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Enter this paragraph (as is) in your business plan
Notice on confidentiality and warning regarding the Act respecting Access to documents held by public bodies and the protection of personal information (R.S.Q., c.A-2.1). The information contained in this document is of a privileged and confidential nature. It is intended for the exclusive use of the recipient mentioned above. If you are not the intended recipient, you are hereby notified that it is strictly forbidden to use, copy, distribute or disseminate this information. If this communication has been sent to you in error, please destroy it and notify us immediately by e-mail.
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	Feel free to contact us any time for further information or to ask us to check over your business plan!

We hope that this tool will be useful to you and we wish you good luck in your endeavours. We invite you to be creative and adapt this guide to your reality. To dive deeper in the different sections, you will find a lot of advice and information in the Tools and resources section of our website: www.pmemtl.com
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	This page briefly summarizes all the important aspects of your project (who, what, how, why, demonstration of business relevance, need or opportunities). It's a quick look at your business project and your financing needs.




First paragraph
Presentation of your company, your products/services, your target customers and your location.

Second paragraph
Description of your start-up or expansion project, expected revenues, number of jobs you will be able to create/maintain, facts that demonstrate the business opportunities for your project.

[bookmark: _Toc34914091]Project costs and financing

	Project Costs
	Financing

	Start-up costs
	$ 	                        
	Capital outlay 
	$ 	                        

	Working capital 
	$ 	                        
	Borrowing 1 
	$ 	                        

	Inventory
	$ 	                        
	Borrowing 2
	$ 	                        

	Equipment 
	$ 	                        
	Grant
	$ 	                        

	Office supplies
	$ 	                        
	Others
	$ 	                        

	Marketing expenses
	$ 	                        
	
	$ 	                        

	Leasehold improvements
	$ 	                        
	
	

	Other
	$ 	                        
	
	

	TOTAL
	$ 	                        
	TOTAL
	$ 	                        








Sales forecasts (or actual sales)
	
	Year 1
	Year 2
	%

	Sales 
	
	
	

	Cost of goods sold 
	
	
	

	Gross margin
	
	
	

	Net Margin
	
	
	



[bookmark: _Toc34914092]Company

[bookmark: _Toc34914093]Mission
Purpose of the company (in a sentence or two)

	[image: ]  TO BE DELETED WHEN ENTERING YOUR INFORMATION

	EXAMPLE / Design, manufacture and sell clothing accessories for children from 0 to 12 years old.




[bookmark: _Toc34914094]Offer and value proposition
Products/services offered, needs or problems identified and benefits to the client.
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	You need to highlight what makes your business stand out (e.g. its social impact and/or its innovative aspect).



[bookmark: _Toc34914095]History
Origin, purpose of the project and motivations

[bookmark: _Toc34914096]Revenue model
Entry of income

	  TO BE DELETED WHEN ENTERING YOUR INFORMATION

	EXAMPLE / Sale of products/services directly to consumers, usage packages, subscription fees, rental revenues, business licenses, advertising revenues, franchising, distribution, etc.




[bookmark: _Toc34914097]Management team
Developers/shareholders, % of shares, functions and roles in the company, training, diploma(s), project skills and experience, entrepreneur's network (collaborators, partners, mentors, key professionals related to the project, advisory committee, etc.)
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	If you are not the sole developer of the business, you must attach the written agreement between you and your partners and indicate the distribution of the capital stock of the business or co-operative if it is incorporated or the distribution of profits (losses) between partners if it is not incorporated.




[bookmark: _Toc34914098]Legal structure
Legal structure chosen for your company and reasons for choosing it.

	[image: ]       TO BE DELETED WHEN ENTERING YOUR INFORMATION

	   [image: ]
	Attach a copy of the attached official documents if the step is completed (e.g. charter of incorporation or certificate of registration).




[bookmark: _Toc34914099]Objectives and timeline of achievements
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	Objectives should be SMART: Specific, Measurable, Attainable, Realistic and Time-bound. List the main objectives you wish to achieve. An objective must be verifiable. Also, it must be time-bound and measurable so that you can determine whether it has been achieved.
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	EXAMPLE / Reduce production losses by 20% in the second year. 
Be established in five years.
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	You must specify your short-, medium- and long-term objectives, both quantitatively (expressed in terms of sales forecasts, desired profit or return on investment) and qualitatively (e.g., adding products or services, expanding, acquiring new technology, etc.).

Short term / less than 1 year
Medium term / between 1 and 3 years
Long term / more than three years




Qualitative and quantitative objectives to be achieved in the short, medium and long term

	Year 1

	Marketing / Communications
	

	Operations
	

	Sales 
	

	Year 2

	Marketing / Communications
	

	Operations
	

	Sales 
	



Main steps leading to the launch of your business
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	List the steps you have taken and the people you have met to date as well as steps you plan to take next.





	First sales (year 0000)

	Month
	Objectives
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EXAMPLE / First sales (year 0000)

	Month
	Objectives

	 April
	• Find a subcontractor for manufacturing.
• Find a distributor to sell to retailers.

	 May
	• Obtain 3 contracts with retailers for the next collection.

	12th month
	• Repeat each month during the first year.









	Long-term vision (years 0000 and 0000) / 3 main objectives 

	Month
	Objectives
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EXAMPLE / Long-term vision (years 2021 and 2022)

	Month
	Objectives

	 April 2021
	• Penetrate a new market (international sales, new product to market, new clientele, new branch).

	 December 2021
	•  Reach $100,000 in sales, 20,000 customers, etc.

	 2022
	•  Hire 5 new team members.






[bookmark: _Toc34914100]Marketing
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	In this section, the main objective is to measure and estimate the target market to determine if your project meets a need AND a demand. Your target market is the entire target clientele potentially interested in your product/service.




[bookmark: _Toc34914101]Sector of activity of the company
Sector in which you operate, how it works, trends, ease of entry, external environment (analysis of external factors that may influence your sector of activity and that may or may not have an impact on your business).


	
	Threats / Restrictions
	Opportunities

	Political / Legal
	
	

	Economic
	
	

	Socio-demographic
	
	

	Technological
	
	

	Environmental
	
	




[bookmark: _Toc34914102]Potential market and target clientele
Target market and description of your clientele: consumer habits, age, sex, education, professional status, place of work, place of residence, family income, other relevant characteristics, reasons why you offer your products/services to this particular clientele.
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	It is wrong to think that a product/service will be bought by everyone and anyone. It is important to describe your target customer who will bring you recurring revenues.
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EXAMPLE / Charles is a 26 year-old single man who lives alone with his cat on the Island of Montreal. He has a good job at CN as a computer technician, with an annual salary of $50,000. He lives in a small studio apartment: this allows him to save a lot and to go on regular weekend get-aways. In addition, he travels at least once a year. He makes all his reservations with his cell phone, which he also uses to buy anything he needs to buy.




[bookmark: _Toc34914103]Competitive environment
Portrait of direct and indirect competitors, names, prices, quality of products/services, availability, location, experience
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	An indirect competitor does not engage in the same type of activity, but offers a product/service that can be consumed or used as a substitute.




	[image: ]  TO BE DELETED WHEN ENTERING YOUR INFORMATION

	EXAMPLE / Indirect competitor of a restaurant: a bowling alley; indirect competitor of a gym: a yoga class; indirect competitor of an amusement centre: a library, a museum, a bowling alley, etc.






	Competitors
	Strengths 
	Weaknesses

	Competitor 1
	
	

	Competitor 2
	
	

	Competitor 3
	
	



Competitive Advantage
Main customer benefit and key selling point or distinctive attribute: the promise you make to your customers to convince them to change their consumption habits and buy your products/services instead.

SWOT Analysis
The strengths and weaknesses of your project, the opportunities you can seize and the dangers you need to avoid.


	Strengths (internal)
	Weaknesses (internal)

	(+)
(+)
(+)
	(-)
(-)
(-)

	Opportunities (external)
	Threats (external) 

	(+)
(+)
(+)
	(-)
(-)
(-)



[bookmark: _Toc34914104]Marketing plan 
Sales price and pricing strategy: estimate of monthly sales, price list, cost of goods sold and profit margin, market penetration strategy.

[bookmark: _Toc34914105]Distribution
Distribution or service delivery model: direct sales, distributors, wholesalers, online sales.

[bookmark: _Toc34914106]Advertising and promotion
Strategies for reaching clients in the first year

	Marketing 
activities / Means
	Target clientele
	Month | Year
	Cost ($)
	Results

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




[bookmark: _Toc34914107]Operational plan

[bookmark: _Toc34914108]Production process / service delivery
Steps to carry out the company's activities, reason for subcontracting if applicable.

[bookmark: _Toc34914109]Permits and regulations
Permits and licences required to operate the business; federal, provincial, municipal and borough regulations.


[bookmark: _Toc34914110]Location
Commercial establishment or head office, criteria that guided the choice, leasehold improvements to be made, site traffic statistics.

Procurement

Procurement policy, list of major suppliers.

[bookmark: _Toc34914111]Human resources
[bookmark: _Hlk25153425]Organizational Structure
Roles and responsibilities of each person (including sponsors) within the company, remuneration, qualifications, skills required for the job.


	At start-up

	 Position
	 Remuneration
	Name and function
	 Roles and 
 responsibilities
	 Qualifications 
 required

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	Long term (In three years, what will your team look like? 
Will it be the same or will there be additional positions)?

	 Position
	 Remuneration
	 Roles and  
 responsibilities 
	Qualifications required
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	You will probably need outside help in some areas of expertise. You should mention what kind of help you will be seeking from outside the company (lawyer, accountant, notary, etc.)





	Adjunct professional services (freelancers)

	Name
	Function
	Fee
	Address
	Telephone

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Human Resources Policy
Strategic framework (context, mission, values...), company rules, compliance with legal standards, work atmosphere, hiring process and employee career path.
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	This is an essential tool that clarifies your expectations for all the members of your team (salaried employees, volunteers, freelancers) and motivates everyone towards a common goal: the success of your project.




[bookmark: _Toc34914112]Production resources
Physical or other resources needed to ensure your business production and operation.

Building and Land
Premises found or sought and their main characteristics or your needs (surface area, location, zoning).

Production Equipment
Equipment required from the start of your operations (office, computer, production and operating equipment, machinery, rolling stock, software) and assets in your possession that you will transfer as an investment in your business.
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	For an asset transfer to be considered, it must be fully paid for. If it is leased or mortgaged, it cannot be calculated as part of the developers' capital outlay.




Starting Inventory
How much inventory you will need to start your business.
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	You must present each item in your inventory, the quantity needed and its unit price. Enter this amount in section X, taking care to specify whether you already have this inventory on hand or whether you must purchase it during the first two months of operation.



[bookmark: _Toc34914113]Legal framework
Legal conditions of sale, contracts, lease, insurance, intellectual property, data protection, non-competition clauses and/or non-disclosure of information, patents or licences (acquired or to be acquired, costs, protected territory), right of use, trademark.

[bookmark: _Toc34914114]Financial forecasts
[bookmark: _Toc34914115]Project Costs and Funding
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	In the LEFT COLUMN, you must indicate the total costs of your project. In the RIGHT COLUMN, you indicate the sources of funding for your project. The total of the two columns must be the same.


 
	Cost
	Sources of financing

	Working capital
	$	
	Capital outlay
	$

	Cash
	
	Cash
	

	Starting inventory
	
	Transfer of assets
	

	Start-up costs
	
	
	

	Fixed assets
		
	Money borrowed
	

	Land
	
	Short-term loan
	

	Building
	
	Long-term loan
	

	Leasehold Improvements
	
	Line of Credit
	

	Furniture
	
	
	

	Equipment
	
	Loan guarantee
	

	Car
	
	CFDC Loan
	

	
	
	CLD Loan
	

	Others
	
	SOLIDE
	

	
	
	
	

	
	
	Grants
	

	
	
	Jeunes developeurs program
	

	
	
	
	

	
	
	Other
	

	
	
	
	

	
	
	
	

	TOTAL
	
	TOTAL
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	You must make detailed tables for each of the elements that make up the table above.




[bookmark: _Toc34914116]Sales Forecasts
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	For a manufacturing company:
Identify each of the products manufactured and its unit selling price.
In the table, record the number of units sold each month - take seasonality into account!
For a service company:
Your product = one hour of services
The unit price corresponds to your hourly rate
In the table, enter the number of billable hours for each of the following 
period - take seasonality into account!

If you have different customers or services, list them as a separate product (= separate hourly rate)





[image: A screenshot of a cell phone

Description automatically generated]

[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3]* Click on the table to access the full spreadsheet (only available in French for now).





[bookmark: _Toc34914117]Cash Budget Forecast
[image: A picture containing white

Description automatically generated]
[image: A close up of a piece of paper

Description automatically generated]* Click on the table to access the full spreadsheet (only available in French for now).
















[bookmark: _Toc34914118]Income Statements
[image: A screenshot of a cell phone

Description automatically generated]* Click on the table to access the full spreadsheet (only available in French for now).
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EXAMPLE / 

CV

Personal balance sheet

Signed contracts or examples of contracts to be signed

Shareholder agreements

Certificate of Incorporation

Market study and survey 

Floor plans and specifications
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Attention: Inscrivez information dans les cellules grises uniquement
Cos montants seront rapportés automatiquement dans le budget do caisse

Pour une entreprise de fabrication:
dontflez chacun dos produls fabriqués et son prx do vente untare

Dans e taieau, inscrivez o nombre duntés vendues & chaque mass - fenez compto do a sasomnaté! Par souci de simplicité, nous ferons ici I'hypothése que toutes les ventes
Pour une entreprise de service: réalisées durant le mois sont encaissées au méme moment

Voire produl = une heure de service

Lo prix untaie correspond a votre taux horaire

Dans l tableau, nscrivez ke nombre deures facturables pour chague période - anez comple do la saisomaié!

Sivous avez diférants clents ou diférans services, nscrvez-os en ant o produ dstincs (= taux horalr disticts)
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Mon entreprise (a modifier)

Budget de caisse pour I'an 1

Important: Niécrivez pas dans les cases ¢oloriées (slles contiennent des formules)

Jan15 Fob-15 Mar-15 Apr15 May-15 Jun15 Jul15 Aug15 Sep15 Oct15 Nov-15 Dec-15
[Autre (spécifiez) 1% 18 18 1 1 18 1 1 1 18 18 1
Dividendes & prélevements 15 18 18 18 18 15 18 18 18 15 18 18
impots 1s 1 1 1 1s 1 1 1 15 1 1 1
[ToTAL DEBOURSES 46§ 46§ 45 s 46§ 46§ 46§ 46§ 46 § 46§ 46§ 46§ 468
[ENCAISSE DE FIN DE PERIODE “5)s ©0)$ (135)$ (180)$ (225)8 708 315)8 (360) 8 (“05)§ 508 (4958 (540) 8

TOTAL
125
128
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Budget de caisse pour I'an 2

Important: N'écrivez pas dans les cases

oloriées (slles contiennent des formules)

IMise de fonds en argent
[Marge de créit

|Achats de matiares premiéres.
[Main-d'ceuvre directe (MOD)
[Salaires ventes
[Salaires-administration
[Retenues a la source
[Honoraires professionnels
lAutre (spécifiez)

[Autre (spécifiez)

Electicte & chauffage
[Tétéphone & Intemet

[Loyer
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Mon entreprise (a modifier)

ETATS DES RESULTATS Année 1 Année 2

Revenus d'exploitation - 3 - 3

Autres 12.00 $ 12.00 $

Total des revenus 12.00$ 100% 12008  100%

Stock de début - $ - $

Achats de matiéres premiéres 12.00% 100% 12.00$ 100%

Main-d'ceuvre directe (MOD) 12.00% 100% 12.00 $ 100%

Retenues a la source 12.00% 100% 12.00$ 100%

Sous-traitance 12.00$ 100% 12.00$ 100%

Emballage 12.00$ 100% 12.00$ 100%

Transport 12.00$ 100% 12.00$ 100%

Moins: Stock de fin - $ - $

Colts des produits vendus (CMV) 7200% 600% 72.00$ 600%

Marge bénéficiaire brute 60.00$ -500% 60.008 -500%

Frais généraux d'administration

Ressources humaines

Salaires ventes 1200$ 100% 1200$ 100%

Salaires-administration 12008 100% 12008 100%

Retenues a la source 12008 100% 1200$ 100%

Honoraires professionnels 12.00% 100% 1200$ 100%
A A 1000/ 1200 ¢ 1009

Autre (spécifiez)




