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Executive Summary

This section is a summary of the information from the pages that follow. Prepare it last, after the business plan has been written. It should not exceed two pages. Headings to use in the Executive Summary:

A. Vision/Mission Statement
B. Company Summary
C. Products/Services

D. Market Assessment
E. Strategic Implementation 

F. Expected Outcomes

Vision/Mission Statement and Goals 
A. Vision Statement 

The vision/mission statements are clear summaries of where the business is headed. It describes what the business produces, who products are produced for, and unique business characteristics. It will reflect the values of the management team and the type of business culture you are trying to create.

B. Goals and Objectives

What do you want your business to achieve? Be specific in terms of financial performance, resource commitments (time and money) and risk. 

When will various milestones be achieved?  For example, what do you expect sales to be after 6 months?
C. Keys to Success

What do you need, or must happen, for you to succeed?

Company Summary
The material in this section is an introduction to the firm.
A. Company Background
What does your business do?
Who were the founders of the business?

B. Resources, Facilities and Equipment

With what do you produce your products or services?
What are the land, equipment, human and financial resources?
Who provides them?
How are resource providers rewarded?  What is the maximum equity you are willing to give up?  How much do you hope to give up?
C. Marketing Methods

What is your annual sales volume in dollars and units?  (This should be researched and come from a similar product, also include a resource)
Explain how you work with others to improve returns. This may include a strategic alliance with suppliers or customers that you can leverage. 
How much does it cost to produce and deliver your products and services?(Information should come from Element Cost Analysis Sheet)
Is contracting used?  If so, how?
D. Management and Organization 

Who is currently on the management team?
How have management responsibilities been divided among the management team, percent/ratio/roles?
Who acts as the president/CEO? spokesperson? Chief Financial Officer?
If you have other employees, who determines employees’ salaries and conducts performance reviews?
What special skills and abilities does the management team have?
What additional skills does the management team need? 

Who are the key people and personnel that make your business run?
Which “Shark” are you hoping to partner with?  
Rank the Sharks in order of most to least desired with reasons.  
E. Ownership Structure

Who are the primary stakeholders in your business?
Describe the legal form of your company, such as partnership, proprietorship, or corporation.
Do you need special permits/ patents to operate, or a record for inspections? If you do, please describe them. 

Outline the steps for achieving a patent and include a resource.   
F. Social Responsibility

What environmental practices do you follow?
What procedures do you use for handling chemicals?
What noise/dust/timing/odor policies do you have?
What will be your involvement at the local/state/national level in commodity organizations?

What training and new employee orientation practices will you offer to insure proper handling of hazardous materials and safe operation of equipment?

Products and/or Services

Describe the products and services you plan to sell. 
How is your product or service unique?
Are you producing a commodity or a differentiated product?

How does your product or service compare to other products in 

Quality? Price? Location?

Market Assessment
A. Examining the General Market
How is the market characterized?

Are there clear segments in the market? Describe them. 
What important customer need(s) is the market not currently fulfilling?
What is the growth potential for each segment of the market?

What opportunities and threats does your firm face?
What does an analysis using the Five Forces model suggest about your industry? Who is your competition (in light of the Five Forces)?
What trends, relevant to your business, do you see?
What are the drivers of change? 
What political and legal issues do you face, such as zoning, environmental laws, inspections, etc?

B. Customer Analysis
Who will be your customers? 

What do you sell to each of the customers?

How does your product/service solve a key customer problem?
How difficult is it to retain a customer? 

How will you advertise your product?

How much does it cost to advertise your product?  (Reference)

C. Industry Analysis

D. Strategic Alternatives

Strategic Implementation

A. Production
How will you produce your product?

What is your competitive advantage?

What processes will you use to produce products?

What is the anticipated timeline?
B. Resource Needs

In order to effectively organize your business you need to insure the resources are available. Assess those needs here.

a) Human

What skills are needed?

How will human resources be acquired?

b) Financial

What level of financial resources will be needed?

c) Physical

What type, quantity and quality of physical resources will be required?

D. Marketing Strategy

What is your sales plan?

What advertising and promotion will be used to increase sales/awareness?

Where will you sell products/services?
Do you have a preferred market outlet?
How will you price the product?
Financial Plan
A. Financial Projections

How will you manage the financial risks your business faces? 
What operating procedures, such as developing cash flow budgets or spending limits, will you have to ensure adequate money for debt repayment? 
What are the important assumptions that underlie your projections? These assumptions may be associated with both external or internal factors.

What financial aspects of your business (equity, asset growth, ROE, etc.) will you monitor? 

What procedures will be used for monitoring overall business performance?

B. Contingency Plan

What will you do if you can’t follow through with your primary plan?

How are you preparing for an emergency in your business? 

How will the business function if something happens to one of the key members of the management team?
PAGE  
4

