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[bookmark: _Toc340506951]Executive Summary
	
	Write this last so that you can summarize the most important points from your business plan. 
Provide a concise but positive description of your company, including objectives and accomplishments. For example, if your company is established, consider describing what it set out to do, how it has accomplished goals to date, and what lies ahead. If new, summarize what you intend to do, how and when you intend to do it, and how you think you can overcome major obstacles (such as competition).
You can also choose to use the following four subheadings to organize and help present the information for your executive summary.
Note: to delete any tip, such as this one, just click the tip text and then press the spacebar.


[bookmark: _Toc340506952]Highlights
	
	Summarize key business highlights. For example, you might include a chart showing sales, expenses and net profit for several years.
Note: to replace the sample chart data with your own, right-click the chart and then click Edit Data.



[bookmark: _Toc340506953]Objectives
	
	For example, include a timeline of the goals you hope you to achieve.


[bookmark: _Toc340506954]Mission Statement
	
	If you have a mission statement, include it here. Also include any essential points about your business that are not covered elsewhere in the executive summary.
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	Describe unique or distinguishing factors that will help your business plan succeed.


[bookmark: _Toc340506956]Description of Business
	
	Give a positive, concise, and fact-based description of your business: what it does, and what is going to make it unique, competitive and successful. Describe special features that will make your business attractive to potential customers and identify your company’s primary goals and objectives.
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	Indicate whether your business is a sole proprietorship, corporation (type), or partnership. If appropriate, define the business type (such as manufacturing, merchandizing, or service). 
If licenses or permits are required, describe the requirements for acquiring them and where you are in the process.
If you have not already stated whether this is a new independent business, a takeover, a franchise or an expansion of a former business, include that here.
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	Remember that location is of paramount importance to some types of businesses, less so for others.
If your business doesn’t require specific location considerations, that could be an advantage and you should definitely note it here.
If you have already chosen your location, describe the highlights—you can use some of the factors outlined in the next bullet as a guide or other factors that are essential considerations for your business.
If you don’t yet have a location, describe the key criteria for determining a suitable location for your business. 
Consider the following examples (note that this is not an exhaustive list and you might have other considerations as well):
What kind of space are you seeking and where? Is there a particular area that would be especially desirable from a marketing viewpoint? Must you have a ground-floor location? If so, must your location be easily accessible to public transportation?
If you are considering a specific site or comparing sites, the following may be important: How is the access/traffic flow? Are the parking facilities adequate? Is the street lighting sufficient? Is it close to other businesses or venues that might aid in drawing the type of customers you seek? If it is a storefront, does it attract attention or what must be done to make it attract the type of attention you need?
If signage is appropriate for your business: Are there local ordinances concerning signs that might adversely affect you? What type of signage would best serve your needs? Have you included the cost of signage in your start-up figures?
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	Describe your products or services and why there is a demand for them.  What is the potential market? How do they benefit customers? What about your products or services gives you a competitive edge?
If you are selling several lines of products or services, describe what’s included.  Why did you choose this balance of offerings?  How do you adjust this balance to respond to market demands? 
For product-based businesses, do you have or need inventory controls?  Do you have to consider “lead time” when reordering any items?  Do you need an audit or security system to protect inventory?
Note: 
If your products and/or services are more important than your location, move this topic before location and hours of business.
If you are providing only products or only services, delete the part of this heading that is inappropriate.
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	Whether your business products or services, use this section to address the level and means of service that you provide to customers, before, during, and after the sale. 
How do you make your service(s) stand out against the competition?
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	Does your business manufacture any products? If so, describe your facilities and any special machinery or equipment.
Without revealing any proprietary information, describe the manufacturing procedure.
If not already covered in the Products and Services section, describe how will you sell the products you manufacture—Directly to the public? Through a wholesaler or distributor? Other? 
How will you transport your products to market?
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	How will your background or experience help you to make this business a success? How active will you be and what areas of management will you delegate to others? 
Describe any other people who will be/are managing your business, including the following: 
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	As you write this section, consider that the way company finances are managed can be the difference between success and failure. 
Based on the particular products or services you intend to offer, explain how you expect to make your business profitable and within what period of time. Will your business provide you with a good cash flow or will you have to be concerned with sizeable Accounts Receivable and possible bad debts or collections?
The full details of your start-up and operating costs should be included in the Appendix. However, you can reference appropriate tables, charts, or page numbers as you give a brief, summary accounting of your start-up needs and operating budget. 
Start-up needs should include any one-time only purchases, such as major equipment or supplies, down-payments, or deposits, as well as legal and professional fees, licenses/permits, insurance, renovation/design/decoration of your location, personnel costs prior to opening; advertising or promotion
Once you are ready to open your business, you will need an operating budget to help prioritize expenses. It should include the money you need to survive the first three to six months of operation and indicate how you intend to control the finances of your company. Include the following expenses: rent, utilities, insurance, payroll (including taxes), loan payments, office supplies, travel and entertainment, legal and accounting, advertising and promotion, repairs and maintenance, depreciation, and any other categories specific to your business.
You can also include information (or cross-reference other sections of this business plan if covered elsewhere) about the type of accounting and inventory control system you are using, intend to use, or, where applicable, what the franchiser expects you to use.



[bookmark: _Toc340506967]Start-Up/Acquisition Summary
	
	Summarize key details concerning the starting or acquisition of your business. (If this is not applicable to your business, delete. 
As noted in the preceding section, include your table of start-up or acquisition costs in the Appendix.


[bookmark: _Toc340506968]Marketing
	
	How well you market your business can play an important role in its success or failure. It is vital to know as much about your potential customers as possible—who they are, what they want (and don’t want), and expectations they may have.
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	Who else is doing what you are trying to do? 
Briefly describe several of your nearest and greatest competitors. What percentage of the market does each reach? What are their strengths and weaknesses? What can you learn from the way they do business, from their pricing, advertising, and general marketing approaches? How do you expect to compete? How do you hope to do better?
What indirect competition will you face, such as from internet sales, department stores, or international imports?
How will you keep abreast of technology and changing trends that may impact your business in the future?


Advertising and Promotion
	
	How do you intend to advertise your business?
Which of the following advertising and promotion options offer you the best chances of successfully growing your business? Directory services, social networking websites, media (newspaper, magazine, television, radio), direct mail, telephone solicitation, seminars and other events, joint advertising with other companies, sales representatives, word-of-mouth, other?
How will you determine your advertising budget?
How will you track the results of your advertising and promotion efforts?
Will you advertise on a regular basis or will you be conducting seasonal campaigns?
How will your products be packaged? Have you done research to see what type of packaging will best appeal to your customers? Have you done a cost analysis of different forms of packaging?


Strategy and Implementation
	
	Now that you have described the important elements of your business, you may want to summarize your strategy for their implementation. If your business is new, prioritize the steps you must take to open your doors for business. Describe your objectives and how you intend to reach them and in what time parameters.
Planning is one of the most overlooked but most vital parts of your business plan to ensure that you are in control (as much as possible) of events and the direction in which your business moves. What planning methods will you utilize?
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[bookmark: _Toc340506974]Start-Up Expenses
	Business Licenses
	

	Incorporation Expenses
	

	Deposits
	

	Bank Account
	

	Rent
	

	Interior Modifications
	

	Equipment/Machinery Required:
	

	Item 1
	

	Item 2
	

	Item 3
	

	Total Equipment/Machinery
	

	Insurance
	

	Stationery/Business Cards
	

	Brochures
	

	Pre-Opening Advertising
	

	Opening Inventory
	

	Other (list):
	

	Item 1
	

	Item 2
	

	Total Startup Expenses
	



	
	
Attach your Income Project Statement, P&L and Balance Sheet 
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[bookmark: _Toc340506980]Sales Forecast
	
	This information can be shown in chart or table form, either by months, quarters or years, to illustrate the anticipated growth of sales and the accompanying cost of sales.
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	In order to back up the statements you may have made in your business plan, you may need to include any or all of the following documents in your appendix:
Personal resumes
Personal financial statements
Credit reports, business and personal
Copies of leases
Letter of reference
Contracts
Legal documents
Personal and business tax returns
Miscellaneous relevant documents.
Photographs



Financial Overview

Sales	2011	2012	2013	2014	55000	68000	85000	100000	Net Profit	2011	2012	2013	2014	35000	45000	50000	60000	Expenses	2011	2012	2013	2014	20000	23000	35000	40000	
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