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1. Cover Page/Title page:  Owner’s Name, Address, Phone number, email, web site, etc.  Present a professional and business image.  For those looking for a loan, add:  Company title page and add names and addresses of principal owners, general partners, and/or officers.  List date of issue and type “Copy Number______” so you can control the copies.  Have anyone reading your business plan sign a confidentiality agreement and indicate that they are to return the plan to you

2. Executive Summary:  Write this section last and only include this if you are securing funding.  This is a compilation of facts and figures from Sections A through I.  Cover the purpose of the plan, structure of your business, ownership issues and how the venture will be successful.

For a Financing Proposal, answer the following questions:  Who is requesting the funds and how much is needed?  For what purpose are the funds being requested?  How will the funds be repaid?  What collateral will be offered to secure the loan?  Why does this loan or investment make sense? (Show impact on the local economy, job creation, increased tax base, investing in the community, etc.)

3.  Table of Contents:  A single page showing these major topics and page references.

4.  Description of the business:

A. What industry are you in? (type of business; the nature of your products/services; what is special)

B. What market do you intend to serve? What is the total market and what share do you expect to capture and hold? How did you build these estimates? (document sources)

C. How can you serve the market better than your competition? (service, quality, hours)

D. Present status of the business (start-up, expansion, purchase, buy-out, existing)

E. Discuss any contract work you will be doing.  Include the terms and copies in appendix.

F. Discuss commitments of intent from prospective customers or suppliers

G. Discuss the seasonality of your business/industry and how they relate to where you are doing business.

H. What are the current trends in the business industry? How will you make an impact?

For Existing businesses, answer the following questions:  What is the history of the business? What is the history of the industry?  If the business is going downhill, explain why. How can you turn it around?  How will your management make the business more profitable?  What changes do you plan to make in the business?  What is the purchase price formula (Re: building, improvements, equipment, inventory and goodwill)?

5.  Business Location:
A. What is your business address, and why did you choose that location?

B. Will the building/space be leased or owned? List terms and length of contract or note.

C. What renovations will be needed and at what cost? How will they impact your lease?

D. Describe the Neighborhood (i.e. stable, changing, improving or deteriorating).  Is there any competition?

E. How much can your business expand before you will be forced to move or add on?

6.  Licenses and Permits:
A. Is your business name registered with the appropriate state and local agencies?

B. What other licenses or permits will you need? Have you applied for them?

C. State how you will be affected by local zoning regulations.

D. Describe your potential business risks, and tell what insurance coverage you will purchase.

7. Management:

A. What is your business and management experience? Describe your education (both formal and informal)  Are you physically suited to the job?

B. Describe your organizational structure and include a brief description of who does what (include a chart if necessary). Describe personnel needs for the next three years. List the skill your employees must have, especially professional needs. (i.e. engineers).  Discuss whether or not you will train your employees; hire only trained workers, use part-time help or independent contractors to meet your needs. 

C. List proposed salaries and wages. Are they consistent with the industry norm?

D. List other management resources, by name, that are available to you (accountant, lawyer, SBA, SCORE, SBDC other consultants).

8.  The Market:

A. What is your product or service? What are the benefits to the customer?

B. Explain who needs your product/service, and how you plan to reach them. Describe the geographic, demographic and psychographic parameters or your target market groups.

C. What is the present size and growth of the market?  Document your sources. 

D. What percent of the market will you have now and in the future? How quickly can you reach that percentage?

E. How will you attract and keep your segment of the market? (Product quality, price, place, promotion, persuasion, personal selling, advertising, public relations.)

F. Who are you competitors? What are their strengths and weaknesses? What are yours? Who are the strongest competitors?  How likely is it that new entrants will enter your market? 

G. What features or services will you offer that will justify your price? Describe your pricing policy. How will you handle credit sales? Will you extend credit – at what terms? Will you accept major credit cards?

H. How will you distribute your product or service? (postal, transportation, direct mail, sales, internet)

9.  Financial Data:

A. Sources and uses of Funds Statement; Capital Equipment List

B. Projected Balance Sheet

C. Projected Income Statement: (detail by month the first year; by quarter the second year and annually the third year; be sure to include notes and assumptions)

D. Cash Flow Projections for three years: (detail by month the first year, by quarter the second year and annually the third year; be sure to include notes and assumptions)

E. Break-even Analysis

F. A brief description of the management reports and statistics you will use to monitor your business.

G. Discuss in a paragraph or two, how you would handle the worst case scenario (i.e. How would you pay back the loan if your business should fail?)

For an existing business: include current Balance Sheet and Income Statements (less than 90 days old) and/or Tax Returns for the past three years.

10.  Supporting Documents/Appendix:

A. Personal resumes and financial statements for all principal owners, general partners and/or officers. 

B. Letters of reference (at least three business/personal references)

C. Letters of intent from prospective suppliers or customers.

D. Copies of all leases, contracts, agreements, deeds, patents or other legal documents.

E. Any visual, brochures, pictures, etc. of your products.

F. Any other information that might help your case or answer potential questions.
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