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I. Marketing Plan

A. Product or Service Lines

Describe your mix of products/services within your product line. If you are planning to sell only one product/service, tell why you made that choice. If you are selling more than one product/service, describe how they “fit” together in you product line, and why you believe that mix will best serve your target market.

Worksheet 9-1

B. Positioning & Placement

Positioning

Explain where you want you products/services “positioned” in the marketplace. Be sure to include why you think this is a good marketing strategy for your product/service.      

Worksheet 9-1

Placement

Discuss the location of your business, costs of transporting your product/service to the customer and what makes your location good or “challenging” for your business. Then discuss the distribution strategies you’ve chosen. Explain why you picked those strategies, and how they will best get your products or services to your customers.  

Worksheets 10-1; 10-2

C. Packaging

Look back at the Packaging Tools Worksheet. Explain how you will package your product/service, and how you will “package” your business as a whole. Tell how the packaging will strengthen your image. Explain how that image fits in with your positioning strategies for your business.

Worksheet 9-2

D. Pricing – A “First Look”

Discuss how you will begin to look at pricing your products/services. What pricing strategies will you use? Include how you want your prices to compare with the competition. Also, explain how your pricing strategy fits in with your positioning strategies. 

Worksheets 9-3 and 9-4

E. Promotional Strategies

Advertising

Describe the primary advertising tools you will use and why the specific tools were chosen. Address the size of your advertising budget and how it will be determined. Explain how you plan to measure the effectiveness of the advertising tools you choose.

Worksheets 10-4

Public Relations and Networking

Discuss how public relations and networking will help your specific business. Explain the public relations events you will plan. Then discuss your plans for community involvement and networking (clubs or organizations; events, etc.)

Worksheets10-6; 10-7

Other Promotional Tools

What promotional tools might you use besides advertising and public relations? Think about things like newsletters, thank you notes, personal letters, etc. Use your imagination!
II.  Management Plan

A. Time Management

Discuss planning and scheduling ideas that may help you to improve your efficiency as a business manager. Include an Action Plan that will help you to implement these ideas.

Worksheets 2-6; 2-7; 2-8; 2-9; 2-10; 2-11

B. Personal Management Skills 

Discuss your strengths and weaknesses in the basic management skills areas (7-1). Include a brief description of how you plan to capitalize on the strengths and improve the weaknesses. Describe how you plan to keep track of the things you need to accomplish each day. Tell how you will decide which things are most important to get done during your business day and which can be left until later.

Worksheets 7-1; 7-2

C. Internal Management Team

Describe your management team. Include details about your key owners and managers and why they were chosen. If a management position is unfilled, include the job description. This section should tell your reader shy you and your team are uniquely qualified to won and/or manage this business. Include an organizational chart for your business to help define the roles and responsibilities of your management team. 

Worksheets 7-3; 7-4; 7-5

D. Employees

Write about the non-management employees of your business. Include job descriptions. Discuss where and how you will find new employees and what screening processes you will use in hiring. Discuss whether you think you will have trouble finding qualified employees for you business. Also discuss how you will train employees (both new and ongoing training). 

Worksheets 7-7; 7-8; 7-9; 7-10; 7-11

E. Outside Services/Advisors

Discuss the outside services for which you will contract, and why you decided to use these outside services instead of hiring an employee to do the work. Then discuss your Advisory Board. Describe who (both member type and names) will be on your Advisory Board and how they will help you to manage your business. 

Worksheets 7-5 (Outside Services); 7-6

F. Managing Risk

Review the worksheets that you did in the first class regarding risk management. (7-12; 7-13) Discuss how the original plan is working. List any changes that you may need to make as a result of more experience as a business owner. 

III.  Record Keeping and Regulations

A. Employee Taxes and Regulations

Review the Employee Tax and Regulations worksheet questions. Write a paragraph about the employee tax requirements and labor regulations your business will have to follow. 

Worksheet 6-4

B. Record Keeping

Include a copy of the Record Keeping Checklist worksheet in this section of your business plan. Refer to it often to make sure that all tasks are included and that the person(s) responsible is keeping up with the tasks. There are some financial deadlines that you don not want to miss! Depositing payroll taxes late, for example, can cost your business a tremendous amount in late penalties. Skipping a payroll tax deposit entirely can put you OUT OF BUSINESS!! Even though you may be assigning certain record keeping tasks to someone else, you are still the one ultimately responsible for seeing that these business tasks are done correctly and on time!

Worksheets 13-2; 13-3; 13-4

C. Business Forms

Discuss what business forms you need in order to run your business in a professional manner. Describe the forms that you will use and where you got the template for each one. (You may include the worksheet in this section.

Worksheet 13-5

D. Accounting System and/or Bookkeeping Service

Review the text concerning computerized accounting systems on 13-11 (Is it worth it?). Write a paragraph or two describing your decision to use/not use a computerized accounting system. Discuss the pros and cons of using a bookkeeping service. If you are currently using a bookkeeping service, describe what services they provide and the cost of those services. 

Text 13-11; 13-13; 13-14

IV.  The Financial Plan

A. Summary of Financial Needs

Write a paragraph describing how you financed your business for start-up. Review your cash flow projections (completed in the first class) and compare them to your actual sales numbers since you opened your business. Do you need additional financing? How will you get it?

Worksheets 14-1; 14-2

B. Financial Ratios

Use the ratios presented in the text portion of Section 14 (14-10; 14-11) to determine your company’s financial health. If you find that your company falls within the danger zones, consult a financial advisory for suggestions on ways to improve the health of your business. 

Text 14-10; 14-11

C. Credit and Collections

Discuss whether your business plans to accept credit cards and what merchants service company you plan to use. Describe your check policy in detail. Include your collection strategies for bad checks. 

Text 14-11; 14-12; 14-13; 14-14; 14-15; 14-16

V.  Sales and Customer Service Strategies

A. Sales Training

Describe how you intend to provide sales training for yourself and your employees. Is sales training necessary for your business? Will you provide on-going sales training for existing employees? 

Worksheets 11-1; 11-2

B. Customer Service Strategy

Describe your customer service strategy and how YOU, the owner, will be the model for good customer service techniques. List specific customer service policies you plan to use. 

Then discuss whether you will offer customer service training to your employees and how. Will you have weekly or monthly meeting to discuss customer service issues? Will you allow employees (including yourself) to attend customer service seminars?

Finally, describe how your customer service strategy “fits” with your other marketing strategies, and with the overall goals you have set for your business.

Worksheets 11-3; 11-4; 11-5; 11-6; 11-7

C. Negotiating

Describe the term “Win-Win” in terms of negotiating.  How do you plan to get to a “Win-Win” solution when negotiating? How will you practice your negotiating skills? 

Worksheet15-1

D. Overcoming Barriers and Pitfalls

What barriers or pitfalls have you faced since opening your business? What have you done (or plan to do) specifically to overcome or manage these pitfalls?

Worksheet 15-2

II.  SWOT Analysis Example – Develop a SWOT Analysis using this model for your own company based on the Strengths, Weaknesses, Opportunities, and threats you defined in class. 
	Internal Factors 
External Factors
	Internal Strengths:  

S1  Know personnel work 
S2  Know print industry 
S3 Strong sales force
	Internal Weaknesses:  

W1  Office too small 
W2  Rising costs of labor 
W3  No business plan

	External Opportunities:  

O1 Growing demand for temp help 
O2 Ready available applicants 
O3 We are the only one
	S1/O2 Build resume bank 
S2/O1 Develop niches of types of shops 
S3/O3 Saturate market with name recognition
	W1/O1 Expand to bigger office 
W2/O2 Develop a training program 
W3/O3 Do business plan to get a loan

	External Threats:  

T1 Competition may enter market 
T2 Quick printers expect miracles 
T3 Deadbeats that do not pay
	S1/T1 Compete with advanced locator system 
S2/T2 Specialize in in-plants 
S3/T3 Tie commissions to receipt of payment
	W1/T1Open 2nd office in 6 months 
W2/T2 Develop In-plants (pay more) 
W3/T3 Collections, part of business plan



2003 Statement of Purpose


