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Executive Summary

Action Step 10.2 Executive Summary Questions

Venture Description 

 What business is your venture in, and what is the current stage of development? Current stage of development may be start-up, initial operations, expansion, rapid growth, or stable operations. Briefly describe your business model. What is unique about the product/service, and what proprietary rights does the business have?  

InsertTextHere
Management and Organization Plan 

What form of organization does the business operate under, and why? Who are the key management team members and what skills do they have to help the business? Who are the key support groups for your management team, including accountants, attorneys, consultants, board of directors, and advisory board members?

InsertTextHere
Marketing Plan 

What is the market like in terms of the industry, the customer, customer needs, product benefits, the venture’s target markets, and the market penetration plan? Who are the major competitors, and what are their strengths and weaknesses? What are your market penetration plans?  Include specific facts and figures from your market research.

InsertTextHere
Financial Plan 

What will it cost to start this business?  What are the projections for sales and net profit?  How much cash will be needed to start and operate this business?  What sources of financing have been, and will be, sought?  How much money has been contributed by the entrepreneur?  What is your exit strategy?

InsertTextHere
Management and Organization Plan

Action Step 7.1 Management and Organization Questions

Legal Form of Business 

What legal form has been selected? What are the major reasons for this selection? What is the state of incorporation (corporations) or organization (LLCs)? In which states will it be necessary to be authorized to do business? Some legal forms allow for special elections for tax purposes.  What, if any, tax treatment elections will you request?

InsertTextHere
Management Team 

What is the contribution of the entrepreneur? Who are the key management team members, and what are their job descriptions and prior experiences? What offices or titles, such as president or chief financial officer, will each hold? What experience and qualifications are desired for future management positions? When and how will these be filled? 

InsertTextHere
Board of Directors/Advisory Board 

Who are the board of directors or advisory board members? Include names, compensation, and any ownership in the company. What are their qualifications related to the business?

InsertTextHere
Recruitment and Selection of Employees 

What is your plan to find and hire self-motivated people for your business? What are the required qualifications, the duties to be performed, and the interview and hiring guidelines to be followed?

InsertTextHere
Compensation and Ownership

What is the compensation package for the entrepreneur and other key management team members? What are their salaries, benefits, and bonuses? What portion of the business is owned by the entrepreneur and management team?

InsertTextHere
Employee Reward and Incentive Plan 

What system for employee rewards and incentives will be in effect?  What is the incentive plan?  Include special recognition awards, lump sum awards, bonuses, stock options, profit sharing, deferred compensation, commissions, team work, and flexible hours.

InsertTextHere
Communication 

How will you communicate your business values and expectations?  What system will you use to assure clarity of communication throughout your business?

InsertTextHere
Infrastructure 

Who are the key advisers?  Include names and compensation of accountants, lawyers, bankers, and consultants. What expertise will they provide? Include strategic alliances, computer technology, management, marketing, and specialists in product or service issues. 

InsertTextHere
Product / Service Plan
Action Step 4.1 Product/Service Questions 

Purpose of Product/Service 

What is the purpose of the product/service? How does the product/service benefit the customer? Does it solve a problem or address an opportunity? Is it a luxury item or a needed good? 

InsertTextHere
Features and Benefits 

What are the unique features of the product/service, such as cost, design, quality, and capabilities? What benefits does the customer receive?  What problem is solved for the customer?

InsertTextHere
Stage of Development 

What is the history of product/service development?  At what stage of development is the product/service (model stage, working prototype, small production runs, full manufacturing/ production, or other)? When do you plan to achieve other stages of development? At what life cycle stage is the product/service (conception, introduction, growth, maturity, innovation, or decline)? 

InsertTextHere
Product/Service Limitations 

What are the inherent product/service limitations, if any? Include perishability, limited shelf life, installation needs, legal restrictions, staff availability, or other relevant limitations.

InsertTextHere
Product/Service Liability 

What are the liabilities this product/service may pose? What are the insurance requirements and costs? What other factors may reduce or eliminate product/service liability?

InsertTextHere
Production 

What is the production process?  How much will be produced internally, and how much of the production will be subcontracted out? What are the costs and services involved with subcontracting? Who are the backup subcontractors; what are their costs, and who supplies the services? Include shipping, billing, inventory, stocking, and payment terms. 

InsertTextHere
Facilities 

What are the plans for facilities (manufacturing, office, retail)? Include manufacturing facilities, production capacity, and future capital required to build facilities. 

InsertTextHere
Suppliers 

Who are the major raw material/service suppliers, and what are the significant purchasing contracts with them? Are there backup suppliers? 

InsertTextHere
Related Products/Services and Spin-Offs 

What related products/services will be provided, and how will they increase or enhance the profitability of the venture? What new product/service (spin-offs) could be developed to meet changing market needs in this industry or others? 

InsertTextHere
Trademarks, Patents, Copyrights, Licenses, Royalties 

How will you protect intellectual property?  What patents, trademarks, or copyrights have been obtained or which ones will be pursued? What license or royalty agreements are associated with the product/service, and what plans have been made for future agreements? What distribution rights have been obtained or given away? 

InsertTextHere
Governmental Approvals 

What governmental agencies regulate businesses in your industry? What governmental approvals are necessary, and what is the status of such approvals? Some examples of agencies providing governmental approvals include the FDA, EPA, FCC, USDA, OSHA, IRS, secretary of state, State Department of Revenue and Taxation, Workers’ Compensation Division, health departments, planning and zoning commissions.

InsertTextHere
Marketing Plan

Action Step 5.1 Marketing Plan – Industry Profile Questions

Industry Profile

Current Size 

What is the current size of your industry for this product/service? What is the size of your industry at the national, regional, state, and local levels? How many dollars are spent annually and/or how many units are consumed annually in the industry? Cite the sources of information.

InsertTextHere
Growth Potential 

How much is the industry growing, stabilizing, or declining? Cite the sources of information.

InsertTextHere
Industry Trends 

What are the trends in the industry? What effect does technology have on the business? How is the Internet affecting your industry? Cite the sources of information.

InsertTextHere
Other Characteristics 

What seasonal issues affect your industry?  What is the average profit for businesses in the industry? In what area of the country are most businesses in your industry located? Cite the sources of information.

InsertTextHere
Distribution Channels 

What distribution channels currently exist to support the sale of your product/service? Cite the sources of information.

InsertTextHere
Competitive Analysis

Action Step 5.2 – Marketing Plan – Competitive Analysis Questions

Direct Competition 

What direct competition exists for your product/service?  What companies sell similar products/services to the same target market?  Cite the sources of information.

InsertTextHere
Indirect Competition 

What indirect competition exists for your product/service?  What companies sell different products/services that fill the same need as your product/service?  Cite the sources of information.

InsertTextHere
Future Competition 

What future competition do you expect to have for your product/service?  Cite the sources of information.

InsertTextHere
Competitive Analysis 

What is your competitive advantage? Include a competitive analysis chart (ctivity 5b) and summarize key points. How will your product/service compete in the areas of price, quality, unique features, distribution system, marketing/advertising, geographic location, and strengths/weaknesses?

InsertTextHere
Market Analysis

Action Step 5.3 – Marketing Plan – Market Analysis Questions

Target Market Profile 

What target market will be selected?  How many potential customers and/or potential dollars are available in this market segment?  What is your share of the market?  What other markets, if any, will be targeted and at what stages of the business?  Note that the target market might be firms in the distribution channel instead of the end user.

InsertTextHere
Customer Profile 

What is the profile of the intended customer, including age, gender, profession, income, and geographic location? What attitudes, values, belief systems, and social status define this customer group?  For business customers, what is your customer’s business type, SIC and NAICS codes, intended use for the product/service, geographic location, and size of organization?

InsertTextHere
Future Markets 

What opportunities could occur in future markets, including market size, method of market penetration, projected date of entry, and approximate costs?

InsertTextHere
Pricing

Action Step 5.4 – Marketing Plan – Pricing Questions 

Pricing Strategy 

What are your short-term and long-term pricing strategies? Why have you selected these strategies?  What are the competitors’ pricing strategies? What pricing constraints and sensitivities exist for your product/service? 

InsertTextHere
Price List 

What is your price list, including purchase price, quantity discounts, introductory offers, shipping costs, and warranties/maintenance contracts?

InsertTextHere
Pricing Policies 

What are your pricing policies, including volume pricing, avoiding price conflicts, and bundling products and services?

InsertTextHere
Market Penetration

Action Step 6.2 – Marketing Plan – Market Penetration Questions

Company Image 

What is the image of your company?  How will you portray that image?  How will your image be noticed by potential customers (for example, how the phone is answered, what the invoices look like, the company’s involvement in civic organizations and causes)?   

InsertTextHere
Customer Service 

What are your customer service strategies?  What policies will you establish for warranties and guarantees concerning your product/service?  What will be your policy for returns and service costs?

InsertTextHere
Location 

Where will the business be located?  How will this site promote your business?  What are the demographics of the surrounding neighborhood?  How long do you plan to be at this location?

InsertTextHere
Direct Sales Force 

Will an internal sales force be used for selling the product/service to the end user? How many sales persons will be hired?  What will a direct sales force cost (compensation package, training, support staff, contests, bonuses, meetings, sales aids, displays, samples, training materials, catalogs, and brochures)?

InsertTextHere
Sales Representatives 

Will external sales representatives be used to sell the product/service to the end user?  How many representatives will be used?  What will be the cost of using sales representatives (compensation package, allowances, catalogs, brochures, and samples)?

InsertTextHere
Licensing or Distributors 

To whom, if anyone, will you license your product/service?  What upfront, annual, and royalty fees will you charge?  What companies will be used to distribute your products/services? List the name and address of the distribution company, contact person, geographical area assigned, and a brief description of the distribution contract.

InsertTextHere
Advertising and Promotion 

What advertising/promotion will be used for the distribution system and customers? What media will you use to promote your business?  What will the advertising/promotion cost?

InsertTextHere
Publicity 

What strategies do you have for obtaining publicity for your business?  What events will you promote through press releases?  What media will you attempt to solicit publicity from?

InsertTextHere
Telemarketing/Direct Mail 

Will telemarketing or direct mail be used to sell the product/service to the end user? Where will you obtain a mailing list?  What is your schedule for direct mail/telemarketing and estimated response rate? What will the direct mail/telemarketing cost (mailing list, print materials, postage, and cost per contact)?

InsertTextHere
Internet 

How will you use the Internet to market your services? What features will you have on your Web site?  Will you use e-mail to communicate with customers?  What will it cost to build and maintain a Web site?

InsertTextHere
Trade Shows 

What trade shows do you plan to use to exhibit your product (name of the trade shows, location, date, size of booth, cost to attend, the projected number of contacts, and other information)? What trade shows do you plan to attend without an exhibit?

InsertTextHere
Market Penetration Effectiveness 

What activities are planned for penetrating the market?  When will they begin and end?  Who is responsible for each activity? How will you measure the effectiveness of each market penetration tactic?

InsertTextHere
Financial Plan

Action Step 9.2 – Financial Plan Questions 

Start-Up Costs 

What are your estimated costs to start this business?  Are these one-time costs (expenditures) or ongoing costs (expenses)?

InsertTextHere
Sales Projections 

What are your sales projections for the next three years?  Where did you get the information to project financials?  Are the projections reasonable?

InsertTextHere
Income Projections 

What are your net income projections for the next three years?  When will your company be profitable?

InsertTextHere
Cash Requirements 

How much cash will be required to cover start-up costs, operations, and/or growth?

InsertTextHere
Sources of Financing 

Based on cash requirements to start, maintain operations, and grow, will you seek debt or equity financing?  How much is the cost of obtaining these funds?

InsertTextHere
Exit Strategy 

What is your overall plan for growth?  How will this plan enable you to obtain a wealthy harvest upon exit?  What are your specific plans for going public, selling the business, merging the business, or other?

InsertTextHere
Action Steps 8.2, 9.1

Use the Print Options in the Financial Template to print these Financial Statements

Projected Financial Statements


-  Monthly Cash Flow Report (for three years)


-  Year-End Income Statement


-  Year-End Balance Sheet


-  Ratio Analysis

Appendix

Action Step 10.3 Appendix

INSTRUCTIONS: 


ALL BLUE Text is HIDDEN. IT WILL NOT PRINT. If you CANNOT SEE the BLUE Text, on a PC click on the “¶” button on the tool bar, or search Help for Hidden Text to see how to enable Hidden Text for your version of MSWord.


Enter your own information when prompted, such as InsertTextHere.


Change the copyright line in the footers to include your company name.


This text box is NOT hidden and will be printed. Therefore, you should delete this text box before printing out your final business plan. 


Links in the Table of Contents to each of the assignments show when Hidden Text is enabled. Clicking on these links will bring you to the section of the business plan for each assignment. When you update the Table of Contents these links disappear.
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