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1. Executive Summary
Complete this section last.
Business Overview
· What does your business do?
· What products or services do you provide?
· What problem does your business solve?
Target Customers
· Who are your primary customers?
· Where are they located?
Ownership and Structure
· Who owns the business?
· What is the legal structure?
Competitive Advantage
· What are the top 3 reasons your business will succeed?
Future Vision
· Where do you see the business in 3 to 5 years?
Funding Request (if applicable)
· Amount requested
· Use of funds
· Expected impact on the business
· Repayment strategy



2. Business Overview
Business Description
· Describe the business and its purpose.
Problem
· What customer need, gap, or problem exists?
Solution
· How does your business solve this problem?
Company Background
· Why did you start this business?
· What motivates the owners?
Legal Structure
· Sole Proprietorship
· Partnership
· LLC
· S-Corporation
· C-Corporation
· Other



Ownership
	Owner
	% Ownership
	Role

	
	
	

	
	
	

	
	
	



Location and Hours
· Business address
· Service area
· Hours of operation
· Online presence

3. Products and Services
Products and Services Offered
Describe each major product or service.
For each offering:
· Features
· Benefits
· Typical customer
· Pricing
What Makes Your Offering Unique?
· What differentiates you from competitors?
Pricing Strategy
· How were prices determined?
· How do prices compare with competitors?
Research and Development (if applicable)
· New products under development
· Future service offerings
· Innovation plans
Intellectual Property (if applicable)
· Trademarks
· Copyrights
· Patents
· Proprietary processes
· Domain names

4. Industry Analysis
Industry Overview
· Describe the industry.
· What is its current condition?
Industry Trends
· Emerging opportunities
· New technologies
· Changes in customer behavior
Economic Factors
· How do economic conditions affect the industry?
Industry Outlook 
· Expected growth opportunities 
· Potential challenges

5. Customer Analysis
Target Customer Profile
Demographics
For B2C (Business to Customer):
· Age
· Income
· Gender
· Education
For B2B (Business to Business):
· Industry
· Company size
· Geography
· Revenue range
Psychographics
· Values
· Interests
· Lifestyle
· Buying motivations

Geographic Market
· Local
· Regional
· Statewide
· National
Customer Needs
· What problems are customers trying to solve?
Value Proposition
Complete this sentence:
We help [target customer] solve [problem] by providing [solution] that delivers [benefit].
Market Size
· Estimated customer base
· Market opportunity

6. Competitive Analysis
Competitor 1
Strengths
· Product/service
· Pricing
· Location
· Marketing
· Reputation
Weaknesses
· Product/service
· Pricing
· Location
· Marketing
· Reputation
Competitor 2
(Same format)
Competitor 3
(Same format)
Competitive Advantage
Why will customers choose your business instead?

7. SWOT Analysis
Strengths
Internal advantages
· Experience
· Reputation
· Pricing
· Location
· Expertise


Weaknesses
Internal limitations
· Lack of capital
· Limited staffing
· Limited awareness
Opportunities
External factors that may help
· Growing demand
· Market trends
· Partnerships (complementary businesses nearby)
· New technologies
Threats
External risks
· Competition
· Economic downturns
· Regulatory changes
· Labor shortages

8. Operations and Management
Management Team
For each key owner or manager:
· Position
· Experience
· Education
· Key responsibilities
Organizational Structure
· Ownership structure
· Reporting relationships
Staffing Plan
· Current employees
· Future hiring plans
· Full-time/part-time positions
Day-to-Day Operations
· How does the business operate on a typical day?
· Key systems and processes
Suppliers and Vendors
· Major suppliers
· Critical relationships

9. Marketing and Sales Strategy
Marketing Goals
· Brand awareness
· Customer acquisition
· Customer retention
Marketing Methods
Website
Describe strategy.
Social Media
Describe strategy.
Search Engine Marketing
Describe strategy.
Email Marketing
Describe strategy.
Networking and Events
Describe strategy.
Traditional Advertising
Describe strategy.
Sales Strategy
· How are leads generated?
· What is the sales process?
· Who is responsible for sales?
Customer Communication
How will you stay connected with customers?
Examples:
· Email
· Social media
· Text messaging
· Loyalty programs
· Follow-up calls




10. Risk Management
Identify your top risks and mitigation plans.
	Risk
	Potential Impact
	Mitigation Strategy

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Examples:
· Economic slowdown
· Key employee departure
· Supply chain disruptions
· Increased competition

11. Legal and Regulatory Requirements
Business Formation
· EIN obtained?
· Business registration completed?
Licenses and Permits
List all required licenses and permits.
Insurance
· General liability
· Property
· Workers' compensation
· Professional liability
· Other
Regulatory Compliance
· Industry-specific requirements
· Federal regulations
· State regulations
· Local regulations










12. Goals and Milestones
Start-Up Goals
Goals to accomplish before opening.
	Goal
	Target Date

	
	

	
	

	
	

	
	

	
	



Year 1 Goals
· Revenue goals
· Profitability goals
· Customer goals
· Marketing goals
Years 2-3 Goals
· Growth goals
· Staffing goals
· Expansion goals
Long-Term Vision (5-10 Years)
· Future size of business
· Geographic expansion
· Exit strategy (if applicable)

13. Funding Request (If Applicable)
Amount Requested
Use of Funds
	Purpose
	Amount

	Equipment
	

	Inventory
	

	Working Capital
	

	Real Estate
	

	Other
	


Sources and Uses Summary
Repayment Plan
Owner Investment

14. Financial Projections and Assumptions
Attach supporting spreadsheets.
Include:
· Start-up costs
· 12-month cash flow projection
· 3-year projections
· Profit and loss forecast
· Break-even analysis
Assumptions
Document assumptions used in projections:
· Revenue assumptions
· Pricing assumptions
· Staffing assumptions
· Growth assumptions



15. Professional Support Team
	Professional
	Name
	Contact Information

	Accountant
	
	

	Attorney
	
	

	Banker
	
	

	Insurance Agent
	
	

	SBDC Consultant
	
	

	Other Advisors
	
	







16. Appendices
Include supporting documents:
· Resumes
· Licenses
· Permits
· Lease agreements
· Market research
· Product photos
· Quotes and estimates
· Financial statements
· Tax returns
· Letters of support
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