"WRITING

A BUSlNEsS PLAN




Writing a Business Plan

Module 1: Introduction to Business Planning
1.1 Overview of Business Planning

o Definition and importance of business planning
o Key elements of a successful business plan
e Types of business plans

1.2 Market Analysis

¢ Identifying the target market
e Conducting a market analysis
e Analyzing the competition

1.3 Business Model Canvas

e Introduction to the Business Model Canvas
e Identifying key components of a business model
e Applying the Business Model Canvas to a real-world business idea

1.4 Writing a Mission Statement

e Importance of a mission statement
e Components of a mission statement
e Guidelines for writing an effective mission statement

Homework:

For this assignment, you will be writing an overview of a business plan, including a description of the
business idea, the target market, and the competition. Use the following prompts to guide your thinking:

1. Provide an overview of your business idea. (30%)
o Describe the product or service that your business offers.
e Explain why your business idea is unique and how it solves a problem.

2. Conduct a market analysis. (30%0)
Identify your target market and the demographics of your ideal customer.
e Analyze the competition and assess their strengths and weaknesses.



3. Develop a business model canvas. (20%0)
o Use the Business Model Canvas to map out the key components of your business model.
e Explain how your business will create, deliver, and capture value.
Write a mission statement. (20%0)
Write a clear and concise mission statement that captures the purpose and values of your
business.

Evaluation Criteria:

1. Business Idea Overview (30%b)
e The business idea is clearly and concisely described.
e The idea is unique and solves a problem.

2. Market Analysis (30%)
The target market and ideal customer demographics are clearly identified.
e The competition is analyzed, including their strengths and weaknesses.

3. Business Model Canvas (20%b)
The key components of the business model are accurately identified and described.
e The explanation of how the business creates, delivers, and captures value is clear and effective.

4. Mission Statement (20%0)
The mission statement is clearly written and concise.
e The mission statement captures the purpose and values of the business.

Total: 100%
Module 2: Developing the Business Plan
2.1 Company Description
e Overview of the company
o Company history and milestones
e Company vision and mission
2.2 Product/Service Description
e Description of the product or service

e Unique selling proposition (USP)
e Product/service features and benefits



2.3 Market Analysis

e Overview of the market and target customers
e Market trends and potential opportunities
e Competitor analysis

2.4 Marketing and Sales Strategy

e Marketing and sales channels
e Pricing strategy
e Promotion and advertising tactics

Homework:
Homework Assignment for Module 2: Developing the Business Plan

For this assignment, you will be developing a more detailed business plan for your business idea. Use the
following prompts to guide your thinking:

1. Provide a company description. (20%)
e Describe the history and milestones of your company.
e Explain the vision and mission of your company.

2. Describe your product or service. (20%0)
Provide a detailed description of your product or service.

e Explain the unique selling proposition (USP) and the features and benefits of the product or
service.

3. Conduct a market analysis. (20%)
Provide a detailed analysis of your target market and the demographics of your ideal customer.
e Analyze the competition and assess their strengths and weaknesses.

4. Develop a marketing and sales strategy. (20%0)

¢ Identify the marketing and sales channels that you will use to reach your target market.

o Develop a pricing strategy and identify the promotion and advertising tactics you will use to drive
sales.

5. Outline your organizational structure and team. (20%o)

o Describe the organizational structure of your company, including any key personnel or
management roles.

e Explain how you plan to build and manage your team.



Evaluation Criteria:

Total

Company Description (20%0)
The history and milestones of the company are described in detail.
The vision and mission of the company are clearly explained.
Product/Service Description (20%o)
The product or service is described in detail.
The USP and features and benefits of the product or service are clearly explained.
Market Analysis (20%b)
The target market and ideal customer demographics are described in detail.
The competition is analyzed, including their strengths and weaknesses.
Marketing and Sales Strategy (20%o)
The marketing and sales channels are identified and explained in detail.
The pricing strategy and promotion and advertising tactics are clearly described.
Organizational Structure and Team (20%)
The organizational structure of the company is described in detail.
The plan for building and managing the team is clearly explained.
: 100%

Module 3: Financial Planning

3.1 Financial Projections

Sales forecasts

Income statement projections
Cash flow projections
Balance sheet projections

3.2 Break-Even Analysis

e Calculating break-even point
e Understanding the break-even analysis
e Developing a break-even analysis for the business plan



3.3 Funding Requirements

e Overview of funding requirements
e |dentifying potential sources of funding
e Pitching the business plan to potential investors

Homework:
Homework Assignment for Module 3: Financial Planning

For this assignment, you will be developing a financial plan for your business. Use the following prompts
to guide your thinking:

Develop financial projections. (40%)

Create sales forecasts for the next three years.

Develop income statement projections for the next three years.
Develop cash flow projections for the next three years.
Develop balance sheet projections for the next three years.

e e 0 0

Conduct a break-even analysis. (30%)

Calculate the break-even point for your business.

Explain the break-even analysis and what it means for your business.
Develop a break-even analysis for your business plan.

e o o N

Identify funding requirements. (20%o)

Describe the funding requirements for your business.
Identify potential sources of funding for your business.
Develop a pitch for your business plan to potential investors.

e 0 o W

Present financial data in a clear and concise manner. (10%)
Use clear and concise language to present financial data.
Use appropriate charts and graphs to visually represent financial data.

Evaluation Criteria:

Financial Projections (40%0)

Sales forecasts are accurate and realistic.

Income statement projections accurately reflect expenses and revenue.
Cash flow projections are accurate and realistic.

Balance sheet projections accurately reflect assets and liabilities.

e e 0 0



Break-Even Analysis (30%)

The break-even point is calculated correctly.

The explanation of the break-even analysis is clear and effective.

The break-even analysis for the business plan is accurate and realistic.

o 0o o N

Funding Requirements (20%b)

The funding requirements are described in detail.

Potential sources of funding for the business are identified and explained.
The pitch for the business plan is well-developed and effective.

e 0 o W

Presentation of Financial Data (10%)
The language used to present financial data is clear and concise.
The charts and graphs used to visually represent financial data are appropriate and effective.

Total: 100%
Module 4: Refining and Finalizing the Business Plan
4.1 Refining the Business Plan

e Revising and refining the business plan
e Getting feedback from stakeholders
e Incorporating changes and improving the plan

4.2 Writing the Executive Summary

e Overview of the executive summary
e Key elements of the executive summary
e Guidelines for writing an effective executive summary

4.3 Finalizing the Business Plan

e Proofreading and editing the plan

e Formatting the plan for presentation

e Developing a presentation for the business plan
Homework:

Homework Assignment for Module 4: Refining and Finalizing the Business Plan

For this assignment, you will be refining and finalizing your business plan, including writing the
executive summary and developing a presentation. Use the following prompts to guide your thinking:



1. Revise and refine your business plan. (40%b)
Revise and refine your business plan based on feedback from stakeholders and what you have
learned in the course.

e Incorporate changes and improvements to the plan.

2. Write the executive summary. (30%0)
Develop an executive summary that captures the essence of your business plan.
Highlight the most important aspects of your business, including the product/service, target
market, and financial projections.

3. Format your business plan for presentation. (20%)
Use appropriate formatting for your business plan to make it visually appealing.
Include relevant charts, graphs, and images to help convey key information.

Develop a presentation for your business plan. (10%0)
Create a professional and engaging presentation that highlights the key aspects of your business
plan.

e Clearly and effectively communicate the value proposition of your business.

Evaluation Criteria:

1. Revised and Refined Business Plan (40%b)
The business plan has been revised and refined based on feedback from stakeholders and what
has been learned in the course.

e Changes and improvements have been made to the plan.

Executive Summary (30%)

The executive summary captures the essence of the business plan.

The most important aspects of the business plan are highlighted, including the product/service,
target market, and financial projections.

3. Formatting of Business Plan (20%b)
The formatting of the business plan is appropriate and visually appealing.
Relevant charts, graphs, and images have been included to help convey key information.

4. Business Plan Presentation (10%6)
The presentation is professional and engaging.
The value proposition of the business is clearly and effectively communicated.

Total: 100%



Module 5: Next Steps
5.1 Recap of Key Concepts

e A summary of the key concepts covered in the training
e A review of the business planning process and tools and techniques covered in the training

5.2 Further Resources

e A list of recommended resources for further learning on business planning
e Books, articles, videos, and online courses that cover business planning in more depth

5.3 Next Steps

e Tips for applying business planning in your own work
e Suggestions for how to continue practicing and improving your business planning skills

5.4 Feedback and Evaluation

e Opportunities for learners to provide feedback on the training
e Evaluation of the training's effectiveness in achieving its learning objectives

Homework:

For this assignment, you will reflect on your learning in this course and create a plan for how you will
continue to apply business planning principles in your work or personal life. Use the following prompts to
guide your thinking:

1. Reflect on your learning in this course. (40%o)
Describe the most important things you learned about business planning in this course.
Discuss how you plan to apply these principles in your work or personal life.

Create a plan for continuing your business planning journey. (40%)

Describe your goals for continuing to learn and apply business planning principles.
Identify resources you plan to use to achieve these goals (e.g., books, articles, courses,
workshops, etc.).

3. Presentation and Clarity (20%0)
The assignment is clearly and professionally written, with no errors in grammar, spelling, or
punctuation.

e The assignment is well-organized and easy to follow.



Evaluation Criteria:

. Reflection on Learning (40%)
e The student clearly articulates the most important things they learned about business planning in
this course.
e The student demonstrates an understanding of how they plan to apply business planning
principles in their work or personal life.

2. Plan for Continuing Business Planning Journey (40%)
The student has clear and specific goals for continuing to learn and apply business planning
principles.

e The student identifies specific resources they plan to use to achieve these goals.

3. Presentation and Clarity (20%0)
The assignment is well-written and free of errors in grammar, spelling, or punctuation.
The assignment is well-organized and easy to follow.

Total: 100%



