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Introduction
Dear Friend

When starting a business, developing a business plan is a vital first step for success.
A business plan is a document that summarizes all the operational, marketing and financial objectives of a business. A detailed plan is valuable as a workable document to provide you with that all the important information (consider it a road map) to take you from A (where you Are) to B (where you want to Be).

Regardless of the size of your business, a business plan will serve as the foundation of the launch and success of your business. 
****

This Business Plan Example will help you get ready and serve as the first building block to build your Virtual Assistant business. 
Each section of the plan is populated with examples of text to help you recognise the important details your own plan needs to contain. The main sections also contain an orange box detailing the specific information required under that section. 
You can use this example as a template to compile your own business plan. In order to compile your business plan, here are a few suggestions: 
1) While working through this example (the document you are reading now), use the blank business plan template document (called BusinessPlan_Template.doc elsewhere in the documentation pack) to write down your own ideas and plans.
2) Then come back and replace the generic information in this document with your own information. Remember to do the following:
· Replace the company information (e.g. all info in the grey fields) with your own details;

· Delete all the orange text boxes;
· Delete the word “Example” in each section;
· Populate italic text with your own details.
3) The Financial Section of the business plan is populated with illustrative numbers from the Excel document “Business_Plan_Financial_Planning.xls”. Work through the financial section in conjunction with the Excel spread sheets to understand the explanations.
4)  Replace the numbers in the Financial Section with your own details.
5) Replace the logo on the front page with your own.
6) Add your web URL and contact details.
7) Update the header and footer with your own details.

8) Update the Table of Contents to display the correct page numbers.

This business plan example contains all the information you need to consider for your business. However, you can change it or add more / less detail if you wish.
Having a finished business plan in hand is very important. But the real value is in the process. 
The process to write your plan, to research and think about every aspect of your business gives you the opportunity to look at your ideas critically. As you are working on your plan, you will probably find that there are many aspects of your new business that you have not considered. Getting started with a business plan will help you to save money and time since you will be able to deal with issues before they become a problem.

Remember, a well prepared business plan forms the foundation of all your other big plans. 
Take your time! Enjoy the journey!

To your success!!
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Francis van Wyk

Founder

Be-Virtual-Assistant-Wise
Knowledge + Partnership = Success

http://www.be-virtual-assistant-wise.com
PS: This Business Plan is written from a South African perspective, but can easily be adapted to fit any international VA business.

http://www.be-virtual-assistant-wise.com
Insert your own logo and web address here
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1. Executive Summary

NOTE: Although the “Executive Summary” is the first section of the Business Plan, it is usually written last and serves as a summary of the entire plan.

Example:

 MACROBUTTON  DoFieldClick  MACROBUTTON  DoFieldClick "Company Name"  is a sole-proprietorship, home-based, Virtual Assistant Business providing a wide range of administrative and creative support via the internet to entrepreneurs and small to medium size business owners. These services include, but are not limited to, contact management, diary management, desktop publishing, web- and graphic design.
The current economic slowdown necessitate for business owners to re-evaluate their working strategies. Thus, more and more businesses consider outsourcing of non-core administrative tasks to enable them to focus on revenue generating tasks.
  MACROBUTTON  DoFieldClick "Your Name"  is a virtual assistant and the owner of  MACROBUTTON  DoFieldClick "Company Name" . S(he) has several years of corporate administrative experience that equipped her with the necessary knowledge and skills to successfully assist business owners with their needs of outsourcing administrative tasks. 
A Virtual Assistant is not bound to any geographic region but can perform tasks and render assistance from any location to any person requiring these services worldwide. The target market for virtual assistance include business owners from a worldwide geographic and demographic background as well as varying professions including entrepreneurs, lawyers, medical professionals, coaches, non-profit organisations and corporate executives.
 MACROBUTTON  DoFieldClick "Company Name" aims at capturing a small segment of the total target market with specific focus on business owners and entrepreneurs situated in  MACROBUTTON  DoFieldClick "Geographic Area / Niche market" . New clients will be obtained through continuous marketing, networking, word of mouth advertising and referrals. 

Financial projections show a profit of R49 420 for the first year and  MACROBUTTON  DoFieldClick "Company Name" will reach a breakeven point at the end of the 4th quarter of the first financial year. 

2. Company Description

Example:

 MACROBUTTON  DoFieldClick "Your Name" is the owner of  MACROBUTTON  DoFieldClick "Company Name"   - a home-based Virtual Assistant (VA) business that provides a number of administrative and creative services to small- and medium size enterprises (SME’s) via phone, fax and internet based technologies. 

 2.1 Mission Statement

Example:

 MACROBUTTON  DoFieldClick "Company Name"  provides reliable, trustworthy, time saving and cost effective administrative support to busy entrepreneurs and business owners worldwide. 

We are committed to continuous learning, understanding and responding to our clients’ needs, and engaging in a win-win relationship with all partners. 

We maintain total confidentiality and a high level of ethical values. 

The added value that  MACROBUTTON  DoFieldClick "Company Name"  provides assists our clients to achieve higher profitability and productivity. 
2.2 Goals

Example:

 MACROBUTTON  DoFieldClick "Company Name"  has created several different milestones/ goals of which the more important ones are given below. All goals will be used as a method of tracking progress towards the attainment of these main goals.   

Operational goals:

Short term: Create website and submit to search engines before (specific date)

Medium term: Expand service delivery portfolio to include internet marketing and SEO skills by (specific date)
Marketing goals:

Short term: Develop marketing materials - brochure, business cards and flyers before (specific date).

Medium term: Have at least 7-10 retainer clients by (specific date).

Long term: Receive 80% of work through mailing lists, referrals and word-of mouth advertising by attending networking events and regular mailings  (monthly).

Financial goals:

Short term: Set-up a bookkeeping system by (specific date)

Medium term: Have a sustainable monthly income of R10 000 in-line with cash flow projections. 

Long term: Grow the yearly profit by >10% or at least 2 % higher than the yearly inflation rate.


2.3 Company Strengths

Example:
 MACROBUTTON  DoFieldClick "Your Name" , the owner of   MACROBUTTON  DoFieldClick "Company Name" , has a diploma in Public Relations obtained from Unisa in (specific date). 

 MACROBUTTON  DoFieldClick "Your Name"  has more than 15 year’s corporate administrative experience and has completed the following short courses:

· Telephone etiquette presented by Company T;

· 3 Day business management seminar; 

· etc, etc

Personal strengths include solid administrative knowledge, excellent communication skills (verbal and written) and well established business networks for potential client base and business relevant advice.

 MACROBUTTON  DoFieldClick "Company Name"  has the competitive advantage of personal connections with a variety of small business owners that can become potential clients. These relationships were built during her corporate administrative career. 

Some current disadvantages include: an in-depth knowledge of the latest communication technologies for example Skype. However, this technology specific disadvantage can easily be overcome.

2.4 Services Offered

Example:

 MACROBUTTON  DoFieldClick "Company Name"  currently provides the following administrative support services to entrepreneurs and small business owners:

Administrative service: 

Manage calendars and travel arrangements, plan meetings, create and maintain databases, proofread documents, perform invoicing, manage email, eliminate spam and prioritise e-mail and voicemail for client to response at a later date.
Handling of these administrative activities provides customers with increased time to focus on core revenue generating actions.

Creative Services:

Perform web design, graphic design, desktop publishing, set-up and maintain client blogs

Services that will be included in future entail:

Internet Marketing:

Manage web site content, handle advertisements, write and distribute press releases, publish newsletters and create presentations. Assist with social networking, search engine optimization (SEO), internet research and pay-per-click (PPC) monitoring activities.

Outsourcing of administrative tasks to  MACROBUTTON  DoFieldClick "Company Name" and not using in-house administrative personnel will save business owners the following: 

· Office space and equipment

· Employee payments such as medical and pension 

· Tax liabilities

· Time 

 2.5 Hours of Operation

Example:

 MACROBUTTON  DoFieldClick "Company Name"  will be able to provide administrative support on a full-time basis of 40 – 48 h/week. These hours of operation are however flexible in order to meet client specific needs.

 2.6 Operation Strategy

Example: 

Once  MACROBUTTON  DoFieldClick "Company Name"  is contacted by a potential client the following actions will be performed:

· A date will be scheduled for a free consultation to discuss the specific job requirements;
· A contract will be forwarded to the client outlining the scope of work, timeframe for completion of projects, price, payment terms, confidentiality clauses and material ownership;
· The client needs to sign acceptance of the contract and return it to  MACROBUTTON  DoFieldClick "Company Name" ;
· A deposit will be collected from the client if necessary for work to commence;
· Feedback discussions will be held with clients to discuss progress and (if it was required during contract agreement to have some approval stages) to receive approval on work done so far;
· Upon completion of project an invoice will be send to the client;
· The completed work will be delivered to the client upon receipt of full payment.

2.7 Pricing strategy

Example: 
 MACROBUTTON  DoFieldClick "Company Name"  has the following pricing strategy: 

Hourly rates: R175/h – used for routine administrative support;
Per Project: Will be determined at the onset of each project (e.g. web design); 

Retainer rates: 10% discount of standard hourly rate - discounted rate based on a number of guaranteed hours per month. 

Any additional costs incurred will be billed to the specific client.

Quotes, Invoicing, Billing
Prospective new clients may ask for a quote. 

 MACROBUTTON  DoFieldClick "Company Name" will send electronic invoices and receipts of payments to clients on a monthly basis. 

 MACROBUTTON  DoFieldClick "Company Name" requires a 50% deposit for all per-project work. The balance will be billed at the end of the project when work is completed. 

Hourly clients will be billed at the end of each month for work done in the previous month. 

Retainer clients will be billed in advance for work to be done in the following month.

Method of Payment
Clients can pay per check or make an electronic internet bank transfer directly into  MACROBUTTON  DoFieldClick "Company Name" ’s bank account. 

(NB: Payment through Paypal is now available for VAs in South Africa via First National Bank.)
2.8 Tools and Equipment 

Example:

 MACROBUTTON  DoFieldClick "Company Name" need the following equipment to operate a Virtual Assistant business effectively.

Table 2.8: Tools and Equipment

	Description
	Available
	To Obtain

	Hardware: (eg.)
	
	

	Computer (laptop/desktop)
	x
	

	Printer/copier
	x
	

	Scanner
	x
	

	
	
	

	Various Software: (eg.)
	
	

	Microsoft Office Professional (includes Publisher /Access)
	x
	

	Antivirus software
	x
	

	WinZip 
	x
	

	Dreamweaver (for Web Design)
	x
	

	Filezilla/CuteFTP (File Transfer Protocol) for  uploading / downloading files to the internet
	x
	

	Nero (burning CD’s/DVD’s)
	
	x

	Winscribe, eScribe (for digital transcription)
	
	x

	etc.
	
	

	Miscellaneous: (eg.)
	
	

	Broadband Internet Access
	x
	

	Office Desk
	x
	

	Chairs
	x
	x

	Filing Cabinets
	
	x

	Telephone
	x
	

	Answering machine/service
	
	x

	Fax machine/email to fax service
	
	x

	Instant Messaging
	x
	

	Skype
	x
	


2.9 Business Legal Structure

Example:

 MACROBUTTON  DoFieldClick "Company Name"  is a sole proprietorship home-based business located in  MACROBUTTON  DoFieldClick City/Town ,  MACROBUTTON  DoFieldClick Country .  MACROBUTTON  DoFieldClick "Your Name" is the sole owner of this business and will be in direct control of all operations.

 2.10 Insurance

Example:

General homeowners insurance was amended to include business operations run from a home-based office. 

3. Marketing Planning

3.1 Industry and Market Analyses

Example: 

The VA industry is already well established in Northern America, Europe and Australia but is still a relatively new business concept in South Africa and other parts of the world. 

It is however growing steadily as more and more organisations and business owners realise the benefits of outsourcing administrative work to VAs. 

Factors that fuel the growth of the VA industry include the current economic slowdown, corporate downsizing and re-structuring of many organisations. These factors create the opportunity for 

· Businesses to outsource non-core activities such as administrative tasks to professional VAs. 

· Individuals to enter the VA industry to provide administrative services from a home based office. 

Rapid technological advances in computer and internet technologies furthermore enable businesses to be administered completely off-site. Working virtually becomes increasingly easier and more economical for business owners. These aspects will also help to grow the VA industry in future.

Within this growing VA industry,  MACROBUTTON  DoFieldClick "Company Name"  is in an ideal position to support entrepreneurs and SMEs with their needs to outsource administrative activities.

The owner of  MACROBUTTON  DoFieldClick "Company Name"  has more than 15 years administrative experience.  MACROBUTTON  DoFieldClick "Company Name"  is currently a member of several VA organisations (name a few) that provide support and resources for new and established VA practices. As a result of this,  MACROBUTTON  DoFieldClick "Company Name"  has access to an information platform where VAs around the world share information about the newest technological advances within the industry as well as providing advice on important industry related issues 

Since virtual assistance can be performed from any location in the world to clients situated anywhere in the world, training and certification is universal. A number of VA certification and training options are already available.

 MACROBUTTON  DoFieldClick "Company Name"  received the following VA specific training from Organisation ABC (list training)
3.2 Target Market

Example:

 MACROBUTTON  DoFieldClick "Company Name"  provides services as outlined in Section 1.4. 

 MACROBUTTON  DoFieldClick "Company Name"  will initially focus on small to medium size businesses - primarily, but not limited to Geographic Area/Target Market. 

Since Virtual Assistance can be performed to clients situated anywhere in the world, clientele can also include business entrepreneurs nationally and/or globally. Clients will primarily be entrepreneurs and small business owners from various professional backgrounds who need administrative support.  Virtual administrative support will allow these business owners to focus on core revenue generating responsibilities.

In  MACROBUTTON  DoFieldClick "Geographic Area / Niche market" alone there are more than 180 000 registered small businesses
 that can become potential clients.  MACROBUTTON  DoFieldClick "Company Name" segmented this total market into

· Small Business delivering a professional service/product (±10% of total market)

· Small Business delivering non-professional services such as trading businesses including street hawkers and spaza shops (± 90%)

To become successful,  MACROBUTTON  DoFieldClick "Company Name" has to capture < 1 % of the market segment that delivers professional services.  A client base of 10 clients per month for a minimum retainer period of 8 hours per client per month will exceed targeted sales within the first year.

3.3 Competitive Analyses

Example: 

By nature, virtual assistant competition does not have significant physical boundaries. In effect all VAs worldwide are in competition with one another. VAs delivering the same services therefore competes on the basis of availability, costs, specialisation, service delivery and skill set.

Direct competitors of  MACROBUTTON  DoFieldClick "Company Name" will however be other VA businesses within the  MACROBUTTON  DoFieldClick "Geographic Area / Niche market" area and are as follows:

Table 3.3: Direct Competition

	Competitor Business Name
	Competitor

Strengths
	Competitor Weaknesses
	Comments

	 MACROBUTTON  DoFieldClick "Company Name" Owner: Person X
URL: web address
	Provide full administrative services
	No desktop publishing

Only 1 year in business 
	

	 MACROBUTTON  DoFieldClick "Company Name" Owner: Person Y
URL: web address
	Good Location
	No Retainer Package


	

	 MACROBUTTON  DoFieldClick "Company Name" Owner: Person Z
URL: web address
	Developed website

Good traffic and page rankings
	No desktop publishing
	


As the industry grows and more VAs enter the arena, direct competition will increase. However  MACROBUTTON  DoFieldClick "Company Name" has a “first-mover” advantage, being one of the first VA businesses offering specific service to clients.

Indirect competition will include onsite- and corporate administrative personnel and secretaries.

3.4 Marketing Strategy

Example:

Advertising and Promotion:

 MACROBUTTON  DoFieldClick "Company Name"  developed a marketing portfolio that includes information and introduction packages, brochures, flyers and business cards. This portfolio can be used for both on-line and off-line marketing efforts.

Face-to-face marketing of targeted practices will initially form the basis of the promotion strategy. It will be enhanced with monthly contact management practices such as mailing lists and attending regular business and social meetings to build networks. Continuous networking through local Chamber of Commerce, personal and business contacts will help to target new clients.  MACROBUTTON  DoFieldClick "Company Name"  can attract at least 50% of the planned client base through these methods before the end of the year.

On-line marketing will involve creating a website and writing and submitting articles to various on-line article directories at a frequency of once a month. 

 MACROBUTTON  DoFieldClick "Company Name" will grow by expanding the customer base from  MACROBUTTON  DoFieldClick "Geographic Area / Niche market" to  MACROBUTTON  DoFieldClick "Geographic Area / Niche market" .

To diversify the services portfolio, internet marketing and SEO services will be included before the end of year 1.
4. Financial Planning
NOTE:  The Business Plan should be used in conjunction with the Financial Planning document “Business_Plan_Financial_Planning.xls” (excel spreadsheet) to understand the figures used in this Section of the plan.
Example:

No external monetary support is needed to start  MACROBUTTON  DoFieldClick "Company Name" . The owner will make a personal investment of R20 000 into the business to help with start-up and initial running costs.

Start-up costs and investment included the following: 

Table 4.1: Estimated Start-up Costs

	Description
	Total Estimated Costs
	Estimated Start-up Costs

	Hardware: (eg.)
	
	

	Computer (laptop/Desktop)
	R12 000.00
	

	Printer/copier
	R1 500.00
	

	Scanner
	R1 500.00
	

	
	
	

	Various Software: 
	R15 000.00
	

	
	
	

	Miscellaneous: (eg.)
	
	

	Website Development
	R2 000.00
	

	Broadband Internet Installation
	R1 000.00
	

	Office Desk
	R2 500.00
	

	Chairs x 3
	R3 000.00
	R2 000.00

	Filing Cabinets
	R2  000.00
	R2 000.00

	Telephone
	R750.00
	

	Answering machine/service
	R750.00
	R750.00

	
	
	

	Total Costs
	R42 000.00
	R4 750.00


1st year Cash Flow Projection:

Projected income for  MACROBUTTON  DoFieldClick "Company Name" for the financial year is R100 800.00. It is based on retaining 5 clients with a minimum of 8 hours per month each.

Monthly expenses will primarily consist of marketing costs, office supplies, telephone, internet and personal cost. It is projected not to exceed a yearly cost of R51 380.00.
 MACROBUTTON  DoFieldClick "Company Name" will reach a break-even point during quarter 4 of the first financial year by measuring total revenue against expenses. It is expected that  MACROBUTTON  DoFieldClick "Company Name" will show a profit of R49 420.00.

 MACROBUTTON  DoFieldClick "Company Name" will be responsible for set-up and maintaining of own financial bookkeeping system. An accountant will be hired for consolidating all financial reports for year-end tax preparations.

5. Addendum

Example:

Include:

· Financial statements

· Details of Marketing plan with details of market studies 

· Legal documents 

· List of your business consultants including your attorney and accountant 

· Copy of your resume
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Disclaimer:   The information contained herein is made available as an example and may not reflect the realities of an actual project.  The intent of the information is to help you create your own documents and business processes. We use illustrative numbers only and we cannot and do not make results guarantees or give professional or legal advice. Using this information does not guarantee you will get results or earn an income. 





Company Description:


Include the following elements:


Who you are and what you do


Mission statement


Goals


Company strengths


Services offered


Hours of operations


Operation Strategy


Pricing strategy


Operational plan Equipment Needs


Business legalities








Mission Statement:


Include the following elements in your mission statement:


The purpose of your business; 


Specific client needs;


How will you address these needs; 


The values / beliefs that will guide your work .








Goals:


Set SMART goals with different timelines in all aspects of your business (e.g. Operations, Financial, Marketing):


Short (months to 1 year)


Medium (1 – 2 years)


Long term (2-5+ years)


– 








Company strengths:


You can list the following: 


Education, previous experience and skills; 


Your strengths and core competencies ;


The factors that will make your business succeed; 


Your competitive advantages and/or disadvantages.





The answers to these questions can typically be derived from doing a SWOT (Strengths, Weaknesses, Opportunities and Threats) analyses. 











Services Offered:


Provide a detailed description of your services:


State your services;  


Include information about the specific benefits that these services will offer your client. 


Try to state your ability to meet your client's needs and any advantage that your service has over that of your competition. 








Operation Strategy:


Provide a detailed description of how you will conduct business:


First time communication with clients;


Follow-up communication;


How projects will be handled. 








Pricing Strategy:


Provide a detailed description of how you will: 


Quote on new work


Invoice


Bill clients


Receive Payments








Tools & Equipment:


Give a list of all the tools and equipment that is necessary to run your business. 








Business Legal Structure


Give details of your business legal structure (e.g. Sole Proprietor, Partnership, Company 








Industry and Market Analyses:


Provide general highlights of the industry as perceived by you. Do some research on:


The growth of the VA industry over the years; 


Future growth prospects;





Where does your business fit into this picture? 








Target Market


Give information on the unique characteristics of your target market: 


Who are they?


What are their needs and how will you address those needs? 


What is the geographic location and demographics of your market? 


The potential size of your target market. How many potential customers do you intent to have? 








Marketing Strategy:


Aspects to include are: 


How will you reach your potential clients? 


How will you grow your business (e.g. expand your service delivery and/or expand your customer base)? 


Provide a timeline for achieving your marketing goals. 








Financial Overview:


Give a short overview of the financial elements of your business. The amount of detail depend whether your business plan will be used to secure funding.


Include the following basic elements: 


All start-up expenses and capital needed 


Monthly cash flow projection – income/expenses
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