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Would You Build a House Without a Blueprint?
Henry A. Reeves, CPA
Director, JMU Small Business Development Center
It might be a pretty shaky house if you did! Building a business works the same way. A business plan is the blueprint that describes and analyzes your business and gives detailed projections about its future. It is a flexible document allowing you to change the individual parts of your business concept but remain true to the overall goals. The ability to fine tune your idea and business concept increases your chance of success overtime. Your business plan will help you make decisions and provide the tools to analyze problems and develop solutions. A business plan is also essential when seeking financing. It helps financiers, investors and bankers make decisions more quickly and easily. 
The elements of a business plan include: 
1. Introduction (Executive Summary)
2. Marketing 
3. Management 
4. Operations 
5. Finance 

1. The Introduction to your business plan should (briefly): 
• Give a summarized description of the business. 
• Explain the type of business. 
• Discuss the ownership of the business and its legal structure. 
• List the skills and experience you bring to the business. 
• Discuss the products and services offered. 
• Discuss the advantages over your competitors. 

2. The Marketing section of your business plan should: 
• Identify the demand for your product or service. 
• Identify your customers, your competition, and their locations. 
• Explain your pricing strategy.
• Identify selling strategy.
• Explain how your product or service will be advertised. 
• Explain how your product or service will be delivered. 

3. The Management section of your business plan will: 
• Identify the owner/owners and key employees. 
• Discuss the skills and experience they bring to the business. 
• List your professional advisors (banker, lawyer, mentor, etc.).
• Define your organizational structure.
4. The Operations section of your business plan will:
• Describe the method of production for product or services.
• Explain the site selection.
• Discuss the building and equipment required.
• Define the human resources needs including job descriptions
• Outline policies and procedures.
• Identify suppliers.
• Explain the distribution process.
5. The Finance section of your business plan will: 
• Explain your source and amount of initial investment.
• Develop start-up budget.
• List monthly operating expenses and sales revenue for 12 months and 3 years of projected annual cash flow

• Include 3 years of projected income statements and balance sheets.
• Discuss your breakeven point. 
• Provide your Personal Financial Statement and a current credit report. 
• Provide three years of past personal tax returns (and business tax returns for a purchased business).
For assistance with the creation of your business plan or for other information and resources to assist your business, contact the Shenandoah Valley Small Business Development Center, with offices at James Madison University (540-568-3227) and Blue Ridge Community College (540-248-0600) or visit our web-site at www.jmu.edu/sbdcenter.
