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Executive Summary
Overview:  

Write a one or two paragraph statement about what you are in business for.  This entire portion of the document is to be from three to five pages in length.

Products:

List the product(s) or service(s) your company  provides, follow the list with a breakdown of what each is with detail.  

· Product 1

· Product 2

Product 1 Description:

One to two paragraphs about the product/service.

    Product 2 Description:

    One to two paragraphs about the product or service.  Do this for each product/service you provide.

Market:

Describe in three to five paragraphs your market place.  Include current available market share, total current market space value, and current market downs and ups, 

Value Proposition:

Explain why your product or service is needed to fill the share gap or why your product will be able to make it in this market space in three to five paragraphs.

Competition:

List the top three competitors to your service.  For a company to survive, there MUST be at least one competitor, more can be better.  Do not compare or contrast your competition here, just list them, their cost to the buyer for their products, and how much market share they currently have.  One paragraph per competitor.

Sales:

Place a paragraph or two on how you will sale your product, at what cost, and for how much.  Attach at the end of the document, as appendixes, graphs and spread sheets that support this text.  NO GRAPHS in text section, but reference them.

Marketing:

Explain how you are going to market your company for the next 30 days, 90 days, 180 days, 1 year, 2 years, 3 years, 4 years and 5 years. This should take about four paragraphs or less.  Attach at the end of the document, as appendixes, graphs and spread sheets that support this text.  NO GRAPHS in text section, but reference them.

Staffing:

Explain current staffing, and how staffing needs to be for the next six months, year 1, year 2, and annually to five years.  This section should be less than five paragraphs.

Senior Management:

Write one paragraph for each of your executive or senior management team members.  Each paragraph should have who the person is, their experience in this field and position, as well as their education if any.  Positions that should have a person in them are:  President/Chief Executive Officer (can be two different people), Chief Financial Officer, Chief Information Officer (in today’s business world, this may be very important to achieving success, it may not be required, but should be thought of up front), and Chief Technology Officer if the company deals with hardware or software.

Board:
Your company should have at least three Board Members, one of which being the CEO.  At least one Board Member should not be part of the company, but may be a family member or other Investor.  This section should have one small paragraph for each member, except the CEO, which should have one sentence stating if that person is a voting Board Member or not.

+++++++++++++++++++++

After completing this part of your document, you need to create financial documents to support your financial outlay and purposed income for the next five years.  This needs to cover all cost, to include salaries, rents, leases, fees, etc, and all expected income.  The first two years need to be month to month, the next year needs to be quarterly and the last two years need to be annually.

+++++++++++++++++++++

Products
Market/Industry

Etc.

Now you begin the meat of the plan:

Upon completing this, you need to get to the meat of your Business plan.  Take each section except the overview and expand on it in great detail.   (The Executive Summary IS the first section of your business plan.  Starting with Products in detail explain the products you have, cost of production, cost of distribution, etc.  Leave out no detail.  Explain any licensing requirements for production, leaving out no detail on each product.

Then increase in detail the remaining sections from your Executive Summary.  The more detail the better.  For each item that touches money in any way, there needs to be an entry in the financial spread sheets.

Excluding the ES and financials, your plan should be less than 50 pages in size with 30-35 being best.

+++++++++++++++++++++

The ONLY part of the document that should go out to any outsider up front is the Executive Summary section and Appendixes A-D, and that should only be in hard copy.  The rest of the document should be considered confidential to Board Members, and Executive Staff.  It should have input from each of the key employees in Executive Staff.  When you are heading towards due diligence with a Funding Source, you may then give a copy, under NDA IF THAT Source signs NDAs, to the Funding Source.
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