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This tool can help your business succeed by

assisting you to analyze your business strategy, the

market which you operate in, and your fi nancial plan.

At the same time, it will help us to better understand 

your business, your goals, and the role that your 

credit union can play in helping you achieve them. 

The process is simple. Either print out the business 

plan and fi ll it in by hand, or take advantage of our 

interactive form and complete the PDF document 

online. In this case, please ensure that you have 

carefully read the instructions provided, explaining 

how to save and reload your document.

Then, when you are fi nished, either fax, or drop it 

off at our nearest branch. If you would like one of 

our commercial account managers to review your 

business plan, they would be happy to do so.

Welcome to the Columbia Valley Credit Union Business Plan.
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 Pleasedescribewhatyourbusinessdoesandtheenvironmentthatyourbusiness

operatesin.Alongwithyourbusinessstrategy,thiswillhelpyou,aswellasus,gaina

betterunderstandingofthefactorsimportanttothesuccessofyourbusiness.Ifyou

requiremorespace,pleasefeelfreetoattachadditionalpages.

1.1 YOURBUSINESS

 Details

  REGISTEREDBUSINESSNAME 

  BUSINESSOPERATINGNAME  

  BUSINESSADDRESS 
 

MAILINGADDRESS 

  TELEPHONE    FACSIMILE   

  CELLULAR  

  EMAIL 

  WEBSITE  

  DATEESTABLISHED    CURRENTOWNERSHIPSINCE 



 Formofbusiness(chooseone)

 Corporation Soleproprietorship Co-operative Incorporatedassociation

 Partnership Society Other 



 Industrysector(chooseone)

 Retail Service Other 

 Manufacturing Franchise

 Currentfinancialinstitution(s)





 Companyowners
 

LEGALNAME 

  BUSINESSNAME 

  TITLE     %OWNERSHIP 

  

 Businessinvolvement  Full-time Part-time
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 Accountant
 

NAME 
 

ADDRESS 
 

TELEPHONE    FACSIMILE 

  EMAIL  

  FISCALYEAREND 



 Dateofmostrecentformalaccountantpreparedfinancialstatementsorcorporateincometaxreturn



 Latestinterimstatements(ifapplicable)

 Lawyers

  NAME 

  ADDRESS 

  TELEPHONE    FACSIMILE 

  EMAIL 

 

1.2 BUSINESSENVIRONMENT

 Product

 Whatisyourproductorservice?Howwillitbemade?





 Wherewillyouobtainrawmaterials?

 Howwillthedemandforyourproductorserviceevolveorchange?
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 Willyourelyonskilledorun-skilledlabour?Ifskilled,whereandhowistrainingandaccreditationobtained?

 Whatarethesourcesofyourlabour?



 Whichindustryassociationshaveyoujoined?

 Suppliers

 Whoareyourprimarysuppliers?

 1 NAME 

  ADDRESS  

 2 NAME 

  ADDRESS  

 3 NAME 

  ADDRESS  

 4 NAME 

  ADDRESS  

 Haveyounegotiatedtermswiththesesuppliers?

 Industry



 Describethetotalsizeofyourindustry



 Potentialsales
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 Numberofcustomers

 Describeanytrendsthataffectyourindustry(e.g.seasonal,governmentregulations)





 Hastheindustrybeengrowing,decliningorsteadyinrecentyears?

 Whatfactors(globalorlocal)havedeterminedtheabove?

 Whatisthelong-termoutlookforyourindustry?

 Howwillthisaffectyourbusiness?

 Market



 Describeyourtargetmarket

 Estimatethesizeofthismarket(grosssalesandunitsorservicessold)

 Whatisyourshareofthatmarket?



 Describethetypeofpeoplethatarelikelytopurchaseyourproductorservice
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 ProductsandServices

 Whatmakesyourproductorserviceunique(i.e.yourcompetitiveadvantage)?

 Whatbenefitswillyourcustomersgainbypurchasingyourproductorservice?

 Describethepricestructures(mark-ups,commissions,etc.)thataretypicallyusedinyourindustry.

 Describethedistributionmethods(wholesalers,agents,etc.)thataretypicallyusedinyourindustry.

 Provideabriefdescriptionofyourskills,knowledgeorexperienceinthisindustry.

 Competition

 Whoareyourdirectcompetitors?

 Whataretheirstrengthsandweaknesses?Comparetheirserviceorproducttoyours.
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 Whatareyourweaknesses?

 Howdoyouintendtodealwiththeseweaknesses?

 Risk



 Whatriskdoyoufaceinproducingyourproductorservice?

 Howdoyouintendtominimizethisrisk?

1.3 SALESANDMARKETING

 AdvertisingandPromotion

 Howwillyouadvertiseorpromoteyourproduct?

 

 Identifythemediayouwilluseandtheassociatedcosts(choosethosethatapply)

 Newspapers $ Magazines $ Other $

 Radio $ Television $

 CustomersandDistribution



 Howwillyoudistributeyourproductorservice?



 Howwillcustomerspayforyourproductorservice?
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 Whattermsareyoupreparedtoofferyourcustomers?(e.g.,net30days)

 Whatisyourcustomerservicepolicy?(e.g.,guarantees,warranties,layawayplans,returnpolicies,etc.)

 Pricing

 Whatisyourpricingstrategy?

 Howdidyouarriveatthisandwhy?



 Howisyourcompetitionpriced?

1.4 OPERATINGPLAN

 FinancingRequirements



 Howmuchofyourownfundshaveyouinvestedinyourbusinesstodate?

 Whatwasthesourceofthisinvestment?

 Doyouthinktherewillbeaneedforlargefurtherexpendituresinthenearfuture?
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 Doyouneedtoborrowmoney?Ifyes,listtheamount.

 Yes $   No

 Whattypeoffinancingdoyourequire?

 Operatinglineofcredit/overdraftprotection Equipmentloanorlease 

 Loanforrealestate  Creditcard(s)

 Other 

 Location

 Howmuchspacewillyourbusinessrequire?

 Haveyouchosenalocation?

  Yes No

 Whatwillthisspacecost?

 $



 Terms?

 Lease Month-to-month

 Whataretheadvantages/disadvantagesofthelocationthatyouhavechosen?

 Hasanenvironmentalinspection(e.g.LevelI,II,II)beendoneontheproperty?

 Yes(Pleaselistthefirmbelow.) No

  ENGINEERINGFIRM 

  ADDRESS 

  TELEPHONE    FACSIMILE 

  EMAIL  
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 Employees

 Pleaselistanyemployeesthatwillbeworkingwithyou.

 1 NAME 

  JOBTITLE 

  RESPONSIBILITIES 

  QUALIFICATIONS  

 2 NAME 

  JOBTITLE 

  RESPONSIBILITIES 

  QUALIFICATIONS  

 3 NAME 

  JOBTITLE 

  RESPONSIBILITIES 

  QUALIFICATIONS  

 4 NAME 

  JOBTITLE 

  RESPONSIBILITIES 

  QUALIFICATIONS  

 5 NAME 

  JOBTITLE 

  RESPONSIBILITIES 

  QUALIFICATIONS  

 6 NAME 

  JOBTITLE 

  RESPONSIBILITIES 

  QUALIFICATIONS  

 Doyouexepcttohireanyoneelseinthenearfuture?

 Yes No
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 Alongwithyourbusiness,itisimportanttounderstandyourownfinancialstrengths.

Thiswillhelpdeterminetherightfinancialstrategytomeetyourbusinessneeds.Please

includethevalueofyourspouse’sassetsinthepersonalfinancialstatementbelow.

 Name



 Educationandqualifications

  



 Applicableskillsand/ortrades

 Employmenthistory

 1

 2

 3

 4

 Personalreference(s)

 1 NAME     TITLE    

  COMPANY 

  ADDRESS 

  TELEPHONE  

 2 NAME     TITLE   

  COMPANY 

  ADDRESS 

  TELEPHONE  

 3 NAME     TITLE   

  COMPANY 

  ADDRESS 

  TELEPHONE  
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2.1 PERSONAL FINANCIAL STATEMENT

Assets Amount

Cash $

Account balances

RRSPs

Home

Other real estate

Vehicles

Other assets (specify)

Total assets $

Liabilities Balance Minimum Monthly Payment

Home mortgage $ $

Mortgage on other real estate

Personal loans

Personal line of credit

Credit cards

Other (specify)

Total liabilities $

Total monthly liabilities $

Net worth (total assets - total liabilities) $

2.2 DESCRIPTION OF ASSETS, LIABILITIES AND INCOME

Investment portfolio details

1 FINANCIAL INSTITUTION  

HOLDINGS 

2 FINANCIAL INSTITUTION  

HOLDINGS 

3 FINANCIAL INSTITUTION  

HOLDINGS 

0

0

0

0
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 Mortgagedetails

  FINANCIALINSTITUTION 

  BALANCEOUTSTANDING    REPAYMENTTERMS 

  MATURITYDATE    CURRENTMARKETVALUE 

  ORIGINALPURCHASEDATEANDPRICE 

  REGISTEREDOWNERS 

 Personalloansandlinesofcredit

  FINANCIALINSTITUTION 

  LIMIT(IFLOC) 

  BALANCEOUTSTANDING    REPAYMENTTERMS 

  SECURITYHELD 

  PURPOSE   

 Creditcardsheldandoutstandingbalancesoneach

 1 CARD 

  LIMIT 

  OUTSTANDINGBALANCE 

 2 CARD 

  LIMIT 

  OUTSTANDINGBALANCE 

 3 CARD 

  LIMIT 

  OUTSTANDINGBALANCE 

 Haveyouco-signedorguaranteedanyotherliabilities?

 Yes(Pleasedescribebelow.) No



 Doyouoryourspousereceiveincomefromanysourcesoutsideofthebusiness?

 Yes(Pleasedescribefromwhereandhowmuchbelow.) No

 Isthisincomeexpectedtocontinue?

 Yes  No
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 Haveyoueverdeclaredpersonalbankruptcy?

 Yes(Pleaseprovidedetailsbelow.) No

 Arethereanyoutstandinglegalactionsagainstyouoryourspouse?

 Yes(Pleaseprovidedetailsbelow.) No
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 Thissectionwillhelpyoupreparethefinancialcomponentofyourbusinessplanby

guidingyouthroughaBusinessBalanceStatement,aBusinessIncomeStatement,and

aBusinessCashFlowForecast.Ifyoualreadyhavefinancialplansforyourbusiness

pleasedisregardthissectionandsubmitthemostcurrentstatementsseparatelytoyour

nearestbranch.Ifyouarestartingyourbusiness,pleasefillinonlytheCashFlow

Forecastsection.

3.1 BUSINESSBALANCESTATEMENT

 Abalancesheetgivesyouthefinancialpictureofyourbusinessatonepointintime.Itisanindicationofyour

business’assetsandliabilities,aswellasshareholderequity–i.e.thecapitalinvestedintoyourbusiness.

  Year20    Year20    Year20  



 ASSETS

 CurrentAssets

 Cashandequivalent $ $ $

 Accountsreceivable  

 Inventory  

 Prepaidexpenses

 Totalcurrentassets $ $ $

 FixedAssets

 Landandbuilding $ $ $ 

 Equipment

 Minusdepreciation

 Totalfixedassets $ $ $

 Intangibleassets

 Goodwill $ $ $

 Patents

 Other

 Totalintangibleassets $ $ $

 Totalassets $ $ $

0

0

0

0

0

0

0

0

0

0

0

0
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  Year20    Year20    Year20  

 LIABILITIES&

 SHAREHOLDEREQUITY

 Currentliabilities

 Short-termdebt $ $ $

 Accountspayable

 Incometaxespayable

 Long-termdebtdue

withinoneyear

 Other

 Totalcurrentliabilities $ $ $

 Long-termliabilities

 Long-termdebt

 Otherliabilities

 Totallong-termliabilities $ $ $

 Totalliabilities $ $ $

 Shareholderequity

 Cashequitycontribution $ $ $

 Authorizedstock/sharecapital

 Retainedearnings

 Totalshareholders’equity $ $ $

 Totalliabilitiesand

 shareholderequity $ $ $

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0
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3.2 BUSINESSINCOMESTATEMENT

 Anincomestatementoutlinesyourrevenue,expensesandprofitsoveradefinedperiod.Ifyouareintheprocess

ofbeginningyourbusiness,pleaseestimatetheseonaquarterlybasis.Ifyourbusinessisalreadyestablished,

pleaseattachincomestatementsforthepreviousthreeyears,oralternatively,fillinthestatementbelowforthe

pastthreeyears.

     Q1or Q2or Q3or Q4or AnnualTotals

    Year20   Year20   Year20   Year20   (ifapplicable)

 Sales    $ $ $ $ $

 Minus:Costofgoodssold

 GrossProfitMargin  $ $ $ $ $

 Minus:Sellingexpenses  $ $ $ $ $ 

 Minus:Officeexpenses 

 Minus:Payrollexpenses 

 Minus:Interestexpenses 

 Minus:Generalexpenses 

 Totaloperatingexpenses  $ $ $ $ $

 Operatingprofit   $ $ $ $ $

 Minus:Taxespayable 

 Minus:Owner’ssalary/dividends

 Minus:Depreciation

 Minus:Other

 Subtotal   $ $ $ $ $

 Netincome   $ $ $ $ $

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0
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3.3 CASHFLOWFORECAST

 Acashflowforecastshowsyourestimatedsourcesofbusinessrevenueandyourprojectedbusinessexpenses

onamonthlybasisoverthecourseofoneyear.Ifyouarestartinganewbusiness,pleaseprojectthefollowing

informationforthenext12months.

      Month

    1 2 3  4 5 6

 CASHRECEIPTS

 From:   $ $ $ $ $ $

 From:

 From:

 Sub-totalcashfromsales $ $ $ $ $ $

 Minus:Currentmonth $ $ $ $ $ $

 Minus:Previousmonth

 Loanproceeds

 Cashequitycontribution

 Othercashreceived

 Totalcashreceipts $ $ $ $ $ $

 CASHDISBURSEMENTS

 Inventorypurchase $ $ $ $ $ $

 Fixedassetpurchase

 (e.g.,equipment;leases)

 Productionmaterials

 Rent/Utilities

 Salaries

 Insurance

 Marketing

 Bankinterest

 Principalportionof

 long-termdebt

 Servicecharges

 Taxes

 Other

 Totalcashdisbursements $ $ $ $ $ $

 NETCASHPOSITION

 Monthlysurplus(ordeficit) $ $ $ $ $ $

 Cumulativecashflow

 (ordeficit)todate $ $ $ $ $ $

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0
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      Month

    7 8 9  10 11 12 Total

 CASHRECEIPTS

 From:   $ $ $ $ $ $  $

 From:

 From:

 Sub-totalcashfromsales

 Minus:Currentmonth

 Minus:Previousmonth

 Loanproceeds

 Cashequitycontribution

 Othercashreceived

 Totalcashreceipts $ $ $ $ $ $  $

 CASHDISBURSEMENTS

 Inventorypurchase $ $ $ $ $ $  $

 Fixedassetpurchase

 (e.g.equipment;leases)

 Productionmaterials

 Rent

 Salaries

 Insurance

 Marketing

 Bankinterest

 Principalportionof

 long-termdebt

 Servicecharges

 Taxes

 Other

 Totalcashdisbursements $ $ $ $ $ $  $

 NETCASHPOSITION

 MonthlySurplus(ordeficit) $ $ $ $ $ $  $

 Cumulativecashflow

 (ordeficit)todate $ $ $ $ $ $  $

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0
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 Wheredoyouexpectyourbusinesstobeinoneyear?



 Threeyears?



 Fiveyears?



 Congratulations!

 YouhavenowcompletedyourBusinessPlan.IfyouwouldliketoforwardthistoyourCommercialAccount

Manager,pleaseprintthisdocumentandeitherfaxitto,ordropitoffatyourlocalcreditunion.Wewould

behappytomeetwithyou,anddiscussyourbusinessplanandyourneeds!


