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	Your Name:


	Date:

	Address:


	City:
	Postal Code:

	Phone:


	e-mail:

	How did you hear about Perth Community Futures Development Corporation?
	 FORMCHECKBOX 
  Friend

 FORMCHECKBOX 
  Newspaper  _________________

 FORMCHECKBOX 
  Web Site

 FORMCHECKBOX 
  Telephone Book

 FORMCHECKBOX 
  Bank _______________________
	 FORMCHECKBOX 
HRDC Office

 FORMCHECKBOX 
Business Resource Centre

 FORMCHECKBOX 
Training Company _____________

 FORMCHECKBOX 
Other ________________________

	Exploring Your Business Opportunity



	Is this a new business venture?  FORMCHECKBOX 
Yes  FORMCHECKBOX 
 No  Or purchase of a business/franchise?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No



	Give a brief description of the business idea.  What product or service you will provide?



	What is the main geographic area you intend to sell your product or service?



	Create a profile of your intended customer.  (age, gender, status, income etc) or (business, size, employees, area)



	What competitors are selling in the same area?



	What skills and experience do you have to manage and operate a new business?



	Are you considering applying for a loan with the Perth CFDC?    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No   Approx how much? $_________________



	Do you know how much it will cost to start your new business?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  Approx how much? $_________________



	Do you know how much it will cost to produce your product?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
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Business Plan 

As part of your Community Futures Development Corporation of Perth (Perth CFDC) loan application you are required to complete a business plan.

If you require assistance with this plan, please phone our office at (519) 595-7570.

You may want to hand write your business plan, but you will create a more professional look if it is prepared on a computer.  You may need to add pages to include- research findings, detailed descriptions, lists or charts.  You will also need to provide witnessed signatures on some documents when seeking financing for the business.

The completed plan will paint a picture for the reader and describes:

· What it is you want to do

· How and why you are going to do it

· Where you want to go with the business

· How and when you plan to get there

A good business plan is absolutely essential as it serves to justify your business proposal and show its viability.  A thoroughly researched plan also provides a quantifiable method of measuring future success.

Use as many resources as possible in preparing your business plan (i.e. Statistics Canada, your Perth CFDC Resource Centre, Libraries, the internet, etc.)  A complete business proposal will greatly enhance your presentation.
Disclosure and Release Statement *Important- read thoroughly before signing!*
1. Are you related to any Director or Employee of the Perth CFDC?     YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

2. Are you or any closely related individual, or the company involved in any legal action?     YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

3. Are you liable as a co-signor or guarantor?     YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

4. Are you now or have you ever been bankrupt?     YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

5. If financial assistance is approved, would you allow the Perth CFDC to make a public announcement regarding your project/business?     YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

6. To assist with the PIPEDA requirements, may we share you information with other financial institutions, the credit bureau, or government department in order to assist in getting you the best product/service to suit your needs? YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

The statements made herein are for the express purpose of obtaining financing from the Perth CFDC, and are to the best of my/our knowledge and belief true and correct.  The applicant understands that additional information, if required in support of this application, must be supplied to the Corporation before adequate consideration can be given to this application.  The applicant consents to the Perth CFDC making any inquiries of such persons, firms or corporation as it deems necessary in order to reach a decision on this application.  The applicant agrees to reimburse the Perth CFDC any legal costs incurred in the registration of documentation related to loan security.  Should the applicant withdraw his request for funds after legal documents have been registered and costs incurred, the applicant shall be responsible for these costs.

	Date
	Print Applicants Name
	Applicants Signature
	Print Witness name
	Witnesses Signature
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EXECUTIVE SUMMARY
The Executive Summary highlights the essential details of you business plan.  Summarize the main facts and plan into three or four paragraphs on one page.  If it’s a new business include why you are starting the business.


The Company Name, ownership structure and management team-

The products and services you provide-

The business objectives-

Projected Sales and Profits (not in chart form)-

Marketing Strategy and Competitive Edge-

Your goals and a time frame to meet the goals-

Personal investment or contribution-

Loan amount you are applying for and how will you use the funds and how long do you plan the repayment schedule to be?

If new business- Why are you starting the business and how can Perth Community Futures help?
1.
Business Profile

	State the full legal name of the business
	

	Address of Business:  Unit #, Street, Municipality, Postal Code
	

	Business Phone & Fax  
	Tel:                                                   Fax:

	E-Mail
	

	Website 
	

	Date of Master Business registration
	

	Date of Incorporation
	

	Registration # or Incorporation #
	

	Ownership Structure
	 FORMCHECKBOX 
     Sole Proprietorship

 FORMCHECKBOX 
     Partnership

 FORMCHECKBOX 
     Corporation

	Names of Owners/Shareholders
	

	Business Classification
	 FORMCHECKBOX 
 Retail                                            FORMCHECKBOX 
 Hospitality

 FORMCHECKBOX 
 Service                                         FORMCHECKBOX 
 Agriculture

 FORMCHECKBOX 
 Manufacturing                               FORMCHECKBOX 
 Tourism

 FORMCHECKBOX 
 Construction

 FORMCHECKBOX 
 Other _____________________________________________



	Is this business
	 FORMCHECKBOX 
 Full Time      FORMCHECKBOX 
 Part Time    FORMCHECKBOX 
 Seasonal   FORMCHECKBOX 
 Home Based  



	Fiscal Year End Date


	

	Banking partner


	

	Accountant/Bookkeeper


	

	Lawyer


	


2.  Introduction & Instructions
This Business Plan outline is to be completed for new or existing businesses.  When completing the remainder of this proposal, do not be constrained by the spaces provided.  Additional pages may be added as necessary.  Also, keep in mind that the following information simply represents the minimal data required by Perth CFDC.  If there is other relevant information which will enhance the business plan, please include it as a supplement.  Attaching exhibits is an excellent method to convey additional information.  Some examples of exhibits that should be considered as an essential part of your presentation are resumes of critical personnel, current year-to-date financial statements, accountant prepared fiscal year end statements, property appraisals, photographs/sketches of products and equipment, and photocopies of relevant certificates and memberships.

 3A. Mission Statement 
	In detail, what product or service will your business provide?  Does the business' name suggest an appropriate image (i.e. professional, easy to remember, as well as provide information about your product or service)?

->



3B. Business Objectives (Short & Long Term)
	Describe the short term, intermediate and long term goals of the business.  These objectives should be stated in realistic, attainable, and measurable terms (i.e. sales, profits, employees and etc.)

a) Short-term (1 year)

->


	     b) Medium-term (2-3 years)

->


	c) Long-term (4-5 years)

->



4.  Target Market - Customers
	To who is your product or service targeted?  What is the estimated size of the intended market?  Be specific, i.e. "All of Perth County" is NOT a suitable response.  Is the market growing or declining?  Segment your target market into regions and demographics (i.e. gender, family income, age, etc.).  You can also distinguish between primary and secondary customers (i.e. a primary market for sweet corn could be the Ontario Food Terminal while a secondary market might consist of traffic stopping at a road side stand).  Statistics Canada and OMAFRA can be excellent sources of information as can simple surveys or polls.  Also, please provide an estimate of the market share your business either currently has, expects to achieve, or both. 

->



Some questions to ask yourself:

· Who is my target customer
· What does my customer want
· Where does my customer buy it from now
· When does my customer buy it
· What is the best media or method to reach the customer
· What factors influence their buying decisions
· What trends exist with my customers
5.  Competition

	With what businesses are you competing?  The yellow pages may be helpful here.  Provide a complete list (use additional pages if necessary) including length of time in business, estimated annual sales, estimated market share and product/service positioning (i.e. high price - high quality, low price - low quality or any other combination).  In most cases, this information can be obtained through a simple phone call or visit to the competitor.  Keep in mind that you will receive more co-operation if you are a potential client verses a potential competitor.  Please note that competition will exist for any business.  There may not be a Martian fast food restaurant currently operating in the area, but you will still be competing against all other types of restaurants, eateries, and fast food establishments.

->



Review Chart of Competition:

[image: image4.emf]Company Name  Location 

#of 

Employees

Est.Annual 

Sales Strenghts Weakness Opportunity Threat



6.  Marketing

	How will/do you promote and advertise your business?  What is the expected budget?  What are your competitive advantages?  Most of your advertising focus and budget should be directed toward the primary target market.  Mis-directing your advertising and promotional campaign can be very expensive and may ultimately lead to the failure of your business.  You may not need television or radio to promote your business as these methods tend to be expensive.  Other methods which can be just as effective (if not more so) include using business cards, brochures, newspaper, trade magazines, newsletters, trade shows, and etc.  You can also offer draws, sponsor special events, join relevant associations, etc.  One of the most effective, yet time consuming methods of achieving sales are through personal selling.

->



Review Chart of Advertising Costs:

[image: image5.emf]Advertising method  Frequency  Cost/week Total Budget



7.  Product Positioning & Pricing
	How do you intend to position your product or service (i.e. as high quality - low price to gain entry to the market, low quality - low price, or to be consistent with the industry) and why?  There are advantages and disadvantages to any approach and the positioning strategy must be consistent with your target market.  Please include price lists and product/service descriptions for all activities undertaken by the business.  If pricing is job dependent (i.e. especially within the construction industry) give examples of pricing for typical jobs.

->



8.   Direct Costs (or Cost of Goods Sold) 
	What is the direct cost of providing your product or service?  This category includes material and non-administrative labour costs.  As an example, if you are assembling toasters, these costs would be the expense of purchasing or manufacturing the toaster components, hiring an individual to assemble the pieces, and commissions for your sales force.  In service businesses, there will be few material costs.   However there could be some labour expenses.  Please provide a list of the direct costs as well as an approximate percentage of sales for each expense.  Complete separately for each product or service provided (or to be provided) by your business.  Tip - In general, direct costs usually occur as the direct result of manufacturing, purchasing for resale or selling activities.

->



9.   Suppliers
	Who are your suppliers (if applicable)?  Note that suppliers can also include sub-contracted services.  What are their required payment terms?  Are they located nearby or will shipping costs be a factor?  Can these suppliers be changed easily if necessary?  Investigate competing suppliers fully.  Do not be afraid to negotiate favourable terms

->




10A. Operations
	Where will your business be located?  Is it accessible to your customers?  If it is not home-based you should investigate several possible locations and discuss leasing arrangements with the landlord.  That is, to what does the rent entitle you?  Are utilities included?  How much are the common costs and what do they include?   What are the property and business tax rates?  Do not be afraid to negotiate.  Include details (i.e. length and annual increases) of the leasing arrangements with the loan application as well as a draft copy of the lease.  If the business is home-based, does zoning allow its existence?  Do you have the room to operate?  How will you handle distractions?  Have you investigated a dedicated phone line?  How will you feel about customers visiting and calling your residence?

->




10B.

How many employees does your business currently employ (if applicable?)

	Owners
	
	F/T Staff
	
	P/T Staff
	


10C.

How many employees do you estimate will be required?

	At Start Up
	Owners
	
	F/T Staff
	
	P/T Staff
	
	Seasonal
	

	By end of Year 1
	Owners
	
	F/T Staff
	
	P/T Staff
	
	Seasonal
	

	After Year 1 and beyond
	Owners
	
	F/T Staff
	
	P/T Staff
	
	Seasonal
	


10D.What skills or positions require employees?  

	->




10E.Will previous experience be essential?

	->




10F.Patents or Trademarks?
	Are patents, trademarks and licensing agreements important factors in this business?  What about franchise fees and royalties?  Are there legal requirements for membership in specific trades or associations?  What are annual costs of all of the above and have they been accounted for in your cash flow projections?

->




10G.Normal Monthly Overhead Costs
	What overhead expenses will be required by your business and what are their estimated annual totals?  These expenses generally include rent, utilities, business and property taxes, transportation, office, telephone and etc.




[image: image6.emf]Item Expense AmountComments


11.  Start-up or Expansion Costs

	What equipment, renovations, inventory, working capital and other such costs are expected to be purchased as the result of PERTH CFDC financing?  Please itemize below.  If you will have significant expenditures in either equipment or renovations, investigate several suppliers.  Remember to include these price quotes with the loan application.  Also, examine whether your landlord will complete the required renovations for you.  When making major equipment purchases, make sure that used equipment and leasing options are also considered.  Please provide a list and estimated market value of any existing inventory and equipment already in your possession.

->


. 12A. Equity & Financing 

	What is the source and amount of personal equity being contributed to the business?  Distinguish between cash and in-kind (i.e. equipment, tools, vehicles, etc.) equity. Please include in the chart under (12B).
->



12B. Other Sources of Financing (leveraging):


[image: image7.emf]Amount Institution name

Mortgage Loans - $            

Term Loans - $            

Line of Credit - $            

Family Loans - $            

Personal Savings - $            

Total Current Financing - $            

Amount Being Requested of Perth CFDC?


12C. Other Lenders Approached?
	Have you investigated other conventional lending institutions before approaching PERTH CFDC?  Please list below and provide a contact person and phone number. ( i.e. a bank, credit union, venture capital company, BDC, etc)
->




12.  Equity & Financing Cont'd

	Itemize how you plan to spend the PERTH CFDC loan plus any other loans or cash equity being deposited into the business.





[image: image8.emf]Item Cost Indicate Use of Proceeds: 

Land Purchase, 

Building Construction, Building Purchase, 

Equipment upgrade/purchase, Inventory, Working 

Capital, Purchase of Exisiting Business

- $                    

- $                    

- $                    

- $                    

- $                    

- $                    

- $                    

- $                    

- $                    

- $                    

- $                    

- $                    

- $                    

- $                    

- $                    

- $                    

- $                    

Total Costs - $                 


13.  Cash Flow
	The projected cash flow must be completed if your loan application is to receive serious consideration.  If you require help, please contact the office.    ** Please go to the last 2 pages to complete the CASH FLOW STATEMENT **



Glossary of Terms

Business Plan - Also called Perth CFDC Perth CFDC’s loan application when combined with your Personal Financial Information.  A plan demonstrating how you hope to succeed in business.
Cash Disbursements - Funds paid out.

Cash Equity Contribution - Funds invested into the business by the owner.

Cash From Sales - Funds received from selling your product or service.  If you provide credit, then money collected depends on collection policy.

Cash Receipts - Funds received.

Cash Surrender Value (CSV) - Represents the cash-in value of an insurance policy (i.e. its present value).  Usually only attributable to a whole life insurance policy.

Competition - Other businesses selling to your target market.

Cumulative (to date) - Total of each and every month's surplus and/or deficit.

Direct Expenses - Also called Cost of Goods.  Generally includes materials and production labour.

Drawings - Funds withdrawn from business by owner to pay living expenses.

Indirect Expenses - funds paid for overhead expenses such as rent, utilities, advertising, etc.

Initial Costs - Also called start-up costs and are normally one time expenses for renovations, equipment, or the first purchase of inventory.

Equity - Owner's contribution to business in terms of cash or assets.

Estimated Sales - Anticipated sales in dollars of your product or service.

Gross Profit - The difference between sales and cost of goods sold.

Mission Statement - A brief statement outlining the objectives of the business.

Market Share - That portion of the target market which becomes your customers.

Marketing - How you encourage your target market to buy from you.

Monthly Deficit - Occurs when the current month's cash receipts are less than disbursements.

Monthly Surplus - Occurs when the current month's cash receipts are more than disbursements.

Net Income - Profit or loss after including owner draw and loan payments.

Overhead Costs - Those costs which occur regardless of sales volume (i.e. rent, utilities, etc.)

Personal Financial Statement - A statement showing the personal assets and liabilities of the applicant.  Items that relate exclusively to the business should not appear here. 

Product Positioning - Describes your product or service in terms of price, quality and availability. 

Target Market - That part of the populations which are potential customers of your business
Cash Flow Statement

	
	
	At Set Up
	Month 1
	Month 2
	Month 3
	Month 4
	Month 5
	Month 6
	Year End #1
	End of Yr 2
	End of Yr 3
	End of Yr 4
	End of Yr 5

	
	Revenues
	
	
	
	
	
	
	
	
	
	
	
	

	
	Cash Sales
	
	
	
	
	
	
	
	
	
	
	
	

	
	Owner Investment
	
	
	
	
	
	
	
	
	
	
	
	

	
	Loan Proceeds
	
	
	
	
	
	
	
	
	
	
	
	

	
	Other Cash Rec’d
	
	
	
	
	
	
	
	
	
	
	
	

	
	_____________ Other
	
	
	
	
	
	
	
	
	
	
	
	

	
	_____________ Other
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total Revenues

*add 1 to 6*
	
	
	
	
	
	
	
	
	
	
	
	

	

	
	Cost of Goods Sold
	
	
	
	
	
	
	
	
	
	
	
	

	
	Materials
	
	
	
	
	
	
	
	
	
	
	
	

	
	Supplies
	
	
	
	
	
	
	
	
	
	
	
	

	
	Direct wages
	
	
	
	
	
	
	
	
	
	
	
	

	
	_____________ Other
	
	
	
	
	
	
	
	
	
	
	
	

	
	_____________ Other
	
	
	
	
	
	
	
	
	
	
	
	

	
	Gross Profits
*subtract 8, 9, 10, 11, 12 from 7
	
	
	
	
	
	
	
	
	
	
	
	

	

	
	Capital Expenses
	
	
	
	
	
	
	
	
	
	
	
	

	
	Equipment
	
	
	
	
	
	
	
	
	
	
	
	

	
	Tools
	
	
	
	
	
	
	
	
	
	
	
	

	
	Land/Buildings
	
	
	
	
	
	
	
	
	
	
	
	

	
	_____________ Other
	
	
	
	
	
	
	
	
	
	
	
	

	

	
	Operating Expenses
	
	
	
	
	
	
	
	
	
	
	
	

	
	Owners Draw
	
	
	
	
	
	
	
	
	
	
	
	

	
	Wages-indirect
	
	
	
	
	
	
	
	
	
	
	
	

	
	CPP / EI
	
	
	
	
	
	
	
	
	
	
	
	

	
	Payroll Taxes
	
	
	
	
	
	
	
	
	
	
	
	

	
	Wages- Benefits
	
	
	
	
	
	
	
	
	
	
	
	

	
	Rent
	
	
	
	
	
	
	
	
	
	
	
	

	
	Property Taxes
	
	
	
	
	
	
	
	
	
	
	
	

	
	Telephone / Utilities
	
	
	
	
	
	
	
	
	
	
	
	

	
	Travel / Auto Expenses
	
	
	
	
	
	
	
	
	
	
	
	

	
	Licenses / Permits
	
	
	
	
	
	
	
	
	
	
	
	

	
	Repair / Maintenance
	
	
	
	
	
	
	
	
	
	
	
	

	
	Insurance
	
	
	
	
	
	
	
	
	
	
	
	

	
	Bank Fees
	
	
	
	
	
	
	
	
	
	
	
	

	
	Legal / Accounting
	
	
	
	
	
	
	
	
	
	
	
	

	
	_____________ Other
	
	
	
	
	
	
	
	
	
	
	
	

	
	_____________ Other
	
	
	
	
	
	
	
	
	
	
	
	

	
	Other Loan Payments
	
	
	
	
	
	
	
	
	
	
	
	

	
	CFDC Loan Payments
	
	
	
	
	
	
	
	
	
	
	
	

	
	Net Profits

*add 14 to 35, and then subtract from 13
	
	
	
	
	
	
	
	
	
	
	
	


O:     Assumptions related to the Cash Flow Statements

Please detail any assumptions or information that helps to clarify the figures placed into your cash flow statement.

	Reference on Cash Flow
	Description of Assumption 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




















Double-Click in the chart to open it up!





Double-Click in the chart to open it up!





Double-Click in the chart to open it up!
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_1111918461.xls
Sheet1

		Company Name		Location		#of Employees		Est.Annual Sales		Strenghts		Weakness		Opportunity		Threat






_1111918760.xls
Sheet1

		Advertising method		Frequency		Cost/week		Total Budget






_1111917380.xls
Sheet1

		Item		Expense Amount		Comments






_1111917668.xls
Sheet1

		Item		Cost		Indicate Use of Proceeds: Land Purchase, Building Construction, Building Purchase, Equipment upgrade/purchase, Inventory, Working Capital, Purchase of Exisiting Business

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

				$   - 0

		Total Costs		$   - 0






_1100326342.xls
Sheet1

				Amount		Institution name

		Mortgage Loans		$   - 0

		Term Loans		$   - 0

		Line of Credit		$   - 0

		Family Loans		$   - 0

		Personal Savings		$   - 0

		Total Current Financing		$   - 0

		Amount Being Requested of Perth CFDC?






