FORMAL BUSINESS PLAN PROJECT


You are going to prepare a formal business plan for any business you choose.  The type of businesses you should consider include, but is not limited to, the following: private retail, private franchise, wholesaler, or service business.  You will use the Internet, word processing and spreadsheets to complete your formal business plan.  We will be working on this project throughout the semester.  You also must obtain a 3-ring binder to hand in your final plan. The overall goal is to have all the required information to secure financing for your business.  The required information should include the following:  thorough research of your market and the demographics that make up that market, a self-analysis test that analyzes your personal strengths and weaknesses as to ascertain what you are good at and what you need to improve, financial statistics that are researched, analyzed, and presented in such a way that the reader completely understands the estimated financial condition of the business for the first three years of operation, and possible sources of financing for your business.


The project will follow the following outline.  This is only to serve as a guide for you to complete the project.  Work at your own pace, but remember, the project does have a May 9th (Friday) deadline.  The individual component descriptions and point totals are presented below.  Please refer to the attached Pennsylvania Writing Assessment Scoring Guide for scoring your writing.

I. Title Page (Not numbered)

2 Points

List the following in order:


ENTREPRENEURSHIP WRITTEN EVENT


Type of business proposed


Name of DECA Chapter


Name of High School


School Address


City/State/Zip


Your name


Date

II. Table of Contents (Not numbered)       2 Points


This section will list every heading of every section in the written entry and the page on which that section starts.  Must be single spaced!

III. Executive Summary


2 Points


This is a one-page description of the project.

IV. Introduction  

This part should answer why you want to be an entrepreneur.  It also should describe the type of business you plan to start (franchise, service, etc.).  You may also assume ownership of an existing business.  Finally, identify the specific business you plan to start or take over (hoagie shop, lawn service, gift shop, etc.).

Scoring (4 Points Total)

4 points:
Convincing support about why you want to be an entrepreneur.  Type of business started identified.  Business identified described in detail.  Exact business identified with exact description of it.

3 points:
Adequate support about why you want to be an entrepreneur.  Type of business started identified.  Adequate description of business type provided.  Exact business identified and adequately described.

2 points:
Limited support about why you want to be an entrepreneur.  Type of business identified.  Minimal description provided.  Exact business identified.  Attempt made to describe.

1 point:
No rationale for becoming an entrepreneur.  Business not clearly identified and described.  Exact business not described.

V. Analysis of the Business Situation
A. Self-Analysis (1/2-3/4 page)


This part should be about your strengths and weaknesses as they relate to an entrepreneur.  Also, what are skills necessary to be a successful entrepreneur? 

Requirements:  You must interview an entrepreneur and ask them what it takes to be successful. Also, you must take a personality
test on the Internet to see if you have what it takes to be an entrepreneur.



Scoring (4 Points Total)


4 points:
Minimum 10 question interview with answers included. Minimum 20 question personality test with summary of results.  Source must also be cited (APA). Student identifies and describes both personal strength and weaknesses.


3 points:
6-9 question interview with answers.  12-19 question personality test with results. Source cited.  Adequate description and identification of strengths and weaknesses.


2 Points:
1-5 question interview with answers.  Interview without answers. 5-11 question personality test. Personality test without results.  No source cited.  Only strengths or weaknesses provided without description.


1 point:
1-5 question survey without results.  1-5 question personality test without results.  No source cited.  No strengths or weaknesses.

B. Analysis of Trading Area  (1 page)

This part should explain where you would open your business.  Will it be in and urban or suburban setting?  What type of building are you looking at? Are any available in your area?   Observe the area for an hour on a Saturday and see if the type of people in the area fit your target market.  Is there adequate parking? What is the population of the area?  Is the area safe and secure?  Requirements:  Internet research about the demographics of the town you select. These must be included with your final plan.

Scoring (8 Points Total)

4 points:
Research relevant to business.  All sources cited (APA).  Urban or suburban area identified.  Observations recorded and synthesized. Strong, conclusive, demographic support provided. 

3 points:
Research relevant. Most sources cited.  Observation recorded and synthesized.  Strong demographic data.

2 points:
Research somewhat relevant.  Some sources cited.  Observations recorded and synthesis attempted.  Adequate demographic data.

1 point:
Research gathered.  No sources cited.  No observation recorded.  Demographic data not very relevant to project.

VI. Planned Operation of the Proposed Business

A.  Proposed Organization (1-2 pages)

This part will determine the legal form of your business.  Choices are sole proprietorship, partnership, or corporation. Include the advantages and disadvantages of your selection. Also, how do you plan to hire employees?  How many will you hire? What will be your hours?  How do you plan on obtaining your business location?  Does the location need renovating?  What type of problems may you encounter?


Requirements:  You are to design the layout of your business.  In other words, you are going to draw the layout of your business.

Scoring (4 Points Total)


4 points:
All questions answered completely.  Proposed organization is relevant to business chosen.  Number of employees appropriate for business chosen. Logical plan established to acquire building.  Potential problems (at least 5) clearly identified and relevant to the business. Layout of business included.


3 points:
All questions answered, but not completely.  Information is mostly relevant to business.  Potential problems identified (3-4) and relevant to business. Layout included. 


2 points:
 Not all questions answered.  Information is somewhat relevant.  Only 1-2 problems identified.  Layout included.


1 point:
Many questions unanswered.  Information not relevant. Problems not identified. No layout included.

B.  Proposed Product/Service  (1-2 pages)

This part will determine your product mix.  In other words, what do you plan to sell?  What features will your product have?  What will be the position of your product? What will be your channels of distribution? Who will be your supplier?  Make sure you relate all the above to your target market!


Scoring (4 Points Total)


4 points: 
Complete product mix created.  All features identified and described.  Product position directly related to target market.  Supplier identified.  Channels of distribution included. Sources cited appropriately.


3 points:
Product mix created, but missing some components.  Most features identified and described.  Position adequately related to target market.  Supplier and channels identified.


2 points:
Product mix created, but missing several key components.  Many features identified and described.  Position somewhat related to target market.  Supplier and channels not clearly identified.


1 point: 
Product mix created, but most many component missing.  Features not identified clearly.  Position not related to target market.  Supplier and channels not identified.


      C.        Proposed Pricing Policies   (1 page)

The first part of this section is to determine your pricing strategy.  What do you want your prices to do?  Speak to an entrepreneur and ask them 

the typical price markup for your product(s).  You should also research 

how much similar products in the area cost. 
Requirements:  Internet research on area prices and a spreadsheet showing the following: product, cost, markup(%), selling price.

Scoring (4 Points Total)


4 points: 
4 column spreadsheet with the following headings: Product, Cost, Markup %, Selling Price.  Correct formulas used for markup and selling price.  Research showing the prices of all direct competition.  Markups relevant to product mix. Sources cited.


3 points:
Spreadsheet with all headings.  Formulas correct.  Most prices of competition included.  Markups adequately relevant to product mix.


2 points:
Spreadsheet with at least 3 headings.  Incorrect formulas.  Markups not relevant to product mix.


1 point:
Spreadsheet with less than 3 headings.  No formulas used.  Markups not based on any research.

D.  Personal Promotion (1/2 page)

How will people promote your business?


Scoring (2 Points Total)


2 points:
Complete use of available human resources to generate a positive image of the business.


1.5 points:
Almost complete use of available human resources to generate a positive image of the business.


1 point:
Limited use of available human resources to generate a positive image of the business.


.5 point:
Minimal use of human resources.  Image not generated.

E.  Nonpersonal Promotion  (3/4 to 1 page)

How do you plan to advertise and generate publicity for your business?  What form of advertising will you use?  What are its’ advantages and disadvantages?  How much will it cost?  How long will it run?  Do you plan on using different types of advertising?  Requirements:  Internet research on promotion rates that you plan to use.  For example, how much does it cost to run an ad in the Inquirer for 1 month.  You will also create one computer-generated advertisement announcing the grand opening of your business. You also will design a survey in order to gather primary data.  20 Copies must be distributed and analyzed.  Include this in your final submission.


Scoring (4 Points Total)


4 points:
All 4 P’s used with advantages and disadvantages for each.  Advertising costs researched and listed.  Color flyer included.  Advertising plan relevant to business.  Surveys created and completed.


3 points: 
3 P’s used. Advertising plan somewhat relevant to business. Advertising costs researched and listed.  Flyer is not color.  Less than 20 surveys included.


2 points:
2 P’s.  Ad plan has limited relevance.  Ad costs not researched.  Flyer is not color.  Less than 20 surveys.


1 point:
1 P. Plan not relevant.  No costs.  Flyer not in color.  No surveys.

VI.      Proposed Financing

A.      List of Start-Up Costs

Requirements: Spreadsheet showing list of all the costs associated with opening your business. Some costs include: cost to acquire land or building, cash registers if    necessary, security system, insurance, signs, equipment needed to operate, starting inventory, training expenses, office supplies, attorney fees, accounting fees, and any other costs associated with opening a business.

Scoring (4 Points)


4 points:
Spreadsheet showing all costs associated with starting a business.  


3 points:
Spreadsheet showing most starting costs.


2 points:
Spreadsheet showing some of the starting costs.


1 point:
Spreadsheet showing a few of the costs.

      B.  Projected Income/Cash Flow Statement (3 Years)

Requirements:  You are to create a spreadsheet showing 2 columns.  One column is for income and the other is for operating expenses. The first year of this statement will be month-to-month forecasts and then for years 2 & 3 only a yearly forecast is needed.  Samples are available for you to see what I expect.  This is the most important part of the plan.  Your numbers must make sense and relate to the other components of the business plan.


Scoring (8 Points Total)


8 points: 
All relevant costs and expenses listed on spreadsheet.  Correct formulas used for totals.  Sales estimates are based on a logical process of analysis.  For example how much per day, per week, per month.  You must be able to justify your figures.  Year 1 is month to month and years 2 & 3 are totals only.  Numbers are completely relevant to your business.


6 points:
Most relevant costs and expenses listed on spreadsheet.  Correct formulas used for totals.  Sales estimates are based on a logical process of analysis.  For example how much per day, per week, per month.  You must be able to justify your figures.  Year 1 is month to month and years 2 & 3 are totals only.  Numbers are relevant to your business.


4 points:
Some relevant costs and expenses listed on spreadsheet. Most correct formulas used for totals.  Sales estimates are based on a logical process of analysis.  You must be able to justify your figures.  Only year 1 is completed.  Numbers not relevant to business.


2 points:
Limited costs and expenses.  No formulas used for totals.  Sales cannot be justified.  Only 1 year is completed.  Numbers not relevant.

C. Balance Sheet, End of first year.

This will provide a summary of your assets, liabilities, and owner’s equity after the first year of operation.  Your numbers will correspond to the cash flow statement for year 1 of your business.

Scoring (8 Points total)


8 Points:
All assets, liabilities, and equities are provided.  A spreadsheet shows assets on the left side, and liabilities and equity on the right side.  Assets = Liabilities + Equity.  All figures correspond to Cash flow statement.


6 Points:
Same as above, but not all figures correspond to cash flow sheet.


4 Points:
Balance sheet does not equal out.  Some elements are missing.  Layout requirements not met.


2 Points:
Many errors.  Numbers do not correspond.  Many elements missing.  Layout does not follow format.
D. Capital Plan and Repayment Plan

How will you finance the business?  How much personal money will you use?  How much do you plan to borrow?  Where will you borrow the money?  How long will it take you to repay your loan(s)?

Scoring (6 Points Total)


6 points:
Amount of personal capital listed.  Amount to be borrowed related to start-up costs and monthly expenses and revenues.  Real interest rates are used.  The loan is paid back within 5 years.  Lending institution identified.


4.5 points:
Amount to be borrowed somewhat related to start-up costs and monthly expenses.  All other elements in included.


3 points:
Amount borrowed not relevant.  Some elements missing.


1.5 points:
Amount borrowed not relevant. Many elements missing.  Loan paid back in more than 5 years.

VII.
Conclusion




This is the specific request for financing.  This is the portion that you make your final pitch for financing.


Scoring   (4 Points Total)


4 Points:
Request is made to all parties involved.  Request is influential and relevant to the task at hand.


3 Points:
Same as above, however request lacks proper influential language.


2 Points:
Request made, but does not influence.


1 Point:
Request not made to all parties involved and it does not influence.

VII.
Bibliography


5 Points


Any research used must be cited in this section.  For proper MLA format, please refer to the Internet.  Be sure you cite each source according to its origin.

PROJECT SUMMARY


This project will be worth 100 points total.  75 Points will be awarded based on the content of the plan.  20 Points will be awarded based on the Pennsylvania Writing Standards.  Finally, 5 points will be awarded based on effort, meeting deadlines, cooperation, etc.  This project will count as your final examination for this course.  Therefore, the project is worth 20% of your final grade.  You also will receive a grade for the 1st Quarter.

Length:
The project is not to exceed 40 pages.

Summary of scoring for each section:


CONTENT

Title Page






2 Points

Table of Contents





2 Points

Executive Summary




2 Points

Introduction





4 Points

Self-Analysis





4 Points

Analysis of Trading Area




8 Points

Proposed Organization




4 Points

Proposed Product/Service




4 Points

Proposed Pricing Info & Spreadsheet


4 Points

Personal Promotion




2 Points

Non-personal Promotion




4 Points

Projected Start-up Costs




4 Points

Cash-flow Spreadsheet




8 Points

Balance Sheet





8 Points

Proposed Financing




6 Points

Conclusion





4 Points

Bibliography





5 Points


PA WRITING STANDARDS


      Refer to rubric provided in class



20 Points


MISCELLANEOUS


       Effort, cooperation, etc.




5 Points

Total Project Points:




100 Points

