BUSINESS PLAN TEMPLATE

	
	CALFIRE’s Wood Products and Bioenergy Business and Workforce Development Grant Guidelines require applicants for Business Development grants to submit a “well-developed business plan with financial analysis”. This document is worth 20 out of the 100 points available to you. CALFIRE’s guidelines indicate that business plans must include at least the following elements:
1. Operational efficiency
2. Price of product
3. Costs of inputs (labor, raw material, equipment, rent or mortgage)
4. Inflation and discount rates
5. Market analysis
6. Feedstock agreements 
7. Offtake agreements 
Additionally, CALFIRE’s guidelines indicate that: “Interested parties that do not have an established business plan may apply for funding to have one developed. The resulting business plan could then be the basis of a future grant application.”
The template provided below draws on numerous publicly available templates and guidance documents, including those published by the U.S. Small Business Administration: https://www.sba.gov/business-guide/plan-your-business/write-your-business-plan 
The template and information provided herein are for reference only. While we have made every effort to provide information that is up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the information, templates, or related graphics contained herein. Any reliance you place on such information is therefore strictly at your own risk.



	EXECUTIVE SUMMARY

	Write the executive summary last so that you can summarize the most important points from your business plan. This is what people read first, and it is your opportunity to catch their attention. Briefly tell your reader what your company is and why it will be successful. Include your mission statement, your product or service, and basic information about your leadership team and employees. If your business is established, consider describing what it set out to do, how it has accomplished goals to date, and what lies ahead. If your business is new, summarize what you intend to do, how and when you intend to do it, and how you think you can overcome major obstacles (such as competition) and become profitable.

	

	BUSINESS DESCRIPTION

	THE PROBLEM
	Provide detail about the problem(s) your business solves.

	OUR SOLUTION
	Describe how your business will solve the problem(s) you identified above.

	OUR PRODUCT/SERVICENO
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	Describe your products or services and why there is a demand for them. What about your products or services gives you a competitive edge?

	OUR BUSINESS STRUCTURE
	Indicate whether your business is a sole proprietorship, corporation (type), or partnership. If appropriate, define the business type (such as manufacturing or service).

	OUR SUPPLIERS
	If information about your suppliers—including your financial arrangements with them—plays an important part of your business, include the relevant information in this section. CALFIRE’s guidelines require you to include information on feedstock and offtake agreements. This would be a good place to discuss them. You can include additional information on these agreements in the Appendix.

	HOW WE MAKE OUR PRODUCT
	Does your business manufacture any products? If so, describe your facilities and any special machinery or equipment you already own, as well as equipment you need. Make sure to provide sufficient detail about any equipment, including why it is needed, you plan to purchase with CALFIRE support.

	OUR EXPERTISE & EXPERIENCE
	How will your (or your team’s) expertise and experience help you to make this business a success? Resumes can be included in an Appendix, but you should highlight your team’s expertise and experience here.

	OUR FINANCIAL MANAGEMENT
	As you write this section, think in terms of operational efficiency and consider that the way business’s finances are managed can be the difference between success and failure. Explain how you expect to make your business profitable and within what period of time. The full details of your financial analysis should be included in the Appendix. However, you should highlight key information here and reference appropriate tables that are attached.

	
	
	
	
	
	

	MARKET ANALYSIS

	WHO WILL BUY OUR PRODUCT/SERVICE
	CALFIRE’s guidelines require that you provide market analysis. What is your target market? Who is most likely to buy your products or use your services? What are the demographics? What is the size of your potential customer base? Where are they? 

	OUR COMPETITION
	Who else is doing what you are trying to do? Briefly describe several of your nearest and greatest competitors. What percentage of the market does each reach? What are their strengths and weaknesses? 

	WHY WE ARE BETTER
	How do you expect to compete? What competitive advantages do you have? How is your product of service better? What percentage of the market do you expect to secure? 

	WHAT WE'LL CHARGE FOR OUR PRODUCT/SERVICE
	CALFIRE’s guidelines require you to discuss the price of your product or service. Do that here. How have you developed your pricing policy? What are your competitors’ pricing policies and how does yours compare? Are your prices in line with industry averages?

	HOW WE'LL BE PROFITABLE
	How will you monitor prices and overhead to ensure that your business will operate at a profit? How do you plan to stay abreast of changes in the marketplace, to ensure that your profit margins are not adversely affected by new innovations or competition?

	OUR STRATEGY
	Now that you have described the important elements of your business, you may want to summarize your strategy for their implementation. If your business is new, prioritize the steps you must take to open your doors for business. Describe your objectives and how you intend to reach them and in what timeframe. Planning is one of the most overlooked but most vital parts of your business plan to ensure that you are in control (as much as possible) of events and the direction in which your business moves.

	
	
	
	
	
	

	APPENDIX

	Use your appendix to provide supporting documents and materials that were specially requested, such as feedstock and offtake agreements, to back up the statements you may have made in your business plan. Here you should also include documents that demonstrate sound financial analysis. The list below includes financial documents commonly included in business plans. Not all of these are strictly required, yet they are often used when doing a robust financial analysis. Online you will find numerous free, fillable templates for these common documents. The Smartsheet’s website (https://www.smartsheet.com) is one place you may want to search. There you can download templates for free. If you are unfamiliar with financial analysis, you may want to consider consulting a financial professional to assist you.

	START-UP EXPENSES
	This is the money needed to start a new business. Startup expenses include things like office space, permits, licenses, inventory, product development, manufacturing equipment, marketing, or any other expense that results from starting a new business. If you are a start-up, consider providing an attachment that details these costs, especially if you are seeking funding to cover some or all of them.

	START-UP CAPITAL
	For new businesses, it may also be useful to calculate how much capital you will need for the business to survive until the break-even point when all expenses will be covered by income. Use a cash flow table to do this. Various different cash flow templates can be downloaded for free from https://www.smartsheet.com/free-cash-flow-statement-templates. Fill in the cash flow table until the ending balances are consistently positive. Identify and sum months with negative balances before you reach the break-even point. This is the amount of start-up capital you will require.

	CASH FLOW STATEMENT
	A cash flow forecast estimates how much money will move in and out of your business over a given period. Cash flow forecasts are often done for 12-month periods, but you may create forecasts for any period. There are two common ways to do a cash flow forecast. The first method is called the “Direct Method”. The second is called the “Indirect Method.” Both methods are accurate and valid. You should choose the method that works best for you

	INCOME PROJECTION STATEMENT
	The income projection statement is another management tool to preview the amount of income generated each month based on reasonable predictions of the monthly level of sales and costs/expenses. As the monthly projections are developed and entered, these figures serve as goals to control operating expenses. As actual results occur, a comparison with the predicted amounts should produce warning bells if costs are getting out of line so that steps can be taken to correct problems.

	PROFIT AND LOSS STATEMENT
	This document essentially contains the same basic information as the income projection statement. Established businesses use this profit and loss statements to give comparisons from one period to another. Many lenders require profit and loss statements for the past three years of operations. These statements can compare actual income and expenses to an industrial average or to the amount that was budgeted for it. Most computerized bookkeeping systems can generate a profit and loss statement for the period(s) required, with or without budget comparison.

	BALANCE SHEET
	A balance sheet is a financial statement that reports a business’s assets, liabilities, and shareholder equity. The balance sheet is a core financial statement used to evaluate an existing business. It provides a snapshot of a company's finances (what it owns and owes) as of the date of publication.

	BREAK-EVEN ANALYSIS
	A break-even analysis can tell you what sales volume you are going to need to generate a profit. It can also be used as a guide in setting prices. It is highly recommended that new businesses provide this analysis.

	SALES FORECAST
	This information can be shown in chart or table form, either by months, quarters or years, to illustrate the anticipated growth of sales and the accompanying cost of sales. This can be especially useful for new or expanding businesses.

	MILESTONES
	This is a list of objectives that your business may be striving to reach, by start and completion dates, and by budget. It can also be presented in a table or chart or graphic. Your milestone timeline should extend at least as long as your funding request.

	MISCELLANEOUS DOCUMENTS
	In order to back up the statements you may have made in your business plan, you may need to include any or all of the following documents in your appendix:
· Feedstock agreements (required by CALFIRE)
· Offtake agreements (required by CALFIRE)
· Other contracts
· Personal resumes
· Personal and/or business financial statements
· Credit reports, business and personal
· Copies of leases
· Letters of reference
· Legal documents
· Personal and/or business tax returns
· Site/building plans
· Photographs
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