Business Planning Tool templates


Discovery document questionaire
Sales

What are your sales goals? Is it so much a month, so much a season, so much for each product offering.  Are sales cyclical, consistent, growing every year or flat? Describe the sales process, ie: thru galleries, phone calls, internet sales, sales people etc…

Growth

How will the company grow, thru sales, new products, more staff, new stores, more galleries?  Is the business in decline? Is growth managed or reactionary?  Describe goals and objectives for the business for growth.

Profitability

Is the business profitable? Are profits growing or declining? Describe the budgeting process or financial processes that contribute to profits? Describe the milestones or benchmarks that determine how money is spent, how products or services are priced, if profits are retained in the firm or withdrawn by the owners.

Market share

What is the total market place for your product like? How many competitors are there? Is your competition local, regional, national, international, global? How do you define your market? What percentage of the market you defined do you hold? 
Staffing

Describe your staff, their strengths, weaknesses and training opportunities. Do you need more staff, less staff, better educated, more talented, more versatile, etc.  What will staffing be like with your growth plan? How do you compensate staff. What does it take to reward people well in your business or in your industry? Is your staff primed for someone else to hire them away? Would they go?  How would you keep them?

Resources

Resources in this context are all the things needed to produce your product or service. They include raw materials, plant and equipment, people, space, cash, vendors, suppliers and contractors. Describe your resources. Any conflicts such as prices of materials going up while competition is driving your product pricing down? Are resources abundant, interchangeable, easily duplicated etc?  How much inventory, lead time, planning is necessary to compile all your resources into finished goods.

Positioning

Where you positioned in the marketplace? High end, cheap, great quality, economical? Why did you choose this positioning? Did you choose it or did others define your market position? Why?  Where do you want to be? Why? What competitive advantages do you have that will keep you there or get you there? Are those advantages easily copied by competitors? What competitors have a position you desire? How did they get there? Can you do the same?

Products or Services

Describe your products and sevices in detail. Do they evolve and change? Are they solid? What about future products or services or enhancements? Compliementary products or services?

Competition

What is the competitive field like? Try to capture all of it.

Direct Competition

Who are your direct competitors? How many are there? How to they differentiate themselves?

In-direct Competition

Indirect competition is like having a bus service and competing against a lite rail system. Or when competing for discretionary funds something like vacation travel destinations or buying a new TV. What is your indirect competitive field like? 
Others in "competitive space"

Who are the players in your competitive space. This goes beyond competition. Best Buy and Netflix are in the same competitive field, Starbucks is there too. They all offer audio and visual entertainment. Describe others in your competitive space.

We are_We are not

We are __
Make a list of what we are: ie, trustworthy, creative, flexible, stable, traditional etc.
We are not __
Make a list of what you are not.

SWOTT Analysis

Strengths of business and principals and staff
Weaknesses of business and principals and staff
Opportunities for business
Threats for business
Trends that affect business, industry, and principals
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___ is a _ that provides __ for ___.

Each blank is for creating a list that defines the the characteristics of your business. For example: Arscentia is a visual communications company that provides innovative marketing communications for mid size businesses.
Vision Statement
A key problem in organizations is to create a shared vision of the organization and the organization’s strategic plan, including its mission statement is part of it.  Senge (1994, p. 6) described shared vision as the “building a sense of commitment in a group, by developing shared images of the future we seek to create, and the principles and guiding practices by which we hope to get there.” Discuss how the organization approaches creating and maintaining a shared vision.
Mission Statement

Three primary components of a mission XE "mission"  statement are as follows:

· Specifications of the basic product or service

· Specification of the primary market

· Specification for the principle technology for production or delivery

Other possible descriptive components that may be included in a mission XE "mission"  statement are social or environmental issues, customer considerations, and product or service quality.  

Keep it fairly simple.  If no one can remember the organization’s mission XE "mission"  statement, then the organization doesn’t have one that means anything to anyone.

Existing Customers
Potential Customers
Ideal Customers
Value

To customers

To employees

To community

To Industry

Overall
Attributes

What attributes describe your company, products and services

Promise

What are the promises you make, imply (directly and indirectly) or avoid to your customers.

Community

Describe the community you are in; demographics, level of income, education, interests, etc. The community at large, the business community, social community, religious community etc…How does your business fit into the various communities and overall community you have described.
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