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COMPREHENSIVE BUSINESS PLAN OUTLINE

I. Non-Disclosure Agreement (Optional)

II. Introduction

· Name and address of the business

· Submitted to (personalized for each prospective lender)

· Prepared by

III. Table of Contents

IV. Executive Summary

· One to two page highlight of business concept, management expertise, and the market potential

· Sales and profit forecast and financing needed

V. Operations Plan

A. Business Concept

1. Type and size of Business

2. History (if any)

3. The product/service and what makes it unique

4. General description of customers

5. Your ability to make this business succeed

6. Patents/Copyrights (if any)

B. Production/Service Plan

1. A typical cycle in your business operations

C. The Facility

1. Location, size, accessibility, zoning

2. Own, lease, business incubator

3. Any special physical requirements?

D. Suppliers

1. list suppliers

VI. The Market

A. Industry Analysis

1. History, trends, future projections

B. Market Analysis

1. Describe your current and potential customers (by Demographics)

2. In what geographic area are your customers?

3. Who is most likely to buy from you and why?

4. Quantify your market

VII. Market Strategy

A. Your company image

1. Methods of selling, servicing and distribution channels

2. Advertising and promotion

3. Pricing strategy

B. Customers/Prospects

1. List and analyze your current customers

2. List good prospects:  rate them, potential volume

3. Include purchase orders, letters of intent

C. Competitive Analysis

1. Who are you up against?

2. What are their strengths and weaknesses?

3. Your competitive edge

VIII. Products/Services
A. Describe the product/service

1. Where you get it

2. Competitive advantages/disadvantages

3. Costs

B. Future Products/Services

IX. Research & Development (if required)
X. Plan of Operations

· Facilities requirements – leased or purchased

· Labor requirements – skilled/unskilled; full/part time; qualifications; training

· Production – Make/buy/subcontract; sources; quality control

· Capital needs – Equipment list; facilities; leasehold improvements; other

XI. Management

A. Management Background

1. Experience, strengths, affiliations, education of key personnel, compensation

B. Organization

1. Legal structure

2. Organization chart

3. Duties/responsibilities, job descriptions

4. Board of directors, or advisory board, as appropriate
5. Number of employees, current and projected

C. Accountant, Lawyer and other Business Advisors

XII. Objectives and Milestones

· A statement of the business objectives and a listing of measurable near term and long term goals and milestone dates. 

XIII. Financial

A. Current Conditions (if applies)
1. Business balance sheet

2. Personal balance sheet

3. Profit and loss statements from past  three years

B. Forecasts

1. Profit and loss statements for five years (monthly the first year, quarterly thereafter)

2. Two year cash flow forecast

C. The Request for Financing

1. An itemized list of 

· Start-up costs (if applicable)

· Working capital, capital expenditures

XIV. Harvest, Exit Strategy, or Long Term strategy (this section added by Prof. Sherrie Human, Xavier University)
· A statement of how you plan to meet investor’s return on investment objectives, or your own long term wealth-accumulation strategy (e.g., sell business to specific type of buyer, merge with specific type of company, family business succession plan etc.)
XV. Appendices 
· All details of information referred to above

· Leases, contracts, resumes, permits . . .

· Articles of incorporation, or partnership agreement

· Letters of intent, letter of reference

· Technical and marketing support data

