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Checklist for Preparing to Write a Business
Development Plan

A business development plan outlines strategies for growth, identifying new business
opportunities, strategic partnerships, market expansion, and new product development. Proper
preparation can make the difference between a successful plan and one that fails to meet its
goals.

1. Define Your Business Objectives

[J Clarify Vision and Goals: Understand the long-term vision of your business. What are
the overarching goals for the next 5 to 10 years?

[J Specific Objectives: Define specific, measurable objectives that support this vision.
These could include targets for revenue, market share, or geographic expansion.

2. Conduct a Thorough Market Analysis

[J Understand the Market: Analyze the current market trends, size, growth rate, and
potential. Who are your competitors and what strategies are they employing?

[J Identify Opportunities and Threats: Use tools like SWOT analysis to identify
opportunities for growth and potential threats in the environment.

3. Assess Internal Capabilities

e Evaluate Internal Resources: Review your company's internal resources, including
personnel, technology, and financial capacity. Are they sufficient to support your growth
plans?

e Identify Gaps: Determine any gaps in resources that need to be filled to meet your
business development objectives.

4. Understand Your Target Audience

[J Customer Segmentation: Segment your potential customers based on relevant criteria
such as demographics, behavior, and needs.

[J Customer Needs Analysis: Conduct research to understand the needs, preferences,
and behaviors of each segment.
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5. Review Regulatory and Legal Requirements

[J Compliance Issues: Identify any regulatory requirements and legal issues related to
your business activities, especially if you are planning to enter new markets or industries.

[J Obtain Necessary Licenses and Permits: Make sure you have all the necessary
licenses and permits in place before implementing your plan.

6. Set Clear Milestones and Metrics

[J Develop Milestones: Establish clear milestones that you plan to achieve at different
stages of your business development.

[J Metrics for Success: Define key performance indicators (KPIs) that will help you
measure the success of your business development activities.

7. Prepare a Preliminary Budget

[J Estimate Costs: Prepare an initial budget that includes estimates for all costs
associated with your business development activities, including marketing, staffing,
technology, and any new facilities.

[J Plan for Funding: Determine how you will secure funding for your initiatives, whether
through reinvestment, loans, or outside investors.

8. Consult Stakeholders

[J Engage with Stakeholders: Discuss your preliminary plans with key stakeholders
including partners, investors, and key employees. Their insights can provide valuable
perspectives and buy-in.

[J Gather Feedback: Use the feedback to refine and adjust your plan to better align with
stakeholder expectations and market realities.

9. Draft a Timeline

[ Create a Realistic Timeline: Develop a timeline for implementing your business
development plan, taking into account all necessary actions and dependencies.

[J Flexibility: Ensure that the timeline allows for flexibility to accommodate unforeseen
challenges and opportunities.

Conclusion

Taking the time to complete these preparatory steps will equip you with a solid foundation to
write a detailed and effective business development plan. Each step ensures that your plan is
not only aligned with your company’s strategic goals but also grounded in a deep understanding
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of the market environment and internal capabilities. This thorough preparation can significantly
increase your chances of successful business growth and development.



