14.2. Contact employee’s full name and contact information


7.14.3. Representatives of the enterprise:

8. Future Projections

This section should not only include a narrative, but also relevant tables and numbers. The most important analysis is the cash flow component, and should include the following:

8.1. Income statement (sales, cost of sales, personnel and other expenses)

8.2. Balance sheets

8.3. Sales forecast (sales and cost of sales, market analysis)

8.4. Break-even tables for business ratios

8.5. General assumptions

8.6. Projected internal rate of return (IRR)

8.7. Cash flow (NPV, etc.)
9. Appendices

Insert all additional lists, letters, references, and collateral information referred to, or not covered, elsewhere in the plan.

