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For your project to get the utmost respect and reap the benefits it deserves!  

Your project may lead you on an alternate course; as a matter of fact, it may very well be a life-

changer. The enffort you will invest in its conception, its planning and its materialization will 

allow you to save time and maximize your profits when you will actually be operating your 

business. You must take advantage of the time that is required right now to have more time at 

your disposal later on.  

A business plan serves as a guide that includes all the information related to the business 

project, namely what will be accomplished to make sure goals are achieved and the business is 

sustainable. 

It represents the opportunity of structuring and putting down all the business aspects, most 

notably its profile and that of its directors, the marketing plan, the operational plan, the financial 

plan, the development plan and the risk assessment.   

The Business Plan proves useful for: 

 Establishing and presenting the project’s feasibility and cost-effectiveness; 

 Establishing and presenting the strengths and the improvements needed;  

 Analyzing toward taking strategically appropriate actions;  

 Avoiding additional costs caused by questionable planning: it often represents 
the only planning key that is at the entrepreneur’s disposal through the first 
months of the implementation;   

 Completing a request for financial support;  

 Provide potential lenders and investors with an accurate evaluation grid for your 
business being either a acceptable risk or a proper investment.  

We wish you a most enjoyable and efficient work and remind you to feel free to contact any of 

our resourceful staff members to support you in all your endeavors and in making your business 

plan come true. Bon travail et n’hésitez pas à communiquer avec l’une de nos personnes 

ressources pour vous appuyer dans la réalisation de votre plan d’affaires. 

 

Prescott & Russell Entrepreneurial Academy 

31 St-Paul St  

Alfred ON  K0B 1A0 

Phone: 613-679-0001 

Fax: 613-679-0002 

 31 rue St-Paul Street T  613 679-0001 

 Alfred ON K0B 1A0  F  613 679-0002 
 ENTREPRENEURPR.CA 



 

 

Email: andre.martel@entrepreneurpr.ca 

Website: www.entrepreneurpr.ca 
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1.  PROJECT PRESENTATION 

 

 

BUSINESS INFORMATION 

Name: 

Main office address: 

Phone:  613- Fax:   613- 

Email: 

Legal status: 

Operations sector (commercial, industrial or services): 

 

 

BRIEF DESCRIPTION OF THE PROJECT 

Sum up the project in a few sentences. 

 

 

 

 

 

 

 

 

 

 

 

 



 

    

PROJECT HISTORY  

Describe the main stages, the issues and the context that have led to starting up the business 

or the development project.  

 

 

 

 

 

 

 

 

 

MISSION 

What need will my business address? What will it bring as far as new, better and more 

components?  How does my project set itself apart from other businesses? This type of 

question will allow you to describe in only a few lines the essential and underlying motives and 

the fundamental reason behind your business, namely ITS MISSION. 

 

 

 

 

 

 

 

 

 

 

 

 



 

    

BUSINESS OBJECTIVES 

In one sentence, sum up the goals you are expecting to achieve within the next five years. 

These goals are more indicative if they are measurable; for example, gain five new clients, 

increase the turnover from X to Y. 

 

Within the next year,  

Within two years,  

Within three years, 

Within four years, 

Within five years, 

 

 

2.  PROJECT PROMOTERS 

 

  This section allows you to be better known, more specifically your team members, if 

there any, and yourself. 

 

EXPERTISE 

Sum up your expertise and specifically state the years of experience you have in the field 

related to the project.  

 

 

 

 

 

 

 

 

 



 

    

RELEVANT STUDIES AND DEGREES 

 

 

 

 

 

 

 

 

 

WORK EXPERIENCE 

 

 

 

 

 

 

 

 

 

OTHER CREDENTIALS 

What are your main business credentials? 

 

 

 

 

 

 

 



 

    

What are the three most important values guiding you? 

 

 

 

 

If you have ever had a business, sum up your experience, more importantly the way the 

experience ended, for example sale, bankruptcy, closing. 

 

 

 

 

 

 

 

 

 

PERSONAL OBJECTIVES 

What are your personal objectives in starting up your business?  

 

 

 

 

 

 

 

 

Donôt forget to attach your resume, a copy of your diploma and a copy of your certificate 

of qualification to it all. 

 

 



 

    

If there are many partners at the helm of the business, what will the owning percentage and the 

financial involvement of each of them be? 

PARTNER OWNING %  FINANCIAL 

INVOLVEMENT 

 

 

  

 

 

  

 

 

  

 

Have you defined the measures of the business relationship you are planning on maintaining 

with your partners, such as task spreading, salary, severance and departure conditions, 

insurance? If such is the case, briefly sum them up. 

 

 

 

 

 

 

 

 

 

 

PERSONAL BALANCE SHEET  

Your personal balance sheet is made up of everything you possess (active), everything 

you owe (passive) and what you are worth (net worth) once you would have cleared all 

your debts. 

NOTE : If the personal balance sheet had to be part, either completely or partially, of the business plan, 

the one receiving a copy of it could be legally limited as to spreading the document because of 

the confidential information it would include. 

 If, he deems it appropriate, it could be fitting that the individual mentioned in the document 

explicitly states that he is PROTECTED by virtue of the Law on Protection of Personal 

Information. 



 

  
  

 

ACTIVE (GOODS)   

 Available Money  $ 

 Deposit Certificates  $ 

 Actions and Obligations  $ 

 Automobile (Market Value)  $ 

 Make and Year   

 RRSP  $ 

 Building (Market Value)  $ 

 Other Personal Active (for example, furniture and 

tools) 

 $ 

   $ 

 Total for the Active  $ 

PASSIVE (DEBTS)   

 Personal Loan  $ 

 Personal Credit Line  $ 

 Credit Card  $ 

 Automobile Loan  $ 

 Mortgage  $ 

 Others  $ 

   $ 

 Total for the Passive  $ 

    

 NET Worth (Active - Passive)  $ 

 

Credit Card 

Credit Limit 

 

Credit 

Already 

Engaged 

Monthly 

Payment 

1.    

2.    

3.    

4.    

5.    

 

I declare that the information hereby exact and complete. 

      

  

Signature  Date  



 

  
  

What are the goods you own and plan on using? What is every item’s market value? 

Item Market Value 

 

 

 

 

 

 

 

 

 

 

 

 

Total: 

 

Total: 

 

Have you reached out financial institutions to meet your financial needs. If not, why so ? If so, 

how did it end up?  

 

 

 

 

 

 

 

 

 

 

 

3. MARKET 



 

  
  

 

 

PRODUCT OR SERVICE 

Provide the description for the product or the service you will offer. What do you plan on selling? 

 

 

 

 

 

 

 

 

 

 

 

 

TARGETED MARKET 

Describe the spot, the location and the setting that best suit the nature of the product or the 

service you plan on selling. 

 

 

 

 

 

 

 

 

 

 

 

TARGETED CLIENTELE  



 

  
  

Depict the clientele you are targeting based on certain axes: age, revenue, job, home owner or 

tenant status, family situation, among others). Prove there is a sufficient number of clients who 

are interested in purchasing your product or your service. 

 

 

 

 

 

 

 

 

 

 

 

Why have you chosen this particular clientele? 

 

 

 

 

 

 

Have you come across people who could become your clients? How did they react? 

 

 

 

 

 

 

 

How do you plan on addressing your future clients? 



 

  
  

 

 

 

 

 

 

List your potential clients. 

 

 

 

 

 

 

 

CUSTOMER SERVICE 

Outline your client service policy, the measuring sticks you plan on using to evaluate the clients’ 

satisfaction, the warranty you will be providing, the timelapse for executing and delivering it, 

and the quality. 

 

 

 

 

 

 

 

 

 

 

 

 



 

  
  

COMPETITION 

List your competition from the most important down.  

 

NAME AND ADDRESS  
 

STRENGTH 

 

WEAKNESS 

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 



 

  
  

 

Specify the causes for the dissatisfaction expressed by your competition’s clientele. 

 

 

 

 

 

 

 

 

 

 

What are the advantages you hold on your competition? Why would the clients do business 

with you? How does your product stand out compared to your competition’s? What are your 

strengths and your weaknesses?  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  
  

 

ADVERTISING AND PROMOTION 

What are the advertising or promotional strategies on which rely to have your product or your 

service known, for example, television, radio, newspaper ads, flyers, kiosks and banner stands, 

samples, mail blitzes, yellow pages, exhibits, fairs, shows? How do you reach and get your 

clients? How do you plan on attracting them? 

Let’s be creative!  

DATE STRATEGY PRICE 

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

 

 



 

  
  

 

SALES 

Specify the strategies and the approch you put in gear to reach your clientele, as well as the 

related costs and expenses.  

 

 

 

 

 

 

 

 

 

PRICE 

How do you plan on coming up with the sale price? Based on production cost, competition, ability 

to pay, marketing, social purpose, and commercialization approaches? Outline the payment and 

refund terms and conditions and the buying policy. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  
  

What are the prices that have been set by the competition? 

 

NAME AND ADDRESS 
OF THE COMPETITOR 

 

DESCRIPTION OF THE 

PRODUCT OR THE 

SERVICE 

 

PRICE 

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 



 

  
  

What will the payment terms, conditions and timeline be? 

 

 

 

 

 

 

 

 

What is the cost price for each product? 

 

 

 

 

 

 

 

 

What will your profit margin be? 

 

 

 

 

 

 

 

 

 

 

 



 

  
  

OPERATION 

 

The present section will help you in projecting the material you will need for your business to 

operate at its best. Most of the time, service-providing businesses have shorter descriptions than 

manufacturing businesses. 

NEEDS AND MATERIAL AVAILABILITY 

Determine the raw material, thus the basic material to actually create the object.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Determine the material, thus the equipment, accessories and supplies, that will be required to 

start up the business and determine the forecasted quantity and the cost for each of the pieces. 

For instance, any of the following may be taken into consideration: computerware, machinery, 

tools, cash register, desks, work table, chairs, lamps, filing cabinets, shelves, fax, cellular phone, 

office supply, and billboards. 

 

 

 

 



 

  
  

Raw Material and Equipment 

 

Material Quantity Price Total 

 

 

 

   

 

 

   

  

 

  

  

 

  

 

 

   

 

 

   

 

 

   

  

 

  

  

 

  

  

 

  

 

 

   

Total - 

Material 

   

 



 

  
  

Raw Material and Equipment 

 

Raw Material Delivery 

Time 

Supplier Policy in 

Terms of 

Credit 

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

 

 

 

 

 

 



 

  
  

MANUFACTURING AND OPERATING PROCESS 

 

The manufacturing and operating process includes the various steps leading to the creation of 

the product or to providing the service. Describe those steps in light of the product you will be 

selling or the service you will be providing. 

 

 

 

 

 

 

 

 

 

SPATIAL LAYOUT AND EQUIPMENT REQUIRED 

Describe as accurately as possible the layout of your workplace considering the needs for 

equipment and work tools. Describe the improvements that will need to be achieved for the 

workplace to be appropriate. Evaluate right away using the following peripherics. 

Layout 

 

Description 

 

Cost 

Renovation, refreshing and 

workforce 

 

 

Moving  

Phone connection 

 

 

Hydro connection 

 

 



 

  
  

Internet connection 

 

 

Miscellaneous 

 

 

 

Total - Layout 

 

 

Draw the outline of the workplace you would like to set up.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Required Equipement 

 



 

  
  

Type of 

Equipement 

Quantity Cost Total 

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

Total 

Equipement 

 

   

 

 

 

 

 

 

OPERATION COST AND EXPENSES BREAKDOWN 

You are now to the point where you add up the costs and expenses related to the operation : 

equipment, renovation, layout, inventory, raw material, supplies, maintenance, depreciation, 

phone, insurance and other accurate fees. 



 

  
  

Operation Cost and Expenses Breakdown 

 

Total – Raw material and supply   

Total – Layout   

Total -  Equipment  

Total - Inventory  

Total - Miscellaneous  

Total - Operation  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

5.  HUMAN RESOURCES 

 

EXECUTIVE 

Portray the person who will be at the helm of it all, through expertise, qualifications, strengths, 

weaknesses and strategies that have been put in place to work on improving those weaknesses. 

 



 

  
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EMPLOYEES 

Supply a description for the jobs that have already been created, the jobs you plan on creating, 

the tasks and duties, the conditions, and the qualifications that are required. 

 

 

 



 

  
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WORKFORCE 

 

 

 

 

Job 

 

Num

ber 

of 

Empl

oyee

s 

Ho

url

y 

Rat

e 

 Hours  

Worked 

Weekly 

Hours 

Worke

d 

Annual

ly 

Tasks and Responsibilities 

 

 

 

 

 

 

    



 

  
  

 

 

 

 

 

 

 

 

 

 

 

 

 

    

 

 

 

 

 

 

 

 

 

 

    

 

 

 

 

 

 

 

 

 

 

    

 

 

 

 

 

 

 

 

 

 

 

    



 

  
  

 

 

 

 

 

 

 

 

 

 

 

EXTERNAL SUPPORT 

Write the name of the people who have helped you in the process and of those who will be 

helping you starting up and operating your business. 

 

 

Surname, Given Name Job Title or Relation to 

Yourself  

Contact Information 

 

 

 

 

 

  

 

 

 

 

  

 

 

  



 

  
  

 

 

 

 

 

WORK ORGANIZATION 

 

Provide an overview of the management and monitoring toolset you plan on using: staff 

evaluation, training plan, team meeting, administrative structure.  

 

_____________________________________________________________________________

_____________________________________________________________ 

_____________________________________________________________________ 

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________ 

_____________________________________________________________________ 

 

 

COSTS, EXPENSES, AND FUNDING STRUCTURE FOR THE PROJECT  

 

Provide an accurate description of the related costs and expenses (capital assets, new and used 

equipment) from which the cost of the project has been established.  

 

Provide an accurate description of the projected sources of funding (including downpayment, 

line of credit, if applicable, and the request to the FCEM) 

 



 

  
  

Note : Specify, if such is the case, any funding that has already been confirmed. 

 

 

 

 

 

 VII FINANCIAL DETAILS 

 

 Income statement and balance sheet of the most recent years (if applicable) 

 Most recent actual financial statements (if applicable) 

 Financial statement of the affiliates and partners (if applicable) 

 Annual financial projections for two years : income statement and balance sheet  

 Monthly operating cash flow budget mensuel for two years 

 Basic hypotheses from which the financial projection has been elaborated, most 
notably for anticipated volume flow and projected operational charges 
 

Note : Any new information and any change to existing information must be sent to everyone 

associated with the project. 

 

 

 A business projectôs rigorous and thorough analysis requires it complies with a 
complete business plan. 
 

 

 

 

 

 

HIGHLIGHTS 

 

DATE OF THE GRAND 

OPENING 

 

 



 

  
  

BUSINESS NAME  

 

ENTREPRENEURôS 

NAME 

 

 

 

TARGETED MARKET  

 

SERVICES PROVIDED  

 

TARGETED AREA  

 

TURNOVER YEAR ONE : 

Year Two: 

 

Year Three: 

 

 

 

 

$ 

 

$ 

 

$ 

NET PROFIT: YEAR ONE: 

Year Two: 

 

Year Three: 

 

 

 

 

$ 

 

$ 

 

 

$ 

FUNDING SOUGHT  

 

 



 

  
  

PERSONAL 

INVESTMENT: 

 

 

 

JOB CREATION: 

(3 years) 

 

 

 

 

 

 

 

 

 

 

 



 

  
  

     


