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ABOUT THIS HELP GUIDE 
This Help Guide should be used in conjunction with the Community Futures Small Business Plan template. It can 

be used for any small business owner who is looking to start a new business or expand an existing one. It can also 

be used if you are considering changes to your business and wish to work through the impact of doing so.  

Finally, it can be used if you are looking to find investors in your business idea or are approaching an institution for 

financing. If you are doing so, check with them first; they may want you to use their own template or include some 

extra financial evidence to support your idea.    

How to Use the Guide 
We’ve tried to make this Help Guide as easy to use as possible. You can take the information in any order you 

prefer, but it will be most useful if you go step-by-step, as information in earlier sections builds to create the data 

you need later in the document. Here are a few extra notes to aid you in its use:  

INSTRUCTIONS 
Each section begins with an instruction regarding how to fill in that section. Instructions are written in italics like 

this. 

NOTES AND TIPS 
Occasionally, you will see a Note: or a Tip: underneath the instructions. The Notes are used to further clarify an 

instruction or emphasize a particularly important point. The Tips are there to provide some additional “best 

practice” information that may help guide you. 

TABLES 
As you progress through the Help Guide, you will find a number of tables. They are there to help you organize lists, 

costs, or schedules. Usually, they will feed into further summary tables or spreadsheets in the Financial Report 

section of the document, so try to complete them as you go through.   

EXAMPLES 
Examples to illustrate certain sections are given in a different typeface like this or else introduced as an 

“Example:” Examples given are just illustrative, not exhaustive or compulsory items. Items will change according to 

your type of business, so please don’t try to make the examples fit your business if they do not!  

LINKS  
A number of links to further resources are given throughout the document. The links provide further insight or 

help into a particular topic. Most link back to a page on our own website. We try to maintain the list but as often 

happens on the web, sometimes these pages are taken down. If you do find the page has been removed, please let 

us know and we will remove the link. As an alternative, Googling the topic will no doubt bring up further options 

from the web to help you.  

Please note: We do not control the non-Community Futures pages we link to, nor do we endorse all the 

information they contain. We simply present them to you as a useful resource and/or as a further exploration of 

the topic.  
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Business Plan 101 Course 
This Help Guide was also created to be used in conjunction with the Create a Business Plan course that was 

designed by Community Futures Capital Region, in Stony Plain, Alberta to teach small business owners how to put 

together a Business Plan and when (and how) to use it.  

For more about this step-by-step online course, go to https://app.ruzuku.com/courses/9711/about  

Format 
This Help Guide is available as a PDF document only. The free Business Plan template that accompanies it, is 

available as a Word document for you to edit at will.  

Copyright Statement 
Copyright for the entirety of this work is retained by Community Futures Capital Region. However, we are happy 

for this document to be shared freely, and without prior permission or obligation.  

If you do share with others, please do not remove our branding, or claim it as your own either wholly or in part; 

and please share in its entirety to retain context. Finally, please encourage those you share with to download their 

own copy from http://cfinsider.ca so that they can also benefit from further information and resources we share 

there. Thank you.  

Note: Reproduction of the material for sale is strictly prohibited.  

Disclaimer 
The information found in this Help Guide is based on the experience of the Community Futures Capital Region 

team. It is NOT legal or accounting advice. We strongly suggest you use your professional service providers to 

ensure you have the most up-to-date information with regard to any legal or accounting practices, including 

consulting directly with the CRA for tax and GST guidance.  

 

If you have any questions about the use of this Guide, please call Community Futures Capital 

Region on 780-968-7013 or send an email to reception@cfcapitalregion.ca 

  

https://app.ruzuku.com/courses/9711/about
http://cfinsider.ca/
mailto:reception@cfcapitalregion.ca
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EXECUTIVE SUMMARY 
 

Important tips for preparing this section: 

 The Executive Summary only needs to be included if you are preparing your document for assessment by a 

third party such as a bank or other financial partner unless, of course, you choose to do so for your own 

benefit.  

 The sections in the Executive Summary correspond to the 4 key parts of the rest of the Business Plan 

(Business Idea, Marketing Strategy, Operations Strategy, and Financial Plan) and should provide the key 

points raised by those sections. Therefore, it would be most efficient for you to write the remainder of the 

Business Plan first, and then come back to this section at the end.  

 Once you have summarized each section, you can remove the sub-headings from the Executive Summary 

to create a cohesive whole.  

 The Executive Summary for a small startup business should be rarely longer than 1-2 pages in total.  

 If you are seeking funding or other support, the Executive Summary should always begin with your 

Business Concept Statement and the purpose of your approach to the third party. This makes it very easy 

for your reader to instantly see whether or not your project meets their intake criteria.  

 Here is an example of succinct Business Concept Statement and purpose: Joe’s Used Cars is a start-up 

sole-proprietorship located in Nisku, Alberta, which sells bargain used cars to low/no credit customers 

in the Edmonton region. We are seeking a small business loan to fund start-up costs of $25,000 with an 

aim to launch by 15th June 2017.  
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EXECUTIVE SUMMARY 
Introduce this section with your Business Concept Statement and Business Plan purpose (see notes on the previous 

page). The introduction is unlikely to be more than 1 or 2 sentences. 

Business Idea 
Summarise your business vision here (include your key objectives, core services, and client groups).  

Marketing Strategy 
Summarise who your target market is and how you plan to find and engage with your clients. 

Operational Strategy 
Summarise how you will run your business from an operational standpoint (include key details about the businesses 

structure, location, and core staff requirements). 

Financial Plan 
Summarise your financial plan (include your start-up costs, your expected first-year profit and the amount and type 

of financing you are seeking if applicable). Also, include how much you are investing/have invested in the project 

yourself, and any key security you are providing to cover the loan, ie “I have already invested 20% of my startup 

costs and have personal assets to a value of $100,000 to secure any borrowing”.  

Remember, the Executive Summary is a brief overview of the rest of your plan. It should be no longer than 1-2 

pages.  
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BUSINESS VISION 
 

Important tips for preparing this section: 

 The Business Idea section of the Business Plan is your opportunity to communicate a complete vision of 

your business to the reader. It should be written without jargon or any assumption that the reader already 

understands what your business or industry is about. It is your responsibility to explain your idea to the 

reader with clarity. It should demonstrate your expertise in your market but not be written in “salesy” 

speak. This is not the place to “sell” your idea, it is the place to explain it clearly. 

 It should lead the reader into the remaining sections of the plan, and be written in enough detail that the 

conclusions you have come to in those sections make sense. 

 It should prove that you know your market, your customers, and your industry extremely well.  

 It should prove you have thought long and hard about your products and services and have done the 

research to back up your numbers in the financial section of the plan. 

 Any research you have done regarding competition, demographics, industry analysis, etc should be 

supported by references, but do not include long sections copied from websites in the text. It is distracting. 

Include key information in the text (plus an attribution like a website URL so the reader can look it up for 

themselves), and/or provide more as an appendix if you feel it adds value to the document.  
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BUSINESS VISION 

Business Idea 
Explain your business idea or concept briefly and in plain terms. Include the products or services you will you be 

providing. If you are starting with one product or service, but then plan to expand your range at a later date, 

explain this briefly here, you can explain in more detail in the roll-out plan below.  

Experience 
Explain what makes you uniquely qualified to bring this idea to reality and, if relevant, what your background is in 

relation to the idea. You can include a resume as an Appendix to this document if relevant.  

Customers 
Summarise the market segment that wants the service or product you wish to provide (describe it at a high level 

and include where that market is located. Is it global, online-only, Canada-specific, city-specific, etc? 

Furthermore: 

 Include how big the market is as a whole (provide statistics and reference where you got the information) 

 Explain what proportion of that market you believe you can reach, and why you believe they would be 

interested in your product.  

Note: In the Marketing section of the plan you can talk about your customers in a lot more detail ie describe your 

ideal client and explain in more detail how you will be able to reach them.  

Goals 
What 3-5 key goals do you have for your business? Be specific and realistic (include measures and dates). For added 

help for creating attainable goals review the S.M.A.R.T. acronym (more information here: http://cfinsider.ca/useful-

links/).  

These goals should describe what it is crucial for you to achieve to ensure you have a successful business. They may 

be focused solely on profit; they may include your expansion plans to new locations or markets; they may concern 

the launch of new products, services, staff, etc. You may have more than 5, that’s fine, but if you are preparing your 

business plan for someone else to review it is best to include only the 3-5 most important goals you believe the 

reader will wish to see.  

Examples:  

1. Joe’s Used Cars will launch in September 2017 with 10 vehicles for sale, expanding to 20 vehicles by end 

2017.  

2. By end of the first year of business (September 2018) a profit of $150,000 is forecast.  

3. By end of September 2019, Joe’s Used Cars will be employing 1 manager, 3 full-time sales individuals, and 

1 part time administrator.  

  

http://cfinsider.ca/useful-links/
http://cfinsider.ca/useful-links/


Business Plan Help Guide Version 1.0 
 

Copyright 2017 Community Futures Capital Region                                P a g e  10 | 35 

PRODUCTS AND SERVICES 

Product and Services Description 
Describe the major products or services you will be offering (include recurring and one-off services, bulk and 

packaged products, specialised services, whether they are for the commercial or domestic market, etc). 

Features and Benefits 
List the key features and benefits of each product or service (include unique strengths, technical advantages, 

delivery methods, patents, superior availability, guarantees etc).  

Note: A feature is a specification of the product or service ie the dimensions, the quality, the availability, and the 

form in which it is provided, etc. A benefit is mainly the emotional or physical result the product or service will bring 

to the client.  

An example for a fast-food chain is: “Our services are available 24/7 [feature], therefore our customers will 

always be able to eat when they are hungry [benefit].”  

Look here for more on features and benefits: http://cfinsider.ca/useful-links/ 

Tip: Be careful focusing too much on financial benefits ie how cheap your service is compared to others (see the 

item on the next page: Pricing Model).  

Roll-Out Plan 
Describe your approach to your product/service roll-out (include dates, whether it will be a stepped roll-out or “big-

bang” approach and the reasons why). Remember to explain your roll out plan, giving the reasons why you have 

chosen this approach, and add milestone dates.  

Note: A “big-bang” approach is when everything is launched (all products/services across all markets) right away. A 

“stepped” roll-out is one that starts smaller and gets bigger over time.  

For example: You may start with one product or service, then slowly offer others. Or you may restrict the market a 

product is offered in, then go to wider markets once your initial market is proven. Or you may start with your 

service being available only a few hours a week, then extend opening hours at a later date. 

Roll-Out Activity Milestone Date 

  

  

  

  

  

 

http://cfinsider.ca/useful-links/
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INDUSTRY ANALYSIS 

Industry Factors 
List the top 3-5 industry factors that will affect your business (include controlling factors such as trade associations, 

local regulations, federal agreements, environmental features etc; and influencing factors such as global, economic 

or cultural trends, media or technical influences). 

See http://cfinsider.ca/useful-links/ for more about Industry Factors. 

Industry Status 
Describe how those industry factors are affecting your industry now and what the outlook is for the future. 

Competition 
Describe your current top 1-3 business competitors (include their operating area, their products/services, pricing 

strategy, customer demographic, strengths and weaknesses). 

Note: Don’t simply list your competitors. Prove that you have researched them. Ensure you include their strengths 

and weaknesses. Consider why clients may not want to move to your services from their existing providers. 

Unique Selling Point or Proposition (USP) 
Describe what makes you stand out from the competition? What are you offering that they are not? Think about 

your value, quality, flexibility, expertise. Are you bringing something to the market before anyone else? 

Check http://cfinsider.ca/useful-links/ for some other helpful advice.  

Pricing Model 
Use this section to give an overview of your overall pricing strategy and also to get specific about your pricing, so 

that when you get to the financial section of your plan, you have your figures ready. Describe your overall pricing 

model, including base price, profit margins, discounts, bulk offerings, bundles, promotional pricing, seasonal 

pricing, etc. If you have multiple services, list them, along with their price points.  

Note: Many first time entrepreneurs (often wrongly) assume that if they undercut the competition, they will get 

more business. This is just one form of pricing strategy and may not suit your business and result in you not being 

able to cover your costs in the initial start-up phase. To learn about how to create a good pricing strategy, check 

the links found on our web page here: http://cfinsider.ca/useful-links/ 

Tip: Always start by considering how much it will cost YOU to provide the service or product. You can then decide on 

the mark up from that point forward. When considering how much you will add on top, look back to your 

benefits/features paragraph, your competition, and your USP. Ask yourself, how much is the entire service/product 

worth to the client – this may not just be the cost of production plus a “bit on top”, it may be more significant. 

Know your value. 

 

http://cfinsider.ca/useful-links/
http://cfinsider.ca/useful-links/
http://cfinsider.ca/useful-links/
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SERVICE OR PRODUCT PRICING 
Description of Service/Product Cost $ 

Dog walking 20 minutes $20 

Dog walking 45 minutes $30 

Small dog grooming $80 

Weekly dog walking package (5 x 20 min walks) $90 

Other  
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MARKETING STRATEGY 
 

Important tips for preparing this section: 

 The Marketing Strategy is generally the most under completed part of the Business Plan document. And 

yet, it is the perfect opportunity to convince your reader that you understand your business well enough 

that you know how to sell your products and services. However, this section is not asking for your sales 

“spiel” – it is asking you to demonstrate your familiarity with your potential customers or clients. You need 

to show your understand what “makes them tick” sufficiently that they will want to buy from YOU.  

 Done well, you will be able to prove that you know:  

o Who they are 

o Where they are ie where you will find them 

o How they think 

o How they like to be communicated with 

o Why your business will appeal to them 

o How you will be developing know, like, and trust relationships with them. (Google “Know like and 

trust” to find a mass of articles but start here for an overview: http://cfinsider.ca/useful-links/ ) 

 What this section is NOT looking for is a full Marketing Plan (which, on its own, would be every bit as long 

as the document you are currently reviewing). It is looking for a high-level approach but one which details 

the mechanisms of how you will reach your clients both generally, and more specifically, in at least your 

first year of business. 

Note: By doing this now, rather than when you’re knee deep in start-up activities, you’ll generate confidence in 

your plan from the perspective of a reader, and also ensure that you get a better chance of success right off the 

bat.  

  

http://cfinsider.ca/useful-links/
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MARKETING STRATEGY 

About Your Customers 
Describe where you will find your clients/customers (include geographic area, online/offline locations such as their 

favorite social media, publications, organizations or groups etc). Start with a general introduction, and then move 

onto the specifics of your ideal customer, and/or niche market (if relevant to your business). 

YOUR IDEAL CUSTOMER 
Do you have a specific idea of your ideal customer and, furthermore, your target market? Describe them here.  

Note: When asked to describe their target market, many business plans we receive are too broad and use terms like 

“men under 60”, or “women”, or even “everyone” or “a variety”. But marketing works best when it is targeted at a 

specific group of individuals. It may be true that you already have representative customers from a variety of 

demographics or locations, but that doesn’t mean you should target your marketing efforts at all of them. This 

scattergun approach to marketing is inefficient and often ineffective – and expensive.  

Instead, ask yourself which customers: spend the most, or frequent your establishment the most, or talk about your 

great services or products to their friends the most; or even, it may be as simple as who do you prefer working 

with? Those are your ideal customers, and from there defining your overall target market is easy. You want to find 

a group of customers that will likely include a high number of your ideal clients.  

YOUR NICHE MARKET (OPTIONAL) 
Although niching may not work for every business, it is a very valid option to consider when attempting to get 

specific on your market. A niche market is a smaller subset of a larger market. You may wish to build your entire 

business around a niche market or else focus on one for a specific marketing campaign or during your start-up 

period, and then expand to a further niche later. 

For example, you may plan to have a nutritional supplement business. You’ve already identified an overall target 

market of young professionals aged 25-45, but then you identify a specific need within that market for organic 

products aimed at male athletes under 30. You can now target a specific niche market of organic supplements for 

25-30-year-old male athletes.  

Creating a marketing campaign that appeals directly to that niche (under 30 male sports teams or clubs, gym 

memberships, etc) will be easier and more efficient than creating a marketing campaign that appeals to all young 

professional aged 25-45 who take supplements. 

Tip: Learn more about niching, and whether it is a good match for your business, here: http://cfinsider.ca/useful-

links/ 

Your Brand 
Have you formulated an idea of your brand? Explain it here.  

http://cfinsider.ca/useful-links/
http://cfinsider.ca/useful-links/


Business Plan Help Guide Version 1.0 
 

Copyright 2017 Community Futures Capital Region                                P a g e  15 | 35 

Note: Remember your brand should appeal to the market you are targeting and is more than just your logo, or 

colour scheme. It should communicate your business philosophy and approach. There’s more here to help you: 

http://cfinsider.ca/useful-links/  

Marketing Channels 
Explain your general approach to reaching your clients, including an overall strategy for each channel or platform 

you pick (see below).  

For example, if you are using Social Media, which platforms will you be using? Just Facebook? Or Facebook and 

Twitter? Or neither of those – just Snapchat? Why have you picked the platforms you have? Are the customers you 

want to reach represented there? If so, in what numbers? Likewise, if you plan to use print advertising, how 

precisely will you be using it? What publications will you select to advertise in? How many potential clients will your 

advertising reach? 

Tip: When reaching these decisions, consider the cost to you for each of these channels both in terms of financial 

and time investment. Picking just a few channels and doing them well is likely to return you a greater value in the 

longer term—don’t try to be everywhere and do everything.  

ONLINE APPROACH 
Describe how you will be using online (digital) marketing.  

Explain which of the following channels you will be using. Why you will be using them. And how you will be using 

them. If you are not planning to use digital marketing, please explain why it will not suit your business model. 

 Website – be specific about how you will be using your website. Will it be a simple online business card or a full 

e-commerce store?  Will you be engaging with your customers through your site, maybe in a blog? Will you be 

creating sales pages per product? Using email capture forms? How will your website reflect your brand? 

 Email marketing – will you be maintaining a list of clients’ and/or prospects’ email addresses? If so, how will 

you be using them? What is your communication strategy for new and existing clients?  

 Social media – which platforms will you be using and why. Be specific.  

 Online advertising such as Google or Facebook ads 

 Other digital marketing channels eg blogging, video, online markets, webinars, tv, radio, podcasting, etc.  

Want to learn more about digital marketing for your business? Community Futures has a 101 course that will give 

you an overview here: https://app.ruzuku.com/courses/10994/about  

OFFLINE APPROACH 
Explain which of the following channels you will be using. Why you will be using them. And how you will be using 

them. If you are not planning to use offline marketing, please explain why it will not suit your business model. 

Consider the following channels: 

 Print advertising ie brochures or leaflets, business cards, posters, advertisements in newspapers or journals, 

etc. 

 Conventions/Expos 

http://cfinsider.ca/useful-links/
https://app.ruzuku.com/courses/10994/about
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 Face-to-face contact ie pre arranged or on-spec client visits 

 Open days 

 Direct marketing ie delivery of printed materials via purchased marketing lists/services 

 Other 

NETWORKING 
Explain which of the following channels you will be using. Why you will be using them. And how you will be using 

them. If you are not planning to use network marketing, please explain why it will not suit your business model. 

Consider the following channels: 

 Business to business networking 

 Association memberships offline and online 

 Public speaking 

 Other 

Start Up Preparation 
Describe the marketing activities you must complete in order to be ready on your first day of business. Include those 

with a cost involved and those with purely a time commitment. You may have included some of these in your 

milestone dates in a previous section. This total costs you itemize here will feed directly into your start-up costs 

table in the Financial Plan section of the Business Plan. 

Description of Activity Target Date Additional 
Resources 

Cost in $  

Set up FB account 1 month prior to launch None 0 

Set up Instagram account 1 month prior to launch None 0 

Commission logo 1 month prior to launch Fiverr.com $250 

Create and Launch website  1 week prior to launch Local designer  $1500 

Obtain business cards 1 week prior to launch Staples $200 

Other    

  Total:  

 

Year 1 Approach 
Describe your marketing approach for at least the first year of your business (include regular marketing activities 

and longer campaigns or promotions). Include a budget, schedule – with dates—and the use of additional 

resources. It may be appropriate for you to tie in your campaigns/promotions with specific times of the year, or 

seasonal celebrations, or with the launch of a new product or service. The costs you itemize here will feed directly 

into your operations costs table in the Financial Plan section of the Business Plan. 
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YR 1 REGULAR ACTIVITIES 

Description of Activity Schedule by Day or Week or 
Month 

Additional 
Resources 

Cost in $ Per 
Month 

Posts on Facebook 2 x week None 0 

Classified advert in local newspaper 1 x month for first 6 months None 300 

Blog on website  2 x month Fiverr.com  120 ($5 x 24) 

Other    

  Total:   

 

YR 1 KEY CAMPAIGNS/PROMOTIONS 

Description of Campaign or Promotion Start Date Finish Date Additional 
Resources 

Cost in $ Per 
Campaign 

Summer sale – additional FB posts (1 

per day), additional summer vacation 

tie-in blogs (10 over the period), 

discount postcards sent to client list.  

July 21st August 21st Fiverr.com 

Local Graphic 

designer 

- Blogs 50 

- Postcard 

production & 

mailing 

$300 

- Total: 350 

Other     

     

     

   Total:   

 

Results Tracking 
Describe how you will track the results of your marketing efforts to know whether they have been successful. 

Consider tracking visits to your website, social media engagement, responses to advertising, etc. How will you 

track? When will you track? 

Administration/Staffing 
Describe who will be conducting your marketing activities? Will you keep the role in house, or outsource?  

Tip: If you are doing the marketing yourself, realistically estimate how much time it will take you so you can 

schedule it appropriately. 

Marketing Costs 
Using the data from all the tables above, explain what you’ve decided on as a marketing budget is for startup, then 

years 1, 2, and 3 of your business. You will need these figures later for the financial plan.  

Note: Consider your start-up costs, ongoing daily or weekly activities, campaign specific costs. Include all 

maintenance fees for things like your website host or other website-specific software; online services (such as list 

management providers); outsourced copy or advertising services, graphic design, etc. 
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Item Description Start-Up $ Year 1 $ Year 2 $ Year 3 $ 
Website Creation and Maintenance     

Digital Advertising     

Print Advertising     

Graphic Design     

Online services eg Fiverr.com     

Printed materials eg business cards     

Campaign specific costs     

Other     

Totals:     
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OPERATIONS STRATEGY 
 

Important tips for preparing this section: 

 When you set up a business there are many decisions to take regarding the physical and legal aspects of 

the business, including the day to day running and long term maintenance. The Operations Strategy 

describes why you have chosen the approach you have, and why you believe (based on your knowledge of 

your industry) that it is the best approach for your specific business.  

 The Operations Strategy also gives information about legal status and requirements (licenses, insurance, 

zoning, etc), the business’s physical location, staff requirements, and any other issues that impact the day 

to day running or maintenance.  

 Finally, the Operations Strategy has been deliberately designed to help you pull together the costings you 

will need to create your Financial Plan in bite-sized pieces. By the end of this section (and together with the 

costing you prepared in the Marketing Strategy section), you should have most, if not all, the figures you 

need to complete your Start-Up costs and your Cashflow Forecasts.   

Note: If your business is home-based and/or online, you may not have as much to include in this section as 

someone who is starting up a larger business, with multiple staff, on leased or purchased premises. But 

there are still some important sections for you to complete, so please read carefully.  
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OPERATIONS STRATEGY 

Business Structure 
Describe your business structure by selecting one from each of the 3 categories below. 

1.  Classification:    Sole Proprietorship   Partnership   Corporation 
 

2.  Status:    Start-up   Expanding business   Partnering  

   Franchise   Buy-out 
 

 

3. Type:    Manufacturing   Service   Retail 

   Online 
  

Legislative 
Firstly, explain any legislative (local and/or Provincial and/or Federal) or industry-related requirements your 

business must adhere to for your business, including all permits, licenses, and safety requirements. Then, complete 

the table below. 

Note: Do not include any government legislated staff training (eg safety training) here, instead include that in the 

Personnel section later. 

Tip: Ensure you understand the lead times for application and approval so that they can be factored into your 

business launch plan (start-up dates); and all associated costs. 

Requirement Lead Time Frequency Cost $ 
Business license 4 weeks Annually $80 

Federal permit 3 months One-off $2000 

Other    

    

  Totals:  

Insurance 
List the details of all insurance you will need to run your business.  

Note: Do not include insurance for your business premises, this will be included in the Facilities section below.  

Requirement Frequency Cost $ 
Personal/business insurance Monthly  

Vehicle insurance Annually  

   

Other   

   

 Totals:  
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Personnel 
MANAGEMENT  
Describe who will be managing the business including its day-to-day operation (include a short summary of their 

relevant experience). 

Tip: Add a further 1-page resume as an Appendix to this document only if you feel it directly supports your business 

idea or it has been requested specifically.  

STAFFING 
Describe your approach to staffing. What staff will need for a start-up? What additional staff are you planning to 

employ over the first few years of business? What are your recruitment, attraction, and retention strategies?  

Once you have described your approach, summarise the details in the table below. Include yourself in these figures. 

Consider the first 3 years of business at least as you will need to include staffing costs in your cash flow forecasts in 

the Financial Plan.  

Note: Remember to include any additional costs per staff member per month (not just salary), including WCB, 

essential training costs, health insurance, etc.  

Tip: To get really clear on your figures, you may want to use the second table to break down these expenses 

separately.  

Job Title Part Time or 
Full Time 

Number of 
Staff  

Year 1 Wages 

Per month $ 

Year 2 Wages 

Per month $ 

Year 3 Wages 

Per month $ 
Manager FT 1    

Admin (FT by Year 3) PT/FT 1    

Other      

Other      

      

Totals:      

 

Other Expenses For Which 
Staff? 

Year 1  

Per month $ 

Year 2  

Per month $ 

Year 3  

Per month $ 
Safety training All     

Audit training Admin    

Development training All     

WCB     

Health Insurance     

Other     

Totals:     

SPECIALISTS  
If your business will require a very specific skill set, describe what that role is and how you will go about recruiting 

for that role. It could be that you will be outsourcing or subcontracting a particular aspect of your services, or you 
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may need an additional resource to provide product fulfillment services, or else, you may need to contract out the 

development of one-off software (like a phone app), etc.  

Specialist Year 1 $ Year 2 $ Year 3 $ 
Marketing Consultant    

Web Developer    

Other    

    

    

Totals:    
 

FURTHER SUPPORTING STAFF 
List any further supporting or professional staff you will be using to help you with the business on an as-needed or 

semi-regular basis ie accountant, book keeper, lawyer, marketing professional, technical assistance/services, etc. 

Note: Do not include regular facility specific services such as landscape services/snow clearance, or security services 

which will be itemized in the Facilities section below. 

Support Staff Year 1 $ Year 2 $ Year 3 $ 
Accountant    

lawyer    

Safety inspector    

Network management    

Other    

    

Totals:    
 

Facilities 
Describe what facilities you will need to operate your business (include leased or rented space for operation or 

storage, office or showroom space, home office space, shop, garage, land, etc). Explain why have you made these 

decisions? Why do you need the facility you do? What sort of facility will it be – size, location, etc? What must it be 

close to? Is this a long-term or short-term location?  

START UP RENOVATION COSTS (IF RELEVANT) 
Do you need to renovate the space before you can start business? Often this is the case with store fronts, or other 

facilities that require safety upgrades, or the addition of plumbed facilities, etc. Explain what the general purpose of 

the renovation is, and then itemize associated costs below.  

Note: The table below assumes you will do all renovations at start-up. Renovations that you plan for at a later date 

can be included as a maintenance or further operations charge and added into your Cash Flow Forecast tables in 

the Financial Plan as a line item for the approximate date you are planning them.  

Description of Renovation Renovation Cost in $ 
Addition of staff bathroom  

Installation of internal fixtures: lights and customer service counter   

External re-paint  
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Re-landscaping of car park  

Other  

Total:  

 

MONTHLY EXPENSES  
Starting with any lease or rental costs, itemize your estimated monthly expenses in relation to the facility. This 

table will apply whether you are starting your business at home or in another location.  

Description of Expense Monthly Cost in $ 
Lease  

Heating  

Power  

Property tax  

Home/Building Insurance  

Monthly landscaping fees/snow clearance)  

Total:  
 

Capital Items (if relevant) 
Describe what capital items you will need to purchase or transfer to your business, in order to operate. These will 

contribute toward your major start-up expenses. Think about machinery, vehicles, office equipment (eg. computers, 

printers), tools, land, buildings, and furniture (eg. desks, chairs), etc.  

Do not include fixtures or minor fittings or items that will be replaced regularly such as small office equipment (eg. 

staplers, hole-punches). 

Note: A capital item is an item which will be listed as an asset owned by your business, and will depreciate over 

time according to CRA guidelines. 

Tip: If transferring personal items, list their current value in the cost column, not the price at which you purchased 

them. 

Equipment Cost $ 
F250 Ford Truck  

Trailer  

Desktop Computer  

Other  

Total:   
 

Production of Goods (for product based businesses) 
Use this section if your primary business deliverable is a single product or multiple products. This includes products 

you will be manufacturing from scratch and/or items you will be purchasing in bulk to sell to your customers. 

Explain the detail of your production process here, then move onto the other sections below. 

Note: If you are purchasing items to sell as part of a service include them in the Production of Service section below 

instead of here. Likewise, if you are primarily a service provider, and do not manufacture or resell any products, or 

only do so as an integral part of a service offering, also use the section below, instead of this one.  
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SUPPLIER AGREEMENTS 
Summarise any Supplier agreements you have negotiated (include restrictions such as payment schedules, delivery 

hours, order lead times, special non-stock items, bulk offers you will be taking advantage of etc). 

PRODUCT INVENTORY 
Describe any key considerations there are with regard to the initial and ongoing production of your products; then 

itemize the production requirements of your products below.  

Tip: Including costs and materials required for both initial and ongoing stock levels will help you to separate your 

startup costs from your ongoing operational costs later in the document. 

Description of 
Item 

Supplies/ 
Materials 

Cost Per 
Item 

# Start 
up 

Stock 

Total Cost 
Start up 

Stock 

# Ongoing 
Stock Per 

Month 

Ongoing 
Cost Per 
Month 

Wooden Table Table top  

4 legs 

4 screws 

$200 20 $4000 10 $2000 

       

       

       

       

 

DELIVERIES OF SUPPLIES AND MATERIALS TO YOUR FACILITY 
Describe any key logistical considerations pertaining to the delivery and management of materials or supplies to 

your location. Itemise any related costs in the table below.  

Note: Consider delivery times, access for delivery trucks, and/or other receiving requirements; stock management; 

storage; rental of PO Box; etc). 

Delivery Requirements Frequency Cost $ 
Rental Stock Management system Per month  

Out of hours delivery supervision Per delivery  

Other   

   

Total:    
 

CUSTOMER DELIVERIES 
Describe any key considerations with regard to the logistics related to the delivery of your products to your 

customers, if you are going to be offering a delivery service. 

Note: Consider delivery times and schedules, service areas, transportation method, supporting paperwork or pre or 

onsite processing you will need to undertake, etc. If there are any specific costs involved in delivery, itemize them 

here.  
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Delivery Requirements Type Cost $ 
Service area A (Mon and Fri only) One off charge $50 

Onsite/online delivery system Monthly $25 

Outside service area: Mail order items Postage and 

packing 

Average: $100 

Other   

Total:    
 

OTHER OPERATIONS COSTS 
Describe any further operational considerations and costs that have not been included elsewhere in this or previous 

sections. 

Additional Consideration Type Cost $ 
Onsite consultation As necessary $50 

   

Other   

Total:    
 

Production of Service (for service based businesses) 
Use this section if your primary business deliverable is a service or services. Explain the operational detail of 

providing your service here ie what process will use from evaluating client requests to delivering the service, then 

move onto the other sections below.  

SERVICE INVENTORY 
Do you need to maintain an inventory of supplies to provide your service? Describe any key considerations there are 

with regard to the initial and ongoing provision of your services.  

Note: Consider free samples, products that are included in the cost of service, or are offered in addition to your 

services, welcome gifts, etc; and/or administration related supplies and materials.  

Description of Item Cost Per Item # Start up 
Stock 

Total Cost 
Start up Stock 

# Ongoing 
Stock Per 

Month 

Ongoing Cost 
Per Month 

Shampoo – brand x 

 

$5.50 10 $55 5 $27.50 

Other 

 

     

Totals:       

 

CUSTOMER SERVICE DELIVERY/LOGISTICS 
Describe any key considerations with regard to the logistics related to the delivery of your services to your 

customers. Include details of capacity for each service taking into account your start-up staffing, and ongoing 

staffing, seasonal variations etc.  
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Note: Consider delivery times and schedules, service areas, transportation method, supporting paperwork or pre or 

onsite processing you will need to undertake, etc. If there are any specific costs involved in delivery, itemize them 

here. 

Delivery Requirements Type Cost $ 
Service area A (Mon and Fri only) One off charge $50 

Onsite/online delivery system Monthly $25 

   

Other   

Total:    
 

SERVICE CAPACITY 
Describe any key considerations with regard to the logistics related to the delivery of your services to your 

customers. Include details of capacity for each service taking into account your start-up staffing, and ongoing 

staffing, seasonal variations etc.  

Description of Service Service Per Day/Per Week/Per Month/Per Season, etc 
Dog walking 20 minutes: 

offered 12-2 pm weekdays 

only 

Year 1: 

Maximum walks per day (summer): 4 

Maximum walks (winter): 12  

Small dog grooming Ongoing:  

4 dogs per day (6 days per week) 

Other  
 

OTHER OPERATIONS COSTS 
Describe any further operational considerations and costs that have not been included elsewhere in this or previous 

sections. 

Additional Consideration Type Cost $ 
Onsite consultation As necessary $50 

Gas  Over 20 miles 0.50 Per km 

Other   

Total:    
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FINANCIAL PLAN 
 

Important Tips for preparing this section: 

 Important: If you are creating the Business Plan for a financial institution (for a loan) or grant provider, 
find out exactly what their requirements are for their application in terms of a financial plan. They may ask 
for details that are not included here, or else, want them presented in a different way.  

 Before you begin this section, it is important that you have certain data decided and at your fingertips:  
o How much you will be charging for each service or product. 
o How many products or services you believe you will be providing per month. 
o The production expenses associated with providing each service or product. 
o The marketing expenses associated with providing your business. 
o Maintenance or Operations expenses (ie monthly expenses to keep your business open) 
o Start-up costs. 
Note: If you have completed the Business Plan step-by-step up to this point, you will already have 
calculated the majority of these costs, and it is now simply a matter of organizing the data.  

 Be prepared to justify the expenses and income figures to a financial institution if you are looking for a 
loan or grant. 

 Be prepared to explain any assumptions that you made to help you come to the conclusions you have.  

 Be prepared to prove the cost of any equipment, machinery, or services you will be purchasing or utilizing 
in your startup costs, especially if you are asking for loan funds to pay for it.  

 Unless you are basing your figures on existing sales/expenses or using figures supplied by a similar 
business, be aware that for the cash-flow forecast sheets you will need to provide your “best guess” in 
terms of the income you will be generating. This is expected and understood by financial institutions. 
However, you must be able to support your guesses with real research into similar businesses, logical 
assumptions, and demonstrable knowledge of your industry.  

 Whether just preparing the figures for yourself or a lender, it is also advisable to prepare 3 lots of figures 
for the cash flow forecasts. Best, worst, and midpoint scenarios. Which figures you then choose to submit 
in your Business Plan will depend on your own gut feel, experience, confidence in the project, and 
willingness to take on risk—but your lender may wish to see all three. 

 If you are applying for funding for an existing business, you should also provide at least 2 years (preferably 
3) of balance sheets for that business as an appendix, as well as any other supporting financial information 
about the business your lender requires.  
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FINANCIAL PLAN 

Table 1: Start-Up Costs 
Important: Before you complete the table below, ensure you have reviewed the prior sections of this document. The 

majority of the costs you need to complete in this section should already be calculated elsewhere. 

TABLE 1A: ONE-OFF START UP ITEMS 
Itemise the costs required to start or expand your business (add lines as necessary). Include items you already have 

and will be transferring to your business (price them at their current value). Only complete the sections relevant to 

your business.  

For example, if you are running a home-based business, you may not have any renovation costs; if you are running 

an online business you may not have any capital items apart from a PC or laptop. 

Note: Start-up costs are for those items you will need to get your business off the ground ie to open the doors on 

day 1.  

Item Description  Cost $ 
Legislative/Insurance 

Costs 

List here each item you identified in the previous section: Operating 

Strategy – Legislative; and Operating Strategy - Insurance. Add 

further lines as necessary. 

 

 Business license  

 Year 1 Business Insurance  

 Contractor’s Bond  

Staffing Costs List here any one-off items you identified in the previous section: 

Operating Strategy – Staffing, not related to regular salary (which 

will be included in Table 1b below). Add further lines as necessary. 

 

 Mandated/essential training on start-up ie safety or first aid  

Capital Item Costs 

 

List here each item you identified in the previous section: Operating 

Strategy - Capital Items. Add further lines as necessary. 

 

 Backhoe  

 Trailer  

 Other  

 Other  

Start Up Production 

Costs 

Summarise into broad categories start up Production items you 

identified in the previous section: Operating Strategy. Add further 

lines as necessary. 

 

 Inventory  

 Client welcome gifts  

 Other  

   

Facility Renovation 

Costs 

List large items separately. Summarise smaller items into categories. 

Include all items you identified in the previous section: Operating 

Strategy. Add further lines as necessary. 
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 Bathroom installation  

 External renovations – roof/repaint/regrade  

 Internal renovations – redecoration  

 Other  

Start-up Marketing 

Costs 

Using the list you generated in the Marketing Strategy section of this 

document, list major one-off marketing activities required prior and 

during the start-up period. Add further lines as necessary. 

 

 Website development  

 Business cards/leaflets  

 Open day related costs  

 Other  

Other Costs Itemise any start-up items you have identified but are not covered in 

the sections above. Add further lines as necessary. 

 

 Security Deposit for leased premises  

   

 One-Off Start-Up Costs (A):  

 

TABLE 1B: START UP OPERATING CAPITAL 
Itemise the costs required to operate your business for the first 3, 6, 9 or 12 months (see Tip below).  

Note: The Start Up Operating Capital Line is the minimal amount of money you will need to keep the doors open for 

a specific period. 

Tip: For new businesses, it is wise to ensure you have at least 3 months of operating capital in reserve for the start 

of your business. For those businesses that offer a 90-day credit or similar payment scenario for their clients, it is 

better to have at least 6 months of operating capital in reserve, otherwise you may be operating at a loss for at 

least the first 3 months of your business, or potentially longer if your clients do not pay on time. If your business is 

particularly complex or you tend towards being risk averse, it is advisable to have 9 months to 1 full year of 

operating capital in reserve. Specify your chosen period in the cost column for clarity. 

Item Description  Cost $ for 3 

Months 
Staffing Costs List each category of operations costs you have identified. Specify 

how many months these items cover eg 3, 6, 9, or 12 months. All 

items should cover the same period.  

 

 Permanent staff costs  

 Occasional staff/specialists costs  

Ongoing Marketing 

Costs 

Using the list you generated in the Marketing Strategy section of this 

document, list ongoing marketing costs required. Add further lines as 

necessary. 

 

 Monthly website maintenance/hosting  

 Google ads  

 Other  
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Ongoing Inventory 

Costs 

Summarise into broad categories ongoing inventory items you 

identified in the previous section: Operating Strategy – Product or 

Service Inventory. Add further lines as necessary. 

 

 Shampoo  

 Client free samples  

 Other  

Facility Costs List cost items related to maintaining your facility from the Operating 

Strategy section of this document. Add further lines as necessary. 

 

 Monthly Lease  

 Utilities  

 Other  

 Other  

Production Costs  Using the list you generated in the Operating Strategy – Production 

Costs section of this document, list ongoing production costs required 

to maintain the production of your products or services. Add further 

lines as necessary. 

 

 Ongoing Inventory  

Other Operational 

Costs  

Use those identified in the Operating Strategy not yet accounted for 

eg monthly services like landscaping, security services, etc.  

 

 Payment system rental.  

 Other  

Operating Start-Up Costs (B):   

 

TABLE 1C: TOTAL START UP COSTS 
Using the figures generated from the tables above, calculate your Start Up costs. 

Tip: Include the period you are have selected to cover for your Start Up Operating capital. 

Item  Cost $ 
Operating Capital (Start Up) From table 1a (A)  

Operating Capital (On-Going) 

First 3 months 

From table 1b (B)  

   

 Total Start Up Costs (A+B) (C)  
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Table 2: Source of Funds 
Describe how you will be funding your business ie where you will be obtaining the start-up costs detailed above.  

Fund Source Type Fund Source Description Amount or Value $ 
Traditional Financial Institution eg 
bank loan, credit union, LOC 

Name of bank ie BMO  

Non-Traditional Financial Source eg 
not-for-profit loan 

Name of institution ie Community Futures  

Personal Investment eg cash or 
assets 

1. Personal Cash  

 2. Existing assets to be transferred to the 

business 

 

 3.   

 4.   

Other eg family loan or investment, 
partner investment etc 

Family investment  

 Total Source of Funds:   

 

Table 3: Summary Table 
Using the figures from Tables 1c and 2, complete the Summary Table. 

Financial Start Up Costs Summary Amount or Value $ 
A. Total Source of Funds (from Table 2):                                                                                                                              

B. Start-Up Costs (from Table 1c):   

C. Starting Cash Balance for Month 1 (A minus B) (Must not be negative)  
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Table 4: Cash Flow Forecast 
Complete a cash flow forecast for years 1, 2, and 3. This table is available as a downloadable Excel template from our web page here: 

http://capitalregion.albertacf.com/tools There are instructions attached to the template once downloaded. 

 

http://capitalregion.albertacf.com/tools
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CONCLUSION 
 

Tips for preparing this section: 

The final section of the Business Plan will help give you some clarity regarding whether or not you wish to move 

ahead with your business idea. Now that you have worked through the previous sections, it’s time for you to make 

an objective decision regarding the likely success of your business and also your enthusiasm for the project. 

There are just a couple of things to note: 

 Some Business Plans call for a full SWOT analysis (an evaluation of Strengths, Weaknesses, Opportunities, 

and Threats to your business success) to be completed either within the plan itself or as part of the 

Conclusion. This process can be very useful especially if you have difficulties coming up with the risks to 

your business, as you’ll find risks fall out of the threats analysis. If you do wish to or are required to, do a 

full SWOT analysis, this resource may help: http://cfinsider.ca/useful-links/  

 Once you have completed the Conclusion, it is time to revisit the Executive Summary if you are choosing to 

include it.  

  

http://cfinsider.ca/useful-links/
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CONCLUSION 

Critical Risk Summary 
Describe up to 3 key risks to the success of your business and how you plan to mitigate them should they arise. This 

section demonstrates that you have a full understanding of the potential threats to your business, and have a plan 

in place to counter them, should the worse happen. This will raise the confidence of any reader of the plan. 

Note: In this context, a risk is a threat to the continued success of your business. It would be something which, if left 

unchecked, would have a detrimental effect on your overall profit or even the ability to keep your doors open.  

There are both external and internal risks to your business:  

1. External risks are those that would impact your operations, environment, or industry from the outside of your 

business ie environmental disaster like flood or fire, government policy changes, the downturn in the industry 

as a whole, etc.  

2. Internal risks are those that are generated from inside your business ie bad planning, loss of reputation, 

under/over staffing, inefficient processes, etc. 

Tip 1: Only include external risks here if the potential of them occurring is very high. For example, all businesses are 

at risk of fire. Having a good insurance policy in place to protect yourself is a given and does not need to be 

considered one of your top 3 critical risks. However, if your business is in a zone that is frequently at risk of forest 

fire, you may consider it a critical risk and want to draw up a complete mitigation plan than just “get insurance.” 

Drilling down into your business, to focus on what is within your power to plan for is usually the most effective 

approach to this exercise. 

Tip 2: If you have difficulty identifying the risks to your business, consider conducting a SWOT analysis first. Often 

Risks will fall out of the Threats portion of that process [see http://cfinsider.ca/useful-links/ for more information]. 

Risk Mitigation Plan 
1. The reputation of my hairdressing 

business will be based on providing 

superior colouring services. 

However, attracting excellent 

colourists is extremely competitive. 

It is, therefore, a risk to my 

business reputation if I cannot 

attract the right staff and 

maintain those high standards.   

1. Put in place a significant staff attraction and retention plan 

prior to business launch.  

2. Budget to pay 20% above market wages. 

3. Ensure additional training is available to develop staff skills 

and to be able to keep in line with trends. 

4. Build relationships with local training programs to identify the 

best candidates prior to graduation. 

5. Offer work experience program. 

6. Use only superior colouring products.  

2. Other  

3. Other  

 

http://cfinsider.ca/useful-links/
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Major Assumptions 
Describe any major assumptions you have made in order to develop your business idea or plans. The information 

here may assist: http://cfinsider.ca/useful-links/ 

Note: Assumptions can be generated from any part of the plan ie assumptions you made when formulating your 

business idea, services/products, ideal clients, marketing approach, operations, or financial estimates. Most 

assumptions will be built around statistics or estimates such as the type and number of clients you will be 

attracting, or the number of sales you believe you will make in a given timeframe.  

Tip: Ensure you include the reason for your assumption. It is not enough just to identify the assumption you have 

made, there must be some justification for it otherwise you are basing it on a hunch only.  

Assumption Justification 
1. My business will attract clients 

from all over northern Alberta – 

so I will extend my marketing to 

that area. 

When I worked as a mechanic for Bob’s business (the model I am 

using to set up my own business), we were regularly (once or twice 

per week) called by clients as far-a-field as High Level, Fort 

McMurray, and Peace River. I have also checked online and in 

service directories and found that that region is underserved by 

businesses of this type. While I will not build my sales 

expectations specifically around this customer group, I believe they 

will represent around 5% of my income if I extend my marketing 

to that area.   

2. My business assets are valued at 

$78,000.  

I have valued my trucks by comparing similar vehicles in Kijiji 

ads. However, I could not find an exact match. My vehicles 

appeared in better condition than those advertised so I added a 

further 10% on those prices. I will have them properly valued (by a 

dealer) at the end of my current season (September) when I plan to 

start up the business, and will then adjust the value as necessary. 

3. Other   

4.   

5.   

6.   

 

Go/No-Go Decision 
Now that you have completed your business plan, state whether or not you will be going ahead with your business 

idea. Give reasons why you have made this decision.  

http://cfinsider.ca/useful-links/

