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Western Virginia Workforce 
Development Board

Roanoke Workforce Center

Business Plan Outline
I. Analysis (Why)

A. Market Analysis

1. Overall Market

2. Changes in Market

3. Market Segment

4. Customer Needs Patterns

5. Market Niche

6. Forecasting growth/justification

B. Competition/other providers (other choices for our customers) (use business description to transition from I to II)

II. Customers/Products (Who)

A. Definition of Customers

1. Individuals- 

a) Seekers

b) Changers

c) Upgraders

d) Skill maintenance

e) Job retention

2. Business/Employers

3. Internal Staff (business team to case managers)

B. Products 

1. Services

2. Employment/Training Activities

3. Youth Activities

4. 13 mandated services and others *fee for service- convenience services, specialized training)

III. Delivery (How)

A. Operations

1. Management Structure (def. of roles and relationships)

a) Admin/Technology support (Ref. Addendum)

b) Organizational structure

c) Shared as possible

2. Operational Plan (Referral Method)

3. Training Providers

4. Partners/Employees on and off Site

5. Procedures/policies

6. Customer flow/Referrals/Tracking

B. Marketing  (product, place, price, promo)

1. Branding

2. Lead Generating

C. Budget/Finance (Revenue and Expenses)

1. Sponsors

2. Donations

3. “In kind

4. Rentals

D. Facilities

IV. Performance (program, services, employees, and Center)

A. Measuring Success

B. Performance Goals

C. Public Comment

1. Surveys

2. Feedback

D. Rewards/Recognition 

1. Awards

E. Quality Assurance

1. Training (basic)

2. Certification (advanced)

V. Next

A. Review/Revise Plan

B. Continuous improvement

1. Leadership

2. Training

3. Marketing

4. Recognition

VI. Implementation of the Plan

A. Written Plan

1. Development
2. Frame-  

a) Introduction (Vision statement, mission statement, how business plan was developed)

b) Executive Summary

c) Table of Contents

d) Board/CLEO

e) Use of Committees

f) Conclusion (future, long term)

g) Addendums-  

i. Committees

1. Goals

2. Objectives

3. Members

ii. Technology details

iii. Service definitions

iv. Glossary (acronyms, no jargon)

B. Review by Local Planning Committee
C. Edit and Revise (draft 2)

D. Organizational review

E. Introduction to Team
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