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[bookmark: _Toc72831933]Executive Summary
Mission statement
[State your organization's mission statement.]

Business Description & Goals
[An outline of your products/services, number of employees, and business goals.  What does your company do? What product/service do you sell?  What problems (unmet needs) does your business solve for its customers?]

Owner Qualifications & Experience
[Point out skills and experiences that will contribute to the success of the business.]





[bookmark: _Toc72831934]Industry Environment
Overview of the industry	 
[Provide a brief summary to educate your reader about the industry.  What is your primary industry? What market trends do you see?  Is the demand for your product/service growing?  What trends may influence your success or failure? How did your research your industry and trends?]

Potential customers
[Describe who your potential customers are.  Give demographic characteristics, such as income level, education level, ethnic or cultural background, geographic area, age, pyschosocial characteristics, etc.]  

[bookmark: _Toc72831935]Direct competitors
[Describe at least two of your main competitors.  What services/products do they provide and how much do they charge?  What do they do well?  What do they NOT do well?  What makes you different from your competitors? ]






[bookmark: _Toc72831936]Marketing
Overview of products/services
[List your main products or services and the  price(s) you will charge. What are the features & benefits of your Product/service?


Company strategy 
[Where will you sell your products/services? Describe your plan to reach your targeted customer base.  If you plan to advertise, include a description of your promotional methods with cost estimates.  Where will you find your ideal customers and what marketing vehicles will best reach them? (example of marketing vehicles: website, printed materials, networking groups, craft fairs, retail/wholesale stores, etc.) ]












[bookmark: _Toc72831937]Operations
Organizational structure & Operating plan
[State the legal structure of your business and explain your business practices.  How are you proposing to run the business – Who is on your management team (eg. Legal Advice, Mentorship, Bookkeeping/Accounting Assistance) ?  What are your customer service policies and hours of operation?  How are your company’s records maintained? Do you have a Washington State Master Business License?  Have you established a business checking account? ]
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Financial Projections (Use the Excel spreadsheets to support your planning)
Pricing/Cost Analysis
[Provide details about your overhead, start-up costs, and COGS (if you are a product business). Describe how you arrived at Cost of Goods Sold and include percentage mark-up, if applicable. What are the variable costs of your product/service? (Examples of variable expenses include COGS,  labor, shipping for products, etc. Variable expenses are those costs directly related to the product being sold.)
	Average
Price per Unit
	The amount you will charge for one unit of your product/service (if you have more than one product/service, use the price for your signature product/service.)
	

	COGS Per Unit
(Cost of Goods Sold)
	The amount it will cost you to produce one unit of your product
	

	Gross Profit Per Unit
	The amount of profit you make on each unit you sell
	



Break Even Analysis
[How many units do you have to sell to cover your FIXED business expenses? How many additional units or hours of service do you have to sell to cover your minimum owner’s draw? Provide a break even analysis for each year you have been in business] 
BREAK EVEN ON YOUR BUSINESS
	
	Item
	Description
	Amount

	
	Monthly Operating Expenses
	The amount of money it takes to pay your business expenses each month. 
	

	
	Average
Price per Unit
	The amount you will charge for one unit of your product/service (if you have more than one product/service, use the price for your signature product/service.)
	

	
	COGS Per Unit
(Cost of Goods Sold)
	The amount it will cost you to produce one unit of your product
	

	
	Gross Profit Per Unit
	The amount of profit you make on each unit you sell
	

	
	Break Even Point
	The number of units you need to sell each month just to pay all the bills.  (Divide your Total Monthly Expenses by your Gross Profit Per Unit to get your breakeven point in number of units) 
	







BREAK EVEN ON YOUR BUSINESS AND COVER  PERSONAL EXPENSES
	
	Item
	Description
	Amount

	
	Minimum Monthly Owner’s Draw
	The amount of money it takes to pay your personal expenses each month
	

	
	Monthly Operating Expenses
	The amount of money it takes to pay your business expenses each month
	

	
	Gross Profit Per Unit
	The amount of profit you make on each unit you sell
	

	
	Break Even Point
	The number of units you need to sell each month to pay your business and personal expenses.  (Add your Minimum Monthly Owner’s Draw and your Monthly Operating Expenses and divide this number by your Gross Profit Per Unit to get your breakeven point in number of units)
	



Sales Forecast
[Provide a monthly sales forecast for the next 12 months.  Estimate any fluctuations you expect from seasonal or other factors.  In addition to providing your 12 month forecast, please describe your financial goals. (For example: Year 1 goal: business income will replace my part time job; Year 2 goal: Gross $80,000 in sales, etc. )] 

Cash Flow Projections
[Provide a monthly cash flow projection for the next 12 months.  How did you arrive at the estimates in your projections? If you had to cut expenses from your projections, what would you cut and how would it affect your business? ]

Funding
[If your company requires capital for this business opportunity, provide details of your financing proposal (loan, IDA amount, savings, investors etc.) and how your funding will be applied.  Use the table below to itemize planned purchases] 
	Items to purchase
	Estimated Cost
	Vendor
	How purchase will grow business/increase revenues

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




