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1. Executive Summary
The Executive Summary is not written until the other sections of the business plan are completed. Then extract brief, critical elements from the business plan to provide an overview of the important ideas and projections so that the reader gets a good snapshot of the business concept without reading the whole plan. No more than 1 1/2 pages at the most. You might include in abbreviated fashion data from these worksheets:

· Ownership – owners, goals, business history and performance

· Products /Services – primary product/service offerings

· Customer Profiles – business or consumer buying trends that support this industry segment

· Differentiation – your strengths and weaknesses compared to the competition

· Advertising and Sales – how the synergy of these functions will generate required revenues

· Financial Model – how adequately the Bottom Line meets financial goals

· Funding and Balance Sheet – demonstrate the financial strength of the enterprise.
(Start entering your text here. Delete these instructions when you no longer need them)

2. Ownership and History

A business plan should be structured to introduce the reader to the owners and the business concept in a manner to maximize understanding. That’s not too different from introducing yourself to a new client. You first introduce yourself, your business and your history to establish a foundation so the reader understands who you are and where you are coming from. That’s the idea behind placing Ownership and Business History at the beginning of the business plan. You might include some of the following data from the Ownership Worksheet:
· The basic nature of the business concept
· Owners, qualifications and experience as managers in this industry segment

· Unique ownership strengths that will contribute to success

· Financial goals that will be used to measure success

· Summary of previous history for an existing business
· Perhaps a few comments about the concept of the business model and how it was used to validate the business concept.
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3. Products and Services and Customer Profiles

You will recall that the first two business model elements were Products and Services and Customer Profiles. We call them the Critical Pair because they are the foundation of every business and must be perfectly matched to create a good business model. It makes sense to discuss them as a pair rather than attempting to treat them as individual units that don’t have a close relationship. Failing to do so might lead to misleading or invalid conclusions. The goal here is to prove the tight relationship between these two elements and how the profiled buyers need and use these products and services as evidenced by the past marketplace results and that the projections are for strong demand in the future. You might include the following data from the Product and Service and the Customer Profiles Worksheets:
· Explain that these two elements are combined into one section because it is important to demonstrate how they must provide the synergy for success

· Summarize the primary product and service offerings from the Product/Service worksheet

· Summarize the geographic, demographic and special interest customer characteristics from the Customer Profiles worksheet

· Discuss how these characteristics demonstrate the potential demand for these offerings now and in the future

· Review the four criteria for customers and discuss how your analysis of the marketplace confirms that these criteria are met in your customer profiles.
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4. Competition and Differentiation

Analysis of the strengths and weaknesses of your competition is the prerequisite to determining your own strengths and weaknesses. Providing a reasonable assessment and understanding of your advantages over the competition is required to support sales and revenue projections. You might want to start this section by outlining the results of your analysis of the competition and then present how your business model provides enough advantages (competitive edge) to produce the required sales revenues. You might include the following data from the Competition and Differentiation Worksheets:

· Number and type of competitors in your geographical area

· Summary of the most challenging competitors strengths and weaknesses

· Summary of your strengths and weaknesses and the factors that differentiate you from your competitors

· If you don’t have significant positive differentiation, explain how you expect to overcome this weakness.
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5. Advertising and Sales

The thrust of this section is to demonstrate how the advertising and sales functions can generate the income to meet your financial goals and how your advertising and sales approaches are logically tied together. The narrative should convince the reader that the combination of products, services, targeted customers and differentiation have the potential to produce the desired financial results. You might include the following data from the Advertising and Sales Worksheets:

· Description of the advertising venues to be used and why they are the most cost effective for this type of business
· Explain how this approach will capitalize on your differentiation factors

· Indicate how your advertising approach either mirrors or differs with the competition approach

· Explain how your sales approach maximizes the impact of your advertising program.
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6. Management and Staff

Note: If you don’t have managers or staff, this section may not be required and more detail might be included in the Ownership and History section.

If you do have managers or staff, this section should provide more detail about the organization than the minimal information in Section 2 – Ownership and History. It should demonstrate that the management and staff are up to the challenge of managing and operating the business in a professional and economical manner. Owners and managers should be identified along with their experience and responsibilities. Staff information should include the number and type of positions and the level of qualification for skilled positions. You might include the following data from the Ownership and Staffing Worksheets:

· Names and titles of the owners and managers

· Their management and industry experience

· A copy of the Staffing Plan or a summary if it is too large

· Comments regarding salary and benefit plans.
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7. Facilities

The significance of the business location and equipment varies greatly by type of business. The importance of these items should be discussed for this specific business. Any potential issues that could arise from location, zoning, licenses and permits should be addressed and satisfied. Any issues associated with acquiring office or other equipment should be clarified. You might include the following data from the Facilities Worksheet:

· The location of the business

· The type of facility required

· Whether the location is rented or owned

· Any issues regarding location, zoning, covenants, licenses and permits

· Description of the type and availability of the vehicle and equipment requirements

· Explain that the financial impacts of these items are reflected in the financial reports sections of the plan.
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8. Financial Model

The Financial Model is a fairly detailed document of extreme importance. It should be included in total as an Appendix. It is important to include in this narrative some of the main metrics that provide a sense of the size and profitability of the projection, perhaps focusing on the quarterly and yearly totals. You might include the following quarterly or annual data from the Financial Model in the form of a simple table: 

· Sales Volumes

· Income

· Cost of Goods

· Expenses

· Profit or Loss

Also address any issues that are revealed in these projections, such as:

· Assumptions about growth or reduction of sales volumes

· Assumptions about adding or deleting products or services

· Assumptions about changes in pricing and cost of products

· Explanation of significant changes in expenses

· Does the profit or loss projection meet your goals and can you live with the results?
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9. Funding

The Funding table is a very brief and meaningful reflection of funding required and the adequacy of the financial resources immediately available to the business. Obviously, if the funding resources are inadequate, the business is in severe jeopardy. The complete Funding Worksheet should be included in the Appendices. You might include the following information:

· A brief summary of the data from the Funding worksheet

· Reassurance that the funding needs have been identified and satisfied, or
· Explain how any funding shortfalls will be satisfied

· If loans, partners or mergers are being considered to meet funding needs, identify the stage of these negotiations and the likelihood of success

· This may be the place to offer information about your personal and business credit rating and qualifications for a business loan.
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10. Balance Sheet

The Balance Sheet is the financial document that reveals the current financial strength of the business and confirms the ability to accommodate the funding requirements. If the Balance Sheet is relatively simple, it could be included in its entirety. If it is fairly involved, then the Assets, Liabilities and Net Worth totals could be extracted and explained in this section. The complete Balance Sheet should be included in the Appendices. You might address the following:

· Explain any unusual entries on the Balance Sheet

· Clarify whether the Balance Sheet supports the funding requirements in the Funding Section

· New startup businesses may want to include the owner’s personal balance sheet data.
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11. Implementation Plan
The Implementation Plan worksheet lists all of the major activities required to assess the business concept and then complete all of the important pre-opening tasks. The twelve worksheets contain the data to trigger the creation of the activities list. This section should refer to the Implementation Plan worksheet in the Appendices and discuss the more significant activities itemized on the worksheet.
12. Appendices

A. Business Model
B. Financial Model

C. Funding Worksheet

D. Balance Sheet
E. Implementation Plan
F. Resumes
G. Copies of legal documents, licenses and permits
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