E di tO r 6’??’76””‘ 15 reach The siem) Cos

Cameron Wold



Second Edition

May 2006

Copyright © 2005, 2006 NxLeveL® Education Foundation. All rights reserved. No part of this
Book may be reproduced, stored in a retrieval system or transcribed in any form or by any means,
electronic, mechanical, photocopying, recording, or otherwise, without the prior written permission

of the publishers.

Published in the United States of America by:
NxLeveLL® Education Foundation

E-mail: info@nxlevel.org

Website: http://www.nxlevel.org

Designer: Michele Renée Ledoux, michele@mledoux.com, www.mledoux.com

ISBN: 1-931852-09-X

=< Q@

L EV E L"
‘Helping Entrepreneurs Reach the Next Level of Success...”



‘Ny TABLE OF CONTENTS n
‘\

LEVEL

WHAT’S INSIDE

Introduction
What Is The NxLevel® Training Network? ...........cccoouvvieeernvvvnvveeeensvsnneeeenni=1
NXLEVEL® HISLONY .......ooovivivcieieeieeeeee e i-2

Other NxLeveL® Training Programs.............eeeeeerrvvrnveeeessssrnseeessssssnsssssssssned=3
What About The NxLevel® for Micro-Entrepreneurs Program? ....................i-3
About The Editor and AUhOIS............coovmmmrvrvriiiiiiiiiiiiiniinnnnnnmneeeeeeeeeeeeeensd=3

Project Manag@ment............ccceevivvvvvnrrrrrmmnereeeeeceeeeessssssssssssssssssvsssssssssssssssss i
LAYOUL & DIZSIGN ... i-4

Session 1: Keys To Your Business Success
Optimism, Dedication, Knowledge

Are YOu AN ENntrepren@uUI? ..........ccevvevvvvmmiieeresmvmmssssssssssvssssssssssssssssssssssses 1-2
Your Personal and Busingss GOals ..........evveerrrrvvvrnieeersrvvvmssessesssvesssessess 1-3
Risks and Rewards of Business OWNEISNID ...........ccoviiiiiieieieieieeeeeeeeeee 1-5
Keys tO BUSIN@SS SUCCESS ......cvvrrrrrrrennnnneenrnrrarrrvrrvvsrsssssssssssssssssssssssssssassss 1=0
BOOTSIIADIDING ..o 1-6
FINAING @ MENEO ... 1-6
PrOf@SSIONANISI ... 1-7
CoMMUNICALION SKIlIS .......cvviiiriieetee e 1-8
INCEWOIKING ..o 1-10
TIME MANASEMENT ...t 1-11
SErESS MANASEIMENL ..o 1-13
MONEY MBNASEMENT ... 1-14
UNderstanding Credlit..........ooiioiiiiicieeee e 1-15

Table of Contents—“Business Plan Basics!” NxLevel® Guide for Micro-Entrepreneurs



TABLE OF CONTENTS ‘Ny
— ‘

LEVEL

Session 2: Assessing Your Business Idea
Check It Out

Where Do Business I[deas COmMe FrOM? .......c.uevvvvevreernerrnerrnerinernerseerseesnenss 2-2

Manufacturing, Service, and Retail BUSIN@SSES ..........cccevvvrrvrvvvvvvvvvvvvvvvenoees 2-3
MBNUFACTUINNG BUSINESSES ..o -4
Service Businesses
RELAII BUSINESSES ...

Integrating Business and Personal GOaIS .............c.ccooveveiieeicceieceeeeeeee, 9-6
From Dream tO REAIILY .........cooviviiciiieiece e Q-7

YOUr BUSINESS NICN@.....c..cvvveivririniriiiiiiriririeereereererrserssersscrsesrsssrsssssosseesss 2=9
FINAING YOUI NICN@ ... 2-9

WhO Are YOUr CUSTOME@IS? ...cvvvvrreriierrrerirerieerrseressreesrecsrssssecssosssssrsssrsossess 2=10
Market SESMENTATION..........coiiiiiieieieee e 2-10

. .
ContingencCy Planning ..........cvvevirrivvmmiiiiiirirmmmminseresmmmmsssssssssemsssssssssssesses 2=11

Worksheets

Session 3: Business Planning
Think Ahead and Grow Rich

.
The Importance of Planning..........cccoovvvviiiiiiiiiiiiiiiiiiiininnniiiiimiiimis 3-2

TYES Of PIANNING ..o 3-2
Understanding the PIanNiNG CYCl@ .........o.oviioioiiiiiiieeeeeeeeees 3-3
BUIIING @ PlAaNNING TEAM ..ot 3-4

Business Goals and ObjJECIVES........ccccerrrrrrrrrrrrrrrrrrrrerrrrsrsssssssssssssssssssesees 34

formi ibili d 4
Performing a Feasibility Study ...........cccccoiiiiiiiiiiiiiiiiiiiimi. 3=

Defining the BUSINESS CONCEITL ........oveviviiiiiiieieieieee s 3-5
SWOT ANGIYSIS ..o 3-5
FINANCIAI FEASIDIITY ... 3-5
Feasioility Of SAIES VOIUME.........c.ovoiiiiiiiieeeeeeee s 3-5

The NxLevel® Micro-Entrepreneur Busingss Plan..............evvvvvvveecreeersrssenees 3-6
Sections of the NxLevel® Micro-Entrepreneur Business Plan...............ccccccceeevne, 3-7

Check and DoUDICChECK........c.ccuvevrerrirririiriirinrieeiierrerrerrerrerserserersersessesses 3=11

Worksheets

Table of Contents—"Business Plan Basics!” NxLevel® Guide for Micro-Entrepreneurs



(_Ny TABLE OF CONTENTS
l\

LEVEL
Session 4: The Marketing Plan
Hello Buyers!

The Marketing PIan ..........vvvvviiiiiiiiinnnirieinneeermemmeresemeemmsssssssssssssssssssssssssans 4-2
Why Every Small Business Needs a Marketing Plan ............ccccooovvveiicveicceieen, 4-9
Contents of the Marketing PIAN ...........ccoooovoiioiiieeeeee e 4-9
Creating Sales FOrECasts ........oovvmmmmriveriiiiiiiiiiiinnininnnnmsmeeessssessssssssssssssses 4-5
Getting Results From Your Plan .............cccoovvvvninmmmmmnnniiniieeeiieiiisnssmmmmne 4-7
Evaluating and ReViSiNG YOUr Plan ..........c.ccocvoviiieiiiiceeeeeeeeeeeeee e, 4-7
INAUSErY RES@AICR....cccvvvviiiiiiiirriiiiiiiiiiiriiiiiiiiiririiieeersrsririsssssssserssssssssses 4-8
Primary and SeCONAANY DAta..........c.ccovoviiieieiieeeeeeeee e 4-8
TOOIS Of t@ TrAAC ... 4-9
ANAYZING INAUSTY RESCAICN ..o 4-10

Worksheets

Session 5: Government Regulations
Be a Legal Eagle!

Setting Up Your Business Legally ..........cccccovvvvvvmmmmmmnnnninnieeeiiiiiiisssnsssssssnnns 5-2
SOIE PrOPI@LOISNID ... 5-9
GENEral PArtN@ISNID ... 5-3
LIMIted PArtN@ISID........cooviiiiieieeee e 5-4
Limited Liability Partn@rshi ............ooveoiieiieeeeeeeeeeeeeeeeeeeee e 5-4
CONPOIBLIONS. ...ttt 5-4
COOPRIALIVES ...ttt 5-5
Limited Liability COMPDANY .....c.ovvoviiieieieeeeeee e 5-6
JOINEVEINTUIES ... 5-6
Laws That Affect YOUr BUSIN@SS ......ccccovvrriiiirirrrrmmmvrmmmmmrmmsrrsssssssssssssssssssees 5-7
BUSINESS REGISIY ...ttt 5-7
ZONING L.ttt 5-7
SEALE TAXALION. ...t 5-8
FEARIAl TAXATION ... 5-8
Laws That Apply To Businesses With EmpIOYees.............cooevvveeicciiceei, 5-11
CoNSUMEY PrOTECHON LAWS. ..ot 5-12
Laws Affecting Shipping and Transportation.............cccooeieveeieeeceeeee, 5-12
ENVIFONMENEAL LAWS ... 5-13
CONLrACES & LEASES....uuvviiiiiirrriiiiiiriirrriiiiirritrmmmsissssssssmmrsssssssssssrssssssssssses 5-13
CONETACES -t 5-13
LRASES ... 5-17
CONSIGNMIBNES ... 5-18

Table of Contents—"Business Plan Basics!” NxLevel® Guide for Micro-Entrepreneurs



TABLE OF CONTENTS ‘Ny
— ‘

COPRYIIGINES ..t 5-20
TFAAE SCCICES ... e 5-21
P IS e 5-21

Worksheets

Session 6: Management
First Things First!

Why Management Matters.........coovvvvvvviiiiiiiiiiiiiiniierieremmmmmmmmmiisssssssssss 0-2
SEING StANTAITS ..o 6-2
ASK FOI ACIVICE! ... 6-2

ing Ti
ManNAGING TIME ....ccccciiriirirrrrrrrrmmmmiiiiisissssssssssssssesssssssssssssssrsssssssssssssssssss O=3

Managing a Home-Based BUSINESS............oovuviiiiiinnnniiiinssnnneeciissnnnnneeess 624
SEttiNG BOUNTAIIES ... 6-5
Setting Up @ HOME OFfICE.......c.oviieieiiiiicce e 6-6

Managing Business Communication ...........ouuviiiivinnniiiiinnnnnnneciinsnnneneees. 6-6
Written COMMUNICALION ..o, 6-7
Veral CoOMMUNICATION......veee e, 6-7

ManAagING PEOPI@........cccirrriiirrirrrrrrrrrrrrresssseeeeersssssssssssssssssssssssssssssssssssssss O=8
YOUr MANASEMENT TEAIM ........cvveiiriieiesiieeeeee e 6-9
OULSOUITING ..ot 6-10
MaNAESING EMPIOYZES ..o 6-11
MANAESING NEEWOIKS ..o 6-11

Managing ProbI@MS ...........cccovvvvrrrrmmmmrrveiiiieeeeeieessssssssssssssvesssssssssssssssssss 0=12
A Problem-SoVING FTAME@WOTIK............coveiiiiiiiiiciiceeeeeeee e 6-13

ManNAGING RiSK........cvvvviiiiiiiiiiiiiriiirrrrrrrrrersssssseesesessssssssssssssssssssssssssssssssss 0=13
INSUFBNCE ..o 6-13
Seek the Help of Qualified AQVISOIS. ........c.ovovoiieieiiceeeeeeeeeeeeeeee, 6-16
Your Operations MANUA ...........ccooiiiieieieee e 6-17

Worksheets

Table of Contents—"Business Plan Basics!” NxLevel® Guide for Micro-Entrepreneurs



W TABLE OF CONTENTS [IR4
— \

Session 7: Market Analysis
Chart It Before You Start It!

Introduction tO Marketing........cccoeeverrrereiiiiiereerrermmmremmerssssrsssssssssssssssssssssss 7-2
TVIOES OFf MAIKEEING ..o 7-2
The NxLevel® Micro-Entrepreneur Marketing Plan ..........c.c.covovevivieecceecee 7-2
Expanding Your Market ReSearch...........oouvvvvvvvvieiiiiiiiiiiiininnrnnnnnnneeeeeeeenes 7-3
Where to FINd INFOrMatioN ........coooiiiiiiceceee e 7-4
Product DESCriPtioN .....cccvvueieerriiieeerriereerriereersreeserssreseessressessressessrsessesssenns 7-5
Understanding YOUr Market ........cccocevvereeiiiinnirnnnmmmmemmmeemsmmssssssssssssssssssssess 7-5
CUSEOMICE ANGIYSIS ...t 7-6
COMPEHLIVE ANGIYSIS ...t 7-9
MArKEt POLENLIAL .........ovieiiiiiiiee e 7-11
Worksheets

Session 8: Product and Price
Right Product, Right Price, Right On!

Overview of Marketing Strategies.........ccccoevvvvvvmmmmmnnrrnrnirieeiiiiiiinnnnsnssssnnns 8-2
Product Strat@Gies..........uvvvvvviiiiiiiiiiiiiiiiiinmmmiiniieeieeiriieeisssssmmsssmeeessssess 8-4
YOUF PrOQUCT LING ... 8-4
PrOAUCE POSItIONING ..ot 8-4
PACKASING ...t 8-6
ServiCe ENNANCEIMENTS........ooviiiiiiiiiieeeeeee e 8-7
Brandling YOur PrOCUCT ..........ovoviiiiiiiceeeeeeee e 8-8
Pricing Strat@gGies......coovuvvvvvvvviiiiiiiiiiiiiiiininmmiiiiiiieietereieeissssssssssssseesssssses 8-9
BaSIC PrICING CONCEIDLS ..o 8-10
PrICING OOJECEIVES ..o 8-10
The FOUNr €S Of PHICING ... 8-11
Calculating YOUI COSES ..o 8-11
PlAaNNING FOI PrOfit......cooviviiiiieceee e 8-13
PrICING StrALESICS ..o 8-14
Making Price Fit Your Marketing MiX ............cccooioioiieieeiceeeeeeeeeeeeeee e 8-18
PriCiNg FOI S@IVICE BUSINESSES .........voveviieiiriieieiieiee e 8-19
Worksheets

Table of Contents—"Business Plan Basics!” NxLevel® Guide for Micro-Entrepreneurs



TABLE OF CONTENTS ‘Ny
— ‘

LEVEL

Session 9: Placement and Promotion

Spice It Up!
Placement Strat@Gi@s..........cuvviiiiiiiiiiiiiiiinnnmmmiiiiieeieeiiiieeissssssnsssssseesessses 9-2
DIStOULION SHALEGY.....vivivieieiiieeeee s 9-2
DIStHOULION PAIN@IS ..o 9-2
Selecting a DiStrioUtioN StrAt@GY .........ovovvveiiiiiieeeeee e 9-3
UsIiNG Sales RepreS@NtatiVES. ...........cvoviiveiieieieeeeeeeee e 9-5
Creative Placement StrAt@SI@S ..........ovvoviiieiiieiiiiieeeeeeee e 9-6
Promotional StrateGies ............cceviiiiiiviiiirrnmmmminiiieiiiiiiiiiiiinnnnnnmmsmmreeseseees 9-6
What IS ACVEITISING? ... 9-6
PlanNING AGVEIISEIMENTS. .........oviiiiiieieiiiee e 9-7
TYES OFf AQVEITISING ..o 9-7
Other Promotional TOOIS .........c.cviviiiiieieieeeee e 9-10
MaNASING YOUI PrOMOLIONS ...t 9-15
The Marketing PIan ...........cccoovivininmmmmmniiiniiiieeiiiennnnmmmmmmmmemessssssssssssss 9-17

Worksheets

Session 10;: E-Commerce

Be An Online Guru
Introduction tO the INtEINEL.......ccuvvvvreriririiriieriereeieeerirerierieererrresrsees 10-2
PUDIIC USE Of the INECINGE ...t 10-2
GEttING ONIING ..o 10-2
E-Mail aNd E-MaIl ClI@NTS ...t 10-3
SearChiNg the W ............ooooviiioiiceeeeee e 10-4
ONINE TICNTS ..ot 10-4
ONINE SECUIMLY ... 10-5
INtroduction tO E-COMIMEICE ......cuuvvvverrrirrnirrierieerreerneererrsersssrsesrsesssssssnes 10-6
Planning Your FirSt WEDSITE............c.ovoiieiiiiceieeeeee e 10-7
Building or Buying @ WebsSite ..........cccoovvvrmmmmmmmnniriiiiiiiiiiiiiinnnnnnnnnmsmeeeeeee 10-9
SIEE D@SISN ..o 10-10
Basic E-Commerce CapabIlities ............ccoooioveiioieiiceeceeeeeeeeeee 10-10
CUStOMET SCIVICE ONIINEG ...cvveivriirieiiiriiriereereereererrrerrserrscrsssrrssrrosrnes 10-13
Keeping IN TOUCK ..o 10-13
Online Marketing Strat@gies ...........cceeviiiiiiiiiiiirnnnmmnnireeeiieeieeeiisnssnnnes 10-13
BIOGS . 10-13
DIFCCE E-MNAIIS .o e, 10-13
Market RESCAICN ONIING.......oeeeeeeeeeeeeeee e et 10-14
SCAICN ENGINGS ... 10-14
WD DIFCCLONICS ... et 10-15

Worksheets

Table of Contents—"Business Plan Basics!” NxLevel® Guide for Micro-Entrepreneurs



(_Ny TABLE OF CONTENTS u
l\

Session 11: Selling Success

Attitude Is Everything!
Your Image is Your Busingss’s IMAage..........ccceevvvvvvvvrrvrvvrrrrrrsssssssssssssssaen 11-2
DI@SS fOF SUCCESS ...t 11-2
USE Propoer LANGUASE .........vovieeeeiiieieeeeeeeeeeee e 11-2
BE ON TIMC ... 11-3
Business Meeting ELIQUETLE ...........o.vovoviiiiiiccceee e 11-3
The Art of SeIliNG.......cccviiiiiiiiiiiiiiniiiiiiiiiriitieieesissrereesssssssesssss 11-4
Traits Of SUCCESSTUI SCIICTS ... 11-4
SIX SteS tO SAIES SUCCESS ... 11-4
Creating Customer LOYalty.........cccevvvvvvvrmvrrvrrerrrrrsssssssssssssssssssssssssssssvenees 11-9
What Does Your CUStoOmMEr ValUC?...........coovvvviriiiiiicieeeeeeee e 11-10
Customer Loyalty and ProfitS..........ocoovviiviiieeiceeeeeeeeeee e 11-10
Keep the Customers YOU Get! ..., 11-10
Resolving Customer COMPIAINES. ..o 11-12
Your CUSTOMET SEIVICE PIAN........cooiiiiiiiiieceee e 11-14
Worksheets
Session 12: Where’s the Cash?

Right on the Money
Cash FIOW Proj@CtioNnS........cuuvveeieererrrmrrecesaerrrmmmsecsssssssssssssssssssssssssssssssssens 12-2
What Does a Cash Flow Projection LOok LIKE? ............cccoovvveviiioeicciicce, 192-2
Creating @ Chart Of ACCOUNES.........ovoviiicieiceeeeee e 12-6
Preparing the Cash FIOW ProjeCtion.............cooveviiioiiceeecceeeeeeee e 19-7
A Cash Flow Example: Michele’s Photography Studio ..........cccovveveiicieeiinn, 12-10
Using Cash Flow As A Management TOOI .........ceueeeerrrrrrrrrrsrsnsssnsesesesnnns 12-15
VNG IF? o 12-15
Financial Statements........ccooevviiiiiiiiniiiiiinerrrrmrrmmmmeeersssssssssssssssssssssssases 12-16
INCOME STALEMENT ... 12-16
BAIANCE SNEEL..........oviiiiiieee s 12-19

Worksheets

Table of Contents—"Business Plan Basics!” NxLevel® Guide for Micro-Entrepreneurs



n TABLE OF CONTENTS ‘Ny
— ‘

LEVEL

Session 13: Managing the Money
Budget, Don’t Fudge It!

Preparing for SUCCESS.......uuuuiiiiiiiiiiiiiiiiiiiiniiiiiieiiseeeseeeessssssssssssssssssssssses 13-2
GOING LS.t 13-2
Separating Business and Personal ACCOUNTS.............c.ovoveveeeeiiiieeieeeeen, 13-3
BUSINESS EtNICS ... 13-3
ACCOUNTING c.coovviiiritmriiiiiiittttteteiieresssssssssssssssressssssssssssssssssssssssrsrsssssssssss 13-4
CASN OF ACCIUAI? ..o 13-5
Calendar Year OF FISCAl Y@ .......cococvovioioiieieeeieeeeee e 13-5
DIt @NA CrEAES ....voveviviieeeee e 13-5
Recordkeeping REQUIFEMENLES ........c.c.oviiiiieieieieiee e 13-6
What Makes @ Good ACCOUNtING SYSTEM? .....cviiiiieiieeeeeee e 13-9
TN@ PADCIWOIK ... 13-9
Types Of ACCOUNTNG SYSL@MIS.......cvviviiiieieieieieieee e 13-11
Business OWnership & Tax FOrMS .........ceeirrrrrrmricrreerrremmmcssseesssssssssssses 13-14
Getting Professional Help ...........ceeviiiiiiiiiiiiiiinnnnmmmnniiiniieieieieeinnnmee 13-15
Worksheets

Session 14: Financial Tips and Tools
Bank On It!

FiINANCiNG YOUN BUSINGSS .......ccvvriiiiierirrrrenrererrevrmvrmmmsssssssssssssssssssssssssssssans 14-2
PerSONAI FUNGTIS ... 14-2
Delbt or EQUItY FINANCING™? .....o.ooviiieieeeeee e 14-9
ANGCIMONCY ... 14-4
MONGY SOUICES ..c.ovvviiriirrrrririrrrrvmrmsosssssssmrsssssssssssrssssssssssssrrssssssssssarssssssss 14-5
BANKS ... 14-5
Cr@AT UNIONS ...t 14-5
MICTOICNARYS ... 14-5
Consumer FINANCE COMPANIES .........cvoviveveiiieieiiieeeeeeeeeee e 14-6
Community Development Loan FUNAS...........c.ccooveveiiieieeecceeeeeee 14-6
Small Business Administration Loan ProSrams...........ccc.ovveeicieeieeeceeeeeen 14-7
Other Government LOan ProSramsS ... 14-9
EQUILY FINGNCING. ..o 14-10
Preparing to Seek FINANCING ..........ccoovvvvvvmmmmmmnnivieiieiiiiiiiinnnsnsnnssssseeeees 14-10
Determining How MUCh YOUu Need.............c.ccooioveviioioiiceeceeeeeeee, 14-11
Getting DEot FINANCING ... 14-13
The Five CS Of Credlit .......vviiicicicieeeeeee e 14-13
Cleaning Up YOUr Credit..........ovoviiieieeeeeeeeeeeeeeee e 14-14
Your FINANCING PreS@ntation ...........c.oovoviiioiiieieceeeeeeee e 14-14
Getting Ready EMOLIONAIY .........oovoviiiiiiceeeeeeeeeeeeeeee e 14-14

Table of Contents—"Business Plan Basics!” NxLevel® Guide for Micro-Entrepreneurs



TABLE OF CONTENTS n

Understanding Financial Ratios..........ccoovvvvmmmmmnvvreiieeeeeeiiirsrsssssssssnneeeees

Credit aNd COlIECLIONS .......ccevvreieierriieeerriieeerriireeerreeeeerrreseesrreseesrsessessrens
Creait CAIOS ..o,
CRECK POHICI@S ...,
CrEAIE TRIMNS ..o,

Worksheets

Session 15: Bringing it All Together
Ready, Set, Go!

.
MakKing the Deal.........ccovvervvriiiivmiiniiniiiniiiiiieriiirrimseimmesssmmossssrosssss

Hard and SOft NESOUGTOIS ...........ovoveieieiiiieieeeee e
THE ROIZ Of POWET ...
HOW D@alS ArE MAAER ...
Walking Away From the TaDI@.............ccoovviviiiiiiccceeeeeee e,
Your NegOtiating PArtNErS...........coviiiiiiieiiiieee e

Overcoming Barriers and Pitfalls............cccoovvvvvrrrmmmnnnnnnieeeeeeeeeennnsnnssssnns

Prepare Yourself FOr ChanSG@...........coeiiiiiioieeieeeeeeeeeeeeeeee e
Cash ANA Credit ISSUBS .......c.ooviiiiiiieeeeeeeeeeeeeeeeeeeeee e,
GIOWEN ISSUBS......vioviiieeeeee e,
Conflicts Between Business and Personal Life.............cccocooveeiioecciiccee
GovernMENnt REGUIALIONS...........cvveiiiieieeee e

Bringing it All T h
rNGING it All TOG@LNEY .......ccovvuriirrrrrerrrrreeesrrveessssvessssssessssssasssssasssss

Worksheets

Glossary
Index

Resource Guide—Now available for download in Adobe .pdf

format at www.nxlevel.org.

Table of Contents—"Business Plan Basics!” NxLevel® Guide for Micro-Entrepreneurs



n TABLE OF CONTENTS M

LEVEL

WHAT’S INSIDE...

Table of Contents—“Business Plan Basics!” NxLevel® Guide for Micro-Entrepreneurs



