1. Top of Form
Instructions for Completing the Business Plan Narrative Template
1. Executive Summary (Write this section last - no more than 2 pages)
· Business Name, Address, City, State, Legal Form, Owner(s) Name(s)
· What problem do you solve or opportunity do you seize?  What is market need?
· Products/Services (general/brief) and how your Products/Services will meet that need
· Summary of Financial Projections (Include Month that Company will achieve Profitability, Positive Cash Flow, etc.)
· Amount and type of financing needed
Take this opportunity to introduce your company.  Why does it exist?  What is its name?  What type of business is it and what products/services does it offer?  What is the unmet need in the marketplace? Briefly introduce the core strategies that will make your company a success in the marketplace.
2. Company Summary
· Brief Narrative of Total Startup Costs (Table is included in Section VIII. Financial Plan)
· Description of Facilities and Total Cost
· Description of Furniture, Fixtures, and Equipment and their Costs
· Operations
Describe the facility, location, space, and equipment that will be required and their costs.  Include a description of the geographic location and your planned facility and describe the advantages and disadvantages of both.  If a retail store, describe hours of operation.
3. Products & Services
· Products/Services Description
· Pricing Strategy
· Pricing Objectives
· Product Costs and Margins
· Packaging & Shipping Issues (if applicable)
Clearly defining your company’s offerings is crucial to defining what your company represents.  Specifically, identify exactly what your company will be offering to the marketplace and how you will set the pricing.  Will you charge by the item, hour, or service?  What will the markup be and how did you determine it?  How much profit margin will each product or service generate?  Will you offer quantity, seasonal, or cash discounts?
4. Market Analysis
· Market Characteristics and Size of the Market
· Your Target Market
· Customer Type and Geographic Location
· Number of Potential Customers
· Demographic Profile of your Target Customers
· Buying Criteria of your Potential Customers
This section should contain enough facts to convince the reader that your product or service has a substantial and growing market, despite competition and other influences.  Who do you believe will be your primary customers (demographically) and why?  What is the current size of your target market and what are the possible future trends and opportunities?  (Cite your research sources.)
5. Competitive Assessment
· Who is your Competition?
· What Market Share does each Competitor have?
· What are the Advantages & Disadvantages of your Products/Services versus your Competitors?
· What are each Competitor’s Strengths & Weaknesses?
· What are the Competitors’ Prices?
It is important to know everything you can about your competition in order to develop a strategy to compete successfully with each one.  What do your competitors do well and how will you “benchmark” from it?  What do they do poorly and what will you do differently as a result?  How will you leverage your strengths?  It is best if you develop a table for the competitive analysis rather than just narrative without a table.
6. Marketing/Sales Strategy
· State your Value Proposition – why would a customer buy from you (price, function, service – need superiority in two of those three)
· Pricing
· Distribution
· Sales Strategy
· Marketing Plan
· Promotion/Advertising Plan
· Networking
How do you plan to capture market share?  What is your estimate of your share of the market and the amount of sales required to meet this estimate over the next three years?  What methods of selling and advertising will you use?
7. Management Plan
· Owners and their duties in the day-to-day management of the company
· Key Managers (other than the owners)
· Each Owners’/Key Managers’ abilities and responsibilities
· Projected salaries
· How many employees will you have and in what positions?
It is important to outline the strengths and weaknesses of each owner/manager and to show that all necessary and critical skills/expertise and knowledge of the business have been covered.  List and describe any supporting professional services that will assist you in your startup and in operating the business (banker, lawyer, accountant, insurance agent, mentor, etc.)
8. Financial Plan
· Summary of first 3 years’ Sales, Gross Profit, Operating Expenses, Net Income, and Cash Flow
· Brief clarifying narrative of the Summary (state that detailed financials are attached)
· Brief explanation of the assumptions utilized in developing the financials
Your financial data should reflect your most realistic estimates.  Describe any sensitivity analysis you have performed and its results.
9. Appendix
· Comprehensive Pro Forma Financials
· Owner(s) Resume
· Key Manager(s) Resume
· Copy of Leases (draft or signed)
· [bookmark: _GoBack]Contracts and Letters of Commitment
For submission to a potential lender only:
· Owner(s) Personal Financial Statement
· Last three years Income Tax Returns
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