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Executive Summary

Overall two- to three-page summary of the whole business, including all the subsections below. Each of the sections below is about a paragraph each. So, it really has to be a condensed description of the essence of your business. This is the bottom line of what your company is all about. Effectively writing this section is the most challenging.

Ideally, you should write this section last, although it will be the first thing provided in the document. Once you have written the body of the business plan, you should be able to more easily come back and write or revise these summary sections.

The Company

What is your business purpose? What is your business model? Provide a summary of your company's history and current status, including major milestones achieved and the outlook for the key future milestones leading to success.


InsertTextHere
The Market

What is the size and growth of the targeted market segment, and why is it attractive as a business opportunity? Who is the buyer and what is the compelling opportunity? Featuring the opportunity that you plan to address, what more needs to be done?


InsertTextHere
Competitive Analysis

Who are the main competitors? Why are they important? What are their weaknesses? How will the company beat them?


InsertTextHere
The Product/Service

What product or service will be delivered to solve the compelling opportunity described above? Answer in terms of market needs, not from the perspective of a product or service. Don’t dwell on the underlying technology. Mention whether this is patented. Explain where you are in the development of the product and the outlook for its completion.


InsertTextHere
Value Proposition

What values will the company’s product and service bring to the customer, and what benefit will the customer receive? Don’t explain what the technology is all about, but what measurable benefit the customer will get from using your product or service. Things like greater revenue opportunity, a competitive advantage, reduced cost and expense, and new offering that expands current revenue should be discussed here.


InsertTextHere
Marketing and Sales Plan
How will the company bring the product or service to market by identifying qualified customers and selling them the product or service?

InsertTextHere
Management and Organization
What form of organization does the business operate under and why? Who are the key management team members, what skills do they have to help the business, and what is their entrepreneurial experience? Outline the executive team and highlight their qualifications to run the business. How many years have they been together? List past start-ups they’ve been involved in, any exits, and ROI of their past companies. Don’t copy their CVs. Simply highlight their role in the company and relevant job history that shows why they are an excellent choice for the position, based on strength in technology and in business. Also, spotlight the founder, CEO, and one or two impressive advisers or board members.

InsertTextHere
Financial Summary

What are the main conclusions that can be drawn from the financial statements, especially, revenue growth, date when cash flow positive, profitability, break-even point, capital spending, debt, equity, and the sources and uses of the funds being requested? This is literally a one-paragraph job. A sentence that starts, for example, “Over the next five years, annual revenue will grow to $Xm, resulting in a profitable business by XXX; being cash-flow positive by XXX. The company is funded by an equity investment of $Xm, and will have no debt, etc.”


InsertTextHere
Investor Summary

What are the major reasons why someone would want to invest in the company? Provide a short bulleted list. Items such as being the first in the industry, unique patented technology, high barrier to entry, significant competitive advantage, and quick return on investment are the kinds of things that should be listed. Describe the detail of what is being offered to investors and its basis.


InsertTextHere
The Company

Name and Location

What name have you chosen for your business and where will it be located?

InsertTextHere
Facilities

What facilities will be required to provide the service or produce the product?

InsertTextHere
Legal Form of Business

What legal form has been selected? What are the major reasons for this selection? What is the state of incorporation (corporations) or organization (LLCs)? In which states will it be necessary to be authorized to do business? Some legal forms allow for special elections for tax purposes. What, if any, tax treatment elections will you request?

InsertTextHere
Employees

How many employees will the business require, and what skills and experience must they possess?

InsertTextHere
Company History

What is the history of your business to date? What milestones have been achieved? What are the future milestones and business objectives? Be specific as to years and dollars.

InsertTextHere
Marketing Plan

Industry Profile

Current Size

What is the current size of your industry for this product or service? What is the size of your industry at the national, regional, state, and local levels? How many dollars are spent annually and/or how many units are consumed annually in the industry? Cite the sources of information.

InsertTextHere
Growth Potential

How much is the industry growing, stabilizing, or declining? Cite the sources of information.

InsertTextHere
Industry Trends

What are the trends in the industry? What effect does technology have on the business? How is the Internet affecting your industry? Cite the sources of information.

InsertTextHere
Other Characteristics

What seasonal issues affect your industry? What is the average profit for businesses in the industry? In what area of the country are most businesses in your industry located? Cite the sources of information.

InsertTextHere
Sales Channels

What sales channels currently exist to support the sale of your product or service? Cite the sources of information.

InsertTextHere
Competitive Analysis

Direct Competition

What direct competition exists for your product or service? What companies sell similar products or services to the same target market? Cite the sources of information.

InsertTextHere
Indirect Competition

What indirect competition exists for your product or service? What companies sell different products or services that fill the same need as your product or service? Cite the sources of information.

InsertTextHere
Future Competition

What future competition do you expect to have for your product or service? Cite the sources of information.

InsertTextHere
Competitive Analysis

What is your competitive advantage? Include a competitive analysis chart and summarize key points. How will your product or service compete in the areas of price, quality, unique features, distribution system, marketing/advertising, geographic location, and strengths/weaknesses?

InsertTextHere
Market Analysis


Target Market Profile

What target market will be selected? How many potential customers and/or potential dollars are available in this market segment? What is your share of the market? What other markets, if any, will be targeted and at what stages of the business? Note that the target market might be firms in the distributor network instead of the end user.


InsertTextHere

Customer Profile

What is the profile of the intended customer, including age, gender, profession, income, and geographic location? What attitudes, values, belief systems, and social status define this customer group? For business customers, what is your customer’s business type, SIC and NAICS codes, intended use for the product/service, geographic location, and size of organization?


InsertTextHere

Future Markets

What opportunities could occur in future markets, including market size, method of market penetration, projected date of entry, and approximate costs?


InsertTextHere
Product/Service Plan

Purpose of Product/Service

What is the purpose of the product or service? How does the product or service benefit the customer? Does it solve a problem or address an opportunity? Is it a luxury item or a needed good?

InsertTextHere
Features and Benefits

What are the unique features of the product or service, such as cost, design, quality, and capabilities? What benefits does the customer receive? What problem is solved for the customer?

InsertTextHere
Value Proposition

What value does your product/service bring to your buyer? This can be a bulleted list of the major marketing messages you will be making to your buyer. These messages will be used in many ways, including marketing, sales, investor presentations, and media relations. Think of it as the top reasons that what you offer is compelling to your buyer. It’s explained in terms of the benefits to the buyer.

InsertTextHere
Proof of Concept

What proof of concept of the technology/product/service exists? If possible, support this proof with peer-to-peer assessments and/or scientific literature. Keep this section to more hard facts about deployment and industry leader statements.

InsertTextHere
Stage of Development

What is the history of product/service development? At what stage of development is the product/service (model stage, working prototype, small production runs, full manufacturing/production, or other)? When do you plan to achieve other stages of development? At what life cycle stage is the product/service (introduction, growth, maturity, or decline)?

InsertTextHere
Intellectual Property

How will you protect intellectual property (IP)? What patents, trademarks, trade secrets, or copyrights have been obtained or which ones will be pursued? What license or royalty agreements are associated with the product/service, and what plans are there for future agreements? What distribution rights have been obtained or given away? Who owns the intellectual property? Have other technologies been used to develop it, or have they been incorporated into the new technology? Is cross-patenting involved? Specify all barriers to entry into the market for competitors.
InsertTextHere
Disclosure

Has the technology been disclosed publicly? Has the technology been published either in an article, abstract, presentation, or poster form? Include all dates of any public disclosure. Has the technology been disclosed before filing for IP protection?
InsertTextHere
Barriers to Re-Engineering

What are the barriers to re-engineering the technology? How difficult would it be for a competitor to work-around the technology to get the same results without infringing intellectual property rights? Could a less expensive technology be developed?
InsertTextHere
Governmental Approvals

What governmental agencies regulate businesses in your industry? What governmental approvals are necessary, and what is the status of such approvals? Some examples of agencies providing governmental approvals include the FDA, EPA, FCC, USDA, OSHA, IRS, Secretary of State, State Department of Revenue and Taxation, Workers’ Compensation Division, health departments, and planning and zoning commissions.

InsertTextHere
Product/Service Limitations

What are the inherent product/service limitations, if any? Include specifics such as perishability, limited shelf life, installation needs, legal restrictions, staff availability.

InsertTextHere
Technology Limitations

What technological limitations exist? What is the projected life of the technology? Is there a threat of technological obsolescence? How can the technology be continually improved to remain competitive?

InsertTextHere
Product/Service Liability

What are the liabilities this product/service may pose? What are the insurance requirements and costs? What other factors may reduce or eliminate product/service liability?

InsertTextHere
Product/Service Support

What customer service, training, repairs, and/or maintenance will the product/service require? How will it be provided?

InsertTextHere
Production

What is the production process? How much will be produced internally, and how much of the production will be subcontracted out? What are the costs and services involved with subcontracting? Who are the backup subcontractors; what are their costs, and who supplies the services? Include shipping, billing, inventory, stocking, and payment terms.

InsertTextHere
Facilities

What are the plans for facilities (manufacturing, office, retail)? Include manufacturing facilities, production capacity, and future capital required to build facilities.

InsertTextHere
R&D Partners

Who are your R&D partners and what is the level of involvement of each? What is the business rationale for each partner?  Why would each of them want to be involved? What are the quantifiable benefits for each of them?

InsertTextHere
Suppliers

Who are the major raw material/service suppliers, and what are the significant purchasing contracts with them? Are there backup suppliers?

InsertTextHere
Related Products/Services and Spin-offs

What are the related products/services that will be provided, and how will they increase or enhance the profitability of the venture? What new product/service (spin-offs) could be developed to meet changing market needs in this industry or others?

InsertTextHere
Market Penetration and Sales Plan


Company Image

What is the image of your company? How will you portray that image? How will your image be noticed by potential customers (for example: how the phone is answered, what the invoices look like, and the company’s involvement in civic organizations and causes)?


InsertTextHere

Customer Service

What are your customer service strategies? What policies will you establish for warranties and guarantees concerning your product/service? What will be your policy for returns and service costs?


InsertTextHere

Location

Where will the business be located? How will this site promote your business? What are the demographics of the surrounding neighborhood? How long do you plan to be at this location?


InsertTextHere

Direct Sales Force

Will a direct-sales force be used for selling the product/service to the end user? How many sales persons will be hired? What will a direct-sales force cost (consider compensation package, training, support staff, contests, bonuses, meetings, sales aids, displays, samples, training materials, catalogs, and brochures)?


InsertTextHere

Sales Representatives

Will sales representatives be used to sell the product/service to the end user? How many representatives will be used? What will be the cost of using sales representatives (consider compensation package, allowances, catalogs, brochures, and samples)?


InsertTextHere

Licensing or Distributors

To whom, if anyone, will you license your product/service? What upfront, annual, and royalty fees will you charge? What companies will be used to distribute your products/services (list the name and address of the distribution company, contact person, geographical area assigned, and a brief description of the distribution contract)?


InsertTextHere

Marketing Alliances

Will you form any marketing or distribution alliances? What companies will you ally your business with? What will you look for in an alliance partner? How will the alliance benefit both partners?


InsertTextHere

Advertising and Promotion

What advertising/promotion will be used for the distribution system and customers? What media will you use to promote your business? What will the advertising/promotion cost?


InsertTextHere

Publicity

What strategies do you have for obtaining publicity for your business? What events will you promote through press releases? What media will you attempt to solicit publicity from?


InsertTextHere

Telemarketing/Direct Mail

Will telemarketing or direct mail be used to sell the product/service to the end user? Where will you obtain a mailing list? What is your schedule for telemarketing/direct mail and estimated response rate? What will the direct mail/telemarketing cost (mailing list, print materials, postage, and cost per contact)?


InsertTextHere

Internet

How will you use the Internet to market your services? What features will you have on your Web site? Will you use e-mail to communicate with customers? What will it cost to build and maintain a Web site?


InsertTextHere

Trade Shows

What trade shows do you plan to use to exhibit your product (name of the trade shows, location, date, size of booth, cost to attend, the projected number of contacts, and other information)? What trade shows do you plan to attend without an exhibit?


InsertTextHere

Market Penetration Effectiveness

What activities are planned for penetrating the market? When will they begin and end? Who is responsible for each activity? How will you measure the effectiveness of each market penetration tactic?


InsertTextHere
Pricing


Pricing Strategy

What are your short-term and long-term pricing strategies? Why have you selected these strategies? What are the competitors’ pricing strategies? What pricing constraints and sensitivities exist for your product/service?


InsertTextHere

Price List

What is your price list, including purchase price, quantity discounts, introductory offers, shipping costs, and warranties/maintenance contracts.


InsertTextHere

Pricing Policies

What are your pricing policies, including volume pricing, avoiding price conflicts, and bundling products and services?


InsertTextHere

Break-Even Analysis

What is the break-even point for your product/service? After projecting fixed costs and sales figures, use this formula for the break-even point:  Break-even point = Fixed costs / (Sales price per unit – Variable costs per unit).


InsertTextHere
Management and Organization Plan

Management Team

What is the contribution of the entrepreneur? Who are the key management team members, and what are their job descriptions and prior experiences? What offices or titles, such as President or Chief Financial Officer, will each hold? Specify the combined strengths of the team. Spotlight their experience in start-ups, if applicable. What experience and qualifications are desired for future management positions? When and how will these be filled?

InsertTextHere
Board of Directors/Advisory Board

Who are the board of directors and advisory board members? Include names, compensation, and any ownership in the company. What are their qualifications related to the business?

InsertTextHere
Recruitment and Selection of Employees

What is your plan to find and hire self-motivated people for your business? What are the required qualifications, the duties to be performed, and the interview and hiring guidelines to be followed?

InsertTextHere
Compensation and Ownership

What is the compensation package for the entrepreneur and other key management team members? What are their salaries, benefits, and bonuses? What portion of the business is owned by the entrepreneur and management team?

InsertTextHere
Employee Reward and Incentive Plan

What system for employee rewards and incentives will be in effect? What is the incentive plan? Include specifics such as special recognition awards, lump sum awards, bonuses, stock options, profit sharing, deferred compensation, commissions, team work, and flexible hours.

InsertTextHere
Communication

How will you communicate your business values and expectations? What system will you use to assure clarity of communication throughout your business?

InsertTextHere
Infrastructure

Who are the key advisers? Include names and compensation of accountants, lawyers, bankers, and consultants. What expertise will they provide? Include strategic alliances, computer technology, management, marketing, investor financing, and specialists in product or service issues.

InsertTextHere
Operating and Control Systems Plan

Receiving Orders

What administrative controls will be used for receiving and filling orders? Who will be responsible for these procedures?
InsertTextHere
Qualifying, Billing, and Collecting from Customers

What administrative controls will be used to qualify, bill, and collect from customers? Will credit applications and credit checks be required of customers requesting credit? What will be the credit terms? Will accounts receivable be aged? Who will be responsible for these collection procedures?
InsertTextHere
Paying Vendors and Suppliers

What administrative controls will be used to pay your business’s vendors and suppliers on time and to take advantage of any early pay discounts? Who will be responsible for these procedures?
InsertTextHere
Controlling Inventory

What administrative controls will be used to keep track of both raw materials and finished goods? Will this system be hand generated or automated? Will audits be performed and if so, how often? Who will be responsible for these procedures?
InsertTextHere
Handling Warranties and Returns

What administrative controls will be used to process warranty claims and returns? Will refunds or replacements be made? At what level will personnel be empowered to authorize either? Who will be responsible for these procedures?
InsertTextHere
Providing Service

What administrative controls will be used to provide ongoing or periodic service? By whom and where will it be performed? Is service included in the price or at additional cost? Will service agreements be offered? Who will be responsible for these procedures?
InsertTextHere
Security Systems

What administrative controls will be used to assure that physical assets and personnel are secure from criminal action or natural disasters? What administrative controls will be used to safeguard proprietary information? What security plans and insurance are available to cover any losses? Who will be responsible for these procedures?
InsertTextHere
Regulatory Compliance

What administrative controls will be used to assure that all applicable regulations are continuously complied with? What standard operating procedures will be adopted and in what areas or operations? Who will be responsible for these procedures?

InsertTextHere
Risk Analysis

What are the potential problems, risks, and other possible negative factors that the venture might face? What steps will be taken to avoid or mitigate them? Who will be responsible for these procedures?

InsertTextHere
Salvaging Assets

What assets could be salvaged or recovered if the venture proves to be unsuccessful? Who will be responsible for these procedures?

InsertTextHere
Financial Plan

Financial Summary

What are the main points of interest of the financial exhibits? Include key ratios and metrics the company expects and will track to measure the company’s health over the next several years.

InsertTextHere
Start-Up Costs

What are your estimated costs to start this business? [Answer only if your business is a start-up.] Are these one-time costs or ongoing costs?

InsertTextHere
Research and Development Costs

What are your projections for research and development costs for the next three years?

InsertTextHere
Sales Projections

What are your sales projections for the next three years? Where did you get the information to project financials? What assumptions are the projections based on? Are the projections reasonable?

InsertTextHere
Income Projections

What are your net income projections for the next three years? What assumptions are the projections based on? Are the projections reasonable? When will your company be profitable?

InsertTextHere
Cash Requirements

How much cash will be required to cover start-up costs, operations, and/or growth for the next three years?

InsertTextHere
Sources of Financing

Based on cash requirements to start, maintain operations, and grow, will you seek debt or equity financing?  How much is the cost of obtaining these funds? How many rounds of financing do you project for the next three years? To exit? At what milestones will each round be sought?

InsertTextHere
Key Ratios

While most financial ratios can be applied to most businesses, there are always one or a few which are the most significant to each business. In this section, discuss your business’s key indicators (key ratios), such as return on equity or gross margin, as they relate to your company’s financial progress and how they relate to others in the same industry.

InsertTextHere
Annual Snapshot

Enter a table using the information from either the Annual Snapshot or the Quick Summary in your financial template. Follow this table with a short discussion about your projections.

InsertTextHere
Growth Plan

New Offerings to Market

What new products/services, store locations, distribution centers, or profit centers will the venture pursue in the future? What new market places will each of the new products/services penetrate? What will be the projected revenues from the new products/services, stores, distribution centers, or profit centers for the two years beyond your sales projected in your financial plan?

InsertTextHere
Capital Requirements

What are the financial requirements for pursuing the new products/services, store locations, distribution centers, and profit centers? How will you raise the needed capital for this growth? What type of financing will be sought and how will it affect previous investors?

InsertTextHere
Personnel Requirements

What management personnel and other employees will be needed to support the projected growth? How will they be attracted and compensated?

InsertTextHere
Exit Strategy

What is your overall plan for growth? How will this plan enable you and your investors to obtain a wealthy harvest upon exit? What are your specific plans for going public, selling the business, merging the business, or other? What do you project as the ROI (Return on Investment) for each round of investors?

InsertTextHere
Investor Highlights

This section is a quick summary of the compelling reasons why the investor should invest.

· What is your unique proprietary technology?

· What is the anticipated return on investment?

· Will there be significant job contribution and growth to the local economy?

Describe the terms of the investment:

· How much is the amount of investment?

· What form will the investment take?

· What are the special terms of the investment?

· What is the pre-investment valuation of the company?

· What is the percentage of ownership being offered, if equity?

· What are the debt terms, if a loan or grant?

InsertTextHere
APPENDIX

Appendix 1 – Financial Statements

Use the Print Options in the Financial Template to print the appropriate Financial Statements, particularly the Income Statement, Cash Flow Report, and Balance Sheet.


Projected Financial Statements

Appendix 2 – Resumes of Entrepreneur and Key Management Personnel

Appendix 3 – Other

INSTRUCTIONS: 


ALL BLUE Text is HIDDEN. IT WILL NOT PRINT. If you CAN NOT SEE the BLUE Text, click on the “¶” button on the tool bar, or search Help for Hidden Text.


Enter your own information when prompted, such as InsertTextHere.


Change the copyright line in the footers to include your company name.


This text box is not hidden and will be printed. Therefore, you should delete this text box before printing out your final business plan.
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