BUSINESS PLAN FORMATS

FIVE-PAGER

1) One page summary – stating what you want from whom and what you will give in return, why your product/service is special, how you know there is a market, what makes you and your team qualified to do this.  Also, briefly describe the purpose, goals, and objectives of your business.

2) Flow chart of your operation, or photograph of product or store with bulleted listing or brief narrative describing your target market, and what makes your product or service special.

3) One page describing your management team (one paragraph biographies).

4) A financial page with a sources and uses statement relating to the proposed project; projected sales, costs, profits, cash flow, and historical summary, if appropriate, and a simple balance sheet.

5) A time line describing major projects and objectives covering between one to five years.

THE LOAN PROPOSAL

The same as above adding:

· A detailed profit/loss/cash flow statement

· Loan Amortization Tables

· Three to five years of historical financial statements, and/or personal financial statements with three years of tax returns.

The banker will do a ratio analysis comparing your financials with those of your industry.  You should do your own analysis and be able to explain major differences.

· A quote from the supplier(s) selling you the equipment, photograph and specifications of the equipment.  Or for real estate, a professional appraisal.

· Partnership and/or incorporation documents

· Leases

· Insurance Policies

BUSINESS PLAN FORMATS (Continued)

THE TEAM BUILDING DOCUMENT (25 to 50 pages plus appendices)

1) Business Description – A one to five page description of your business or Strategy Statement describing the purpose, goals, and objectives for your company.  Also include a brief analysis of internal strengths and weaknesses along with external opportunities and threats relative to your competition, saying how your goals and objectives address these issues.

2) The Marketing Section – Five to ten pages going into more detail on your analysis of your market describing your target market segments, your competition, and your marketing strategy (the six P’s:  People, Product, Place, Promotion, Price, Plan) along with a description of the research that you have done.  Details of the research (description of your methodology, sample survey forms, etc.) should be delegated to an appendix.

3) The Financial Section – Five to ten pages starting with a financial narrative and followed by an analysis of your historical statements, financial forecasts, a ratio analysis, and your assumptions.  (Your detailed historical statements should be placed in an appendix.)

4) The Operations Section – Five to ten pages.  Here you describe your physical facilities:  building, equipment and your business systems (customer service, order fulfillment, inventory management, accounting, quality, planning, internal communications, supplier and client communications, and any manufacturing operations).  Each system should be flow-charted.  You should describe your various capacities (e.g., How many pieces of furniture can you refinish a month?  How much inventory can you handle?).  Add any other information that will help people understand your operation.

5) The Management Section – Five to ten pages.  Here you have your organizational chart, job descriptions, biographies of your key employees, and any outside resources, such as your accountant, attorney, computer consultant, etc.  Here you will also describe your compensation system.  You will include professional development plans for each of your key employees and describe your involvement with trade associations, chambers of commerce and community.
THE EQUITY INVESTMENT DOCUMENT (the above plus)

1) A 1-2 page cover letter/executive summary customized for the individual(s) you want to invest, saying what you want, what they will get in return, how they will get their money out.

2) Details on equipment or real estate to be purchased.

3) A Legal Section prepared by your attorney describing investment restrictions and incorporation papers, leases and insurance coverage.

