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This outline is provided free by the

South Carolina Small Business Development Centers.
We assume no liability for use of this product. (DELETE THIS WHEN YOU’RE DONE)
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Executive Summary
The Executive Summary is the doorway to your business plan. It explains who you are, what you want to do, where and when. 
The summary should highlight how much you will need in funding, where you intend to obtain said funding, etc. Do not be afraid to use bold and italicized fonts to get your point across. 

“White space” is your friend. DO NOT use first person; use 3rd. 
Use bullet points (customize them at will) when needed.

If you are applying for a loan, state what you will pledge in collateral (and any appraised values attached). Briefly state what your business does (retail, service, manufacturing, marketing, other), your objectives or goals, and your competitive advantage.

Your summary should answer these questions:

· Who is/are the owner(s)?

· What legal form of organization will your business take?  (Sole proprietorship, Partnership, Limited Liability Company, Corporation)

· What is your experience in this business, or if you have no experience in this business, who will supply you with the necessary expertise to operate it?

· Who will your customers be?  What market do you intend to service, the market size, and your expected share of the market.

· Why can you service the market better than your competition?

· Why have you chosen your particular location? 

· What available personnel are required for the operation?

· If you will be doing contract work, what are the terms?  Reference any firm contract and include it as a supporting document.

· If you have letters of intent from prospective suppliers or purchasers, also include copies of those letters as supporting documents.

· How much of your own cash will you be putting into the business? 
See Appendix is a great point to avoid clutter in your plan.
Most importantly, briefly explain why this venture will work. What is unique that will allow your business to thrive in this industry?
NOTE:  Do not exceed one page for your Executive summary.
Objectives
Objectives need to be measurable, specific and must include a deadline. These objectives could be about sales, ROI, growth, etc. (ex. Increase sales by 10% within 12 months of operation). Include at least three (3) objectives.
· Objective # 1
· Objective # 2
· Objective # 3
Mission Statement
A mission statement answers one question: why are you in business other than making money? This does not need to sound academic; it should be easily “digestible” to the public and your workforce?  What does the company do and how does it affect its customers?

Vision Statement

This is rather simple: where do you see your company in the next decade? This statement should highlight your ambition as an entrepreneur. Once again, be creative.
Legal Structure
When was your company established? Include the state in which the company was organized (or incorporated).  Is the company set up for zoning? Is it in good economic standing with the state of incorporation (or organization)? Who is the registered agent? Did you start the business? Or did you buy it? If so, how and when?
Using bullet points, list the EIN, DUNS, Sales Tax ID, CAGE code, etc. (if applicable).
Key Management
List the controlling members (or partners) in this business venture (with interest percentages).
· Owner # 1 (60% interest in the LLC)

· Owner # 2 (40% interest in the LLC)

Feel free to include a brief bio regarding each member.

Supplemental Resources
Do you have any other people involved with the project that are OUTSIDE the firm? If so, who are they and what do they do? 
Company Location and Facilities
Provide the physical address of the business. Briefly explain why the surrounding areas are ripe for growth.
Feel free to include blueprints, photos, etc. of the location to give your stakeholders a more accurate picture of the business.
In essence, explain why the location is ideal for the business.
Product(s)/Service(s)
What type of product or service do you plan to sell?  Describe each product or service in detail.  How does the product or service compare to the competition? The more complex the industry, the more specific the description:
Product Description / Service Description
List your product(s)/service(s) individually and describe how they benefit your customers.
· Product/Service 1
· Product/Service 2
· Product/Service 3
Important Product(s)/Service(s) Features and Competitive Comparison
Describe the important competitive features of your product(s) or service(s), or both.   How do your products/services compete against other brands and/or competition?   What makes the business unique to attract customers?
Customer Service 
How do you plan to service the product …, which includes customer support, guarantees, and hours of operation for the business? 
Market Analysis
Industry Snapshot
Do you know your NAICS code? You can identify said code by searching the following link: (https://www.census.gov/eos/www/naics/index.html). 
This code is necessary for proper market research. Afterwards, identify the area(s) that will account for the bulk of your company’s revenue. 
With these two aspects in hand, here are some factors to consider:
· 5-year past employment growth rate

· 1-year future growth rate

· Average annual income

· # of jobs in this industry
· # of new entrants

· # of exits
For local data, consider contacting your local Economic Development Partnership (I have provided a generic sample that they will generally provide at your request). 
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Aiken County Hotels (except Casino Hotels) and Motels 319 $13,695 0.47 20 1.3% 45 20 24 1 0.4%

Total - All Industries in Aiken County 65,023 $47,151 1.00 3,445 1.1% 7,534 3,050 4,064 420 0.6%

City of North Augusta Hotels (except Casino Hotels) and Motels 10 $13,733 0.11 -4 -6.3% 1 1 1 0 0.5%

Total - All Industries in North Augusta 9,012 $47,251 1.00 979 2.3% 1,068 423 564 81 0.9%

Source: JobsEQ®

Data as of 2018Q1

Note: Figures may not sum due to rounding.

Exported on: Monday, July 16, 2018 3:50 PM

NAICS 721110: Industry Snapshot  of Hotels (except Casino Hotels) and Motels

Current

Four Quarters Ending with 2018q1

5-Year History

Separations 

(Approximate)

1-Year Forecast

Growth


For a geographical comparison, consider Barnes Reports. For national (and international data), consider IBIS World and/or Dun & Bradstreet.
For further insight into the industry of your choice, feel free to use Michael Porter’s Five Forces model. This model address one basic question: “Should my company enter this industry?” Each of the five factors are given a grade (positive, negative, or ambiguous).
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Market Forecast / Target Market
Provide factors including but not limited to demographics, traffic counts, etc.
It is in this section that you want to identify the customer archictype (aka, who is your typical consumer?). Link your answer to the demographic information provided above.   
Competition
List at least your top five (5) competitors.  How is their business?  Steady?  Increasing?  Decreasing?  Why?   

How are their operations similar or dissimilar to your operations?

What are their strengths and weaknesses?

What have you learned from watching their operations?  How will your operations be better (or different) than your competitors?
Keys to Success
In order for (Company Name) to remain competitive in its target market, the business must focus on the following competitive qualities:
List three or more ways the company will obtain a strategic advantage over its competitors (e.g. efficiency, experience, location)

· Competitive Quality 1
· Competitive Quality 2
· Competitive Quality 3
SWOT Analysis
Feel free to use SmartArt within Microsoft PowerPoint to build a similar SWOT analysis as seen below (you can then copy and paste as a picture centered within Microsoft Word).

Address SWOT from the customers’ perspective.
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Business Strategy and Implementation
Give systematic strategies to meet the objectives set by the company.  Also, give plans for any future service or product lines beyond the three-year projections.
Advertising
Describe how you plan to advertise/market your new business to your target audience.  Include any examples of brochures, direct mail, print advertising, radio advertising, Yellow Pages, flyers, or word-of-mouth strategies you plan to pursue.
Marketing Strategy
How is the company planning to use the advertising listed in the Advertising section to build a solid customer base?  

What type of initial promotions? 
Sales Plan 
What plans does the company have to increase the customer base to meet the objectives?  What offers or guarantees do you have? 
Strategic Alliances
What strategic alliances does the company have?
· Offering more product lines?

· Working with distributors?

· Access to free training and/or technical support?
Organization
Describe each manager’s organizational responsibility 
Organizational Structure
Draw a picture of what your organization will look like.

Management Team
List the members of your management team. Include summaries—brief resumes— of each member’s background, experience, and describe their functions within the company.
	Name and Position
	Background
	Skills

	
	
	

	
	
	

	
	
	

	
	
	


Management Team Gaps
Identify skills the team does not possess and discuss how the company plans to fill these needs.

State any gaps that management has in the operation of the company.  Typical examples are legal and accounting.
Other Management Team Considerations
Add any additional information that may be pertinent to the business plan.  For example, the client may have access to business information from an owner in a non-competitive area.
Financial Analysis
The projected financial statements for the first three years of operation are located in the Appendix.
Financial Assumptions
The table below lists the assumptions used to create the financial projections located in the Appendix.

(Insert Assumptions Table)
Start-Up Costs and Capitalization
List start-up or funds usage with as much detail as possible.  This can be done in table format or by chart.

For example, in order to purchase {The Company’s Name}, {Client Name} requires $ XX,XXX in commercial funding.  The table below provides a summary of the proceeds of the loan funds.

Future Plans

Include a paragraph on where you see your business going over the next 3-5 years, and how you hope to accomplish that.
Final Checklist

After you have completed your business plan, look it over carefully for any mistakes and weaknesses.  One very important part of the business plan that is often overlooked is the overall consistency of the plan.  Some questions that you should ask yourself about the plan are:

· Do the financial projections match throughout the entire business plan?

· Are the timelines and dates correct?  (especially important for revised business plans)

· Are the assumptions substantiated and can you justify your conclusion if asked?

· Have you considered an exit plan, disaster plan, or other potentional obstacles?

· Do you fully understand all of the financial and proprietary information if an outside source was used to prepare the business plan?

· Are you ready to personally guarantee any loans in the name of the business?

· (Unwillingness to guarantee raises a “red flag” to a lender.  If a business owner will not stand behind their business, why should the bank?)

· Do you have a cover sheet that tells who you are and how to get in touch with you?  

· Are your projections for income and profit feasible, or is there too much “blue sky?”

· Can you put a minimum of 20% to 30% equity in the business?  The bank will expect you to have a stake in the business.
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