Computer Applications

Business Project
Develop a Business Plan
As part of your business plan, you will determine what type of business you will run by answering the following questions:

1. What will my business provide for the customer?

2. Who is my target customer?

3. How will I communicate with my customer?

4. What product and/or service will I provide?

5. Where will my business be located?

6. What hours will I operate my business?

7. Who is my competition?

The body of your business plan can be divided into four distinct sections:

1. the description of the business

2. the marketing plan

3. the financial management plan

4. the management plan

Follow this guide for preparing your business Plan

Part  1
Cover Sheet 
Display business info.:  logo, name, address, city, state, zip, telephone, fax, website, email
Display student info.:  student(s) names, date submitted
Arrange information in an attractive, easy to read manner.  

(10 Point Possible)

Part 2
Purpose, Goals, Objectives
http://www.bplans.com/samples/index.cfm?s=bp&affiliate=bcentral# 

Clarify why you are or why you selected your business

State the goals of your company

Explain in a few paragraphs your short- and long-term goals for the company. How fast do you think it will grow? Who will be your primary customers?

Consider the following questions as examples of what your goal description should answer: 

Where will this company be in one, three, five years? 

What are our goals for revenues? 

How many employees will this company have in one, three, five years? 

Today we are in the business 'X', and hope to be in business 'XYZ' in one, three, five years? 

Aside from presumably indicating a necessity to achieve regular profits (expressed as return on shareholders' funds), objectives should relate to the expectations and requirements of all the major stakeholders, including employees, and should reflect the underlying reasons for running the business.
Example of objectives for Sagebrush Sam's for the first three years of operation: 

· Growing one unit per year for the first three years of operation. 

· Keeping food cost under 35% of revenue. 

· Keeping employee labor cost between 16-18% of revenue. 

· Averaging sales in each location between 3-4 million dollars per year. 

· Maintaining tight controls on costs and operations by hiring a managing partner/proprietor for each location and utilizing automated computer/Internet control.
Include at least 5 goals/objects.  Information can be presented in narrative form or a bulleted list.

(10 Points Possible)


Part 3 Description of Business
In this section, provide a detailed description of your business.  An excellent question to ask yourself is: "What business am I in?" In answering this question include your products, market and services as well as a thorough description of what makes your

business unique. Remember, however, that as you develop your business plan, you may have to modify or revise your initial questions.

When describing your business, generally you should explain:
1.  Legalities—business form:  proprietorship, partnership, corporation.

2.  Business type:  merchandizing, manufacturing, or service.

3.  State your product or service.

4.  Is it a new independent business, a takeover, an expansion, a franchise?

5.  Why your business will be profitable.  What are the growth opportunities?

6.  When you business will be open (days, hours)?

7.  What you have learned about your kind of business from outside sources (trade suppliers, bankers, other franchise owners, franchisor, publications).

In the description of your business, describe the unique aspects and how or why they will appeal to consumers.

Emphasize any special features that you feel will appeal to customers and explain how and why these features are appealing. 

The description of your business should clearly clarify why you are, or why you want

to be, in business.
Part 4 Product/Service
Try to describe the benefits of your goods and services from your customers' perspective. Successful business owners know or at least have an idea of what their customers want or expect from them. This type of anticipation can be helpful in building customer satisfaction and loyalty. And, it certainly is a good

strategy for beating the competition or retaining your competitiveness. Describe:

     1.     What you are selling.

     2.     How your product or service will benefit the customer.

     3.     Which products/services are in demand; if there will be a steady flow of cash.

     4.     What is different about the product or service your business is offering.

Part 5 The Location
The location of your business can play a decisive role in its success or failure. Your location should be built around your customers, it should be accessible and it should provide a sense of security. Consider these questions when addressing this  section of your business plan:

     1.     What are your location needs?

     2.     What kind of space will you need?

     3.     Why is the area desirable? the building desirable? ample parking? 
     4.     Is it easily accessible? Is public transportation available? Is street lighting adequate?
     5.     Are market shifts or demographic shifts occurring?

Part 6 The Marketing Plan
Marketing plays a vital role in successful business ventures. How well you market you business, along with a few other considerations, will ultimately determine your degree of success or failure. The key element of a successful marketing plan is to know your customers -- their likes, dislikes, expectations. By identifying these factors, you can develop a marketing strategy that will allow you to arouse and fulfill their needs.

Identify your customers by their age, sex, income/educational level and residence. At first, target only those customers who are more likely to purchase your product or service. As your customer base expands, you may need to consider modifying the marketing plan to include other customers.

Develop a marketing plan for your business by answering these questions..

     1.     Who are your customers? Define your target market(s).

     2.     Are your markets growing? steady? declining?

     3.     Is your market share growing? steady? declining?

     5.     Are your markets large enough to expand? 

     6.     How will you attract, hold, increase your market share? How will you promote your sales? 

     7.     What pricing strategy have you devised?
Refer to THE ENTREPRENEUR'S MARKETING PLAN to gather this information.
Part 7 The Competition
Competition is a way of life. We compete for jobs, promotions, scholarships to institutes of higher learning, in sports—and  in almost every aspect of our lives. Nations compete for the consumer in the global marketplace as do individual business owners. Advances in technology can send the profit margins of a successful business into a tailspin causing them to plummet overnight or within a few hours. When considering these and other

factors, we can conclude that business is a highly competitive, volatile arena. Because of this volatility and competitiveness, it is important to know your competitors.

Questions like these can help you:

     1.     Who are your five nearest direct competitors?

     2.     Who are your indirect competitors?

     3.     How are their businesses: steady? increasing? decreasing?

     4.     What have you learned from their operations? from their advertising?

     5.     What are their strengths and weaknesses?

     6.     How does their product or service differ from yours?

Keep in mind, if you ever are at a point and you do have your own business, start a file on each of your competitors. Keep manila envelopes of their advertising and promotional materials and their pricing

strategy techniques. Review these files periodically, determining when and how often they advertise, sponsor promotions and offer sales. Study the copy used in the advertising and promotional materials, and their sales strategy. For example, is their copy short? descriptive? catchy? or how much do they reduce prices for

sales? Using this technique can help you to understand your competitors better and how they operate their businesses.

Part 8 Pricing and Sales
Your pricing strategy is another marketing technique you can use to improve your overall competitiveness. Get a feel for the pricing strategy your competitors are using. That way you can determine if your prices are in line with competitors in your market area and if they are in line with industry averages. 

Some of the pricing strategies are:

     *     retail cost and pricing

     *     competitive position

     *     pricing below competition

     *     pricing above competition

     *     price lining

     *     multiple pricing

     *     service costs and pricing (for service businesses only)

           - service components

           - material costs

           - labor costs

           - overhead costs

The key to success is to have a well-planned strategy, to establish your policies and to constantly monitor prices and operating costs to ensure profits. Even in a franchise where the franchisor provides operational procedures and materials, it is a good policy to keep abreast of the changes in the marketplace because these changes can affect your competitiveness and profit margins.

Review the Price/Quality Matrix below for ideas on pricing strategies for you and your competitors.  Determine which of the strategies they use, if it is effective and why it is effective.

	Price/Quality Matrix—Sales Appeals

	Price/Quality
	High
	Medium
	Low

	High
	“Rolls Royce” Strategy
	“We Try Harder” Strategy
	“Best Buy” Strategy

	Medium
	“Out Performs” Strategy
	“Piece of the Rock” Strategy
	“Smart Shopper” Strategy

	Low
	“Feature Packed” Strategy
	“Keeps on Ticking” Strategy
	“Bargain Hunter” Strategy


Part 9 Advertising and Public Relations
How you advertise and promote your goods and services may make or break your business. Having a good product or service and not advertising and promoting it is like not having a business at all. Many business owners operate under the mistaken concept that the business will promote itself, and channel money that should 

be used for advertising and promotions to other areas of the business. Advertising and promotions, however, are the life line of a business and should be treated as such. 

Devise a plan that uses advertising and networking as a means to promote your business. Develop short, descriptive copy (text material) that clearly identifies your goods or services, its location and price. Use catchy phrases to arouse the interest of your readers, listeners or viewers. Remember the more care and attention you devote to your marketing program, the more successful your business will be.

Read the information below to help develop your marketing strategy.
MARKETING TIPS, TRICKS & TRAPS

Sales Strategy
* Use Customer-Oriented Selling Approach—By Constructing Agreement

	*Phase 1
	Establish Rapport with Customer—by agreeing to discuss what the customer wants to achieve.



	*Phase 2
	Determine Customer Objective and Situational Factors—by agreeing on what the customer wants to achieve and those factors in the environment that will influence these results.

	*Phase 3
	Recommend a Customer Action Plan—by agreeing that using your product/service will indeed achieve what customer wants.

	*Phase 4
	Obtaining Customer Commitment—by agreeing that the customer will acquire your product/service.


*Emphasize Customer Advantage

	Must be Read
	When a competitive advantage can not be demonstrated, it will not translate into a benefit.

	Must be Important to the Customer
	When the perception of competitive advantage varies between supplier and customer, the customer wins.

	Must be Specific
	When a competitive advantage lacks specificity, it translates into mere puffery and is ignored.

	Must be Promotable
	When a competitive advantage is proven, it is essential that your customer know it, lest it not exist at all.


MARKETING TIPS, TRICKS & TRAPS

Benefits vs. Features

	The six “O’s” of organizing Customer Buying Behavior

	ORIGINS of purchase
	Who buys it?

	OBJECTIVES of purchase
	What do they need/buy?

	OCCASIONS of purchase
	When do they buy it?

	OUTLETS of purchase
	Where do they buy it?

	OBJECTIVES of purchase
	Why do they buy it?

	OPERATIONS of purchase
	How do they buy it?


Convert features to benefits using the "...Which Means..."  Transition

Sales Maxim:
"Unless the proposition appeals to their INTEREST, unless it satisfies their DESIRES, and unless it shows them a GAIN--then they will not buy!"

	Quality Customer Leads

	Level of need
	Ability to pay

	Authority to pay
	Accessibility

	Sympathetic attitude
	Business history

	One-source buyer
	Reputation (price or quality buyer)


Part 10 The Management Plan
Managing a business requires more than just the desire to be your own boss. It demands dedication, persistence, the ability to make decisions and the ability to manage both employees and finances.  Your management plan, along with your marketing and financial management plans, sets the foundation for and facilitates the success of your business.

Like plants and equipment, people are resources—they  are the most valuable asset a business has. You will soon discover that employees and staff will play an important role in the total operation of your business. Consequently, it's imperative that you know what skills you possess and those you lack since you will have to hire personnel to supply the skills that you lack.  Additionally, it is imperative that you know how to manage and treat your employees. Make them a part of the team. Keep them informed of, and get their feedback  regarding, changes. Employees often times have excellent ideas that can lead to new market areas, innovations to existing products or services or new product lines or services which can improve your overall competitiveness.  

Your management plan should answer questions such as:

     *     How does your background/business experience help you in this business?

     *     What are your weaknesses and how can you compensate for them?

     *     Who will be on the management team?

     *     What are their strengths/weaknesses?

     *     What are their duties?

     *     Are these duties clearly defined?

     *     What are your current personnel needs?

     *     What are your plans for hiring and training personnel?

     *     What salaries, benefits, vacations, holidays will you offer? 

     *     What benefits, if any, can you afford at this point?

Part 11 The Financial Management Plan
This section of the business plan can get complicated, especially if you do not have a background in Accounting.  Read the following information and determine what type of documents that you would like to include in the financial part of your business plan.

Sound financial management is one of the best ways for your business to remain profitable and solvent. How well you manage the finances of your business is the cornerstone of every successful business venture. Each year thousands of potentially successful businesses fail because of poor financial management. As a business owner, you will need to identify and implement policies that will lead to and ensure that you will meet your

financial obligations.

To effectively manage your finances, plan a sound, realistic budget by determining the actual amount of money needed to open your business (start-up costs) and the amount needed to keep it open (operating costs). The first step to building a sound financial plan is to devise a start-up budget. Your start-up budget will usually include such one-time-only costs as major equipment, utility deposits, down payments, etc. 

The start-up budget should allow for these expenses.

                           Start-up Budget

     * personnel (costs prior to opening)

     * legal/professional fees

     * occupancy

     * licenses/permits

     * equipment

     * insurance

     * supplies 

     * advertising/promotions

     * salaries/wages

     * accounting

     * income

     * utilities

     * payroll expenses

An operating budget is prepared when you are actually ready to open for business. The operating budget will reflect your priorities in terms of how your spend your money, the expenses you will incur and how you will meet those expenses (income). Your operating budget also should include money to cover the first three to six months of operation. It should allow for the following expenses.

                          Operating Budget

     * personnel

     * insurance

     * rent

     * depreciation

     * loan payments

     * advertising/promotions

     * legal/accounting

     * miscellaneous expenses

     * supplies

     * payroll expenses

     * salaries/wages

     * utilities

     * dues/subscriptions/fees

     * taxes

     * repairs/maintenance

The financial section of your business plan should include any loan applications you've filed, a capital equipment and supply list, balance sheet, breakeven analysis, pro-forma income projections (profit and loss statement) and pro-forma cash flow.  The income statement and cash flow projections should include a

three-year summary, detail by month for the first year, and detail by quarter for the second and third years.  As high school students, you may only have a few examples of these suggestions for your project.
The accounting system and the inventory control system that you will be using is generally addressed in this section of the business plan also.  Whether you develop the accounting and inventory systems yourself, have an outside financial advisor develop the systems, you will need to acquire a thorough understanding of each segment and how it operates. Your financial advisor can assist you in developing this section of your business plan. 

The following questions should help you determine the amount of start-up capital you will need to purchase and open a franchise.

     *     How much money do you have?

     *     How much money will you need for start-up?

     *     How much money will you need to stay in business?

Other questions that you will need to consider are:

     *     What type of accounting system will your use? Is it a single entry or dual entry system?

     *     What will your sales goals and profit goals for the coming year be? 

     *     What financial projections will you need to include in your business plan?

     *     What kind of inventory control system will you use?

Your plan should include an explanation of all projections.  Unless you are thoroughly familiar with financial statements, get help in preparing your cash flow and income statements and your balance sheet. Your aim is not to become a financial wizard, but to understand the financial tools well enough to gain their benefits. Your accountant or financial advisor can help you accomplish this goal.

Below you will find additional financial information.  It is up to the discretion of the student whether or not you choose to pursue this part of the business plan.  In order to meet the basic requirements for the business plan, all you need is 3 Excel documents for your business.
INCOME PROJECTION STATEMENT

Total net sales (revenues)

 Costs of sales

 Gross profit

 Gross profit margin

Controllable expenses

 Salaries/wages

 Payroll expenses

 Legal/accounting

 Advertising 

 Automobile

 Office supplies

 Dues/Subscriptions

 Utilities

 Miscellaneous

Total controllable expenses   

 Fixed expenses

 Rent

 Depreciation

 Utilities

 Insurance

 License/permits

 Loan payments

 Miscellaneous

 Total fixed expenses

Total expenses

Net profit (loss) before taxes

 Taxes

 Net profit (loss) after taxes

Please browse this list.
The Twelve Affirmations to Success 

This column is the final installment of our series: "12 Steps to Business Success." Today, borrowing on the common self-help practice of "affirmation for action," here are the "12 Steps" presented as promises to yourself. Many people credit success and sought after behavioral changes to the use of affirmations - perhaps you will as well. 

1. Understand Yourself. 

"I pledge to strive to understand myself and the motivations for my actions and goals as I bring my personality to my new business knowing my habits and attitude become part of my venture." 

2. Have a Sense of Urgency- Getting Things Done. 

"I pledge myself to develop a leadership style that gets things done. A style based on action not conversation. I will cultivate a sense of urgency." 

3. Apply Yourself - Don't be Lazy. 

"I will realize that success will only come through my efforts and hard work. I pledge to avoid the temptation of laziness and push my business to success and prosperity one day at a time." 

4. Be Organized. 

"I will realize that being organized in pursuing my goals is the foundation to building a successful business. I will strive to avoid chaos and confusion." 

5. Keep Your Emotions in Check. 

"I will work to avoid actions based on my moods and emotions to create an atmosphere of stability in my company" 

6. Master the Art of Saying No. 

"I will understand that saying no is not negative thinking, but a survival skill. To prosper, I will learn to say no to unreasonable demands from employees, suppliers, and customers." 

7. Practice the "Golden Rule" in All of Your Affairs. 

"I will strive to be honest in all my affairs, as I know that dishonest dealing and greed will color my ethics, diminish my self worth, and cloud my decision-making skills leading to a failing business." 

8. Avoid the Perils of Expansion. 

"I will no longer equate bigness with success. I will understand that growth and success are not the same. Obsession with growth can lead me into bankruptcy." 

9. Ask and Follow Up. 

"I will not hesitate to ask for customers and their business. I will not wait, nor feel hesitant about selling my products or services. I will realize a common failing is not following up on my actions." 

10. Manage your Money: Your Most Important Asset. 

"I will view cash as my most important asset. I know I will fail if I run out of money. I know that not paying my employees, my telephone bill, my electric bill, my taxes, or my landlord can put me out of business." 

11. Recognize the Risk. 

"I will ask myself before committing my money, my lifestyle, my future, and my business: if things don't work out, can I afford the risk? I will learn not to confuse entrepreneurship with gambling." 

12. A Sure Way to Fail: Quit too Soon! 

"I will work to understand that quitting too soon is planning to fail. I will stay with my business regardless of its problems as long as it is my choice." 

What ever your approach to creating a profitable business is, remember: Success requires skill, resources, and positive behavior reinforced by maturity, honesty, and perseverance. As to luck, think of it as dessert, not the main entrée. 

This comprehensive business plan utilizes every business application we have studied in Computer Applications.  You must have a complete understanding of your product, customer, and finances to have a successful business.  Writing your business plan allows you, and others (perhaps investors), to determine your ability for success.

A business plan is not set in stone.  It is a working document that you can utilize throughout the life of your business.  

Resources

http://www.sba.gov




(U. S. Small Business Administration)
http://www.sbaonline.sba.gov/SBDC/


(Small Business Development Centers)
http://www.paloalto.com/common/products

(Software Resources)
http://www.sbaonline.sba.gov/starting/businessplan.html
(Business Plan Outline)

http://www.businessplans.org/



(Center for Business Planning)

http://www.nolo.com/encyclopedia


(The Essentials of a Business Plan)

http://www.bizproweb.com/



(Resources for Small Business Owners)

http://www.findyourdream.com/


(Small Business Strategies)

http://www.businessbureau-uk.co.uk/law/law.htm
(Business Procedures)

Periodicals:

American Demographics Magazine

Entrepreneur Magazine

Success Magazine Online

Government :

Better Business Bureau

American Statistics Index (ASI)

Federal Trade Commission

Funding:  Business Angels  http://www.businessangels.com/
Entrepreneurship (Advanced Business Applications Textbook)

Legal Guide for Starting & Running a Small Business (Vol. 1 & 2)
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