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I.
Executive Summary

A.
Company and Background
· 1-2 paragraphs on basic company information including:

· Age of company
· Location
· Stage of development (start-up, initial operations, expansion, rapid growth, stable operations OR conception, introduction, growth, maturity, innovation or decline)

· Legal entity

· Sustainable competitive advantage
· Commercialization strategy
· Founders names and/or aggregate information
· Current company size in employees and/or sales
· Major products or services
B.
Market Opportunity
· 2-4 paragraphs describing the need for your product or service
· Describe the current problem and how your product or service will fix it
· Any pertinent industry information/trends

· Use high quality third-party verification if possible.  This is a very critical part of the business plan so be clear and concise with descriptions of market size and trends, target customers, their needs, and your company’s solution.
C.
Management Team

(Team member #1 name, title) – (1-3 sentences of most critical background information)

(Team member #2 name, title) – (1-3 sentences of most critical background information)

(Team member #3 name, title) – (1-3 sentences of most critical background information)

(Team member #4 name, title) – (1-3 sentences of most critical background information)

(Team member #5 name, title) – (1-3 sentences of most critical background information, add additional management team members as necessary)


Any key support groups/people including accountant, attorney, consultants, board of directors, advisory board members, etc
D.
Financing Required

· 1-2 paragraphs on explaining:

· How much money you will need to start your business
· Where you expect it to come from (include debt and equity and past and future sources of financing including your own contributions) and any amount of funding received to date
· What you are going to use it for
· Projections for sales & net profits

· The inset table is a summary of the information in the attached projected financial statements.  PLEASE NOTE THAT THE INFORMATION IN THIS TABLE MUST MATCH THE DETAILED PROFORMAS.)
· Exit strategy

PROJECTED FINANCIAL SUMMARY

	($’s)
	(Year One)
	(Year Two)
	(Year Three)

	Revenues
	(Fill In)
	(Fill In)
	(Fill In)

	COGS

	(Fill In)
	(Fill In)
	(Fill In)

	Operating Expenses
	(Fill In)
	(Fill In)
	(Fill In)

	Net Income
	(Fill In)
	(Fill In)
	(Fill In)

	Cash Flow
	(Fill In)
	(Fill In)
	(Fill In)


II. COMPANY DESCRIPTION
A.
Ownership Information
· Legal business name
· Owners
· State in which business is headquartered &/or located
· Ownership structure

B.
Legal Description of the Business

· Date organized 
· Type of legal entity & why this type was chosen

· If an LLC, the tax elections chosen

· In which states authorized to do business

· Significant intellectual property such as trademarks, copyright or patents
C.
Mission Statement

· WHAT your business does
· WHO you do it for
· WHY you want to do it
D.
The Vision
· Describe the future vision (goal) for your company.  It is helpful to form a clear picture in your mind of what the company will look like when it is finally done.  
· Explain why you started the business and/or how you recognized the needs of your target customers.  If possible, mention the problems target customers face.
E.
Products and Services
· Provide a detailed description of each product or service that you intend to sell

· Identify how each product or service benefits the customer, solves a problem, or addresses an opportunity

· Identify the unique features & benefits of each product or service

· Identify and explain your 1-3 competitive positions (i.e. price, selection, service, quality or convenience)

· Summarize how your products or services will be marketed and who your customers are

· Identify intellectual property, if any (patents, trademarks, customer lists, trade secrets, strategic partnership agreements, etc.)
· Identify any government approvals needed or applicable regulations

F.
Milestones

· Significant milestones achieved to date or anticipated in the next 12 months
G.
History of the Business
· PLEASE NOTE THAT THIS SECTION APPLIES TO EXISTING BUSINESSES ONLY AND THAT THE INFORMATION IN THE FOLLOWING TABLE MUST MATCH YOUR ACTUAL FINANCIAL STATEMENTS

· Explain the date the business began or will begin operation
· Chain of ownership
· Material changes in product/service line, location, or capitalization
· If available, provide 3 years of profit and loss history – either using the chart below, as part of the appendix and reference its inclusion here, or listed as “available upon request”.  If you are not using the chart below, be sure to delete it.
HISTORICAL FINANCIAL SUMMARY FOR EXISTING BUSINESS
	($’s)
	Year 
	Year 
	Year 

	Revenues
	(Fill In)
	(Fill In)
	(Fill In)

	Operating Expenses
	(Fill In)
	(Fill In)
	(Fill In)

	Net Income
	(Fill In)
	(Fill In)
	(Fill In)

	Cash Flow
	(Fill In)
	(Fill In)
	(Fill In)


iII. THE INDUSTRY  

A. Current Industry Status

· 1-3 paragraphs describing the current industry including:  
· Your NAICS (industry) code in the U.S. Census – see http://www.census.gov/econ/census07/
· Industry snapshot report to describe the current status of the industry – see http://www.census.gov/econ/census/snapshots/index.html
· Annual sales (receipts)
· # of establishments
· 5-year growth rates
· Size of a typical establishment

· If the industry is currently growing, stabilizing or declining

· Any additional pertinent industry information from research including information from your industry trade association(s) – Google or Associations Unlimited (only in UWM library)
B.
Important Industry Trends
· Identify trends that will impact your industry over the next three years including:

· Technology
· Economy
· Political
· Legal
· Demographic
· Social
· Seasonality

· Sources you can use to complete this section include:  

· Trade associations

· JJ Hill Library http://www.jjhill.org/business_stages/
Click on “Beginning” & Go
Click on Learn More About Your Industry & Open This Section
Use any of the available resources to research your industry
IV. MARKET ANALYSIS
A.
Target Customer

· Specifically describe how you will be able to identify who your target customers are.  

· For consumers, this is usually:

· Age

· Income

· Sex

· Profession

· Education

· Geographic location

· Family status

· Race

· Religion

· Lifestyle activities

· Attitudes, values & other psychographics

· For businesses, identify the position of the likely decision-maker and any influencers

· For businesses, describe identifying characteristics such as:

· Industry (SIC/NAICS)

· Annual sales

· # of employees

· Age of business

· Geographic location

· Number of locations  

· Note: the target market might be businesses in the distribution channel and not necessarily the end users

· Identify any other key markets

B.
Geographic Territory
· Describe where your customers are geographically located
· Explain why are your customers located where you indicated, i.e. distance, time, traffic patterns, social and cultural considerations
· Explain how your chosen location matches your customer demographics

C.
Market Size
· Calculate how many target customers there are in your geographic territory and what your share of the market will be
· Resources:
1. American Factfinder – http://factfinder.census.gov – “American Community Survey

2. Choose Milwaukee database – www.choosemilwaukee.org – maps and charts census and other data – under Regional Statistics
3. Badger Link – http://www.badgerlink.net
4. JJ Hill Business Stages - http://www.jjhill.org/business_stages/

 D.
Strongest Customer Perceived Benefit

· Describe the strongest (emotional) need (benefit) perceived by the customer for your product or service.  Perceived customer benefits should be explained previously in your Target Customer section.  

· If possible, use third party verification and statistics.  

· Give specifics on the breadth (numbers) and depth (severity) of the problem

· Perceived emotional needs are usually as follows:

· Exclusivity/status

· Pride

· Security/safety

· Peer pressure/acceptance

· Belonging

· Self-improvement

· Beauty

· Sex

· Family

· Power

· Prestige

· Comfort

· Health

· Pleasure

· Advancement

· Praise

· Accomplishment

· Recognition

· Sympathy/pity

· Guilt

· Fear  

E.
Competition
· Describe the overall competitive nature of the market
· Within your product or service category, describe:

· The number of players – list the top competitors, their location, product/service description, and summary of their strengths & weaknesses
· Trends in competition
· General level of competition for the existing customers
· Then mention that in the appendix there is a competitive matrix that compares your business with each of your direct competitors. Direct competitors are choices your customers are considering as an alternative to your product/service.  Because customers must research these alternatives, most companies do not have more than (approximately) 5 direct competitors.  
· Google competitor websites
· JJ Hill Business Stages - http://www.jjhill.org/business_stages/

· Note – competitive strengths & weaknesses can be in areas such as:

· Price

· Quality

· Unique features

· Distribution system

· Geographic location
· Discuss any indirect competitors (companies that sell different products/services as you that fill the same need as your products/services)
· Summarize key points
F.
Competitive Advantages
(Explain how your company will attempt to either compete with or work around major competitors.)

· (Advantage #1):  (Give a brief description of how this feature is superior to other products or services.)

· (Advantage #2):  (Give a brief description of how this feature is superior to other products or services.)

· (Advantage #3):  (Give a brief description of how this feature is superior to other products or services.)

· (Advantage #4):  (Give a brief description of how this feature is superior to other products or services & add additional advantages as necessary.)

G.
Pricing

· 1-2 paragraphs explaining your pricing strategy including

· What your pricing structure is

· How your prices will be determined

· How your prices compare to your competition

· Explain any of the following pricing components you will use:

· Quantity discounts

· Introductory offers

· Volume pricing

· Bundling

· Consider how the following factors will impact pricing:

· Shipping costs

· Warranties & maintenance contracts

· Return policy

H.
Advertising & Promotions Plan

· Explain how you plan to communicate your benefits and competitive advantages to your target customers including any of the following:

· Direct mail
· Advertising
· Telemarketing

· Public relations
· Website
· Email

· Speaking engagements
· Signage
· Networking
· Trade shows
· Other events

· Explain how and why each promotional component will help you effectively reach your target customers

· Explain how you will measure the effectiveness of each component

· Provide assumptions about how you calculated the estimated cost of each component.  (This will be the marketing cost in your profit and loss statement.)
	Promotional Component
	Assumed Launch Date
	Estimated Cost

	(Name of Component #1)
	
	(Fill in)

	(Name of Component #2)
	
	(Fill in)

	(Name of Component #3)
	
	(Fill in)

	(Name of Component #4)
	
	(Fill in and add promotional components as necessary)


I.
Sales Strategy

· Identify whether you will have an internal or external sales force or both

· # of sales people/representatives used

· Cost of sales force

· Explain the distribution process 

· Identify how your products/services will be distributed (i.e. through a retail store, through a distributor, shipping from a warehouse or distribution center, personal meeting with clients, etc.) 

· Identify who will distribute your products/services

· Describe any plans for licensing or royalties

J.
Future Markets

· 1-2 paragraphs on any additional markets your company might attempt to go into
· Include a brief plan on how and when you plan to enter them
V. LOCATION
A.
Site Location Considerations

· Explain any special requirements for your site location including:

· Size
· Zoning
· Parking
· Lighting 
· Other physical character
B.
Facility Requirements

· Identify whether your business needs manufacturing, retail and/or office facilities

· Describe the physical characteristics of the building(s) you will need for your business including:

· Size
· Cost per square foot
· Leasehold improvements
· Storage
· Provide architectural drawings, if available.
· Environmental considerations

· Any necessary linkages to customers or supplies such as:

· Traffic arteries

· Exposure

· Convenience

· Highway access

· Loading dock

VI. TECHNICAL CONSIDERATIONS

A.
Process/Technology

· Describe the process required to manufacture, assemble or produce your product or service
· Identify whether the manufacturing/assembling is done internally or sub-contracted out.  If sub-contracted out, identify who will be doing what.  
· Compare your process to state-of-the art technology
· Describe your shipping, billing, and payment terms

· Explain any constraints or opportunities

· Identify any relevant trends that you predict
B.
Order Fulfillment and Customer Service

· Describe your company’s order fulfillment and customer service practices including:
· Shipping

· Billing

· Payment terms

C.
Raw Materials/Inventory

· Describe how and where your raw materials will be sourced
· Identify back-up suppliers for key components
· Describe the availability of raw materials
· Define inventory requirements

· Explain anticipated inventory turnover
D.
Proprietary Information

· Explain and identify any patents, trademarks, trade secrets, strategic partnership agreements, etc.
E.
Technology Requirements

· Describe requirements for hardware, software, and telecommunications
F.
Other Operational Issues
· Explain other relevant issues such as those pertaining to:

· Safety and health
· Insurance and legal agreements
VIi.  MANAGEMENT/PERSONNEL

A.
Organizational Chart

· Define the expected organization structure of your business in 3 years

[image: image1]
B. Personnel Plan

	Job Title
	Start Date
	Salary
	Benefits (List)

	List job title
	List start date
	List annual or hourly salary (list hours per week)
	Identify benefits provided, i.e. health, life, vacation, sick, any equity in business, etc.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


C.
Functional Job Descriptions

· Write a brief (one paragraph or less) functional description for each job title
D.
Qualifications of Management Team
· 1-2 paragraphs on your management team focusing on anything that makes you and your team qualified to run your company.  Include information on the division of duties and, if applicable, also mention that management resumes can be found in Appendix X.
(Team member #1 name, title) – (1-2 paragraphs of background information.  Include information on past experience operating or working in small businesses, industry experience, education, and/or general business expertise.)

(Team member #2 name, title) – (1-2 paragraphs of background information.  Include information on past experience operating or working in small businesses, industry experience, education, and/or general business expertise.)

(Team member #3 name, title) – (1-2 paragraphs of background information.  Include information on past experience operating or working in small businesses, industry experience, education, and/or general business expertise.)

E.
Outside Advisors and Service Providers

· Explain plans for boards of directors and/or advisors including:

· Names

· Qualifications

· Compensation, if applicable

· Ownership in company, if applicable

· Identify service providers such as lawyers, accountants, or consultants
	 Service Provider
	Cost per Hour 
	Hours per Year

	Name of service provider


	Service provider cost per hour
	Estimated number of hours worked per year.

	
	
	

	
	
	

	
	
	


VIii. POTENTIAL RISKS, OPPORTUNITIES AND CONTINGENCY STRATEGIES
	Critical Risk
	Contingent Strategy

	(Name of Risk #1)
	(Fill in solutions/plans to limit/reduce risk)



	(Name of Risk #2)
	(Fill in solutions/plans to limit/reduce risk)



	(Name of Risk #3)
	(Fill in solutions/plans to limit/reduce risk & add additional risks and contingencies as necessary.)



	Potential Opportunities
	Contingent Strategy

	(Name of Opportunity #1)
	(Fill in plan to leverage this potential opportunity)

	(Name of Opportunity #2)
	(Fill in plan to leverage this potential opportunity)

	(Name of Opportunity #3)
	(Fill in plan to leverage this potential opportunity)

	(Name of Opportunity #4)
	(Fill in plan to leverage this potential opportunity)

	
	


Ix. FINANCIAL ASSUMPTIONS

Complete the financial projections using the Excel template provided and then fill in the information in this section of the business plan.

A.
Start-Up Costs
· What are your estimated costs to start your business?  Reference the start-up costs worksheet in your appendix or complete the chart below.

	Start-Up Cost Description
	$ Amount of Start-Up Cost
	Actual or Anticipated Date Spent

	Fill in activity

	Fill in cost
	Fill in date spent

	
	
	

	
	
	

	
	
	

	Total Start-Up Costs
	Add Up Total Amount
	


B.
Sales Forecast Assumptions

· Explain the rationale for your sales forecast including your assumed market penetration rate.  The optional market capture worksheet can be used as a resource for this section.  Be sure your projections are reasonable and give any supporting information used to project the financials.

	
	YEAR ONE

	Name Product One:
	Enter product sales

	# unit sales
	Enter unit sales

	$ (avg.) price per unit
	Enter avg. price/unit 

	Name Product Two:
	Enter product sales

	# unit sales
	Enter unit sales

	$ (avg.) price per unit
	Enter avg. price/unit 

	Name Product Three:
	Enter product sales

	# unit sales
	Enter unit sales

	$ (avg.) price per unit
	Enter avg. price/unit 

	Other
	

	TOTAL SALES
	Enter total sales/year


C.
Income Projections

· What are your net income projections for the next three years?  If you are not showing a profit during this 3-year period, indicate when you will become profitable.
 

	(Year 1)
	Projected net income

	(Year 2)
	Projected net income

	(Year 3)
	Projected net income


D.
Sources & Uses of Funds
· How much funding do you need to cover start-up costs, operations and/or any growth?  

· Based on your funding needs, what sources of funding will you use?


	Projected Initial Investment  (Uses of Funds)
	Amount

	Land and building
	Fill in amount

	Improvements
	Fill in amount

	Fixtures and Equipment
	Fill in amount

	Start-up costs (prior to start of business)
	Fill in amount

	Working Capital (operating expenses such as employee costs, rent, utilities, marketing, etc.)
	Fill in amount

	Other
	Fill in amount

	Other
	Fill in amount

	Total
	Fill in amount


	Funding for Projected Initial Investment (Sources of Funds)
	Amount

	Owner’s Equity
	Fill in amount

	Bank Financing
	Fill in amount

	Outside Equity
	Fill in amount

	Other
	Fill in amount

	Total
	Fill in amount (must equal projected initial investment)


E.
Accounts Receivable Assumptions

· If your company sends invoices to customers, you will have Accounts Receivable.  Accounts Receivable, a use of cash, is usually calculated in terms of days sales are outstanding.  This is typically between 30 and 60 days.  Explain your Accounts Receivable cycle.  Also discuss your collections policies and invoicing processes.
F.
Exit Strategy

· Explain your exit strategy.  Options include:

· Go public

· Acquisition

· Sale

· Merger

· Buyout

· Franchise

· Hand down

· Close

· Identify your timeline for achieving the chosen exit strategy

G.
Projected Financial Statements
· Include the following financial statements

· Monthly cash flow (for three years)

· Year end income statement (for three years)

· Year end balance sheet (for three years) 

· Historical financial statements (if existing business)

APPENDIX
· List any supporting documents included in your appendix i.e. resumes, corporate identity packages, marketing materials, contracts, letters of intent, etc.

· List document #1

· List document #2 

· List document #3

Appendix (A): Competitive Matrix
Competitors’ Strengths and Weaknesses


	
	(Price)
	(Location)
	(Customer Service)
	(Other Key Characteristics)
	(Other Key Characteristics)
	(Other Key Characteristics)
	(Other Key Characteristics)

	(Your Business)
	
	
	
	
	
	
	

	(Competitor 1)
	
	
	
	
	
	
	

	(Competitor 2)
	
	
	
	
	
	
	

	(Competitor 3)
	
	
	
	
	
	
	

	(Competitor 4)
	
	
	
	
	
	
	

	(Competitor 5)
	
	
	
	
	
	
	


· Note – competitive strengths & weaknesses can be in areas such as:

· Price

· Quality

· Unique features

· Distribution system

· Geographic location
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