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[bookmark: _Toc214550848]
EXECUTIVE SUMMARYImportant: Click this box and press Delete after completing this section.
Note: A complete business plan should include a cashflow forecast to show the financial viability of the business. You can find a cashflow forecast template on the write a business plan page.
The Executive Summary provides a snapshot of your business plan. It highlights the key elements of your strategy and gives the reader a clear understanding of your business in one to two pages.
You can write this section last to reflect the full plan or use it as a starting point to organize your ideas. Be sure to revisit and update it once the rest of the plan is complete. It is often difficult to summarize your whole business plan in just a page or two. If your Executive Summary is too long, artificial intelligence (AI) tools can help shorten it without losing important content. 


Business DescriptionImportant: Click this box and press Delete after completing this section.
Introduce yourself and your business. Describe what are you selling, and why it is valuable and unique. Highlight some of your progress and achievements to date that show your business is already underway.

Start writing Business Description here…

Market OpportunityImportant: Click this box and press Delete after completing this section.
Summarize the opportunity for your business. Use relevant data, trends or an industry analysis to show there is demand. Include a brief overview of your target market and analysis of competitors to demonstrate your understanding of the industry.

Start writing Market Opportunity here….

Marketing ActivitiesImportant: Click this box and press Delete after completing this section.
Outline your strategy for attracting and retaining customers. Be specific about how you will reach your target audience and what marketing activities you will use to promote your products and services.

Start writing your Marketing Activities here... 

[bookmark: _Toc214550852]OperationsImportant: Click this box and press Delete after completing this section.
Explain how your business will run day-to-day. Describe your staffing, business location, production or service delivery process, delivery, policies and any other systems or procedures that support daily operations. Show that your business is set up to operate efficiently and effectively. 

Start writing Operations here…

[bookmark: _Toc214550853]Financial SummaryImportant: Click this box and press Delete after completing this section.
Provide a high-level overview of your financial forecast for your first year. Include key figures such as projected revenue, expenses, profit or loss, and break-even points. Highlight any growth expectations or financial milestones.

Start writing Financial Summary here…

[bookmark: _Toc214550854]The AskImportant: Click this box and press Delete after completing this section.
If you are seeking funding, clearly state how much you need and how it will be used. Break down the request into categories such as equipment, inventory, marketing costs, salaries or working capital.

Start writing the ASK here…
BUSINESS DESCRIPTIONImportant: Click this box and press Delete after completing this section.
This is an opportunity to share what is most important and interesting about your business, your products or services, and you as an entrepreneur. You will share what you have accomplished in your business to date, and your plans moving forward.



Business DescriptionImportant: Click this box and press Delete after completing this section.
Introduce your business clearly and professionally. Include your legal business name and type of business structure. Explain why you’re starting this business, why you believe it will succeed, and why now is the right time to launch. Using AI may be beneficial to help draft or refine the business description for clarity, conciseness and persuasive language.

Start writing Business Description here…

[bookmark: _Toc214550857]Ownership and Management TeamImportant: Click this box and press Delete after completing this section.
Briefly describe each owner, manager or member of the executive team. Highlight their relevant experience, qualifications and skills that support the success of the business. Connect each team members background to the needs of the business. 

Start writing Ownership and Management Team here…

Products and ServicesImportant: Click this box and press Delete after completing this section.
Describe what your business offers. Focus on what makes your products and services unique, valuable, or different than similar products. 

Start writing Products and Service here…

Mission and VisionImportant: Click this box and press Delete after completing this section.
Write a mission statement that explains your business’s objectives and how you will achieve them. 
Write a vision statement that outlines your long-term goals and what you hope to achieve in the future. Combined, these statements represent the core purpose for your business. 

Start writing Mission and Vision here…

[bookmark: _Toc214550860]Progress and StatusImportant: Click this box and press Delete after completing this section.
Summarize any steps you’ve already taken to start or grow your business. This could include research, product development, equipment purchases, partnerships or early sales. 

Start writing Progress and Status here…

[bookmark: _Toc214550861]Business Goals and MilestonesImportant: Click this box and press Delete after completing this section.
Outline your goals to create a clear roadmap for building a successful business. 
Use the SMART framework to guide your goal setting. Each goal should be:
· Specific: Clearly define what you want to achieve and why it matters.
· Measurable: Include criteria to track progress and know when the goal is met.
· Achievable: Set a realistic goal that’s challenging but possible with your resources.
· Relevant: Align the goal with your broader business objectives and priorities.
· Time-Based: Set a clear deadline to stay focused and motivated.
Then, organize your goals by timeframe:
· Short term: Goals you plan to achieve soon. 
· Medium term: Goals for the next 1 to 2 years.
· Long term: Aspirational goals for the next 5 to 10 years.

Start writing Business Goals and Milestones here…


MARKET RESEARCHImportant: Click this box and press Delete after completing this section.
This section focuses on the external factors that influence your business: the industry, your target market, and competition in your industry. These elements exist outside of your business but play a critical role in shaping your strategy and operations. 
Be sure to cite credible sources for the data and statistics provided to demonstrate the information and your analysis is backed by research, not just opinion.

 

Industry OverviewImportant: Click this box and press Delete after completing this section.
Provide a clear explanation of the industry your business operates in. Explain how the industry functions, including key players, market dynamics and supply chains. 
· Conduct market research to help you outline important points.
· Market research resources can help you find relevant and specific data to define your industry segment.  
For example, if you sell used electric vehicles in Kelowna, focus on statistics related to sales in British Columbia rather than global auto sales. Assume your reader is not an expert – offer enough background to help them understand the industry’s structure, size and direction

Start writing Industry Overview here…

Trend AnalysisImportant: Click this box and press Delete after completing this section.
Describe what is new or changing in the industry. There could be new technologies, ways of doing business, economic changes, social or lifestyle trends that are affecting the industry. Highlight what trends are impacting the industry and how your business is positioned to respond or benefit. Support your analysis with credible sources such as:
· Industry reports
· News articles
· Expert commentary
· Market data

Start writing Trend Analysis here…

Target Market - Important DemographicsImportant: Click this box and press Delete after completing this section.
Your target market is the specific group or groups of customers your business intends to serve. Clearly identifying and understanding your target market is essential for shaping your business strategy, marketing, and sales efforts. If you have more than one target market, describe each one separately and in detail. 
Start by identifying whether your business serves individual consumers, other businesses, or both. This distinction will guide how you define and describe your market.
· Business to Consumer (B2C): Describe your customers using characteristics such as age, gender, occupation, ethnicity, income level, education, and family status. If your business serves a broad community (e.g., a grocery store or café), include demographic data for the local area.
Business to Business (B2B): Define the businesses you serve using characteristics like industry type, company size, location, number of employees, annual revenue, and relevant associations or memberships. You may also include information about their customers or key decision-makers.


Start writing Market Size and Demographics here…

Target Market - Psychographic and Purchase PreferencesImportant: Click this box and press Delete after completing this section.
Go beyond basic data to describe your target market’s values, beliefs, interests, lifestyle, attitudes, and purchasing behaviors. These insights help explain why your customers make buying decisions and how your business can connect with them more effectively. Psychographics apply to both B2C and B2B markets. The psychographic examples below have been generated using AI tools.

Psychographic Example (B2C): Eco-friendly skin care business target market
· Values: Sustainability, ethical consumption, natural living
· Lifestyle: Health-conscious, active, prefers organically sourced products
· Interests: Yoga, wellness blogs, environmental activism, DIY beauty
· Attitudes: Willing to pay more for eco-friendly and locally sourced products
· Purchasing behaviour: Research products online before purchasing and influenced by peer reviews
Psychographic Example (B2B): Software company target market
· Values: Efficiency, collaboration, innovation
· Lifestyle (business culture): Fast-paced, creative, data-driven 
· Interests: Managing multiple projects, meeting tight deadlines, communication
· Attitudes: Open to adopting new technologies, prefers customized solutions
· Purchasing behaviour: Influenced by metrics and looks for tools that integrate with existing systems


Start writing Psychographic and Lifestyle Characteristics here…
Target Market – Customer Profile or Persona Important: Click this box and press Delete after completing this section.
A customer persona is a fictional but realistic profile that combines the most important demographic and psychographic traits of your ideal customer. If you have multiple target markets, develop a separate persona for each one to reflect their unique characteristics. Be as specific as possible when describing your ideal customer. 

A well-defined customer persona helps guide your marketing and product decisions and it also demonstrates to the reader that you have a realistic understanding of your target market. This builds confidence that there is a strong customer base for your business. You can use AI tools to help generate personas based on your type of business, your location and current trends.

Building a customer persona is also part of creating a marketing and sales plan.

Start writing Target Market (Segments) or Persona(s) here…

[bookmark: _Toc214550868]Competitive AnalysisImportant: Click this box and press Delete after completing this section.
This section explores other businesses in your market or industry that provide similar products or services. These competitors may not be identical to yours, but they provide alternatives that your potential customers might consider. 
Start with a high-level overview of your market landscape by describing the types of businesses in your space. Then, focus on three to five of your most relevant competitors.  For each one, include a brief description of their business and assess their strengths and weaknesses:
· Strengths are aspects of their business that are working well. These might be areas where you can learn from or areas where it may be difficult to compete directly. 
· Weaknesses are characteristics of their business where they might be underperforming. These can highlight opportunities for your business to stand out.
You can use the table below to organize your analysis or write in paragraph or point form if you need more space.
Also consider looking beyond your immediate market. Businesses serving different geographic regions or a different customer base can still offer valuable insights. Even if they are not directly related to your business industry, learning from their successes and challenges can help inform your own strategy. AI tools can help scrape and summarize competitor data, pricing and customer reviews.

Start writing a Competitive Analysis here……

	Business
	Strengths
	Weaknesses

	Company 1
	· 
· 
· 
· 
	· 
· 
· 
· 

	Company 2
	· 
· 
· 
· 
	· 
· 
· 
· 

	Company 3
	· 
· 
· 
· 
	· 
· 
· 
· 



[bookmark: _Toc214550869]MARKETING AND SALES STRATEGIES Important: Click this box and press Delete after completing this section.
Now that you’ve defined your target market, this section outlines how you will reach and engage them. Marketing and sales are about presenting your product or service to your target market in a way that attracts their attention and influences their purchasing behaviour. Focus on how you communicate the value of your product to your audience and covert interest into sales.


[bookmark: _Toc214550870]SWOT AnalysisImportant: Click this box and press Delete after completing this section.
Use a SWOT (strengths, weaknesses, opportunities and threats) analysis to review your businesses’ internal strengths and weaknesses, as well external opportunities and threats. 
· Strengths: Internal advantages such as a skilled team, strong brand, or efficient systems.
· Weaknesses: Internal limitations like resource gaps or internal tools.
· Opportunities: External trends or developments you can leverage like new markets, partnerships or technologies.
· Threats: External risks such as new businesses in the same market or industry, regulatory changes or shifting consumer preferences and purchasing behaviour.


Fill the table with your SWOT analysis…
	Internal
	Strengths
	Weaknesses

	
	





	


	External
	Opportunities
	Threats

	
	



	




Unique Selling Proposition (USP)Important: Click this box and press Delete after completing this section.
USP is what sets your product or service apart and makes it unique. Clearly state the key benefits or features of your product or service that provide a reason for customers to choose it over alternatives. This could be:
· An innovative feature
· A better price
· Higher quality 
· Improved customer experience

Start writing Unique Selling Proposition here…

[bookmark: _Toc214550872]Pricing StrategyImportant: Click this box and press Delete after completing this section.
Explain how you price your product or service and why this approach works for your target market. Common strategies include:
· Cost plus pricing: Adding a set price on top of what it costs to make or deliver your product or service.
· Competitor pricing: Setting your price based on what similar businesses are charging. 
· Value-based pricing: Pricing based on what your target market or customers think your product or service is worth.
Include your base price ($) and note any variations that change your pricing structure (e.g. bulk purchase discounts, pre-orders, financing, or customer membership discounts).

Start writing Pricing Strategy here…

[bookmark: _Toc214550873]Distribution strategyImportant: Click this box and press Delete after completing this section.
Describe how your product or service will reach your customers. Choose the method(s) that best suit your business model and explain why it works for your business. Examples include:
· Direct sales
· Online platforms 
· Wholesale or retail 
· Distributors or partner networks. 

Start writing Distribution Strategy here…

[bookmark: _Toc214550874]Marketing ChannelsImportant: Click this box and press Delete after completing this section.
List the specific channels you’ll use to reach your target market or audience and explain how each will be used and why. Be specific as possible (e.g., “Instagram Reels for product demos” instead of just “social media”).

Consider how your channels align with each stage of the sales cycle. This includes:
· Awareness: When the customer first learns about your product or service.
· Evaluation: The customer compares your product or service with others and decides if it meets their needs.
· Purchase: The customer decides to buy and completes the transaction.
· Delivery: The product or service is delivered or made available to the customer.
· After-sales: Support that is provided to the customer after purchase. This could be a follow up for feedback, offering additional services or encouraging repeat business (e.g. offering a discount or coupon for future purchases).
Example marketing channels include:
· Websites
· Social media platforms
· Email newsletters or blogs
· Presentations at events or trade shows
· Print media such as posters, brochures or signage

Start writing Marketing Channels here…

Messaging StrategyImportant: Click this box and press Delete after completing this section.
Outline the key messages you’ll communicate at each stage of the sales cycle. Your messaging should align with your target audience and chosen marketing channels and clearly explain why your product or service stands out from others.

Start writing Messaging Strategy here…


[bookmark: _Toc214550876]OPERATIONSImportant: Click this box and press Delete after completing this section.
This section explains how your business delivers its products or services. It covers everything from staffing and productions to delivery and customer service. This can include manufacturing, transportation, logistics, travel, policy and procedures, after-sales service and more. Describe the key steps, tools and systems you use to stay organized and meet customer needs.


[bookmark: _Toc214550877]Management and TeamImportant: Click this box and press Delete after completing this section.
Describe who is involved in running your business and what each person is responsible for. This includes:
· Executive team
· Managers
· Staff
· Advisors 
· Accountants
· Lawyers
Make sure each role is clearly defined. If a task is assigned for “everyone” it often ends up being completed by no one. Identify any gaps in your team and explain how you plan to fill them by creating new roles or assigning responsibilities. 
Clearly state your hiring needs. If you have someone in mind for a position, name them and describe their position. If not, list how many people you will need to hire and for which roles.

Start writing about your Management and Team here…

[bookmark: _Toc214550878]LocationImportant: Click this box and press Delete after completing this section.
Describe the store, office, or workspace where your business will operate even if you haven’t secured it yet. Mention any special features, renovations, or permits needed, especially if customers will visit your location.
Consider e-commerce elements if you plan to conduct business online. This could include:
· Platform and technology (e.g., security to protect customer data)
· User and customer experience (e.g., feedback/reviews, loyalty programs)
· Product and marketing strategy
· Logistics and operations (e.g., shipping, payment processing, customer support)

Start writing about your Location here…

[bookmark: _Toc214550879]SystemsImportant: Click this box and press Delete after completing this section.
List the tools and software you’ll use to run your business day-to-day. This could include: 
· Payment systems
· Inventory tracking
· Customer management
· Order fulfilment
· Online platforms
Explain what each system does for your business.

Start writing about Systems here…

[bookmark: _Toc214550880]EquipmentImportant: Click this box and press Delete after completing this section.
Describe the equipment you need to make your product or deliver your service. You can include a full list in an appendix if needed.

Start writing about Equipment here…

[bookmark: _Toc214550881]Regulatory or Training RequirementsImportant: Click this box and press Delete after completing this section.
Your business may require permits, licensing, education or special consideration to operate. Examples include: 
· Food safe certificates
· WorkSafe BC insurance
· Commercial kitchen approvals
· Liquor licenses
· Consumer protection reports 
· Industry specific training

Start writing Regulatory or Training Requirements here…

[bookmark: _Toc214550882]Suppliers and InventoryImportant: Click this box and press Delete after completing this section.
List your key suppliers and the materials, goods or services they provide. If you carry an inventory, provide an example of a typical order and include its cost. Large orders or vendor lists can be included in an appendix if needed. 

Start writing about Suppliers and Inventory here…

[bookmark: _Toc214550883]Production ProcessesImportant: Click this box and press Delete after completing this section.
Walk through your production or development process from the moment a customer places an order to when they receive the product or service. Describe how you will handle payment and delivery. 

Start writing Production Processes here…

[bookmark: _Toc214550884]PaymentsImportant: Click this box and press Delete after completing this section.
Explain how customers can/will pay you (e.g., credit card, e-transfer, cash). Include any payment terms, how you will track payments and manage accounts receivable.   

Start writing Payments Processes here…

[bookmark: _Toc214550885]Customer and Company PoliciesImportant: Click this box and press Delete after completing this section.
Outline the important policies for your business. These might include:
· How you handle customer complaints
· Product returns
· Employee scheduling 
· Vacation time 
Policies help set clear expectations for both staff and customers.

Start writing Customer and Company Policies here…


FINANCIALSImportant: Click this box and press Delete after completing this section.
This section explains how much funding your business needs, what it will be used for and how you plan to earn it back through sales.  It should support the numbers in your 36-month cashflow projections and help explain any unusual figures. You can find a cashflow forecast template on the write a business plan page.


Funding RequestImportant: Click this box and press Delete after completing this section.
Summarize how much money you need and what it will be used for. Include how much money you are contributing to the business and clearly state the amount you are requesting from others.

Start writing Funding Request here…

[bookmark: _Toc214550888]Start Up CostsImportant: Click this box and press Delete after completing this section.
List major expenses needed to get your business up and running, before you open for business. Explain how you estimated each cost.

Start writing Start-up Costs here…

OverheadImportant: Click this box and press Delete after completing this section.
These are your regular expenses. Describe your expected ongoing costs and where the numbers come from. Make sure you explain any numbers that seem unusual (like free rent for a few months), explain why. 

Start writing Overhead costs here…
[bookmark: _Toc214550890]Sales ForecastImportant: Click this box and press Delete after completing this section.
Explain how you expect your sales to grow over time. Sales usually start small and increase gradually. Sales can be the most difficult number to forecast and should be based on realistic expectations. Describe how you came up with your estimate and why it’s realistic. Make sure your estimate matches your sales forecast and cashflow forecast.  You can find templates for both on the write a business plan page.

Start writing Sales Forecast here…

[bookmark: _Toc214550891]Breakeven Important: Click this box and press Delete after completing this section.
Show when your business is expected to start covering or exceeding monthly operating costs with revenue from sales.

Start writing Breakeven here…
[bookmark: _Toc214550892]Sales History Important: Click this box and press Delete after completing this section.
If your business is already operating, include any past sales figures. Be specific about how much revenue you’re earned so far.

Start writing Sales History here…

[bookmark: _Toc214550893]RisksImportant: Click this box and press Delete after completing this section.
Every business faces some uncertainty. Identify at least three possible risks that could affect your business’s success. This could be:
· A new business in the same industry
· Lower than expected sales
· Change in cost of raw materials
· Losing a key team member
For each risk, explain what you will do to reduce the impact or respond it if happens.

Start writing Risks here…

[bookmark: _Toc214550894]Backup PlanImportant: Click this box and press Delete after completing this section.
If things don’t go as planned, describe your backup plan. This could include:
· Pivoting your product or service
· Adjusting your business model
· Selling equipment or inventory
· Hiring new leadership
· Exiting the business entirely and moving to a new business or previous job
If you’ve taken on debt, explain how you could repay your loan if your business doesn’t succeed.

Start writing your Backup Plan here…


AppendicesImportant: Click this box and press Delete after completing this section.
Use this section to include documents that support and expand on the information provided in your business plan. These materials help show where your numbers and ideas came from and prove that your plan is realistic. 
Suggested Appendices:
· Lease agreement
· Partnership agreement (financial dissolution clause)
· Contracts / Letters of Intent (LOIs)
· Quotes for leasehold improvements
· Quotes for key equipment, supplies or inventory
· Owner resumes
· Incorporation or registration documents
· Purchase agreements and supporting financials
· Market research data and reports, or marketing plan (see Create a marketing and sales plan)
· Customer or supplier letters of support or feedback
· Product photos, packaging or branding samples
· Floor plans or site drawings
· Insurance certificate or coverage details
· Licence, permits or regulatory approvals
· Cashflow projections and financial statements (see the cashflow forecast template on the write a business plan page)

Include any additional information here…
[bookmark: _Toc214550896]DISCLAIMER
The Province is providing this resource solely for purposes of general guidance with respect to the subject matter involved.  As such, this resource is not intended as a substitute for professional advice. 
You should consult with a qualified professional to validate the accuracy and relevancy to your business before making any decisions based on this resource. 
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