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BUSINESS PLAN TEMPLATE #7 - FOR AN EXISTING FORESTRY OPERATION, WHICH IS EXPLORING THE FEASIBILITY OF STARTING A NEW DIVISION FOR WOOD CHIP PRODUCTION

This template should be utilized by those who are:

· Considering expanding their current operation to include a new division to capitalize on emerging/growing markets.  

· Developing a plan, which is comprehensive in nature to be used to seek significant amounts of external financing.

INSTRUCTIONS FOR USE OF THIS TEMPLATE:

Here are some general tips to consider when completing a Business Plan:

Be certain that your plan is free of spelling and grammatical errors.

Leave ample white space in margins.

Create an attractive cover page that includes the business name and logo.

Include a Table of Contents.

Write in a conversational style and use bullet format to itemize points in lists.

Support claims with facts.

Avoid overusing industry jargon.

Make it interesting.

Use computer spreadsheets to generate financial projections.

Use word processing / computer to develop your plan.

Make it long enough to say what should be said but not so long that it would be a chore to read.

And remember, absolute honesty is critical.

In addition, here are some comments on individual sections of the plan:

The Executive Summary:

The Executive Summary should present the essence of the plan in a capsulated and concise form. Summarize the relevant points and explain the dollar amount needed to start or expand the business.  Also explain how the funds will be used and the source of these funds.  If you will be requesting a loan, include how and when any requested loans would be repaid.  And don’t forget, this is the last section of your plan to be written!

Description of the Business:

When writing this section demonstrate enthusiasm about your logging operation … in this section, do not launch into a lengthy discourse about the details of your product or service but focus instead on communicating the dynamic opportunity your logging company offers and how you plan to capitalize on it … “hook” your reader quickly with an up-front explanation of your venture, its opportunities, and the anticipated benefits.

Mission Statement:

Your mission statement should answer the question; “what business am I in?”  Establishing the purpose of your logging business in writing must come first in order to give your business a sense of direction.  The mission statement is the mechanism for making it clear to everyone your company touches “why we are here” and “where we are going.”

A sound mission statement need not be lengthy to be effective.  Some of the key issues, which you as a logging entrepreneur (and possibly your employees) should address as you develop your mission statement for your business, should include:

What are the basic beliefs and values of your business?  WHAT DO YOU STAND FOR?

WHO are your business’ target customers?

WHAT are your basic products and services? … And very importantly WHAT CUSTOMER NEEDS AND WANTS DO THEY SATISFY?

HOW do you satisfy those needs and wants?

WHY should customers do business with you rather than the competition?

WHAT constitutes value to your customers?

WHAT is the source of your competitive advantage?

In which MARKETS OR MARKET SEGMENTS do you choose to compete?

WHAT BENEFITS should you be providing to your customers 5 years from now?

WHAT BUSINESS DO YOU WANT TO BE IN 5 YEARS FROM NOW?

By answering such basic questions you will have a much clearer picture of what your business is and what it wants to be.  This will make it easier to define your business descriptively.

Goals & Objectives:

Before you can completely build your comprehensive plan, and hence a set of strategies, you must first establish business goals and objectives, which give you targets to aim for and provide a basis for evaluating your performance.  Without them, you cannot know where the logging business is going or how well it is performing.  This section should begin with a statement of the business’s general business goals and a narrower definition of its immediate objectives.  Together they should spell out what the business plans to accomplish, how, when, and who will do it.  Goals are broad, long-range statements of what your business plans to do in the future that guide its overall direction and express its reason for existence.  In other words, they answer the question “Why am I in business?”  Objectives are short-term, specific performance targets that are attainable, measurable, and controllable.  Every objective should reflect some general business goal and include a technique for measuring progress toward its accomplishments.  To be meaningful, an objective must have a time frame for achievement.  In other words, accomplishing each objective should move a business closer to achieving its goals, which, in turn, should move it closer to its mission.  So in summation:

GOALS:  Goals are the broad, long-range attributes that your enterprise seeks to accomplish.  For example, do you want to boost market share, improve cash flow, enter a new market, or increase revenues?

OBJECTIVES:  Objectives are specific targets of performance.  Objectives may concern profitability, productivity, growth, efficiency, markets, financial resources, physical facilities, organizational structure, and social responsibility.  Well-written objectives are specific, measurable, assignable, realistic (yet challenging), timely (when will it be accomplished?), and written.

Industry Background:

Give the background and an overview of the sector(s) of the logging industry in which you operate.  Identify current and future trends and the growth rate of the sectors and in the industry as a whole…. And most importantly; the outlook for the future!
When summarizing your logging business’s background you should describe the present state of the art in the industry and what you will need to succeed in the market segment in which your business will compete.  This section should provide the reader with an overview of the industry or market segment in which your business operates.  Include Industry data such as market size.  This part of the plan should also describe significant industry trends and an overall outlook for its future.  Information about the evolution of the industry helps the reader comprehend its competitive dynamics.  

This template provides sample Industry data.  Be certain to provide data from your own Industry Research.

The Business “Fit: in the Industry:

When positioning yourself in the market and determining where your logging business “fits” consider how you will influence customers’ perceptions to create the desired image for the business and its products and / or services.  You should attempt to position your products and services by differentiating them from those of competitors using some characteristic important to the customer such as price, quality, or service.

Business Structure, Management & Personnel:

One of your first major decisions in your logging business is selecting the form of ownership.  Too often, entrepreneurs give little thought to choosing a form of ownership and simply select the form that appears most popular, even though it may not suit their needs best.  This seemingly mundane decision can have far-reaching consequences, from the taxes the logging company pays and how it raises money to the owner’s liability for the company’s debts and your ability to transfer the business to the next generation.  Before making a decision refer the following with your attorney and CPA: tax considerations, liability exposure, start-up and future capital requirements, control, managerial ability, business goals, succession plans and cost of formation.

The most important factor in the success of any logging company is its management. Thus, the plan should include the resumes of managers, and key personnel.  This section of the plan should show that the logging business has the right people organized in the right fashion for success.  

Complete this section by constructing an organizational chart identifying the business’s key positions and the personnel occupying them.

Operating Controls:

Continue to build on the previous section by addressing contracts, leases, other relevant agreements, and the policies and procedures under which your logging company operates.

Resumes:

A resume should summarize the individual’s education, work history, and relevant industry experience.  Although you refer to resumes in the Management / Personnel Section, they will appear in the Appendix.

Products/Services Description: What are your logging company’s basic products and services? … and very importantly what customer needs and wants do they satisfy?  How do you satisfy those needs and wants?

Market Research & Analysis:

Thorough Market Research and Analysis can lead to an accurate and realistic sales forecast, which will be an integral component of the Income/Expense and Cash Flow Projections, which you will develop in the final section of your plan.  When searching the various electronic and hard copy databases you will be analyzing both your existing and potential customers.  You should be looking to define the trends in the logging industry that influence sales and customer base.  An analysis of your customer profile and customer base can help you determine your logging company’s strengths and weaknesses.  In your research and analysis you should determine the answers to the following questions:

WHO are my customers?

WHAT needs or wants do your customers want satisfied?

HOW often do my customers buy?  Your seasonality makes this extremely important.

How LOYAL are my present customers?

HOW will I attract new customers?

WHAT is the geographic area in which my customers are located?

Determining and then analyzing the answers to those questions is going to help you develop and implement your marketing plan.  This is an important step in developing features to attract customers and to market your product or service.

During your research you should identify your direct competition.  These are the businesses in the immediate area that sell the same or similar products or services.  In addition to analyzing the direct competition identify businesses that compete indirectly.  When evaluating the competitive environment answer the following questions:

Which competitors have survived and what is CONTRIBUTING TO THE SUCCESS of each?

How does your sales volume COMPARE to the competition?

What UNIQUE services do the competitors offer?

How WELL ORGANIZED is the marketing effort of the competitors?

What are the REPUTATIONS of the competitors?

What are the STRENGHTS AND WEAKNESSES of the competitors?

Market & Competition:  

One crucial concern of entrepreneurs is whether there is a real market for the products and services of their business.  You must therefore describe your logging business’s target market and its characteristics.  Defining the target market and its potential is one of the most important and most difficult parts of building your business plan.  As noted earlier, building a successful business depends on your ability to attract real customers who are willing and able to spend real money in your business.

Defining your business’s target market involves addressing market issues such as target market, market size and trends, location, advertising and promotion, pricing, and distribution.  You must be able to prove that your target market customers need or want your goods or service and are willing to pay for it.  You must support claims of market size and growth rates with facts, and that requires market research.  

One of the essential goals of this section of the plan is to identify the basics for financial forecasts that follow.  Sales, profit, and cash forecasts must be founded on more than wishful thinking.  To be effective your market analysis must identify the following:

Target Market 

Advertising & Promotion

Market size and trends

You need an in depth discussion of your business’s competition.  Failing to assess competitors realistically makes you appear to be poorly prepared, naïve, or dishonest.  

As noted earlier this template provides sample data.  Be certain to provide data from your own Market Research and Analysis.

Financial Information:

You should carefully prepare projected (or pro forma) financial statements for the operation for the next two to three years to derive a set of forecasts of the income statement and cash budget.

USE THE ACCOMPANYING CD TO CREATE YOUR PLAN AND INDIVIDUALIZE IT FOR YOUR LOGGING BUSINESS.  THIS TEMPLATE IS PREPARED IN MICROSOFT WORD.  SIMPLY HIGHLIGHT ANY AREA AND OVERWRITE WITH YOUR DATA PERSONALIZING IT TO YOU AND YOUR LOGGING BUSINESS.  THE FINANCIAL PROJECTIONS ARE CREATED IN MICROSOFT EXCEL.  SIMPLY CLICK ON A CELL TO OVERWRITE WITH YOUR SPECIFIC FINANCIAL DATA.  DON’T FORGET TO DELETE THESE 5 PAGES OF INSTRUCTIONS AFTER COMPLETING YOUR PLAN.
Your Business Chipping Division

Your Address

Your City/Town, Your State Your Zip

Your Telephone Number

Your Fax Number

Your Email Address

Business Plan

Prepared by:

Your Name

Your Date

CONFIDENTIAL!

THIS BUSINESS PLAN IS INTENDED ONLY FOR THE USE OF THE INDIVIDUAL RECIPIENT; DO NOT COPY OR DISTRIBUTE WITHOUT EXPRESS PERMISSION FROM YOUR NAME.
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Wood Chip Production / Distribution Business Plan

Your Business Chipping Division, Inc.

Executive Summary


1.0 Executive Summary
Your Business Chipping Division is a new business providing high-quality production and distribution of paper quality and alternative use (fuel) wood chips throughout the Your Region and Your State market. In addition other developing markets such as Biofuels are being studied.

The principal owners are Your Names, whose combined experience brings office management, high levels of customer service, and over 40 years in wood products distribution and sales management. 

At this time Your Business is seeking additional equity capital to compliment their investment and are seeking to arrange bank loans for equipment financing, other start-up expenses and a bank line of credit for the financing of Receivables and addressing other cash flow challenges, which may arise.  

The amount requested is broken down as follows:

$   700,000 
initial purchase of raw material 

$   898,320
chipper

$   300,000 
two trucks and trailers

$   100,000 
6-yard loader

$     40,000
scales

$   200,000
pulp mover

$2,238,320   TOTAL FINANCING REQUEST

Two financing instruments are being requested under the USDA Rural Development Business and Industry Guaranteed Loan Program:

$ 1,538,320 for a term of 15 years secured by machinery and equipment

$    700,000 for a term of 7 years secured by inventory
The Your Name will raise either through outside private investors or equity lines of credit on other real estate assets owned the $250,000 in cash to be made available at start-up.  

Your Names will sign a lease with Your Business Chipping Division.  Terms of the lease will include leasing of 8 acres of land on Your Proposed Site in Your City/Town for $1,000 per month.  Included will be the use of office space in the building currently occupied by Your Business.

Your Name will conduct clearing of the leased site.  Your Name is currently gathering quotes for gravel and hard topping.    He feels confident with the proposed $80,000 for site improvements.

Of the nine positions created by the new entity, Your Name and Your Names will hold two.  Your Name will act as Treasurer / General Manager; Your Names will act as President.  The other positions at start up will be:

2 chipper operators @ $20 per hour

2 drivers @ $16 per hour

1 supervisor @ $20 per hour

1 office manager @ $16 per hour

1 VP of Sales @ $25 per hour

The $10,000 identified in start-up expenses for Personnel covers two weeks of wages while employees are in training, which will be overseen by Your Name.

Initial purchase of raw material assumes enough raw materials to produce and maintain on hand 35,000 tons of product.  In depth industry research has revealed that to be a realistic amount to be maintained year round.

Your Competitor will be Your Business closest competitor.  During his extensive market and industry research Your Name spent a day meeting with Your Competitor and touring his chipping facility.  Your Competitor disclosed that he is shipping wood chips 24/7 and is not keeping up with demand.  He encouraged Your Name to launch his Chipping Division based on the strong market for product.

Your Business has firm commitments to distribute high-quality wood chip products, and have verbal commitments from users and brokers throughout the Your State and Contiguous State market. Your Name’s Business Plan calls to distribute their first products within 90 days of finalizing financial arrangements.

Sales projections for Your Business Chipping Division are estimated to begin at approximately $3,375,000 the first year, increasing to approximately $4,250,000 in FY2009. 

Distinguishing characteristics of the business will be the combination of management experience, sales and distribution experience, paper-quality wood chips and exceptional customer service. In particular, what really sets Your Business apart is that Your Business is the ONLY full service production and distribution company servicing the wood chip industry in the Your State market. 

 1.1 Objectives
· To open and operate a successful wood chip production facility in the Your State market, employing seven employees the first year.  

· To obtain a minimum twelve regular customers in the Your Region market the first year of operation. 

· Achieve first year sales of $3,750,000. 

· Maintain an average gross margin of 30 percent. 

· To produce a net profit of at least 11.75 percent by the end of the second year of operation.
1.2 Mission
Your Business Chipping Division intends to become a recognized producer of paper-quality and alternative use wood chips throughout Your Region.

Your Business Chipping Division plans to develop strong relationships with key customers so Your Business will be viewed as an indispensable partner, rather than just another supplier. Your Business will work closely with customers to recommend product assortment unique for their needs, and appropriate supply levels.  Your Business is not only selling product, Your Business is selling service.
1.3 Keys to Success
· Paper-quality products (chips which are uniform in size and free of contamination). 

Individualized customer service - providing their customers with what they want and when they want it.         
· Only full service producer / distributor in the Your State market. 

· Exclusive supplier rights to qualified customers. 

· The combined experience of the principal owners brings upper office management skills, high levels of customer service, and over 40 years in wood products distribution and sales management.
Company Summary

2.0 Company Summary
Your Business Chipping Division, Inc. is a new Your State S-corporation located in Your City/Town, Your State, and will be established based on the details of the following plan.

2.1 Company Ownership
Your Business Chipping Division is a privately held S-Corporation owned in total by its co-founders, Your Names. 


2.2 Company Location & Facilities
Your Business Chipping Division will be located at Your Address in Your City/Town, Your State. This is a prime location to service the Your Region market. The facilities will include approximately 8 acres with 5 acres under concrete, truck scales, flail chipper and accessories, trucks / trailers, and a 6-yard loader. The corporation is currently negotiating lease terms on the property with Your Names personally, and plans to have a lease signed.  

2.3 Start-up Summary
Start-up expenses for Your Business Chipping Division total $2,220,000 and include expenses such as legal, marketing, lease deposit, computer systems, trucks, trailers, flail chipper, loader, etc.  Your Names will be providing the land for this project.  Start-up assets include $250,000 in initial cash requirements, and $722,500 in short-term assets. These start-up costs will be financed through investments, business loans, and state and federal grants. The details of the start-up summary are included in the following table.

	Cash Available for start-up
	
	$250,000.00 

	
	
	
	
	

	Cash Borrowed for start-up
	
	$2,238,320.00 

	
	
	
	
	

	Cash already spent for start-up
	
	$0.00 

	
	
	
	
	

	Raw Material
	
	
	$700,000.00 

	
	

	Prepaid Organizational Expenses
	
	

	
	Legal
	
	
	$1,500.00 

	
	
	
	
	

	 Expenses
	
	
	

	
	 Rent
	
	
	$1000.00 

	
	Utilities
	
	
	$400.00 

	
	 Supplies (consumables)
	$100.00 

	
	 Insurance
	
	$3,500.00 

	
	Marketing / Advertising 
	$5,000.00 

	
	Personnel
	
	
	$10,000.00 

	
	Research & Development
	$1000.00 

	 
	 
	 
	 
	 

	 
	 TOTAL CURRENT ASSETS TO BE AQUIRED
	 
	        $722,500.00                                                                                  

	 
	 
	 
	 
	 

	CASH AVAILABLE FOR FIXED ASSETS & WORKING CAPITAL                                               $1,765,820.00 


	Cash Available for Fixed Assets & Working Capital
	
	$1,765,820.00 
	
	

	
	
	
	
	
	
	
	
	
	

	Site Improvements - clearing, gravel, hardtop for 5-acres
	
	$80,000.00 
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	(Owned)
	
	(To be Purchased)

	Office Equipment:
	
	
	
	
	
	

	
	Computer
	
	
	
	
	
	$0.00 
	
	$2,000.00 

	
	Printer / Copier / Fax
	
	
	
	
	$0.00 
	
	$0.00 

	
	Telephone / Answering Machine
	
	
	
	$0.00 
	
	$100.00 

	
	Other
	
	
	
	
	
	$0.00 
	
	$0.00 

	
	Other
	
	
	
	
	
	$0.00 
	
	$0.00 

	
	Other
	
	
	
	
	
	$0.00 
	
	$0.00 

	
	Other
	
	
	
	
	
	$0.00 
	
	$0.00 

	
	Other
	
	
	
	
	
	$0.00 
	
	$0.00 

	
	
	
	
	
	
	
	
	
	

	Total Office Equipment
	 
	$2,100.00 
	
	

	
	
	
	
	
	
	
	
	
	

	Furniture & Fixtures
	
	
	
	
	
	

	
	Office Desk & Chair
	
	
	
	
	$0.00 
	
	$0.00 

	
	Table
	
	
	
	
	
	$0.00 
	
	$0.00 

	
	Credenza
	
	
	
	
	
	$0.00 
	
	$0.00 

	
	File Cabinets 
	
	
	
	
	$0.00 
	
	$0.00 

	
	Miscellaneous
	
	
	
	
	$0.00 
	
	$0.00 

	
	Sub total
	
	
	
	
	
	$0.00 
	
	$0.00 

	
	
	
	
	
	
	
	
	
	

	Total Furniture & Fixtures
	 
	$0.00 
	
	

	
	
	
	
	
	
	
	
	
	

	Other Equipment
	
	
	
	
	
	

	
	Chipper
	
	
	
	
	
	$898,320.00 
	
	$0.00 

	
	2 Trucks & Trailers
	
	
	
	
	$300,000.00 
	
	$0.00 

	
	Six-yard Loader 
	
	
	
	
	$100,000.00 
	
	$0.00 

	
	Scales
	
	
	
	
	
	$40,000.00 
	
	

	
	Pulp Mover
	
	
	
	
	$200,000.00 
	
	

	Total Other Equipment
	 
	$1,538,320.00 
	
	

	
	
	
	
	
	
	
	
	
	

	TOTAL FIXED ASSETS
	 
	$1,620,420.00 
	
	

	
	
	
	
	
	
	
	
	
	

	CASH AVAILABLE FOR WORKING CAPITAL
	
	$145,400.00 
	
	


Products

3.0 Products
Your Business Chipping Division will provide first-class production and delivery of paper-quality wood chips. 

3.1 Product & Service Description
· PRODUCT DESCRIPTION
Your Business Chipping Division will carry a variety of paper-quality wood chips, fuel chips, and mulch that will enable them to provide not only quality, but also immediate delivery to their market.  A fast response time will be their hallmark.  Their underlying philosophy is to produce chips that will bring consistent quality, competitive prices, and product satisfaction to their customers. Your Name has personally researched the market and each of the following products that Your Business offers will ensure the quality Your Business guarantees.
All chips are offered in various varieties of pine, hemlock, spruce and fir:

· Paper-quality wood chips 

· Playground material

· Fuel chips

· Plywood / particle board chips

· Chips for use in waste water treatment plants

At this time, there is limited production of paper-quality wood chips in Your State - therefore it is the customer's responsibility to seek out reliable producers / distributors of these products. Your Business Chipping Division will make these same products available through their high quality, full service delivery - bringing these products directly to the user at a competitive price.  Your Business will focus on the market segment utilizing wood chips as fuel.
SERVICE DESCRIPTION

An important component of the business is not just products, but also service. In addition to their full service delivery, the following are other important service elements that Your Business will offer to their customers:

· High quality

· Full service delivery

· Competitive pricing

3.2 Competitive Edge
KEY COMPETITIVE STRENGTHS

No other producer in the market offers full service delivery with the consistent quality of product Your Business features. Your Business is better positioned than their main competitors to take advantage of the increasing demands of paper-quality chips because Your Business focus is exclusively on high-quality distribution and customer service. They also have the advantage of being close to their target market, which will result in lower fuel costs.  This will result in an opportunity to command higher prices for the chips since customers will not be absorbing higher transportation cots. In addition Your Business Chipping Division has obtained letters of intent to provide paper-quality chips to:

          Customer


           Annual Quantity

Price

· Your Customer #1


  6,500 tons


$35

· Your Customer #2


15,000 tons


$30 - $35

· Your Customer #3


23,400 tons


$22

· Your Customer #4


     200 tons


$24

· Your Customer #5


  1,500 tons


$35

· Your Customer #6


     375 tons                         $42

· Your Customer #7


  2,000 tons


$40

· Your Customer #8

          200,000 tons


$50

While conducting additional market research Your Name has found that a number of schools in Contiguous State have been paying $75 to $100 per ton for chips.

3.3 Sales Literature
Sales literature to be distributed to both current and potential customers will include brochures, fliers, newsletters, as well as other print media such as print advertisements. Your Name will hire an Office Manager skilled in graphic design and desktop publishing, although the printing of collateral pieces will be outsourced.


3.4 Sourcing
Your Business Chipping Division will purchase raw material directly from loggers, land clearers, and other mills. This provides opportunities to numerous independent contractors to truck in the above-mentioned material.  This also provides an opportunity for landowners in southern New England to grow healthier forests since they will have a market for their unwanted material. 

Your Business Chipping Division plans to deliver chips directly to the local market utilizing two company owned trucks and trailers operated by company-employed drivers.

There is a great deal of wood in Your State to satisfy a substantial increase in demand for wood chips.  63% of Your State is forested and the annual harvest of wood is only 55% of growth.  A 2002 study published by Your State’s Biomass Energy Working Group estimated that there are1.9 million ton of unutilized net growth in state.

3.5 Technology
To streamline the efficiency of their distribution methods, Your Business Chipping Division plans to use the latest in cutting edge technology - not only in the production facility - but also in the trade.

All of their drivers/sales representatives will be equipped with handheld computers to reduce field expenses, decrease day's sales outstanding, and increase worker efficiency. Features can be used in or out of the production facility and include managing collections; adjusting product price, profit or margin; streamlining orders; tracking inventory; and providing sales history reports. All information recorded in the handheld is available in real time to be viewed by Your Business management in the office.

An important component relative to efficiency and accuracy will be the scale system that Your Business utilizes.  They will utilize a flattop concrete deck truck scale.  The scale will feature a low-profile 12.5-inch-thick steel and concrete weighbridge, and an up to 14-foot wide loading area for greater safety and faster processing during peak usage times.
Market Analysis Summary
4.0 Market Analysis Summary
The market for wood chips is strong, and growth is expected to continue at a strong pace for the foreseeable future.

This growth offers excellent opportunities for new companies to enter this market, and Your Business is excited about the possibilities of what Your Business Chipping Division can accomplish in Your State’s market.
Within the first year of business, Your Business Chipping Division intends to supply several cogeneration plants with chips.  The following is a partial list of benefits from application of the utilization of biomass as fuel:

· Combined cooling, heating and power pro​vide maximum energy savings. 
· Reduction in emissions such as hydrocar​bons, carbon monoxide, and oxides of nitrogen and oxides of sulfur compared to conven​tional fossil fired generators.
· No liquid wastes. 
· Displaces imported fossil fuels. 
· Fuel flexible, can operate on 100% wood gas or on other sources of biomass to meet the load
· Provides potentially large, new market for unmerchantable small diameter forest thinning, thereby reducing forest fire danger.  This allows Your Business. to be a strong ally in growing / maintaining healthy forest and reducing forest fire danger.
· Clean Renewable Fuel – Whole-tree wood chips and other biomass materials will be the primary fuel used at a number of large power plants due to come on line within the next couple of years. Power generation using biomass fuels provides cleaner air emissions than coal, oil or gas. 
· Minimizing Global Climate Change – Biomass energy does not contribute to global climate change. Trees, grass and other forms of biomass absorb carbon during their life span. As biomass is burned, carbon is released back into the environment with no additional net carbon release, resulting in biomass being a “carbon neutral” source of fuel since the same amount of carbon is released as would have been through natural decay. In contrast, the combustion of fossil fuels such as coal, oil, and gas release large amounts of carbon into the environment, contributing to adverse global climate change.

Today, consumers of wood chips in Your State include heating installations, farmers, power plants, paper and pellet mills, and landscaping companies.  Your Business Chipping Division is well positioned to serve as a reliable, local vendor of high quality wood chips to companies that are currently forced to travel in excess of 100 miles to obtain raw material.  The production of cellulosic ethanol, bio-oil, and other advanced biomass fuels will develop in Your State over the next decade as the price of fossil fuels continues to climb because each of these advanced fuels depends upon a regular supply of wood chips.  Future markets for wood chips are likely to be demanding and lucrative.

Domestic Production of Energy
Energy produced from domestic renewable resources reduces dependence on imported oil, creates new job opportunities, and expands economic growth. It is estimated that biomass accounts for approximately 60 billion kilowatt-hours of electricity, or about 2 percent of the nation’s total electricity production. With continued demand for reducing greenhouse gas emissions, it is estimated that biomass may be able to provide between 8 and 16 percent of the total U.S. electric needs in the future.  Your Business is positioning itself to be a key player in the aforementioned job creation and economic growth in Your State.

The Demand for Biofuels
Recently, the demand for biofuels has increased in the U.S. and abroad. Traditionally, biofuels have been produced from grains, such as corn, wheat and soybeans. Technological advances have created new opportunities to produce biofuels from wood and other biomass materials. Biofuels are typically blended with gasoline and diesel to provide more efficient combustion, better lubrication and the reduction of soot during the combustion process.

High and volatile prices for fossil fuels are making wood-fired power plant projects, once seen as too expensive, more feasible. Also, the promise of government subsidies, coupled with long-term contracts with electricity buyers, is making the projects more attractive to investors.

Your Business’ primary marketing focus will be the sale of its chips as fuel.

The Your Region states are seeing interest in wood-derived power. Two wood-fired plants are proposed for Their City/Town and Their City/Town in Your State, and a subsidiary of Region Utility Company recently converted part of a coal plant in Their City/Town, Their State, to run on wood, making it one of the larger facilities of its kind.

Unlike other renewable energy sources, wood as an energy source has a long tradition in Your Region and a proven technology.

The proposed projects, often referred to as biomass plants, would use technology that is vastly different from any vision of fireplaces or woodstoves. The fuel will not come from clear-cutting forests, but from waste wood that would otherwise end up in landfills or from trees taken down as part of forestry management programs.

Environmentalists see benefits, saying wood plants could reduce the use of fossil fuels; produce energy from a sustainable source and offset carbon dioxide emissions, the main cause of global warming. 

According to a January 2007 report by the USDA Forest Service “Currently, only about six percent of U.S energy derives from renewables. Half of that six percent comes from co-generation—in other words, forest industries using wood residues and chips as an energy source in their industrial processes. 

But if renewables are going to be a viable alternative to fossil fuels, and if biomass is going to be a substantial portion of renewables, then where will all that mate​rial come from? A study conducted by the Departments of Agriculture and Energy sug​gests that 1.3 billion bone dry tons (BDT) a year could be harvested from farms and forests. That’s .998 billion BDT from agri​culture and .368 billion BDT from forestry sources. To put those numbers in perspec​tive: 1.3 billion BDT would produce the same amount of energy that domestic crude oil produced at its peak in the U.S. in 1970. 

The forest-based fuels in this estimate would come from hazardous fuel thinnings, logging and other forest residues. If you added in the 18 billion cubic feet of wood harvested annually in the U.S., that .368 bil​lion figure would skyrocket to almost a bil​lion BDTs. Of course, no one is suggesting a shift from current higher value wood uses to energy; the marketplaces of the future will determine shifts in product and output mixes. 

There is a tremendous volume of woody biomass obtainable through stand improvement work in our nation’s hardwood and softwood forests. Demolition wood, construction residues, and urban green waste could be added to the total. Last but not least, the millions of downed trees from Hurricane Katrina could have been salvaged to produce energy.
Unlike fossil fuel, biomass-based fuel is renewable. Once crude oil is pumped, refined, and used, it’s gone forever, but trees and crops keep growing back. 

Biomass is cleaner, too. When you turn plants into energy, the CO2 released in the process is taken up by the plants that replace them, resulting in zero net carbon emissions. By comparison, burning fossil fuels simply pumps more carbon into an already-over​crowded biosphere. 

Just as important, biomass is more reli​able. The events of September 11, 2001 alerted many of us to the fact that we pay a costly premium for our dependence on fossil fuels from volatile regions. 

In short, energy from biomass helps our planet and our country. But what’s in it for forestry? It could mean improved management of nonindustrial forestlands and increased incomes for farmers, for​est owners, logging contractors, and forest industries. It could result in new alternative enterprises and enhanced economies for rural areas. (If biorefineries catch on, paper could well become a byproduct of pulp and paper mills.) Finally, biomass energy could mean more productive uses of marginal lands and the resolution of hazardous for​est fuels buildups, as well as a boost to the effort to resolve air, water, and soil quality problems.
Together with other categories of biomass-based energy, biomass-based fuels seem to have a bright future. After all, they’re part of a technology that’s reliable, sustainable, and non-polluting, not to mention immune from the shocks of global crisis—all reasons why political support is slowly gaining momen​tum. 

In fact, President Bush mentioned wood​chips as a source of energy in his last State of the Union address, and renewable energy is rumored to be a part of his upcoming address. In addition, the Pelosi-led Congress has renewable energy high on its agenda. Some Capitol-watchers are betting that renewable energy evolves into a full-fledged bi-partisan initiative in the current session of Congress.”

All of the trends cited in the January USDA report support the conclusion that Your Business Chipping Division will enjoy a profitable future.

4.1 Market Segmentation
The wood chip industry is divided into several segments:

· Paper industry 

· Playgrounds

· Biomass Fuel Industry

· Plywood / particle board Industry

· Waste water treatment plants
As noted earlier, Your Business’ main focus will be on the Biomass Fuel Industry, which has been noted in detail.  Following is a discussion on the other market segments Your Business. will pursue:

Paper industry: The pulp and paper industry is one of the most important industries in the world. It supplies an essential product - paper - to over 5 billion people worldwide.  

Every year, each man, woman, and child in America uses about 700 pounds of paper. And over 350 million magazines, two billion books, and 24 billion newspapers are published in America every year.  

So How is Paper Made?  Watery pulp is sprayed from a huge vat onto a giant plastic screen, which is moving quickly around the front end of the paper machine. The fibers in the pulp bond to each other and form a watery sheet of paper. As the pulp is carried along the screen, water begins to drain out. The sheet of paper is then pressed between a series of felt-covered and heated rollers to remove more water and to make the paper smooth and dry. 
First, wood chips or recovered paper are combined with water and sometimes chemicals and "cooked" until the cellulose fibers separate from each other. This mushy solution of water and fiber is called pulp.  
A finished roll of paper can measure up to 30 feet long and weigh as much as 20 tons! The rolls of paper are cut into smaller rolls, and are then ready to be converted into paper products like boxes, books, and magazines.

So does all this papermaking mean we're running out of trees? Absolutely not! Most people don't realize that much of the raw material used to make paper actually comes from sawdust and wood chips left behind by lumber manufacturing. 

Playgrounds: More than 200,000 children are treated each year in U.S. hospital emergency rooms for injuries associated with playground equipment. Most injuries occur when children fall from the equipment onto the ground.


Playground wood chips are one of the most effective means of providing protective surfacing around playground equipment.  Since playground owners must maintain 9-12" depth for maximum protection (6-9" for toddler playgrounds) there is a high and continuous demand for this playground material.  

Plywood / particleboard Industry: According to Fredonia Market Research US demand for wood panels will decline 1.1 percent annually through 2010, restrained by a weak single family housing market. Best prospects will occur in smaller segments such as new nonresidential building and construction improvements and repairs. Nonstructural panels will see marginal increases based on a brighter outlook for manufacturing.  The U.S. wood panel industry currently totals $18.2 billion annually.

Waste water treatment plants: Waste Water Treatment plants produce cake which averages 18% solids, which is mixed with wood chips and composted at the plants. This yields finished compost, which is then sold.  

4.2 Target Market Segment Strategy
While the market is already sizeable, this industry continues to grow. New demands for wood chips continue to soar.  New markets for chips continue to be developed

Your Business Chipping Division plans to target, in particular, the Biomass fuel segment.   It is this segment that is most in need of the product Your Business is planning to offer. Essential needs include: quality products at competitive prices, first class service, and strong sales support.  The other segments will not be neglected and will round out a consistent demand for Your Business’ chips throughout the calendar year.

4.3 Market Growth
Wood chip production has been a growing industry for the past several years. There is probably no more volatile economic or political issue facing our nation today than questions related to energy supply. Where should we turn for our future energy needs? Which source or sources should the nation pursue? Which source or sources should Your State pursue?

Oil is nonrenewable and supply is dependent on unpredictable foreign sources. Natural gas is also nonrenewable and expected to continue to increase in price

Coal is cheap, plentiful, and available in this country, but serious environmental questions surround its use. Coal is also nonrenewable. Nuclear energy is beset with serious environmental and safety problems. Most renewable sources of energy, such as solar, hydro systems, and wind, have limitations imposed

by available technology.

Wood energy is this nation's original major energy source and it possesses many attractive attributes. It is renewable, available locally, low in pollutants, and can be handled easily with existing technology.

Recent trends indicate renewed interest in wood as an energy source.  Historically, wood residue (wood scraps generated in the production of traditional wood products) has been the primary wood used as a source of energy. There is, however, a much greater wood fuel resource that has only recently begun to be utilized: the conversion of low-value trees to wood chips for fuel.

A current trend in the market is toward “green-certified” wood and paper products.  “Green-certified assures that the land producing these products was managed sustainably.  Your State is in a unique position to produce “green-certified” wood chips.  Your State has recently “green-certified all 500,000 acres of its state owned timberlands. “Green-certified” chips represent a market, which has only recently begun to be pursued.

It is this growing demand for wood chips for fuel that Your Business will capitalize on.

4.4 Industry Analysis
The industry is expanding at an accelerated rate.  Most forest stands contain a substantial component of trees too small or for some other reason unsuitable for production of the usual forest products. The widespread introduction of whole-tree chipping technology by the forest industry has opened the possibility of converting this previously underutilized component of the forest resource into wood energy.

Whole-tree chipping for wood energy is a highly mechanized tree-harvesting system. It generally consists of specialized machines for cutting and transporting the trees to a central location. The trees are then converted into

small easily transported wood chips, each approximately one inch wide, three inches long, and one half inch thick. The wood chips are blown into truck-tractor vans by the chipping machine for transport to a boiler or storage facility.

In an open industry growing at such a strong rate, Your Business Chipping Division is in position to capitalize on the customer's need for quality product, exceptional service, and an effective partner to success, especially to those utilizing Biomass for fuel.

In a June 5, 2007 article by Jetta Wong of RenewableEnergyAccess.com:

“Forests, which contain the U.S. woody biomass supply, have the ability to be economically productive ecosystems while providing vital services; they filter clean water, store carbon, mitigate flooding, shelter wildlife, and offer recreation. Yet the loss of forest product markets, steadily rising property taxes and rising management costs are threatening the economic viability of private forests (2/3 of our forested land) in addition to local communities that suffer due to the paper mills closing.

Expansion of the bioenergy industry is one tool that can help slow down encroachment by urban sprawl, reduce the threat of forest fires and improve the health of forests by creating a market for forest thinnings, while driving local economic development through the creation of jobs in rural communities.

Furthermore, biorefineries where energy is derived from biomass to create electricity, thermal power, liquid transportation fuels and biobased products is critical. Utilization of waste from one process as the feedstock for another minimizes waste, increases sustainability and greatly increases economic viability. The production of multiple products provides a hedge against volatile energy markets. As the trend to build biorefineries gains in popularity, so will the production of electricity and thermal power from woody biomass.”
4.5 Industry Participants

In conducting his industry research Your Name made site visits to a number of industry participants in Contiguous State and Other Contiguous accompanied by Your Consultants and Your Advisors.

In meeting with Industry Contact #1 in Their City/Town, Their State Your Name found xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

In meeting with Industry Contact #2 in Their City/Town, Their State Your Name found xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

In meeting with Industry Contact #3 in Their City/Town, Their State Your Name found xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

In meeting with Industry Contact #4 in Their City/Town, Their State Your Name found xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

4.6 Competition & Buying Patterns

As noted earlier Your Business will be the ONLY full service production and distribution company servicing the wood chip industry in the Your State market.   Barriers to entry are high due to wood chipping operations needing expensive capital equipment.  Due to the number of years that Your Business has been in operation it is well positioned to branch out with the chipping division in order to capitalize on some very significant positive industry and market trends.

As noted throughout this plan Your Name’s primary focus will be the market for wood fuel.  The species and quality of trees used for wood fuel production, and in particular wood chips, primarily determines the overall quality of the fuel.  In many instances, woodland and tree management determines which trees are to be removed and therefore directly affects quality.  For instance forestry thinnings, arboricultural waste, sawmill co-products, tree stumps and forest residues that include needles/leaves and bark will all be different.

It is vitally important for customer confidence to have fuel, which is fit for its purpose and delivered to a quality standard and specification.  This will be a hallmark of Your Business. and Your Name’s breadth of knowledge in the industry and his key contacts assure that this will be carried out.

Sales & Marketing
5.1 Marketing Strategy

The sections, which follow describe in more detail Your Name’s positioning statement, pricing, and promotion strategy:
Positioning Statement
For established and emerging markets Your Business Chipping Division offers a competitive and economical option.  As noted earlier in this plan Your Business Chipping Division plans to target, in particular, the Biomass fuel segment.   It is this segment that is most in need of the product Your Business is planning to offer. Essential needs include: quality products at competitive prices, first class service, and strong sales support


Pricing Strategy
Most wood chip pricing takes into consideration quality, supply / demand, and proximity to raw materials and markets. Your Name has assigned the following rate structure for his products:

Average Quality Chips 

$25 per ton

Paper Quality Chips


$35 per ton

Specialty Chips


$40 per ton

5.2 Promotional Strategy

Your Name has already validated the market demand for his products as evidenced by the letters of intent he has procured and placed in the Appendix section of this plan.  Providers of the letters will be the first clients called upon as soon as inventory is ready to be shipped.

Your Name and his Vice President of Sales will embark upon an aggressive telephone program to bring prospects in to tour Your Business Chipping Division once they are operational.

Prospects will be provided with presentation packages, which will include brochure, business card, and product and pricing sheets.

Your Name has a wealth of experience in the wood products and forestry industry and knows the importance of capitalizing on positive word-of-month, which will be developed by adhering to superior customer satisfaction.

Your Name will prepare press releases and distribute them to Your Logger and Your Bulletin for publication.

Your Name will be using the Internet extensively in his sales promotion. Together with a well-targeted direct mail and e-mail campaign, he will make all the major players in the marketplace aware of Your Business Chipping Division’s presence. 

Your Name will have a business-marketing package developed, which will include a professional logo, brochure, and business card.

Your Name has accumulated a name and address list he will utilize for a direct mail campaign.  These targeted names & addresses are comprised of his network developed over the past decades.

Your Name currently belongs to and will maintain membership in associations noted on his resume, which appears in the Appendix.

Classified ads will be placed in selected trade publications.

5.3 Distribution Strategy

Two company owned vehicles & drivers for local distribution within a 75-mile radius.

Your Names does have access to independent trucking, but his industry research indicates that company owned is preferred.
5.4 Sales Strategy
Success in the wood chip market segments is focused on client service and typically translates into repeat business. Your Name will foster relationships, which should provide stability for the business. 

5.5 Sales Forecast
The attached Income / Expense projection summarizes forecasted sales. Your Name expects sales to remain at a constant from the beginning of operations based upon the letters-of-intent in hand. He has predicted the seasonality validated in his industry and market research.  

5.4 Milestones
The accompanying financial projections include important company milestones, with monthly revenues and expense line items budgeted. The milestone schedule indicates Your Name’s emphasis on planning for implementation. 

What the financial projection doesn't show is the commitment behind it. Your Name’s business plan includes complete provisions for plan vs. actual analysis, which will be updated monthly to compare the variance and plan for course corrections.
Management Summary


6.0 Management Summary
As noted earlier Your Business Chipping Division is a privately held S-Corporation owned in total by its co-founders, Your Names.

6.1 Organizational Structure

After consultation with legal, accounting, and tax professionals it was determined that a Massachusetts Corporation operating under sub chapter S of the IRS code would provide the desired personal protection from liability in addition to the desired tax advantages.

Share distribution will be as follows;

Your Names, President

51%

Your Names, Treasurer

49%


6.2 Management Team
Your Name will be responsible for soliciting clients, marketing, promotion, and all daily aspects of running the business. He will be supported by Your Other Names in the areas of finance and administration.  A Vice President of Sales will support him in the sales function. 

An Office Manager will be the front-line face of the business, providing customer service, and bookkeeping support. 

6.4 Personnel Plan

	
	2008

	Owners
	$120,000

	Vice President of Sales
	$52,000

	Two Truck Drivers
	$66,560

	Two Chipper Operators
	$83,200

	Chipper Supervisor
	$41,600

	Office Manager
	$33,280

	Total People
	9

	Total Payroll
	$396,660


Financial Plan

7.0 Financial Plan
The financial plan, which follows, summarizes information regarding the following items: 

· Important Assumptions. 

· Key Financial Indicators. 

· Projected Profit and Loss. 

· Projected Cash Flow. 

· Projected Balance Sheet. 


7.1 Important Assumptions
The financial plan depends on important assumptions, most of which are shown as footnotes on the spreadsheets. Some of the more important underlying assumptions are: 

· Your Name assumes a strong economy, without major recession. 

· He assumes no dramatic change in the production and delivery of wood chips. 

· Interest rates, tax rates, and expense burdens are based on conservative assumptions. 


7.2 Projected Profit and Loss
The profitability for a production and distribution business is a reflection of the efficiency at which it products are produced and offered. In the initial year of operations, Your Name has targeted a net profit of 11%. This is a reasonable figure for a wood chip production company. For the second year operations Your Name has targeted a net profit of 11.75% to indicate overall improved efficiency at production and delivery. 

7.3 Projected Cash Flow
Cash flow projections are critical to Your Name’s success. The monthly cash flow is shown in the attached financial projections. The first few months are critical. It may be necessary to inject additional capital in this timeframe if the need arises.  It is for such needs that the requested line of credit will be utilized.  The annual cash flow figures as well as the more important detailed monthly numbers are included.

7.4 Projected Balance Sheets
The opening and year-end balance sheets in the attached shows managed but sufficient growth of net worth and a sufficiently healthy financial position. 

Appendix Section
YOUR NAME

Your Address 

Your City/Town, Your State Your Zip Code

Your Telephone Number
Employment History:





Your Dates




Your Business





Your Title

Your responsibilities xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx





Your Other Dates





Your Previous Employer





Your Job Title

Your responsibilities xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx







Skills:



Full knowledge of land management, timber 





harvesting, milling and sale of wood products.





Experienced xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

Professional Organizations:





Your Wood Producers




Your Lumbermen’s Association,




Your Farm Bureau

Community:  
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

YOUR BUSINESS CHIPPING DIVISION, INC.

Job Tasks for:  Vice President of Sales 



Develop pricing strategies, balancing firm objectives and customer satisfaction.

Identify, develop, and evaluate marketing strategy, based on knowledge of establishment objectives, market characteristics, and cost and markup factors.

Evaluate the financial aspects of product development, such as budgets, expenditures, research and development appropriations, and return-on-investment and profit-loss projections.

Formulate, direct and coordinate marketing activities and policies to promote products and services.

Negotiate contracts with vendors and distributors to manage product distribution, establishing distribution networks and developing distribution strategies.

Consult with President on product specifications.

Compile lists describing product or service offerings.

Use sales forecasting and strategic planning to ensure the sale and profitability of products, lines, or services, analyzing business developments and monitoring market trends.

Select products to be displayed at trade or special production shows.

Coordinate and participate in promotional activities and  trade shows, working with developers, advertisers, and production managers, to market products and services.

Advise business on local, national, and international factors affecting the buying and selling of products and services.

Initiate market research studies and analyze their findings.

Consult with buying personnel to gain advice regarding the types of products or services expected to be in demand.

Conduct economic and commercial surveys to identify potential markets for products and services.


Required Knowledge for:  Vice President of Sales 



Sales and Marketing -- Knowledge of principles and methods for showing, promoting, and selling products or services. This includes marketing strategy and tactics, product demonstration, sales techniques, and sales control systems.

Customer and Personal Service -- Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.

English Language -- Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.

Administration and Management -- Knowledge of business and management principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination of people and resources.

Communications and Media -- Knowledge of media production, communication, and dissemination techniques and methods. This includes alternative ways to inform and entertain via written, oral, and visual media.



Skills Required for:  Vice President of Sales



Critical Thinking -- Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.

Coordination -- Adjusting actions in relation to others' actions.

Active Learning -- Understanding the implications of new information for both current and future problem solving and decision-making.

Reading Comprehension -- Understanding written sentences and paragraphs in work related documents.

Writing -- Communicating effectively in writing as appropriate for the needs of the audience.

Speaking -- Talking to others to convey information effectively.

Judgment and Decision Making -- Considering the relative costs and benefits of potential actions to choose the most appropriate one.

Time Management - Managing one's own time and the time of others.

Persuasion -- Persuading others to change their minds or behavior.

Negotiation -- Bringing others together and trying to reconcile differences.


Abilities Required for:  Vice President of Sales



Written Comprehension -- The ability to read and understand information and ideas presented in writing.

Oral Expression -- The ability to communicate information and ideas in speaking so others will understand.

Oral Comprehension -- The ability to listen to and understand information and ideas presented through spoken words and sentences.

Speech Clarity -- The ability to speak clearly so others can understand you.

Deductive Reasoning -- The ability to apply general rules to specific problems to produce answers that make sense.

Speech Recognition -- The ability to identify and understand the speech of another person.

Inductive Reasoning -- The ability to combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events).

Fluency of Ideas -- The ability to come up with a number of ideas about a topic (the number of ideas is important, not their quality, correctness, or creativity).

Problem Sensitivity -- The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem.

Written Expression -- The ability to communicate information and ideas in writing so others will understand.


Job Activities for:  Vice President of Sales 



Communicating with Persons Outside Organization -- Communicating with people outside the organization, representing the organization to customers, the public, government, and other external sources. This information can be exchanged in person, in writing, or by telephone or e-mail.

Communicating with Supervisors, Peers, or Subordinates -- Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.

Making Decisions and Solving Problems -- Analyzing information and evaluating results to choose the best solution and solve problems.

Establishing and Maintaining Interpersonal Relationships -- Developing constructive and cooperative working relationships with others, and maintaining them over time.

Interacting With Computers -- Using computers and computer systems (including hardware and software) to program, write software, set up functions, enter data, or process information.

Getting Information -- Observing, receiving, and otherwise obtaining information from all relevant sources.

Organizing, Planning, and Prioritizing Work -- Developing specific goals and plans to prioritize, organize, and accomplish your work.

Selling or Influencing Others -- Convincing others to buy merchandise/goods or to otherwise change their minds or actions.

Judging the Qualities of Things, Services, or People -- Assessing the value, importance, or quality of things or people.

Processing Information -- Compiling, coding, categorizing, calculating, tabulating, auditing, or verifying information or data.
YOUR BUSINESS CHIPPING DIVISION, INC.

Job Description for:  Office Manager 



Perform varied and diverse duties, requiring extensive knowledge of office management systems and procedures. Clerical duties may be assigned in accordance with the office procedures and may include a combination of answering telephones, bookkeeping, word processing, stenography, office machine operation, and filing. 



Job Tasks for:  Office Manager 



Collect, count, and disburse money, do bookkeeping and complete banking transactions.

Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.

Answer telephones, direct calls and take messages.

Compile, copy, sort, and file records of office activities, business transactions, and other activities.

Complete and mail bills, contracts, policies, invoices, or checks.

Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers.

Compute, record, and proofread data and other information, such as records or reports.

Maintain and update filing, inventory, mailing, and database systems, either manually or using a computer.

Open, sort and route incoming mail, answer correspondence, and prepare outgoing mail.

Review files, records, and other documents to obtain information to respond to requests.

Deliver messages and run errands.

Inventory and order materials, supplies, and services.

Complete work schedules, manage calendars and arrange appointments.

Process and prepare documents, such as business or government forms and expense reports.

Monitor and direct the work of office staff.

Type, format, proofread and edit correspondence and other documents, from notes or dictating machines, using computers.

Count, weigh, measure, and/or organize materials.

Train other staff members to perform work activities, such as using computer applications.

Prepare meeting agendas, attend meetings, and record and transcribe minutes.

Troubleshoot problems involving office equipment, such as computer hardware and software.

Make travel arrangements for office personnel.


Required Knowledge for:  Office Manager 



Customer and Personal Service -- Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.

Clerical -- Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, stenography and transcription, designing forms, and other office procedures and terminology.

English Language -- Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.

Mathematics -- Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications.

Economics and Accounting -- Knowledge of economic and accounting principles and practices, the financial markets, banking and the analysis and reporting of financial data.



Skills Required for:  Office Manager 



Active Listening -- Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

Reading Comprehension -- Understanding written sentences and paragraphs in work related documents.

Speaking -- Talking to others to convey information effectively.

Writing -- Communicating effectively in writing as appropriate for the needs of the audience.

Social Perceptiveness -- Being aware of others' reactions and understanding why they react as they do.


Abilities Required for:  Office Manager 



Oral Comprehension -- The ability to listen to and understand information and ideas presented through spoken words and sentences.

Oral Expression -- The ability to communicate information and ideas in speaking so others will understand.

Speech Clarity -- The ability to speak clearly so others can understand you.

Speech Recognition - The ability to identify and understand the speech of another person.

Near Vision -- The ability to see details at close range (within a few feet of the observer).

Written Comprehension -- The ability to read and understand information and ideas presented in writing.

Number Facility -- The ability to add, subtract, multiply, or divide quickly and correctly.

Information Ordering -- The ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations).

Selective Attention -- The ability to concentrate on a task over a period of time without being distracted.

Mathematical Reasoning -- The ability to choose the right mathematical methods or formulas to solve a problem.

Job Activities for:  Office Manager 



Interacting With Computers -- Using computers and computer systems (including hardware and software) to program, write software, set up functions, enter data, or process information.

Getting Information -- Observing, receiving, and otherwise obtaining information from all relevant sources.

Communicating with Supervisors, Peers, or Subordinates -- Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.

Performing Administrative Activities -- Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.

Establishing and Maintaining Interpersonal Relationships -- Developing constructive and cooperative working relationships with others, and maintaining them over time.

Processing Information -- Compiling, coding, categorizing, calculating, tabulating, auditing, or verifying information or data.

Documenting/Recording Information -- Entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic form.

Working Directly with the Public -- Dealing directly with the public. This includes serving customers and receiving clients.

Organizing, Planning, and Prioritizing Work -- Developing specific goals and plans to prioritize, organize, and accomplish your work.

Making Decisions and Solving Problems -- Analyzing information and evaluating results to choose the best solution and solve problem.

YOUR BUSINESS CHIPPING DIVISION, INC.

Job Description for:  Truck Drivers, Heavy and Tractor-Trailer 

Drive a tractor-trailer combination or a truck with a capacity of at least 26,000 GVW, to transport and deliver wood chips and mulch. May be required to unload truck. May require use of automated routing equipment. Requires commercial drivers' license. 



Job Tasks for:  Truck Drivers, Heavy and Tractor-Trailer 

Load and unload trucks, or help others with loading and unloading, operating any special loading-related equipment on vehicles and using other equipment as necessary.

Maintain logs of working hours and of vehicle service and repair status, following applicable state and federal regulations.

Maneuver trucks into loading or unloading positions, following signals from loading crew as needed; check that vehicle position is correct and any special loading equipment is properly positioned.

Obtain receipts or signatures when loads are delivered, and collect payment for services when required.

Operate equipment such as truck cab computers, CB radios, and telephones to exchange necessary information with bases, supervisors, or other drivers.

Perform basic vehicle maintenance tasks such as adding oil, fuel, and radiator fluid, or performing minor repairs.

Read bills of lading to determine assignment details.

Report vehicle defects, accidents, traffic violations, or damage to the vehicles.

Secure cargo for transport, using ropes, blocks, chain, binders, and/or covers.

Collaborate with other drivers as part of a driving team on some trips.

Follow special procedures related to specific cargo.


Check vehicles before driving them to ensure that mechanical, safety, and emergency equipment is in good working order.

Check all load-related documentation to ensure that it is complete and accurate.

Check conditions of trailers after contents have been unloaded to ensure that there has been no damage.

Climb ladders to inspect loads after loading is complete, in order to ensure that cargo is secure.

Collect delivery instructions from appropriate sources, verifying instructions and routes.

Couple and uncouple trailers by changing trailer jack positions, connecting or disconnecting air and electrical lines, and manipulating fifth-wheel locks.

Crank trailer landing gear up and down to safely secure vehicles.

Drive trucks to weigh stations before and after loading and along routes, in order to document weights and to comply with state regulations.

Drive trucks with capacities greater than 3 tons, including tractor-trailer combinations, in order to transport and deliver materials.

Install and remove special equipment such as tire chains, grader blades, plow blades, and sanders.

Inventory and inspect material to be moved, in order to determine quantities and conditions.

Operate trucks equipped with snowplows and sander attachments to maintain roads in winter weather.

Perform emergency roadside repairs such as changing tires and installing light bulbs, tire chains, and spark plugs.

Read and interpret maps in order to determine vehicle routes.

Remove any debris from trailers after loading is completed.

YOUR BUSINESS CHIPPING DIVISION, INC.

Job Tasks for:  Wood Chipping Supervisor – Wood Chipping Workers 



Assign to workers duties such as sequences and specifications, and loading of trucks.

Change chipping operations or methods to eliminate unsafe conditions.

Communicate with raw material providers regarding forest harvesting and schedules.

Determine chipping operation methods, crew sizes, and equipment requirements.

Monitor chipping operations to identify and solve problems, improve work methods, and ensure compliance with safety, company, and government regulations.

Monitor workers to ensure that safety regulations are followed, warning or disciplining those who violate safety regulations.

Plan and schedule chipping operations such as yarding or loading.

Supervise and coordinate the activities of workers engaged in chipping operations.

Train workers in operation of chipper and loading machines, yarding and loading techniques, and safety regulations.

Coordinate dismantling, moving, and setting up equipment.

Prepare production and personnel time records for management.


Required Knowledge for:  Wood Chipping Supervisor – Wood Chipping Workers



Administration and Management -- Knowledge of business and management principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination of people and resources.

Mechanical -- Knowledge of machines and tools, including their designs, uses, repair, and maintenance.

Production and Processing -- Knowledge of raw materials, production processes, quality control, costs, and other techniques for maximizing the effective manufacture and distribution of goods.


Skills Required for:  Wood Chipping Supervisor – Wood Chipping Workers



Coordination -- Adjusting actions in relation to others' actions.

Time Management -- Managing one's own time and the time of others.

Management of Personnel Resources -- Motivating, developing, and directing people as they work, identifying the best people for the job.

Speaking -- Talking to others to convey information effectively.

Instructing -- Teaching others how to do something.

Judgment and Decision Making -- Considering the relative costs and benefits of potential actions to choose the most appropriate one.

Equipment Selection -- Determining the kind of tools and equipment needed to do a job.

Operation and Control -- Controlling operations of equipment or systems.


Management of Material Resources -- Obtaining and seeing to the appropriate use of equipment, facilities, and materials needed to do certain work.

Reading Comprehension -- Understanding written sentences and paragraphs in work related documents.

Abilities Required for:  Wood Chipping Supervisor – Wood Chipping Workers



Information Ordering -- The ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations).

Problem Sensitivity -- The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem.

Oral Expression -- The ability to communicate information and ideas in speaking so others will understand.

Written Expression -- The ability to communicate information and ideas in writing so others will understand.

Speech Clarity -- The ability to speak clearly so others can understand you.

Multilimb Coordination -- The ability to coordinate two or more limbs (for example, two arms, two legs, or one leg and one arm) while sitting, standing, or lying down. It does not involve performing the activities while the whole body is in motion.

Oral Comprehension -- The ability to listen to and understand information and ideas presented through spoken words and sentences.

Near Vision -- The ability to see details at close range (within a few feet of the observer).

Manual Dexterity -- The ability to quickly move your hand, your hand together with your arm, or your two hands to grasp, manipulate, or assemble objects.

Spatial Orientation -- The ability to know your location in relation to the environment or to know where other objects are in relation to you.


Job Activities for:  Wood Chipping Supervisor – Wood Chipping Workers



Making Decisions and Solving Problems -- Analyzing information and evaluating results to choose the best solution and solve problems.

Coordinating the Work and Activities of Others -- Getting members of a group to work together to accomplish tasks.

Communicating with Supervisors, Peers, or Subordinates -- Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.

Scheduling Work and Activities -- Scheduling events, programs, and activities, as well as the work of others.

Performing General Physical Activities -- Performing physical activities that require considerable use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, stooping, and handling of materials.

Getting Information -- Observing, receiving, and otherwise obtaining information from all relevant sources.

Guiding, Directing, and Motivating Subordinates -- Providing guidance and direction to subordinates, including setting performance standards and monitoring performance.

Developing Objectives and Strategies -- Establishing long-range objectives and specifying the strategies and actions to achieve them.

Estimating the Quantifiable Characteristics of Products, Events, or Information -- Estimating sizes, distances, and quantities; or determining time, costs, resources, or materials needed to perform a work activity.

Inspecting Equipment, Structures, or Material -- Inspecting equipment, structures, or materials to identify the cause of errors or other problems or defects.


YOUR BUSINESS CHIPPING DIVISION, INC.

Job Description for:  Flail Chipper Operator
Flail chippers are now in wide use by logging operations to produce papermaking chips. These wood processing factors are very efficient and powerful, and they are very dangerous to work around. Workers must be alert and careful. Unsafe operation or maintenance can cause severe injury or death.

Job Tasks for:  

Flail Chipper Operators 




Fills out required job or shift report forms.

Inspects equipment for safety prior to use, and perform necessary basic maintenance tasks.

Wears personal protective equipment.  Clothing should be snug. 


Wears dust mask when dust levels cause breathing irritation. 


Wears heavy gloves when handling chipper knives. 


Maintains hand tools in proper condition.

 
Maintains air tools and compressors, cutting torches and welders, including regulators and gauges, to manufacturers' specifications. If damaged, removes from service until repaired.

 
Regulates compressed air and air tools to manufacturers' specifications. 


Installs a first aid kit and a properly maintained fire extinguisher in the operator's cab. 


Does not operate or perform maintenance on chippers without reading and understanding the operator's manual. 


Never starts chipper engine(s) without first completely checking the area for hazards.


Always checks the infeed conveyor for foreign material such as tools, chainsaws, chipper knives, etc. 


Inspects all chains, belts, pulleys, drives, etc. for operating condition. Checks hydraulic hoses and cylinders for leaks and replaces if damaged. 


Checks steel structure for cracks and excessive wear. 


Checks that all machine guards are in place and secure before beginning operation. This includes chipper hoods and chute deflectors.

 
Maintains adequate mufflers when the chipper is in operation. Directs exhaust gases away from the operator and other workers.

Maintains current training, to be qualified and authorized to operate a chipper. 


Does not operate a chipper until all necessary maintenance has been performed.


Follows the manufacturer's recommendation for safe equipment operation and maintenance. 


Before starting engine(s), checks to see that the center feed wheel yoke locks, chipper disc lock, and the clutch are disengaged. 


Places personnel working in the chipper's work area so that they are not endangered.


Stops the chipper if a tree or log gets caught in the feed wheels and must be trimmed. No one shall be allowed near the infeed conveyor while the chipper is operating or turning. 


Never stands in the alignment of the chipper disc during operation. 


Never stands or walks near or in front of the chip discharge or separator discharge spouts while the chipper is in operation. 


Engages the chipper clutch lock when moving chip vans.


When weather conditions become unsafe, stops work and moves workers to a safe location. 


When shutting down a chipper ground the loader boom or secures it in its transport rack. 

Lowers all hydraulic equipment to the ground. 
Ensures machine is at Zero Energy State. Lockout and tagout as appropriate. 
Never makes any adjustments or performs any type of maintenance to a chipper while it is in operation. 
Releases hydraulic pressure before working on hydraulic components. 

Does not work under center-feed roll unless it is blocked on both sides and secured by a chain to a solid structure member or secured by safety yoke locks.
Never opens the chipper or flail hood until the chipper and flail have come to a complete stop.
Always turns chipper disc backwards when setting anvil clearance. 


Shuts-down chipper engine(s) when refueling or adding hydraulic fluid. 


Torques all bolts, nuts, and clamps to the manufacturers' specifications.


Maintains all guards covering pinch points on moving machinery, equipment, conveyors, etc. 


Does not remove guards until machinery is shut down and properly locked out.

 
After servicing a drive-line or belt, replaces the guard securely.

 
Replaces damaged or missing guards as soon as possible to minimize the chance of injury. 


Welding and cutting are only done when sufficient fire suppression equipment is available. 

Never allows visitors, spectators, or unauthorized persons to be on or near any operation unless supervised. 

Warns visitors of hazards and dangers around chipper operations. 

IX. Supplemental Information
PAGE  
49

