Your personal assistant business plan 
(Advisor.ca would like to thank Brian Quinlan for providing this outline. Brian's contact information can be found at the bottom of this document).

A proper business plan is made up of nine standard components.

1. Your mission statement
Write down a sentence or two that describes what you do (or what you are going to do) and how you are different from others. This is the shortest part of your business plan but the most difficult to write. Marketers call this "branding yourself." What message and image do you want to communicate?

Your mission statement may become your opening line in meeting a prospective client. 

Your personal mission statement explains how you are going to undertake the mission and how you will differ from your competitors.

2. Your background
Who are you and what have you accomplished? Better, what have you done lately that supports you being a financial advisor and how it will help you in the future? Consider:

· your specific strengths and weaknesses;

· what you have accomplished to date;

· your experience, education, and training as a financial advisor;

· how you focus on sales and/or client relationship management;

· your experience in marketing yourself.

3. Your direction
Simply put, what are your specific goals in being a financial advisor? Your goals need to be challenging yet realistic – and measurable. Ask yourself:

· Why the financial advisory business?

· What are my short-term, mid-term and long-term goals?

· What will be my area of concentration? (financial planning, securities, insurance, etc.)

· What is the desired value of my book at the end of the coming year? What is my target for growth? What do I need to put in place to reach these goals? 

· What are my client target groups (e.g., business owners, families, etc.)?

· Are my goals are realistic?

· Is there an industry or firm guideline I can compare yourself to?

· What is my most critical success factor (e.g., technical skills, marketing, client service, etc.)?

· What is my most critical failure factor (rejection, intimidation, etc.)?

· Do I accept that people will not break down my door to see me just because I think I have exceptional investment/insurance knowledge?

· What constraints do I have?

· What obstacles do I need to get over? 

· How can I be the best I can be? 

· Do I have a contingency plan? (Note: This is not a sign of weakness or planned failure, but a sign of reality.)

4. Your target market
Describe your target market, why it is your target market and what the outlook is for this market (current, short, mid or long term). Be wary of generic comments that we all could read in a newspaper (baby boomers inheriting, less kids per family being born, etc.) and focus on your specifics (you are from a wealthy graduating class, etc.) 

Also describe your ultimate client and why they would be your ultimate client. Then, as a reality check, describe the next best client.

5. Marketing
How do you intend to get your name out there, attract a client and retain that client? What is your marketing strategy? Consider the following.

· Compensation: There are different ways to be compensated, including charging commissions, fees or a combination of both. What control do you have over pricing? Would you be charging hourly and how much? How are you going to communicate your pricing policy to your clients and how will you deal with objections clients will have about your compensation?

· Education: You need to keep expanding your professional knowledge – how will you keep up with the new products and new regulatory and tax laws? Will you be working toward additional designations or degrees? Consider how much time you will dedicate to readings and continuing education. If you need additional expertise, who will you turn to? 

· Serving clients: Great service is a given in a client' mind. Will you meet with them in the office, visit them at home, limit them to phone conversations or exchange e-mails? How often will you be in contact? How quickly will you return phone calls or e-mails? How often will you review an account? Is there a special treatment for ultimate clients? What tasks will you handle personally and what will you delegate to your assistant? 

· Marketing: How much money and time per day will you dedicate to marketing? Will you purchase a block of clients? After you have contacted all your relatives and friends, then what? What types of advertising and promotional ideas do you have? Will you do bulk mailing, article writing, cold calling, write articles or distribute newsletters? 

What will be your daily routine?
· Morning: Read paper? Networking breakfast club? Answer e-mails? Follow-up phone calls? Cold calls – how many?

· Afternoon: Meet clients? Meet prospective clients? What will you do at lunch? Cold calls – how many?

· Evening: More reading? Write newsletters? Seminars? Meet clients? Home visits? Service club meeting? Recreational sports? Evening networking club? Cold calls – how many?

6. Your competition
Detail your competitive advantage and how you will maintain or acquire it. Ask yourself:

· Who are my current and expected competitors?

· Specifically, how will I differentiate myself? How will I communicate that I am different?

· What puts me ahead of the others in reaching and securing clients in my target market?

7. Support staff
The growth of your business will require help. The most successful people in business have a great skill – they delegate well and delegate often. So how do you find the right support staff? 

· Write a detailed job description for the position. You need to be able to communicate your requirements. 

· Be involved in the interview process. If time is tight, you can hire a recruiter or use a hiring agency. Use the recruiters to narrow down the number of applicants but the final decision is up to you. In the end, you are the one who will be working with and relying on the new employee.

· Design an orientation program to evaluate the abilities of the assistant. This will benefit even the most experienced assistant.

· Be patient. Take your time to find the person you want, not just who happens to be available. 

· Relate your staffing needs to your business growth expectations. You'l have to figure out how many assistants you think you will need, whether they should be at different experience levels and how the responsibilities should be shared. 

The assistant will only become what you allow him or her to become. Make the commitment to orient, educate, and integrate your assistant into the practice. Without commitment, expect to accept a lower level of performance than you desire.

8. Your personal finances
· How much money is realistic for you to earn? How much money do you need to live on? Ask yourself:

· When do I come off an employer' salary and really "go on my own"?

· What is my break-even point?

· Do I have other sources of cash? 

· Do I have an "emergency fund" for the slower times?

· Do I have access to a line of credit?

· Have I arranged my financial affairs to ensure any interest I incur is tax deductible?

· Am I looking after my own retirement savings?

9. Your executive summary 

Sum up your whole business plan – in one paragraph. The executive summary highlights the major points of your business plan – your purpose, a clear description of your business, an analysis of the market and the competitive advantage that will bring you success. Ask yourself:

· Is my summary too technical or have too much jargon?

· Is it attractive enough for the reader to continue reading?

· Does it communicate my enthusiasm?

· Does it really communicate me? 

A business plan is like a roadmap. It provides you with a level of confidence that you know where you are going and how to get there. However, one usually looks at a road map more than once during a trip. The same goes for a business plan. It needs to be looked at continually to confirm you are on the right track.

Brian J. Quinlan, CA, CFP, TEP, is a partner at Campbell Lawless Professional Corporation, Chartered Accountants and can be reached at bjq@camlaw.on.ca. 
