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Business plan front page format

JohnnyGreig/E+/GettyImages Email has become the standard method of communication for businesses and those who communicate with businesses. That said, there are times when a traditional professional business letter is needed. This may be for the prospecting of jobs, trade proposals or even legal reasons. Format the letter correctly to have the best chance of getting
results. Current business styles use the letter block format for businesses instead of the indented style used for less formal letters. The letterhead provides your information including your name, company name (if applicable), address, and other relevant contact information such as phone number, fax, and email. Most computer word processors open the header section by double-
clicking the top thumb of the blank page of the file. In the block style, there is no indentation or centering of information. It is simply a block of information along the left margin. This header is used only on the first page. If you can't create a letterhead in the header section, there are two options. Move the letterhead to the main body as the first block, or place the date first with the
contact information between the date and the recipient's information. The date, address, and greeting are the first three blocks in the main letter page section. Make sure you're not in the header section by clicking the main body page. The first line is the date formatted by writing the month with the following day and year, such as May 10, 2017. Keep an empty line between the
date and the recipient's address block. Include Mr., Ms. or Mrs. where applicable. Use the full address and contact information, entering the road information on one line and the city, the status in the next. Ignore a greeting line followed by two points, such as Dear Mrs. Smith:. Between the address and greeting or after the greeting, you can include a reference for the letter that
summarizes the topic, such as RE: Supervisor Position. Then continue to write the body of the letter. Use a 10- or 12-point conservative font such as Times New Roman, Cambria, or Arial. Paragraphs are not indented, placed on the left edge, and separated by a line space. Margins must be one inch on all sides of the document. Include letterhead contact information only on the
first page of the letter. As already noted, the first page is the only place that should have a letterhead with the full name and address of the sender. The header of the second page must indicate the centered page number. You can also include the recipient of the on the left margin and the date on the right margin, which helps the reader identify the document in case of separation
of the two pages. Letters are closed with a signature block. Close the letter on the second page using a neutral but friendly closure such as Genuinely or Greetings, . The closure is followed by a comma, four spaces and your name. Include your if there are any, under your name. Sign the letter in blue or black ink in the space above your name. If you have included something in the
letter, such as a resume or proposal, you will be asked to note that there are two guardian lines under your name. Having a business plan agrees, whether your goal is to start a freelance business for one person or a multimillion-dollar business. However, if you're looking to start a simple product or service business as the sole owner or individual company, you don't need a 50-
page business plan. A shorter plan will be enough. A quick and easy one-page business plan template can get you started. If your business is a partnership or requires more employees, you may need a stronger business plan. Similarly, a one-page plan won't be enough if you need debt or equity funding and want to impress financial institutions or potential investors. Lenders and
investors will require you to provide more in-depth information in the plan such as: Your relevant industry background, business and management experience A deeper description of your target market, proof of sufficient demand for your products or services, and how you'll meet that demand and turn a profitAleering of competition and how you'll compete in the marketDe detailed
and realistic financial projects , including expected economic statements, cash flow projections, and break-even analysis An in-depth operating section with details on facilities, leases, equipment, and personnel. Detailed guidance on how to write a business plan can guide you through each section of a standard-size plan. Keep in mind that a business plan is a living document, and
you can always start with a one-page plan and zoom in with more details as needed. You may be able to articulate the concise business overview, vision, goals, and action elements into a single page, but you might want more details in the financial and marketing sections. For example, you might want to add an additional page to the price strategy section for income and cash
flow statements and another for balance analysis in advertising and promotion. A one-page business plan must provide concise answers to several basic questions that need to be addressed, such as: What is the need for your product or service? What is your competition and how will you stand out on the market? How are you going to make money, for example, in terms of sales
versus expenses? How will you market your business? How are you going to start? What are your capital requirements? sample templates can be copied to a word excel document or a similar office by selecting the text and Copy/paste, using Windows, structure the text you want to select with your mouse, and press CTRL+C to copy and CTRL-V to paste. This model is suitable
for freelance companies that provide services, such as consultants, graphic designers, landscapers, and delivery services. For a one-page plan, the answers answers questions should be one or two sentences. Business Planning Model -- Service Company Name View This section should articulate your hopes and dreams for the business. You can write a vision statement. For
example:What are you building? What do you see become this business in x years? How do you plan to grow the business and to what extent? For example, will you hire employees, open branch stores, or take over the corporate audience? Are you going to sell the company for profit or provide money for your pension? Business overview (or mission) The company overview or
mission should describe how you intend to achieve your vision. For example:What services will you provide? What is your reference market: who will buy your services? How will your service offerings address customer needs, for example, what is your unique sales proposal? How will you provide your services? Will you offer your services online, through your home business or at
a corporate location? Pricing Strategy The pricing strategy section needs to show how profitable your business will be. Summarize expected revenue and expenses:How much will you charge for your services? Briefly describe how your prices will be competitive enough to attract customers but will be high enough to generate a profit after subtracting expenses. Consider break-
even analysis and pricing strategies. Advertising and promotion This section describes how you intend to make your services known to customers. For example: what are the most efficient ways to market your services? For example, will you market them through a corporate website, email, social media, or newspapers? Will you use promotional sales methods as price discounts
for new customers? What marketing materials will be used: business cards, flyers or brochures? What about referrals? Objectives This section lists objectives and metrics for success by period of time, as well as potential questions or challenges. For example:Acquire 20% of the local market share by the end of the yearGain five constant customers in the first six months of
operationEarn a net income of $50,000 for the first fiscal yearList any obstacles or concerns, for example:winter season or bad spring weather reduce demand for landscape services. The action plans briefly describe the action elements needed to achieve your goals, using milestone dates. For example: A fully equipped home office will be completed by date. By date the company
licenses and the insurance acquired. By date purchase delivery van negotiated with retailer. By date start the company website with description of the services and price list. By date social media marketing plan in place and potential connected via Facebook and LinkedIn. By date subscribed to cloud-based accounting software and set up customer invoice templates. Describe
possible solutions for any obstacles:If landscaping services cannot be provided due to bad weather, try to provide other such as clearing snow or pruning trees. This model is suitable for companies that sell products, such as food services, beauty products, and bike shops. For a one-page plan, the answers to questions must be one or two sentences. Business Planning Model -
Company Name View of product business plan This section should articulate hopes and dreams for your business. You can write a vision statement. For example: what is your big plan and what do you see becoming this business? How do you plan to grow the business and to what extent? For example, are you going to hire employees, open a second restaurant or production
facility, buy new equipment and machinery to increase productivity, or go public and sell stock on the stock exchange? Are you going to sell the company or retire and have your kids taken over? Business overview (or mission) The company overview or mission should describe how you intend to achieve your vision. For example: which products will you sell? What is your
reference market: who will buy your products? How will your product offerings address customer needs? How will you sell your products, online or in-store? How will you deliver your products? For example, will they be shipped, sold at the counter or delivered personally? Pricing Strategy Demonstrate how profitable your business will be by summarizing expected revenue from
product sales minus your expenses:How much will you charge for your products? Briefly describe how product quality and competitive prices attract customers from rival companies, but they are enough to generate a profit after subtracting production costs and expenses. Consider break-even analysis and pricing strategies. Advertising and promotion Briefly outline the marketing
plan for your products:How will you advertise your products to attract customers? For example through a showcase, a corporate website, emails, social media, or newspapers. Will you use promotional sales methods such as free samples, product demonstrations, and price discounts? What marketing materials will be used: business cards, flyers or brochures? What about
customer feedback with digital or printed surveys, social media, and referrals? Objectives Lists your goals and metrics for success by period of time, as well as potential questions or challenges. For example: Sell 500 units of product by the end of the year. Get two main customers within the first six months of operation. Have an average occupancy rate of 50% in your restaurant
within three months of opening. He earns a net income of $30,000 for the first fiscal year and $50,000 by the third fiscal year. List any obstacles that might prevent you from reaching your for example:I Suppliers who are unable to provide sufficient delays in building products that involve restructuring in local action plans briefly describe the elements of action needed to achieve
your goals, using milestone dates. For example:by selected local business date and leasing lease date renovations in commercial premises completedFrom date contracts with suppliers and wholesalers negotiated and signedBy date qualified employee hiredFor date purchase of delivery van negotiated with the retailerBy date start the company website with product description
and price listFor given social media marketing plan in place and potential customers connected through Facebook and LinkedInBy acquired date point of sale system , customized and installedFor date products purchased and storedFrom date employee training completedFrom open date rooms for the company List any obstacles or concerns and how you plan to overcome them.
For example: If wholesale vendor A is unable to provide sufficient products, sign contracts with backup vendors. Be prepared to delay opening if the renovations of the premises are not completed on time or open and continue construction after working hours. Hours.
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