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1. MISSION STATEMENT

QUESTIONS:

WHAT IS THE PURPOSE OF THIS BUSINESS PLAN? IS IT AN OPERATING GUIDE? OR A
FINANCING PROPOSAL?

WHAT IS THE BUSINESS STRUCTURE (l.E., SOLE PROPRIETORSHIP, PARTNERSHIP, C CORPORATION,
SUBCHAPTER S CORPORATION)?

WHAT IS THE DATE THE BUSINESS WAS OR WILL BE ESTABLISHED?

HOW MUCH MONEY WILL YOU NEED FROM LOANS AND/OR OUTSIDE INVESTMENT? HOW MUCH WILL
YOU CONTRIBUTE?

WHAT IS THE MONEY NEEDED FOR?

HOW WILL THE FUNDS BENEFIT THE BUSINESS?

HOW WILL THE FUNDS BE REPAID?
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2. THE BUSINESS
A. DESCRIPTION

GENERAL QUESTIONS:

. TYPE OF BUSINESS: IS YOUR BUSINESS PRIMARILY RETAIL, WHOLESALE, MANUFACTURING
OR SERVICE?

. STATUS OF BUSINESS: IS YOUR BUSINESS A START-UP, EXPANSION OF A GOING CONCERN,
OR A PURCHASE OF AN EXISTING BUSINESS2

. BUSINESS FORM: SOLE PROPRIETORSHIP, PARTNERSHIP, CORPORATION?

*  WHEN WILL (DID) YOUR BUSINESS OPEN?

*  WHAT HOURS OF THE DAY AND DAYS OF THE WEEK WILL YOU BE (ARE YOU) IN OPERATION?

(IF YOURS IS A SEASONAL BUSINESS, OR IF THE HOURS WILL BE ADJUSTED SEASONALLY,
MAKE SURE THAT THE SEASONALITY IS REFLECTED IN YOUR REPLIES TO THE TWO
PREVIOUS QUESTIONS.)

QUESTIONS FOR A NEW BUSINESS:

WHY WILL YOU BE SUCCESSFUL IN THIS BUSINESS?

*  WHAT IS YOUR EXPERIENCE IN THIS BUSINESSZ2

. HAVE YOU SPOKEN WITH OTHER PEOPLE IN THIS KIND OF BUSINESS? WHAT WAS THEIR
RESPONSE?

(Business Description continued)



WHAT WILL BE SPECIAL ABOUT YOUR BUSINESS?

HAVE YOU SPOKEN WITH PROSPECTIVE TRADE SUPPLIERS TO FIND OUT WHAT MANAGERIAL
AND/OR TECHNICAL HELP THEY WILL PROVIDE?

HAVE YOU ASKED ABOUT TRADE CREDIT?

IF YOU WILL BE DOING ANY CONTRACT WORK, WHAT ARE THE TERMS? REFERENCE ANY
FIRM CONTRACT OR LETTER OF INTENT, AND INCLUDE IT AS A SUPPORTING DOCUMENT.

QUESTIONS FOR A BUSINESS PURCHASE:

WHEN AND BY WHOM WAS THE BUSINESS FOUNDED?.

WHY IS THE OWNER SELLING IT2

HOW DID YOU ARRIVE AT A PURCHASE PRICE FOR THE BUSINESS?2

WHAT IS THE TREND IN SALES?

IF THE BUSINESS IS NOT DOING WELL, WHY? HOW CAN YOU TURN IT AROUNDZ2

HOW WILL YOUR MANAGEMENT MAKE THE BUSINESS MORE PROFITABLEZ2
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B. THE MARKET



QUESTIONS:
*  WHO EXACTLY ARE THE CLIENTS IN YOUR MARKET? DESCRIBE CHARACTERISTICS: AGE, SEX,
PROFESSION, INCOME, ETC.

. WHAT IS THE PRESENT SIZE OF THE MARKET? WHAT PERCENTAGE WILL YOU HAVE?

. WHAT IS THE MARKET'S GROWTH POTENTIAL?

. AS THE MARKET GROWS, DOES YOUR SHARE INCREASE OR DECREASE?

. HOW ARE YOU GOING TO SATISFY YOUR MARKET?

. HOW ARE YOU GOING TO PRICE YOUR SERVICE, PRODUCT, OR MERCHANDISE TO MAKE A
FAIR PROFIT, AND AT THE SAME TIME, BE COMPETITIVE?

. HOW WILL YOU ATTRACT AND KEEP THIS MARKET?

. HOW CAN YOU EXPAND YOUR MARKET?

. WHAT PRICE DO YOU ANTICIPATE GETTING FOR YOUR PRODUCT? IS IT COMPETITIVE?

. HOW DID YOU ARRIVE AT THE PRICE? WILL IT ENSURE PROFITABILITY?

i WHAT SPECIAL ADVANTAGES DO YOU OFFER THAT MAY JUSTIFY HIGHER PRICE (YOU DON'T
NECESSARILY HAVE TO ENGAGE IN DIRECT PRICE COMPETITION)?

PART 1 — THE BUSINESS
C. COMPETITION




QUESTIONS:
*  WHO ARE YOUR FIVE NEAREST COMPETITORS?

*  HOW WILL YOUR OPERATION BE BETTER THAN THEIRS?

* HOW IS THEIRBUSINESS: STEADY? INCREASING? DECREASING? WHY?

*  HOW ARE THEIR OPERATIONS SIMILAR AND DISSIMILAR TO YOURS?

*  WHAT ARE THEIR STRENGTHS AND/OR WEAKNESSES?

*  WHAT HAVE YOU LEARNED FROM WATCHING THEIR OPERATIONS?




2. THE BUSINESS

D. LOCATION

QUESTIONS:
*  WHAT IS YOUR BUSINESS ADDRESS?

*  WHAT ARE THE PHYSICAL FEATURES OF YOUR BUILDING/SPACE?

* IS YOUR BUILDING/SPACE LEASED OR OWNED? STATE THE TERMS. ATTACH COPY OF LEASE.

* |IF RENOVATIONS ARE NEEDED, WHAT ARE THEY? WHAT IS THE EXPECTED COST? GET QUOTES IN
WRITING FROM MORE THAN ONE CONTRACTOR. INCLUDE QUOTES AS SUPPORTING DOCUMENTS.

*  WHAT IS THE NEIGHBORHOOD LIKE? DOES THE ZONING PERMIT YOUR KIND OF BUSINESS?

*  WHAT KIND OF BUSINESSES ARE IN THE AREA?

* HAVE YOU CONSIDERED OTHER AREAS? WHY IS THIS ONE DESIRABLE FOR YOUR BUSINESS?

¢ WHY IS THIS THE RIGHT BUILDING/SPACE FOR YOUR BUSINESS?

*  HOW DOES THIS LOCATION AFFECT YOUR OPERATING COSTS?




2. THE BUSINESS

E. MANAGEMENT

QUESTIONS:

WILL YOU MANAGE THIS BUSINESS OR WILL SOMEONE ELSE MANAGE THE BUSINESS?

WHAT IS YOUR BUSINESS BACKGROUND?

WHAT MANAGEMENT EXPERIENCE HAVE YOU HAD?

WHAT EDUCATION HAVE YOU HAD (BOTH FORMAL AND INFORMAL LEARNING EXPERIENCES)
WHICH HAVE BEARING ON YOUR MANAGERIAL ABILITIES?

WHY ARE YOU GOING TO SUCCESSFUL AT THIS VENTURE?

DO YOU HAVE DIRECT OPERATIONAL EXPERIENCE IN THIS TYPE OF BUSINESS?

DO YOU HAVE MANAGERIAL EXPERIENCE IN THIS TYPE OF BUSINESS?

IF YOU'RE HIRING SOMEONE TO MANAGE THE BUSINESS, WHAT IS THEIR
BACKGROUND?




(management continued)

* DO YOU HAVE MANAGERIAL EXPERIENCE ACQUIRED ELSEWHERE —WHETHER IN  TOTALLY
DIFFERENT KINDS OF BUSINESSES, OR THROUGH VOLUNTEERISM?

*  WHO DOES WHAT IN THE BUSINESS? WHO REPORTS TO WHOM? AND WHERE DO
FINAL DECISIONS GET MADE?

*  WHAT WILL MANAGEMENT BE PAID?

*  WHAT OTHER RESOURCES WILL BE AVAILABLE (ACCOUNTANT, LAWYER)?

NOTE: A PERSONAL FINANCIAL STATEMENT MUST BE INCLUDED AS A SUPPORTING DOCUMENT IN
YOUR PLAN IF IT IS APROPOSAL FOR FINANCING. ALSO, PLEASE ATTACH PERSONAL DATA
SHEET(S) FOR ALL PRINCIPALS/MANAGERS.
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2. THE BUSINESS
F. PERSONNEL

QUESTIONS
*  WHAT ARE YOUR PERSONNEL NEEDS NOW? IN TWO TO THREE YEARS? FULL OR
PART TIME?

*  WHAT SKILLS MUST THEY HAVE?

* ARE THE PEOPLE YOU NEED AVAILABLE?

* SALARIES OR HOURLY WAGES? OVERTIME?

* FRINGE BENEFITS?

*  WILL YOU HAVE TO TRAIN PEOPLE? IF SO, HOW AND AT WHAT COST TO THE BUSINESS?
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2. THE BUSINESS
G. EXPECTED BENEFIT OF LOAN OR INVESTMENT

QUESTIONS:
¢ HOW IS THE LOAN OR INVESTMENT TO BE SPENT? WORKING CAPITAL, NEW EQUIPMENT,
INVENTORY, SUPPLIES? (SEE USES OF CASH ON PAGE 14)

WHAT IS THE ITEM OR ITEMS TO BE BOUGHT?

WHO IS THE SUPPLIER?

WHAT IS THE PRICE?

WHAT IS THE SPECIFIC MODEL NAME AND/OR NUMBER OF YOUR PURCHASE?
(SEE PAGE 15)

HOW MUCH DID YOU (WILL YOU) PAY IN SALES TAX, INSTALLATION CHARGES AND/OR FREIGHT
FEES?

HOW WILL THE LOAN ASSIST YOUR BUSINESS OR MAKE YOUR BUSINESS MORE PROFITABLE?
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3. FINANCIAL DATA

A. SOURCES AND USES OF CASH

SOURCES OF CASH

1. BANK LOANS:
MORTGAGE LOAN

TERM LOAN

LINE OF CREDIT

2. PERSONAL INVESTMENT:

3. OTHER:

TOTAL:

USES OF CASH

1. PURCHASE BUILDING

2. EQUIPMENT

3. RENOVATIONS

4. FURNITURE & FIXTURES

5. INVENTORY

6. WORKING CAPITAL

7. RESERVE FOR CONTINGENCIES

8. OTHER:

TOTAL:
13
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3. FINANCIAL DATA

B. Capital Equipment List

MAJOR EQUIPMENT AND ACCESSORIES MODEL COST ORLIST PRICE
TOTAL $
MINOR SHOP EQUIPMENT
TOTAL $
FURNITURE & FIXTURES
TOTAL $
OTHER
TOTAL $
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3. FINANCIAL DATA
D. PROJECTED INCOME STATEMENTS
TWO YEAR SUMMARY

YEAR1 % YEAR 2

1. SALES $ $

LESS: COST OF GOODS SOLD

2. GROSS PROFIT

3. OPERATING EXPENSES:
EMPLOYEE WAGES

PAYROLL TAXES

OUTSIDE SERVICES

OFFICE SUPPLIES

REPAIRS & MAINTENANCE

ADVERTISING & PROMOTION

CAR, DELIVERY & TRAVEL

ACCOUNTING & LEGAL

RENT

TELEPHONE

UTILITIES

INSURANCE

TAXES & LICENSES

INTEREST

DEPRECIATION

MISCELLANEOUS

OTHER EXPENSES

4. TOTAL OPERATING EXPENSES

5. PROFIT (LOSS) PRE-TAX

(2 MINUS 4)
6. INCOME TAXES

7. NET PROFIT (LOSS) $ $
(5 MINUS 6)

ASSUMPTIONS:
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3. FINANCIAL DATA
C. BALANCE SHEET AS OF

ASSETS LIABILITIES & NET WORTH

CURRENT ASSETS CURRENT LIABILITIES

CASH $

ACCOUNTS ACCOUNTS PAYABLE* $

INVENTORY CURRENT PORTION LTD**

PREPAID EXPENSES OTHER

OTHER
TOTAL CURRENT ASSETS $ TOTAL CURRENT LIABILITIES $
FIXED ASSETS LONG TERM LIABILITIES

FURNITURE & FIXTURES NOTES PAYABLE*

VEHICLES BANK LOAN PAYABLE*

EQUIPMENT OTHER LOANS PAYABLE

LEASEHOLD IMPROVEMENTS OTHER

BUILDING & LAND (NET)** TOTAL LONG TERM LIABILITIES
TOTAL FIXED ASSETS $ TOTAL LIABILITIES

NET WORTH: OWNER’S EQUITY $

TOTAL ASSETS $ TOTAL LIABILITIES & NET WORTH $

NOTE: TOTAL ASSETS SHOULD EQUAL TOTAL LIABILITIES & NET WORTH.

* Display detail on page 16.
** Net of Depreciation
*** | TD: Long Term Debt
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ACCOUNTS RECEIVABLE (AR) DISPLAY:

(NAME OF ACCOUNT) (AMOUNT)

1.

2,

3.

4,

5.

TOTAL
ACCOUNTS PAYABLE(AP) DISPLAY:
(NAME OF ACCOUNT) (AMOUNT)

1.

2,

3.

4,

5,

TOTAL
NOTES PAYABLE DISPLAY:
(NAME OF ACCOUNT) (AMOUNT)

1.

2,

3.

4,

5,

TOTAL
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