
Business Plan

1. Cover Letter

· Applicant name and address

· Amount and Purpose of loan

· Terms and sources of repayment

· Collateral offered

2. Description of Business

A. Existing Business (if applicable)

· Type and form of business (sole-proprietorship, corporation, partnership, etc.)

· Location and business description

· Product(s) or service(s) description

B. Proposed Business Expansion (if applicable)
· Proposed type and form of business, if different

· Location and business description

· Proposed changes in product(s) or service(s) description, and brief description of how loan / equity will help you achieve these proposed changes

· Timetable for business plan implementation

III.  Market Analysis

· Market identification:

Who are your potential customers?

Where are they?

How many potential customer (market size)?

Market’s growth potential


Industry trends

Is your type of business or industry growing locally, nationally, internationally?

How does your business fit into these trends?

What other industries are growing?

How other industries could affect your business?

The 4Ps strategic plan: product, price, place, and promotion.

· Pricing of products or services.

How your prices will be comparing with your competition?

How your prices will remain competitive?

IV.  Competition

Identify nearest competitors

Business strength and weaknesses

Business Advantages

V. Management Plan

Personal history of principals including resumes

Organizational Chart

Duties and responsibilities

Staffing Plan:  

Include number of employees, amounts of salaries and fringe benefits, training needs, etc.

VI. Sources and Uses of funds

· Identify the items to be purchased and cost of each

· Include current contractor and supplier estimates, including installation, freight and contingency costs

· Include collateral list and values

· Specify where the money is coming from- bank, other investors or lenders, and your investment

VII. Marketing Strategy

Identify method of selling products: direct, through distributors, retail chains, etc.

How will product be serviced?

Advertising Agenda and cost 

The four Ps strategies (product, price, place, promotion)

VIII. Financial Data

· Historical Balance Sheet

· Current Balance Sheet (less than 90 days old)

· Historical Income Statements (3 years, if available)

· Business Income Tax Returns (3 years)

· Personal Financial Statement

· Personal Income Tax Returns (3 years)

· Cash Flow Projections for one year, by month.  Include assumptions and factual data, explaining how you got the numbers.

IX. Appendix

· Letters of recommendation

· Lease agreements

· Other
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