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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 document
s
 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. 
)
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1. Executive Summary
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


2. [bookmark: _Toc233127992] (
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
)Company Description
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 


 2.1 Mission Statement
 (
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 
.
)_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
[bookmark: _Toc233127994] (
Goals:
Set SMART goals with different timelines
:
 
Short (months to 1 year)
Medium (1 – 2 years)
Long term (2-5+ years)
I
n all aspects of your business – 
e.g
 Operations, Financial, Marketing.
)2.2 Goals
Operational Goals:
Short term: 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ Medium term: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ Long term: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 




Marketing Goals:
Short term: 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________Medium term: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ Long term: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

Financial Goals:
Short term: 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________Medium term: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ Long term: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 




[bookmark: _Toc233127995]
 (
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. 
)2.3 Company Strengths
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[bookmark: _Toc233127996]2.4 Services Offered
 (
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.
 
)_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Services that will be included in future entail:
 ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[bookmark: _Toc233127997] 2.5 Hours of Operation
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[bookmark: _Toc233127998] 2.6 Operation Strategy
 (
Pricing 
 Strategy
:
Provide a detailed 
description of 
how 
you
 
will
:
 
Quote on new work
Invoice
Bill clients
Receive Payments
How projects will be handled
 
)___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[bookmark: _Toc233127999]2.7 Pricing strategy
[bookmark: _Toc233128000] (
Operation Strategy
:
Provide a detailed 
description of how you
 
will conduct business
:
E.g. First time communication with clients;
Follow-up communication;
How projects will be 
handled 
.
)____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.8 Tools and Equipment 
 (
Tools & 
Equipment:
Give a list of all the 
tools and 
equipment
 
that is necessary to 
run your business
. 
)______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc233128001]
2.9 Business Legal Structure
 (
Business Legal Structure
Give 
details of your business legal structure (e.g. Sole Proprietor, Partnership, Close Corporation, Company
 
)____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[bookmark: _Toc233128002] 2.10 Insurance
___________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. [bookmark: _Toc233128003]Marketing Plan
 (
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. 
F
uture
 growth prospects
. 
Where does your business fit into this 
picture
? 
)
[bookmark: _Toc233128004]3.1 Industry and Market Analyses
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc233128005] (
Niche /Target Market
Give information on the unique characteristics of your niche 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? 
)3.2 Target Market
[bookmark: _GoBack]_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc233128006]
3.3 Competitive Analyses

Direct Competition
	Competitor Business Name
	Competitor 
Strengths
	Competitor Weaknesses
	Comments

	

	
	
	

	

	
	
	

	

	
	
	




Indirect competition
___________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc233128007] (
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
.
 
)3.4 Marketing Strategy
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


4. [bookmark: _Toc233128008]Financial Plan
 (
Financial Overview:
Give a short overview of the financial elements of your business. The amount of detail depend whether your business plan will be use to secure funding.
Include the following basic elements:
 
All start-up expenses and capital needed
.
 
Monthly cash flow projection – income/expenses
.
)___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Start-up costs and investment included the following: 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

1st year Cash Flow Projection:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





5. [bookmark: _Toc233128009] (
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
)Addendum
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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