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Executive Summary and Overview

State the purpose of the business.

Describe the current stage of development for the venture

Describe what is unique about the product/service and list any proprietary rights that the business has (patents, license, royalties, distribution rights, etc.)

What form of organization will the business operate under and briefly describe why (sole, partnership, corp, S-Corp)

Define and highlight key management personnell and their skills that will help the new venture.

Describe and hihlight the key support groups for your management team (accoutants, attorneys, consultants, b.o.d)

Describe briefly the industry, the customer, customer needs, product benefits, the ventures target markets, and its market penetration plan.

Describe the business’s major competitors and their strengths and weaknesses.

How much money does the venture need for product development, marketing, and operations.

How long will it take the business to reach break-even? Explain

What kind of financing will the company need?

How will the money be paid back that the company needs?(Stocks, warrants, loan payment schedules, etc.)

How much money has been invested in the business to date and where did it come from?

What potential innovation of the product/service will ensure long range growth?

Describe any unusual contracts or relationships which the company is or may become invovled in.

Concept
• Distinct Features of Product and Services

Define the important and distinct functions of the product/service.

• Proprietary Aspects

What are the unique or proprietary aspects of the produc/service

• Innovative Technology

Describe an innovative technology involved with the product/service.

• Position in the Industry

Describe the position the concept plays in the industry (ex. manufacturer/distributior/wholesailer)

• Intended Customers

Who is the intended customers

• Customer Benefits

What are the benefits delivered to the customer

• Market Penetration Methods

How will the product/service be sold to the customer

• Who Will Make or Supply the Product and Service

Who will make the product or service.

Management and Organization
• Management Team

Describe the contributions of the entrepreneur (esperience, talents, money, time invovled in the business).

List key management personnell, job descriptions, and prio experiences. (Include their successful track records, prior experiences or training relevant to success in the venture and in the industry.)

List ownership including any warrants, or stock options that are owned by the entrepreneur and management team.

• Compensation

Describe the compensation package for the entrepreneur and the management team.

Describe any of the company’s management team work contracts, non-compete agreements or other contractual agreements.

• Board of Directors

List the name of the board of directors or advisory council, their potential contributions, salary, and any ownership in the company.

• Advisory Board

List key outside advisors such as accountants, lawyers or consultants and describe their compensation package.

• Future Management/ Infrastructure

Lis the management team needs for the future including their job descriptions, compensation packages, and ownership possibilities.

• Insurance

List life insurance polices on key personnel for which the company is the beneficiary.

• Stock Option and Other Incentive Plans

If a stock option or other management incentive plans are in effect, explain them briefly. Then place these document in the Appendix at the end of the business plan

• Organization Charts

Prepare an organizational chart of the management structure for the start-up.

Prepare an organizational chart of the new venture for three to five years in the future.

Marketing Plan
• Industry Profile

• Customer Benefits

• Customer Profile

• Customer Needs

• Market Niche

• Target Market

• Market Penetration Method

• Future Markets

• Advertising and Promotion

• Packaging Projects

• Comparison of Marketing Plan with Competition

Competition Section
• Direct Competitors

• Indirect Competitors

• Emerging Competitors

• Nature of Competition

Product & Service Plan
• Purpose of the Product

Describe the purpose of the product/service. (Does it solve a problem or address an opportunity, is it a luxury item, or a need item?)

• Unique Features

Describe the unique feature of the product/service (cost, design, quality, capabilities, etc.) Include any photographs or sketches which will aid the reader in learneing about the product/service.

• Stage of Development

What stage of development is the product/service in (idea stage, model stage, working prototype, small run productions, full manufacturing/production)

Will any part of the production process by subcontracted out? If yes, to whom?

• Shelf Life

How long is the shelf life of the product

• Production

Explain how the product/service fulfills a customer need.

How will the product be produced? Is it capital intensive? Labor intensive? Material intensive?

• Future Research and Development

Explain how the product was developed and the status of current research and development efforts.

Address any future research and development efforts.

• Copyrights, Licenses, Royalties, Trademarks

Indicate any patents or copyrights that have been obtained. Indicate any patent or copyright applications and status.

Explain any license or royalty agreements associated with product/service or plans for future agreements.

• Regulatory Approval

Indicate any governmental approvals necessary and the status of such approvals, e.g. FDA, EPA, OSHA

• Liability

What are the liabilities this product/service may pose? What are the insurance requirements?

• Related Services 

How does this product/service compare to similar product/service of competition?

What are the related services that will be provided and how will they increase or enhance the profitability of the venture?

What new product/services (spinoffs) could be developed to meet changing market needs, in this industry or others.

Production Plan
• Special Arrangements

• Inhouse Production

How will production of the product/service be accomplished (in-house, subcontracted)?

How much will be produced internally and how much of the production will be subcontracted out?

• Raw Material Suppliers

Indicate the major raw material suppliers and describe any significant purchasing contracts with them. Are there backup suppliers? List. (MANUFACTURING PLAN)

• Subcontractors

Indicate the cost and services that the subcontractor will be providing (shipping, inventory stocking, billing customers, payment terms, etc.)

List the backup subcontractors and indicate their costs and the services they can provide.

• Home Based

Will you use people working out of their homes to produce the product and what is their compensation package.

What procedures will be established to control home-based employees regarding production schedules and quality control?

List any government regulations that apply to home-based employees

• Unions

Indicate if union workers are employed in the production process, and if so describe the status of any union contracts.

• Production Capacity

• Facility

Indicate the production capacity and current percent of capacity utilization.

Are the production facilities leased or purchased? What are the costs of these facilities?

Address future capacity requirements and how these requirements will be met.

Address future production and storage requirements and explain how they will be met; i.e. machinery, equipment, buildings, personnel, raw materials.

• Inventory Storage

• Environmental Restrictions

Does the manufacturing facility have any environmental restrictions now or in the future? Please explain.

• Compensation/ Wage Structure

What will be the compensation package, training, and hiring procedures for the employees in the manufacturing area?

• Quality Control System

Describe the company’s quality control system.

Describe the product/service maintenance requirements or warranties and how those requirements will be met.

• Production Budget Comparison

Growth Plan
• New Offerings to Market

• Capital Requirements

• Personnel Requirements

• Exit Strategy

Operations and Control Systems
• Administrative Policies, Procedures, and Controls

• Documents and Paper Flow

Contingency Plan
• Risk Analysis and Alternative Plans of Action

• Salvage Value

Schedule
Financial Plan
• Cash Flow Projections

• Assumptions

• Profit and Loss Statement

• Balance Sheet

• Summary

The Deal
• Money Needed

• Source of Money

• Deal Structure

• Pay Back and/or Exit

• Dilution Table

• Accountant Review
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