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Business Plan Elements
Introductory Elements
· Cover Page 

· Executive Summary 

· Table of Contents
Business Description
· An overview of your industry
· A discussion of your company 
· Descriptions of your products/services 
· Your positioning 
· Your pricing strategy
The Market
· Customers 

· Market Size and Trends 

· Competition 

· Estimated Sales 

Development & Production
· Development Status
· Production Process 

· Cost of Development
· Labor Requirements
· Expenses and Capital Requirements
Sales & Marketing
· Strategy
· Method of Sales
· Advertising and Promotion
Management
· Description
· Ownership
· Board of Directors/Board of Advisors
· Support Services
Financials
· Risks
· Cash Flow Statement
· Balance Sheet
· Income Statement
· Funding Request and Return
    

  Cover Page Worksheet

This worksheet will prompt you to assemble all of the information you will need to include on your business plan cover page in one place to insure nothing is left out.
The words “Business Plan”


Your name


Your title


Business name


Your logo


Address


Telephone #


Fax #


Email address


Date


Executive Summary Worksheet

This worksheet will prompt you for the information that should be included in your executive summary. Pull the information asked for below from the other sections of your plan and keep each answer to three sentences or less.

Business concept — the product, the market it will serve, and its competitive advantage.
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________

Financial features — information from financial statements and forms that document the viability of your business and its soundness as an investment.
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________

Financial requirements — will you make equity available in return for an investment, what other sources of collateral does your business have. 
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________

Current state of the business. Is your business an S corp, a C corp, a partnership or some other form of business. When was it formed?
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________

Owners, principals and key personnel.
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________

Major achievements including patents, prototypes, contracts, and market research indicating that the business is viable.
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
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