Guide To What A Business Plan Should Include:
I. TITLE PAGE:  

A. Business Name 

B. Names of Owner(s) 

C. Address, Phone number

D. Date prepared  

E. Copy # (each photocopy should be assigned a specific number for tracking purposes)

II. EXECUTIVE SUMMARY (maximum 2 pages) This is the most important section as it must completely, clearly, and concisely summarize the entire plan and entice the reader to continue. It should be written first, and then rewritten last after the entire Business Plan is completed. This section should include: 

A.
The Problem / Need  / Opportunity and Proposed Solution / User Benefit 

B. 
Statement of Purpose: [e.g. “The following Business Plan has been developed by (your name) to take advantage of this opportunity by (include vision and mission)].” 

C. Brief description of each of the remaining sections (noted below) of the Business Plan

D.
Why this venture makes Personal, Business, Market, and Financial Sense


1. include a Summary of Funding Request 


2. include Uses/Sources of Capital information    

E. Verbiage that encourages the reader to continue (e.g. “I encourage you to continue to read the rest of this Business Plan as it specifies – in detail – how and why this business will be successful.”)
III. TABLE OF CONTENTS
IV. BUSINESS DESCRIPTION
A.
Business Name and Location (city and state)
B.
Business Stage: (start-up, existing, or purchase)
C.
Legal Structure (sole proprietorship, partnership, etc.) 

D.
Mission and Vision Statements, Objectives, Milestone Summary

E.
Brief history of the idea / company, and brief description of owner’s

Qualifications and experience (include resume in Appendix)
F.
Industry Background [North American Industry Code Classification System (NAICS) code, Size, Trends, Growth Potential]

G.
Description of the Product and Services (unique qualities, proprietary rights, and value to customer)
V. MARKETING

A. Market Research and Analysis

1. Research Methodology

2. Market Segments, Target Market(s), and Size

3. Competitive Analysis, Estimated Market Share

4. SWOT Analysis (Strengths, Weaknesses, Opportunities, Threats)
5. Differentiation, Positioning, Sustainable Competitive Advantage(s)

B. Marketing Plan

1.
Overall Objectives [Sales, Profits, Return On Investment (ROI) Strategy]

2.
Product / Service Strategy and Tactics

3.
Place (and Distribution) Strategy and Tactics

4.
Pricing Strategy and Tactics

5.
Promotion Plan (PR, Advertising and Sales, Positioning statement)
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VI. OPERATIONS 

A.
Facilities and Hours of Business

B.
Equipment

C.
Fulfillment Process (How does the client get your product or service?)
D.
Critical Success Factors (What has to be done every day to succeed?)
E.
Milestone Schedule (Timetable for activities to be accomplished) 

VII. MANAGEMENT 

A.
Key Owner(s), Managers, and Personnel (Responsibilities and Experience)
B.
Organizational Chart

C.
Board of Directors, Advisors (Accountant, Attorney), Consultants

VIII. FINANCIAL

A. Capital Request [If seeking grant(s), loan(s) or investors’ funds]:

1.
Amount: Exactly how much money do you need?  What are the sources?  (Debt/Equity) 

2.
Purpose(s) / Uses: a capital equipment list and sources of funds for each

3.
Benefit: Why is this a good business opportunity for your business? 

4.
Need: Why do you need the bank’s / investor’s money? 


Poor credit, losses, no cash, are not valid reasons.

5.
Primary repayment for loans or investor’s dollars, how and when do you plan to pay it back? (Should be excess cash flow from profitable operations based on projections below).

DSC: Debt Service Coverage    =  
Net Income+Depreciation+Interest - Distributions  

                        (> 1.25, the higher the better)     
Debt Service (Principal and Interest Payments)
6. Secondary Repayment (Collateral): What happens if your plan doesn’t work out?

   Keep in mind the value of your collateral is based on quantity and quality. 

B. Projections:

1. List of Assumptions  

2. Projected Beginning Business Balance Sheet (Sources and Uses of Funds)   

3. Income Statement and Cash Flow (monthly for 3 years) 

4. Ending Balance Sheet 

5. Summary of Best / Worst Case Scenarios 

6. Breakeven and Ratio Analysis 

7. ROI

C. Historical Financials: (For Existing Businesses) 

1. Annual Income Statements / Federal Tax Returns (Schedule Cs) for last 3 years  

2. Current Year-To-Date Income Statement and Business Balance Sheet (less than 90 days old)  

3. It may also be necessary to include: Schedule of Current Debts and Aging of Accounts Receivables

IX. APPENDIX (Supporting Documents) 

This part of the plan contains the detail that will document and verify the statements made in the main portion of your Business Plan. The most common documents are:  

A. Personal Income Statement  

B. Personal Financial Statement (PFS) and Credit Report  

C. Personal Resume  

D. Petitions/Letters of Intent from potential customers that include specific sales amounts and time frames
E. Letters of commitment from funding sources  

F. Contracts and leases 

G. Job descriptions

H. Legal documents  

Any other pertinent information that will help document why this business will be successful. 
