Aboriginal BEST Participant Business Plan CD Tips


Preparing Your Business Plan
Your Business Plan is your road map to the future. The success of your new business will be greatly affected by the effort you put into researching and preparing your business plan. And, also important, financial institutions require them before they give you $$$.

While it will appear that the plan is repetitious in some areas, including your information under each heading is important. Oftentimes the reader of your business plan will go directly to the headings that are of the most interest, rather than reading the entire report.

Also, don’t forget to include all relevant supporting material, especially for areas like appraisals, environmental studies, supplier’s price lists, competitors' price lists, and any photographs of your product etc.

There are a number of different business plan templates available but this is a basic template, telling you about each section. 
· Just type the information that is relevant to you.  
· Sections will expand as you type. There is lots of room for what you need to include.

· Any sections that are not relevant to you and your business, just delete the headings. For example, in the Business Profile section, if you do not have a web page and are not planning on having one, just delete “web site address”. 
· In the financial spreadsheets, all the formulas have been prepared for you. The “math” will be added, subtracted, multiplied or divided automatically. Just type in the words and numbers! If you need more lines (rows), just add them where you need them. 

And don’t forget: the reader reads what the writer writes. Don’t assumer that the reader of your plan knows anything beyond what you have stated in the plan. This may be your only chance to communicate with the audience (bank, ABC, shareholder, investor, Community Futures etc).
The Business Plan Template follows the logical sequence of the Aboriginal BEST Participant Manual.
	Some Important Advice before you start 

	To Do

· Try to keep the biz plan under twenty pages, exclusive of the appendix and attachments.

· Use bullet points and numbered lists wherever possible.

· Use, but do not overuse, graphs, diagrams and photographs.

· Have someone neutral read the plan – especially someone without a background in your industry, or who doesn’t know about your business idea.

· Include a table of contents and page numbers – this really helps the reader.

Microsoft Word has a good table of contents feature (Insert - Index and Tables - Table of Contents.

Assign page numbers to your business plan and then list the headings along with the page number in which they appear.

This may seem tedious but it will help the reader, and don’t you want them in a good mood when they read your biz plan?!



	Don’t

· Use big words and long sentences. They will only confuse the reader.

· Use technical words and unnecessary jargon. If you need to introduce a technical term, then you should define it. Acronyms and initials are just as bad. You may be very familiar with the acronym but your reader might not. Always make sure to define the acronym and what it means.

Check with other business plan resources to get ideas of the various language used. There are as many business plans as there are businesses. Adapt it to your audience and don’t be afraid to explore with it! This is your document for your business.




