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I. Executive Summary

Company Mission

This is a short description of the company that would be written on the back of a business card.  It communicates the value proposition of the company, AKA the elevator pitch.

Management Team

Focus on the capabilities and relevant past accomplishments of the team.  Include service providers that add significant value to your team, e.g., attorneys, accountants, and industry experts.

Market

Quickly define the market in regard to what problems are being addressed, size of potential market(s) and major segments of the overall market.  Address any important market trends and industry assumptions.  

Products and Service

Provide a short description focusing on the unique nature of your idea and whether you will have first mover advantage.  Mention what technology you are using to implement the strategy, whether your ideas are proprietary or not, or if you have potential trade secretes (do not disclose them).  If construction or manufacturing is involved, give target dates and time windows of completion.  

Implementation Strategy

Quickly define the key aspects of the sales plan for achieving market penetration.  State any strategic alliances and partnerships that are important to your success.  State other key factors that are critical to the success of the marketing efforts.  

Risk Analysis

Explain how your competition is likely to respond to your entry into the market and how you will react.  You should address a few key competitors and what competitive advantage you will leverage against them to take market share.  

Projected Financial Highlights

	
	FY1
	FY2
	FY3

	Total Sales or Revenues
	$
	$
	$

	  Net Income or EBITDA
	$
	$
	$

	  Cash Flow Available 

  for Debt & Salary
	$
	$
	$


Capital Requirements

State clearly and concisely the total amount required for the project and the intended use of those funds.  This may be a good point to mention the scalability of your plan and how you would work with larger or smaller investment. 
Summary of Business

Statement of Purpose

State your objectives as SIMPLY as possible.  If the plan is for your internal use, the statement should be a brief description of how you plan to use the plan.  If the plan is to be used as a financing proposal, the statement of purpose should respond to the following questions:

· Who is asking for money?

· What is the business structure, (LLC, sole proprietorship etc…)

· How much money is needed?

· What is the money needed for?

· How will the funds be repaid?

Mission Statement

Include your mission statement here if applicable. 

Description of Business

The objective of this section of the plan is 3-fold.  After reading this section, the reader should be able to answer the following points:

· What business are you in?

· How are you going to run it?

· Why do you think it will succeed?

Many times the description or summary of business will answer the seven basic questions:

· What kind of business are you going into?

· What is the status of the business?  (Start-up? Expansion? Takeover?)

· What is the business operating form?

· Why will the business be profitable?

· When will the business open?

· What hours of the day and days of the week will your business be open?

· Is your business seasonal?

Remember to be precise and do not go into too much detail.  For a new business experience in the industry is paramount.  If you do not have significant experience running and managing a business in this industry, make sure there are people on your team that do.  Speak with others in the industry, and define key areas where your proposed business will differ from the entrenched competitors.

Background of Business

Include pertinent details of the background of the business.  How long has the idea for the project been in place?  Who are the keep players?  What dates are important?  Include any other background information necessary to understand where and why the business will be successful.

Proposed Location

Include details of the location or proposed location.  Is parking important?  Obtain traffic counts if needed.  Is foot traffic important?  Also include details on any construction or remodeling, timing, contractors, and proposed dates of start and completion.  

Operating Agreement

Include any pertinent details of the operating agreement.  Ownership of firm, partnerships, desired equity breakdown etc… 

Products and Services Offered

If your products or services are unique, state-of-the-art, or otherwise noteworthy, make sure to take advantage of it.  Differentiating your products and services is a must in competitive environment.  The first step is to communicate a through product or service knowledge.  Be careful however.  While you want to communicate the important attributes that will make your business successful, many entrepreneurs go into too much detail about their products and services.  Bankers and investors know business and finance and are not interested in the details of your project.  They typically expect you to be the expert, so don’t try to make them the expert with an overly technical business plan.  

Strategic Alliances

Make sure to address any patterning businesses that will be crucial to your success.  This group may include suppliers and trade associations.  Many times what may seem as a potential competitor, may actually turn out to be a key strategic partner that will help guide you into the marketplace, as well as become a valuable referral source.  

Operational and Regulatory Items

In this section you want to discuss the status of any licenses, permits or other regulatory necessities to operating your business.  If licenses are not already acquired, include likely dates for application or approval.   Most times the amount of money invested in a good small business attorney and accountant will save you time and money in the long run.  Be wary of bargain basement or pre paid legal and professional advice.  

II. Marketing Plan

Industry Background

Illustrate a detailed analysis of the current market size, nationally and locally.  Identify areas of growth and market niches etc…. In most cases, charts or figures can illustrate market trends more efficiently and clearly than long narratives.  

Target Market

Be sure to clearly identify WHO your target market is.  Try to avoid sweeping generalizations, be as specific as possible.  Include key demographics on your target market, testimonials, results of surveys, (formal or informal), etc… Remember to clearly identify why people will buy what you are selling – a commonsense idea, but critical and often overlooked.  Be sure to include industry stats and demographic information.

Trends and Industry Assumptions

Describe any key drivers that will influence the future of your business.  Articulate where you think the marketplace is going, and why.  

Competitive Analysis 

Every business has competition. List no less than 3 and no more than 5 of your biggest competitors.  What are their internal strengths and weaknesses?  What are the external opportunities and threats that these characteristics will create for your enterprise?  

S.W.O.T. Analysis - How will you address these and gain market share? 

	Strengths


	Opportunities

·  

	Weaknesses 


	Threats

·  


Also show that you have done your homework on your competitors – include details like sales analysis, number of years entrenched in the market, reputation in the marketplace, key employees officers, etc…  

Products and Services

Discuss how your product or service line will relate to your target market, while addressing the current external competitive environment.  

Pricing Strategy 

Discuss details of the pricing of your products or services.   Cover how they will relate to your target market and your competitors.  

Promotional and Advertising Plan

Explain in detail how your business will capture market share.  Include details on promotional and advertising activities, and their costs.  Don’t just rely on “word of mouth advertising” – describe what steps are you taking to ensure that this positive “buzz” is created by your proposed business.  Remember most effective marketing plans are the product of a well thought out consistent, long-term, strategy.  Rarely does “one-shot” advertising or promotions effectively increase market share.  If you are working with a professional firm or experienced marketer (recommended if mass media advertising will be utilized) list and briefly describe that relationship here.  

III. Management Plan

This section is EXTREMELY important for new businesses and those seeking capital from banks or investors.  Describe who will manage the business; include resumes in supporting documents of key players.   Also, describe in detail your team’s experience, strengths, job functions, and plans to fill gaps in the management team.  

Related Work Experience

Make sure to illustrate that you and your team have worked in this field before, include dates and names of previous experience, what pros and cons will you take from these experiences to ensure your project is successful.  

Personnel Needed

Address any additional staff you will need, and how you plan to attract and retain them.   This is consistently one of the biggest problems facing all small businesses year after year.  Make sure you address how you will deal with it.   

Salaries

How will yourself and your staff be paid.  If you will be working full time, make sure to show that you plan to take something out of the business, even if it is a minimal amount in order to ensure the business remains profitable.

Advisory Board

Critical to the project’s success is the team that will help you achieve your goals.  Recruit local professionals that will be essential to the operations of your business, and include them in your business plan.  These people do not have to be on your payroll, but should be accessible to answer any questions or problems that may arise.  Make sure to mention your relationships with these professionals and their area of expertise, years in the business etc…   Make sure to contact them before using their name and business.  

Legal

· Firm

· Address line 1

· Address line 2

· Phone / Email

Accounting 

· Firm

· Address line 1

· Address line 2

· Phone / Email

Industry Consultant / Expert

· Firm

· Address line 1

· Address line 2

· Phone / Email

Insurance

· Firm

· Address line 1

· Address line 2

· Phone / Email

Banking

· Firm

· Address line 1

· Address line 2

· Phone / Email

Financial Plan 

Sources and Uses of Funds Statement

This sheet will describe exactly how much money is needed, where you propose it will come from and what it will be used for.  (Land / building purchase, renovations, equipment, furniture / fixtures, inventory, working capital needs, etc…)  Funds on this sheet will be spent before the 1st day of operation of your business.  

Monthly Income Statement – Year 1

This spreadsheet will track your month-to-month sales, variable costs, and fixed cost.  Often sales projections are the least understood aspect of business planning.  Come up with reasonable estimates of what your project your sales, cost of goods, and fixed cost.  You’re your research – arrive at a “ballpark figure” that is not over inflated or overly conservative either.

Monthly Statement of Cash Flows – Year 1

Think if this spreadsheet as a checkbook of for your business.  This will account for the cash sales expenses, not the accounting or book expenses.  It will also include principle payments to debts, and any cash withdraws the owner may take.  Most importantly the cash flow statement will show the timing of when cash is going out and coming into the business, and help you plan to remain cash positive.   

Monthly Balance Sheets – Year 1

Balance sheets track the assets and liabilities and equity of a business.  The information on these sheets are commonly used by bankers and investors to calculate financial ratios that will be used to evaluate your business.  

Break Even Analysis

Often called a sensitivity analysis, or “what if” analysis, this sheet will show exactly where the “break even” point is in the matter of sales and dollars.  This is a very useful tool to determine the amount of risk in a project and the margin of error built into your projections. 

List of Critical Assumptions

It is important to explicitly explain exactly what assumptions you have made while building your financial model.  Clearly identify everything you assumed, don’t expect the reader to know how you arrived at each item in the preceding financial statements.  

Quarterly Income Statements – Years 2 & 3

Unless your business is seasonal, most bankers and investors will only want to see quarterly estimates for years 2 and 3, simply due to the fact that projections become less reliable the further the forecast reaches.  Be sure to include any key elements that may effect your sales or expenses such as additional employees, new locations etc… 

Quarterly Statements of Cash Flows – Years 2 & 3

Quarterly Balance Sheets – Years 2 & 3

Ratio Analysis 

Include a sheet of common financial ratios (profitability, inventory management, efficiency, etc…) for your business and compare them to similar businesses or industry standards from Robert Morris Associates (RMA), Standard & Poor’s or others. 

Supporting Documents

Include applicable documentation such as:

· Resumes of key officers

· Letters of intent 

· Copies of contracts / leases

· Articles of organization / incorporation / partnership agreements

· Summarized tables of research / marketing surveys

· Other appropriate documentation
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