Questions to Ask for Business Plan Creation Success

General Personal Questions

1. How do your business skills rate on a scale of 1-5, with 5 being exceptional, in the following areas?

A. Knowledge of your products and service  __________________________

B. Ability to produce and provide your products and services ____________ 

C. Knowledge of Sales and Marketing _______________________________ 

D. Ability to create and implement marketing and sales programs _________

E. Knowledge of human resource management ________________________

F. Ability to effectively manage people ______________________________

G. Knowledge of accounting and finance _____________________________

H. Ability to prepare and understand financial statements ________________

2. Are you more of a thinker (visionary) or a doer (technical person)? ________________________________________________________________________

3. Are you an effective leader? ________________________________________________

4. What can you do to overcome your shortcomings? _______________________________

5. Do you devote time to self-improvement through reading books, taking college courses, or attending seminars? _____________________________________________________

6. How much money do you have to invest in your business? ________________________

7. Are you willing to risk all your money? _______________________________________

8. Do you feel additional funding may be needed (in addition to your own money)? ________________________________________________________________________

9. Do you have any experience in the business you plan to start? ______________________

10. Have you been successful working in this business? ______________________________

11. Do you enjoy working in this business? _______________________________________

12. Do you have money saved that will cover your personal expenses while you are starting your new enterprise? ______________________________________________________

13. Are you self-motivated? ____________________________________________________

14. Are you committed to working harder and longer hours? __________________________

15. Have you explained to your family the risks involved with starting a new business and the extra amount of effort and time it will take? _________________________________

General Business Questions                        

1. What phase is your business in?

a. New start-up

b. Expansion

c. Cash flow needs

d. Other ______________________________________________________                         

2. Why do you want to start or expand your business? ______________________________ ________________________________________________________________________

3. What are your goals and objectives for the business? _____________________________ ________________________________________________________________________

4. Have you developed your mission statements? Explain it in fifty words or less. ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. What corporate structure will your corporate operate under?

a. Sole proprietorship

b. Partnership

c. C Corporation or S Corporation

d. Limited liability corporation

e. Minority or women-owned

f. Nonprofit

g. Other ______________________________________________________

6. What is the nature of your business or the business you are planning to start up (retail, manufacturing, services, etc.)?______________________________________________

7. Provide a brief history of the business and tell how you develop your products or services. ________________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8. Is your business seasonal? __________________________________________________

9. If yes, how will you maintain cash flow for the slower times of the year? _____________ ________________________________________________________________________

10. What are the economic forecasts that indicate spending trends are favorable or unfavorable to your business and specific industry? ______________________________ ________________________________________________________________________

11. Are there any licenses that are required for you to run your business (occupational license, sales tax license, state corporation filings, etc.)? __________________________ ________________________________________________________________________________________________________________________________________________

12. What do you want for yourself, both personally and financially, by having your own business? _______________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Customer and Competition Questions

1. What are the profiles of your customers? (Give details on the typical customer who you are targeting.)

A. Business Customer:

i. Type of business _______________________________________

ii. Size of business (approximate annual revenues)_______________

iii. Geographical area ______________________________________

iv. Number of employees ___________________________________

v. Years in business _______________________________________

B. Individual Consumer:

i. Age  _________________________________________________

ii. Income  _______________________________________________

iii. Sex __________________________________________________

iv. Occupation  ___________________________________________

v. Family Size  ___________________________________________

vi. Culture  _______________________________________________

vii. Education  ____________________________________________

2. How would you rank the following in the order of importance to your customer?

a. Price  ___________________________

b. Convenience  _____________________

c. Quality  _________________________

d. Service  _________________________

3. How many competitors share your market?  ___________________________

4. Who are they and where are they located?

a. _________________________________________________________

b. _________________________________________________________

c. _________________________________________________________

d. _________________________________________________________

e. _________________________________________________________

f. _________________________________________________________

g. _________________________________________________________

h. _________________________________________________________

5. How is your competition currently promoting its products or service? ___________

_____________________________________________________________________

6.   What advantages or disadvantages do you have over your competition in the following areas?

a. Performance ______________________________________________

b. Quality and reliability _______________________________________

c. Production efficiencies ______________________________________

d. Distribution _______________________________________________

e. Pricing ___________________________________________________

f. Public image ______________________________________________

g. Business relationships ______________________________________

7.  What strategies may be adapted to your environment that your competition is   using?   ______________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Marketing Questions

1. Does your marketing strategy incorporate any of the following? If so, please give details.

a. Executive Selling (owners or managers selling in the field) ____________

____________________________________________________________

b. Direct Sales Force ____________________________________________

c. Manufacturer’s Reps __________________________________________

d. Distributors _________________________________________________

2. How do you establish your prices? _____________________________________

3. What are your profit margins and how do they relate to the industry averages? _________________________________________________________________

4. How do you market and advertise your products and services? _______________

_________________________________________________________________

      5. Are there any other markets that you would like to try to establish? ____________                               

          __________________________________________________________________

      6. What are the strengths of your marketing plan? ____________________________

           __________________________________________________________________

           __________________________________________________________________

      7. What are the weaknesses of your marketing plan? __________________________

          ___________________________________________________________________

          ___________________________________________________________________

Sales Questions
1. What is your Unique Selling Advantage? (What makes your product or service unique?) ________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

2. For existing businesses, what were the past three years’ prior results?

    YR 1

     YR 2
                 YR 3


Sales

           __________                 __________               ___________


Cost of sales
           __________                 __________               ___________

(Variable costs)          __________                 __________               ___________

Gross profit                __________                 __________               ___________

Operating expenses    __________                 __________               ___________

(Fixed costs)         __________                 __________               ___________

Profit (or Loss)     __________                 __________               ___________

3. What would you like to achieve in annual sales volume?

a. Year One $       _____________________________________

b. Year Two $      _____________________________________

c. Year Three $    _____________________________________

d. Year four $       _____________________________________

e. Year five $       ______________________________________

4. What sales strategies will be implemented in order to achieve your annual sales volume goals? _____________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

5. What is your anticipated market share over the next five (5) years? ____________

6. Who are your top ten most faithful customers who buy from you on a regular basis? 

a. ________________________________________________________

b. ________________________________________________________

c. ________________________________________________________

d. ________________________________________________________

e. ________________________________________________________

f. ________________________________________________________

g. ________________________________________________________

h. ________________________________________________________ 

i. ________________________________________________________ 

7. How do you or how will you satisfy your customers’ needs and wants? _____

_________________________________________________________________

8. Do you or will you have salespeople?   If yes, indicate if they will have territories, and what their commission and salary structures will be.  ___________________

_____________________________________________________________________

9. How many salespeople will you have on staff during the next twenty-four months in order to meet your sales goals?

a. Outside Sales ________________________________________________

b. Inside Sales  _________________________________________________

10. How will your company fit into the industry?  ____________________________

____________________________________________________________________

Advertising Questions

1. How will you promote your products and services (television, radio, seminars, brochures, salespeople, direct mail, etc.)?  _______________________________

____________________________________________________________________

2. How much will you spend on advertising in a typical year? (List in dollars and as a percentage of gross revenues.)  _______________________________________

_____________________________________________________________________

3. What are the associated costs for each area of promotion?  __________________

_____________________________________________________________________

_____________________________________________________________________

4. Have you established a tracking system for charting sales income versus advertising dollars spent for each form of advertisement?  ___________________

_____________________________________________________________________

_____________________________________________________________________

Products and Service Questions

1. What products or services will you provide to your customers?  ______________

____________________________________________________________________

2. How do your products or services differ from similar products or services already on the market?  ____________________________________________________

____________________________________________________________________

____________________________________________________________________

3. What benefits will your products or services provide your customers versus similar products or services sold by competitors?  _________________________

____________________________________________________________________

____________________________________________________________________

4. What is the life cycle of your product or service?  _________________________

5. Do you have third-party affirmations endorsing, supporting, or promoting your products or services?

      A.  Letters of recommendations?  _________________________________________

B. Endorsements?  ____________________________________________________

C. References?  _______________________________________________________

6.  Is there a benefit to having your product patented?  ____________________________

7.  If so, have you applied for a patent?  _______________________________________

8.  What is your primary means of distribution (dealers, salespeople, mail order, etc.)?

________________________________________________________________________

9.  What are your coverage areas for distributions?  ______________________________

________________________________________________________________________

10.  Who makes your buying decisions (purchasing agent)?  _______________________

11.  Do you get multiple quotes from at least three vendors for all the materials and goods that you buy, including packaging and shipping materials?  ________________________

________________________________________________________________________

12.  Who are your suppliers? ________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

13.  Have you established lead times and quality reorder points for the ordering of inventory?  ______________________________________________________________

Production and Facility Questions

1.  How do you produce your product or service (internally/in-house, externally/subcontract, etc.)?  _______________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  What is your current production capacity in units of output and in dollars on a monthly basis?  __________________________________________________________________ ________________________________________________________________________________________________________________________________________________

3.  Will your current production philosophy change in future years, If so, how?  _______

_______________________________________________________________________

4.  Does your current facility allow for flexibility with regard to growth? _____________

________________________________________________________________________

5.  Do you plan to lease office/warehouse space or purchase a building?  Give details. ________________________________________________________________________________________________________________________________________________

6.  If a new building is being considered, indicate whether you have planned for:

A.  Adequate warehouse/office space for future expansion ______________________

B.  Efficient loading docks and ground-level door entrances  ____________________

C.  Ease of transportation to roadways, railroads, and airports ____________________

D.  Convenience of location to customers and suppliers  ________________________

7.  Have you spoken to an attorney about negotiating and reviewing your lease (lease rates, free rent, term of lease, responsibility for roof repairs and maintenance, etc.)?  ____

________________________________________________________________________

8.  Is your facility accessible to the handicapped?  _______________________________

Management Questions

1.  Who is your management team?

A. President:  __________________________________________________________

B. Vice President:  _____________________________________________________

C. Secretary:  __________________________________________________________

D. Treasurer:  _________________________________________________________

E. Controller:  _________________________________________________________

F. Marketing Manager:  _________________________________________________

G. Sales Manager:  _____________________________________________________

H. Operation Manager:  _________________________________________________

I. Human Resource Manager:  ____________________________________________

2.  Who is on your outside consultant team?

A.  Legal:  ____________________________________________________________

B.  Management Consultant:  _____________________________________________

C.  Marketing:  ________________________________________________________

D.  Accounting:  _______________________________________________________

E.  Computer Software:  _________________________________________________

F.  Computer Hardware:  _________________________________________________

3.  What is the background of each member of the management team (education, industry, employment experience, and professional accomplishments)?  ______________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.  What are the strengths of your management team?  ____________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5.  What are the weaknesses of your management team?  __________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Finance Questions

1.  Does your business have a current profit and loss statement, balance sheet, cash flow statement, and at least two years’ financial projections?  __________________________

_______________________________________________________________________

2.  How often are your business’s financial statements prepared (monthly, quarterly, annually)?  ______________________________________________________________

3.  Are your accounting records maintained on a computer?  _______________________

4.  When will your fiscal year end?  __________________________________________

5.  What is your break-even point according to your financial statements or projections?  ________________________________________________________________________

6.  What are your current asset values?  

Cash $  _______________________________________________________________

Accounts Receivables $  _________________________________________________

Inventory $  ___________________________________________________________

7.  What is your current ratio (the total of current assets divided by the total of current liabilities)?  ______________________________________________________________

8.  How much in accounts receivables do you carry, on average?

A.  0-30 days $  ________________________________________________________

B.  30-60 days $  _______________________________________________________

C.  61-90 days $  _______________________________________________________

D.  91-121 days $_______________________________________________________

E.  Over 120 days $  ____________________________________________________

F.  Total Accounts Receivables $  __________________________________________

9.  What type of inventory valuation method do you or will you have?

A.  FIFO (first in, first out)

B.  LIFO (last in, first out)

C.  Other  _____________________________________________________________
_____________________________________________________________________

10.  What equipment is needed and what do you anticipate the equipment will cost?  (Please list the equipment and retail costs, e.g., machinery and equipment, furniture and fixtures, vehicles, office machines and equipment, and telephone systems.)

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

11.  What inventory do you need and what do you anticipate your beginning inventory to cost?  (List type of inventory you need.)

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

________________________________________ $ __________________________

12.  Do you have any existing loans?  If so, what are your plans to pay off these loans?  ________________________________________________________________________________________________________________________________________________

13.  Have you contacted state, city, and local governments to see what your obligations are regarding the collection and payment of sales taxes?  __________________________

14.  What is the sales tax rate for each state, city, or county in which you plan to transact business?  _______________________________________________________________

15.  If you are looking to raise capital, how will your investors receive their return on investment?  (Will you repay the debt?  Go public in five years?  Be acquired in four years?)  _________________________________________________________________

________________________________________________________________________

16.  What type of borrowing structure are you looking for?

A.  Debt only

B.  Debt/Equity

C.  Limited partnership

D.  Stock purchase

E.  Venture capital

F.  Other  _______________________________________________________________

17.  How much capital do you need to accomplish your goals?  _____________________

18.  What will the capital be used for?  ________________________________________

19.  What do you have to pledge as collateral (inventory, accounts receivable, fixed assets, stocks, other marketable securities, contracts, etc.)?  ________________________

________________________________________________________________________

20.  If you are preparing a business plan to obtain financing, do you plan to pay off any existing debt with your new proceeds?  ________________________________________

________________________________________________________________________

21.  If so, what and how much?  _____________________________________________

22. Do you have any controlling interests in other businesses?  _____________________

23.  Are there any supporting documents you can use that will help you solidity your claims to the investor or lender (newspaper articles, quotes by industry experts, magazine articles, brochures, graphs, charts, copies of contracts, etc.)?  ______________________ ________________________________________________________________________________________________________________________________________________

