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This is a proposed three chapter outline intended to make business plan diploma papers into more of an academic paper format. In this approach, the first chapter is an overview and analysis of the industry the focal company will compete in, the second chapter is the proposed business plan for the focal company and the third chapter includes analysis of other strategies that were considered and rejected in developing the business plan. Much of the Chapter 1 outline is from Strategic Management and Business Policy by Thomas L. Wheelen and David J. Hunger and Chapter 2 is from Effective Small Business Management: An Entrepreneurial Approach by Norman M. Scarborough and Thomas W. Zimmerer.
Keep in mind that because this is an analytical paper, the primary reasons for preparing the business plan are to help a start-up business to compete or to help an existing business change its strategy to compete more effectively. A paper with a business plan that simply describes an existing business would not contain adequate analysis.

Following is the recommended general format for the document, chapters and sections for the minimum 60-page, double-spaced, Times New Roman font, footnoted according to Chicago Manual of style, business plan paper. Note that some subsections explain or ask questions related to possible content and do not necessarily suggest titles of sub-topics for the paper. Note also that it is acceptable to use photographs, diagrams and other graphics wherever they help explain a concept, product or process, or otherwise help increase the readers’ understanding of the topic being addressed. 
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Introduction [A one-half-page-to-two-page overview of the intent of the paper and approach taken. This is to develop a business plan for a new business (or existing business in need of a strategy change) in the industry you have chosen. The approach is to analyze the industry and the focal business using various tools to determine the best approach for business start-up or strategy change. The business plan will reflect the best approach based on applied analysis.]   

Chapter 1: Industry Profile and Overview [This is relatively comprehensive. This section helps determine what the industry is and whether it offers potential for profitability. This discussion will offer most of the “opportunities” and “threats” in the SWOT analysis in Chapter 2 Proposed Business Plan.]

I. Industry Overview

A. Industry description, background and overview

1. Mention that the focal company is part of this industry.

2. Give a brief overview of what the industry does.

3. Discuss some of the history that is relevant to the analysis.

B. Products and services.

1. Be specific about products and services sold. [For example companies manufacturing automobile spark plugs, generators, alternators and other electronic auto parts are different than companies that manufacture and sell auto bodies, tires or transmissions even though all are manufacturing automobile components.]

2. Keep in mind that some competitors may sell more or fewer products or services than the focal company. If so, it could be mentioned here and restated in other sections as necessary.

C. Description of overall industry value chain and where focal industry participants fit [For example: the auto industry value chain goes from coal, aluminum and iron mining (extraction) to selling final cars to customers (retail sales through dealers or other outlets). The focal industry may be components manufacturing, which should be noted on the diagram and further explained in the text. Each country’s overall value chain may be different, so be sure to explain the value chain for the specific country/market being addressed.]  

1. Diagram of the overall value chain.

2. Explanation with more details on each level of the value chain.

D. Major customer groups

1. Focus on the customer groups for the industry that the focal company and its direct competitors are in. [For example, automotive components manufacturers sell components to automobile manufacturers (GM, Toyota, BMW, etc.) as well as automotive supply wholesalers and retailers. They generally do not sell directly to automobile owners/buyers.]

2. Charts or graphs indicating:

a. Breakdown of customer groups by sales volume for the industry.

b. Historical (a few years) data on sales by customer group. 

E. Significant trends

1. Indicate whether past performance of the industry suggests that its products/services are becoming more or less popular?

2. Other industry trends may include:

a. More or less outsourcing.

b. Technologies and automation in manufacturing, marketing or product/service delivery.

c. Manufacturing plants, headquarters and other offices or other operations moving from one part of the world or country to another/others [For example auto manufacturers and components manufacturers closing US plants, while opening or expanding plants in Russia and China].

d. Industry consolidation or fragmentation with many new entrants.

e. Centralization of management decision-making or decentralization.

f. Strategic alliances with value chain or outside-industry partners.

F. Growth rate

1. The rate the industry is growing or declining in terms of sales, output, plant and personnel or other measures over recent years.

2. Charts or graphs that help tell the story.

II. Key competitors

A. Brief description of the focal company 

1. Name

2. When the company was founded.

3. Is it the whole company, a subsidiary of a larger company or a brand division within a company?

4. Key products and services.

5. Principal customers 

6. Relevant history.

B. Brief description of each key competitor [This means there may be separate sections for five or six competitors.]

1. Name

2. When the company was founded.

3. Is it the whole company, subsidiary of a larger company or a brand division within a company?

4. Key products and services.

5. Principal customers 

6. Relevant history.

C. Comparison Matrices charts of different competitors on key indicators. (One or more matrices and/or charts can be used to address those factors that help compare competitors. Text can be used to explain each matrix if needed.)

1. Sales revenue and/or volume.

2. Product or service offerings.

3. Financial ratios

4. Research and development

5. Organizational factors

a. Outsourcing.

b. Organizational structure

i. If it helps make the case comparative organization charts can be used here or in the “Corporate Structure” section of “Chapter 2: Strategic Audit.”  

6. Marketing factors

a. General strategies

b. Channels 

c. Brand identity 

d. Brand position

7. Other factors
III. Industry Analysis

A. Societal environment analysis

1. Political, including regulatory restrictions, taxes, special treatment or benefits, etc.

2. Economic, including current and projected economic conditions that have or can have a positive or negative affect on the industry. 

3. Social, including social trends or fads, political movements or other things that have or could have a positive or negative affect on the industry.

4. Technological, including existing or developing technologies that have or can have a positive or negative affect on the industry  

B. Competitive Analysis (Porter’s Six Forces—See additional handouts and Business Policy course information, including PowerPoints.)

1. Degree of rivalry among existing firms

2. Threat of substitutes

3. Supplier power

4. Barriers to entry

5. Buyer power 

6. Power of other stakeholders

C. Key success factors (KSFs) in the industry

1. These are based on looking at the information in the above sections of this chapter. What was a success factor in past years may be irrelevant now because of a new competitive environment. 

2. Identify each KSF with a word or phrase and then explain each with a sentence or two.

3. Try to limit this to no more than ten (eight is better) and combine some where needed.

4. After these are defined, it may be appropriate to revise the competitor comparison matrices (II.C above) to include one or more if they weren’t there.

D. Outlook for the future [Based on all of the above, does the industry appear to be headed toward growing, declining, consolidating, etc?]

E. Current stage of industry growth (start-up, growth, maturity)

Chapter 2: Recommended Business Plan [This is the business plan section of the paper. This tells how this particular business should compete in the chosen industry. This should be succinct and clear and something that could be presented to investors or lenders. This outline injects topics into Business Plan Pro format. If using Business Plan Pro, “Export” the document to MS Word and then “insert” the MS Word file into the diploma paper document. If numbering changes once inserted try correcting by using the “Format”, “Bullets and Numbering” and choosing the “Restart Numbering” button.]
Following is a business plan outline based on the Business Plan Pro (BPP) software available in the computer room. Feel free to do some or all of the text writing in MS Word and then insert it in the appropriate sections in BPP.

Students will need to “insert” some topics. The easy way to do so is to select “Outline” from the “View” item on the menu bar. The plan outline will appear on the right of the screen. On the outline, select the main topic for which you will insert a subtopic (for example “1.0 Executive Summary”), then select “Insert” from the outline menu bar and “Topic” from the drop-down menu and then write the topic title (for example “Summary of Financial Request”). BPP will do the numbering of these topics automatically. To position topics in the outline, right click on the item and “move up,” “move down,” “promote,” or “demote.”

The individual numbered items (1., 2., 3., etc.) indicate further subtopics within BPP topics or subtopics. BPP will not insert the numbering scheme automatically, but the writer can choose to make numbered or bulleted lists. Unfortunately numbers and bullets are the only format choices in BPP. Letters are not an option. Numbered lists for these items are not necessary as long as they are included in the designated sections.

Most tables are built into the BPP software. The data in the tables will generate the charts and graphs. Some tables or graphics will need to be created and cut and pasted into the document. These are noted.

1.0 Executive Summary [This will be prepared last in the BPP Software]

1. Company name, address, and phone number (this can be fictitious)

2. Name(s) of all key people

3. Brief description of the business, its products and services, and the customer problems they solve

4. Brief overview of the market for your products and services

5. Brief overview of the strategies that will make your firm a success 

6. Brief description of the managerial and technical experience of key people 


Graph: Highlights [Software will generate and place]

1.1 Objectives [Choose eight or fewer key objectives.]

1.2 Mission

1.4 Keys to Success

1.5 Summary of Financial Request [You must Insert this topic in BPP.]

2.0 Company Summary

2.1 Company Ownership

2.2 Start-up Summary

Table: Start-up


Graph: Start-up
3.0 Products and Services

3.1 Product/Service Description [You must Insert this topic in BPP. Cover the following subtopics for each category of products and/or services.]
1. Product or service features

2.  Customer benefits

3. Warranties and guarantees

4. Uniqueness

5. Key product/service success features

3.2 Patent or trademark protection [You must Insert this topic in BPP.]
3.3 Description of production process (if applicable) [You must Insert this topic in BPP.]
1. Raw materials

2. Costs

3. Key suppliers 

4. Lead times

3.4 Future product or service offerings [You must Insert this topic in BPP.]
4.0 Market Analysis Summary

4.1 Market Segmentation

1. Identify Market Segments

· Describe what divides the segments

· Briefly discuss how marketing might differ for each

· Estimate the segment size

2. Explain table data

Table: Market Analysis


Pie Chart: Market Analysis
4.2 Target Market Segment Strategy

1. Define segments your business will target

· Provide a more detailed profile for each

· Size and growth trends for each

2. Explain their motivation for buying from your business

4.3 Business Analysis

4.3.1 Competition and Buying Patterns

4.3.2 Competitor Comparison [You must Insert this topic in BPP.]

1. Existing competitors 

· Describe who they are 

· Strengths

· Weaknesses

2. Potential competitors: Companies that might enter the market

· Describe who they are

· Describe the impact on your business if they enter

Table: Competitor Comparison Matrix [You may need to cut and paste from MS Word.] This should have key success factors and product attributes on one axis and your company and key competitors on the other axis. The intersecting interior cells should tell the story of which companies are strong or weak on these key factors and why your company is competitive (or not competitive).
5.0 Web Plan Summary

5.1 Website Marketing Strategy

5.2 Development Requirements

6.0 Strategy and Implementation Summary

6.1 SWOT Analysis

6.1.1 Strengths

6.1.2 Weaknesses

6.1.3 Opportunities

6.1.4 Threats

6.2 Competitive Edge

6.3 Business Strategy [You must Insert this topic in BPP.]

1. Desired image in the marketplace-positioning

2. Competitive Strategy (Cost leadership, differentiation, focus) for various products/services

3. Key success factors for business success

6.4 Marketing Strategy

1. Marketing programs. Some may differ for different segments or services.

2. Advertising and promotion

· Media used-reader, viewer, listener profiles

· Media costs

· Frequency of usage

· Plans for generating publicity

· Description of sales literature and how it will be used

Table: Advertising budget by media [You may need to cut and paste from MS Word.]

3. Distribution Strategy

· Distribution channels

· Sales techniques and incentives

4. Strategic Alliances

5. Test market results

· Surveys

· Prospective customer feedback on prototypes

· Focus groups

6.5 Sales Strategy

1. Personal selling efforts

· Sales force size, recruitment, and training

· Sales force compensation

· Number of calls per sale

· Amount of average sale

2. Pricing

· Cost structure fixed and variable costs

· Desired image in market

· Comparison against competitors’ prices

· Discounts

· Gross profit margins
6.5.1 Sales Forecast

Table: Sales Forecast


Graph: Sales Monthly


Graph: Sales By Year

6.6 Milestones

Table: Milestones


Chart: Milestones
7.0 Management Summary


1. Form of ownership


2. Company structure (include decision-making authority, etc.)


3. Key managers and employees 

Chart: Organization Chart

7.1 Personnel Plan

Table: Personnel

8.0 Location and Layout [You must Insert this topic in BPP. This will address any office, restaurant, manufacturing or other facilities the company will own or lease for operations.]

1. Location

· Demographic analysis of location vs. target customer profile

· Traffic count

· Lease/Rental rates

· Labor needs and supply

· Wage rates

2. Layout

· Size requirements

· Ergonomic issues

Graphic: Layout plan [You will need to create this in another program and cut and paste it into the document.]

9.0Financial Plan

9.1 Start-up Funding

Table: Start-up Funding

9.2 Important Assumptions

9.3 Break-even Analysis

Table: Break-even Analysis


Graph: Break-even Analysis
9.4 Projected Profit and Loss

Table: Profit and Loss


Graph: Profit Monthly


Graph: Profit Yearly


Graph: Gross Margin Monthly

Graph: Gross Margin Yearly
9.5 Projected Cash Flow

Table: Cash Flow


Graph: Cash
9.6 Projected Balance Sheet

Table: Balance Sheet

9.7 Business Ratios

Table: Ratios

10.0  Loan or Investment Proposal (If outside investment or loans are required, otherwise indicate this is not applicable.)

· Amount requested

· Purpose and uses of funds

· Repayment or “cash out” schedule (exit strategy)

Chapter 3: Strategies Considered but Rejected [This is an overview of the analysis of other strategies/approaches considered and why they were rejected in the business plan.]

Conclusion [This is a summary of what was addressed in the paper and the plan.]

Bibliography [Follow the Chicago Manual of Style.]

APPENDIX

Table: Sales Forecast-Detailed
Table: Personnel-Detailed
Table: Profit and Loss-Detailed
Table: Cash Flow-Detailed
Table: Balance Sheet-Detailed
Key Job Descriptions

Sales Literature, brochures, etc.
Other Reference Information
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