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Whether it’s a start-up company, an expansion of an existing firm, a spin-off 

from a parent corporation, or even a project within a company’s marketing or 

new products department, every business needs a guide to navigate 

successfully through its own unique competitive environment.
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Define your purpose for constructing the business plan

Define your business plan audience

Who are your readers?

What do they need to know?

What do you want from them?

Determine your information needs

Research

Information Sources

Chamber of Commerce

�ED

Internet

Industry Publications

Competitors
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The formal Executive Summary

The executive Summary is a formal statement presenting the     

company facts.  

The mission Statement

It should express the opportunity & business     

philosophy in one brief sentence.  
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The purposes of the business description are to:

Express clearly your own understanding of the 

business concept

Share your enthusiasm for the venture

Meet the expectations of the reader by providing a 

realistic picture of the business venture

The Business Description should include 

information on:

What the history of the concept or the business is

What markets the business will serve

What kind of business it is

What the product of service is

Why people will use it

What the financial status is
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The result of the analysis will:

Provide you with a thorough understanding of the business environment

Guide you in developing an effective marketing plan

Persuade the readers of your business plan of the realistic potential of your business 

venture.

INDUSTRY

Competitor

Colleague

Producer

Manufacturer

Distributor

OPPORTUNITY

PRODUCT

SERVICE

MARKET

Customer

Consumer

Target Market

Retailer

End User

Venn Diagram for Preparing a Business Plan
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Readers of your business plan will want to know who the direct & potential competitors 

of your business venture are because they represent a threat to the success of your 

venture.  Understanding who and what your competitors are can reduce the risk of the 

failure of your business.  Questions your readers may ask are:
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Tips to Grow Your 

Business
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Tips to Grow Your Business

• Never compromise on quality

• Keep your business plans simple and easy to follow

• Regularly check that you are on track to achieve your goals

• Meet frequently with business advisors to get advice

• Keep learning by attending business seminars and reading 

books
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Tips to Grow Your Business

• Develop a habit of regularly meeting with successful 

entrepreneurs

• Learn to delegate

• Learn to outsource

• Learn to network

• Spend 70% of your time on marketing and selling

• Look after your existing customers but don’t stop looking 

for new ones
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Tips to Grow Your Business

• Employ the best possible people

• Listen to your customers and employees

• Travel as often as possible. Some of your best ideas 

come to you when you’re travelling

• Develop a good relationship with your suppliers and 

bankers

• Know your monthly break-even
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Tips to Grow Your Business

• Monitor your profit margins – go for profit rather than 

sales, but watch the cash flow

• Learn to focus

• Monitor your expenses

• If you have a great business name trademark it

• Don’t do your own administration and get a good 

accountant

• Don’t undercharge for your products or services

• Return all phone calls and emails

25



Tips to Grow Your Business

• The more you give the more you get – so donate time 

and money

• Work harder than your competitors but make time for 

your friends and family

• Make it easy for people to do business with you

• Don’t forget to say please and thank you

• Remember the customer is the most important part of 

your business
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Thank You!

Questions?


