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This plan created with the assistance of:

Greater Sitka Chamber of Commerce
This is a template that you can use to insert your own business information. If you have questions about using this outline, call the Greater Sitka Chamber of Commerce at 747-8604. Everything in red should either be eliminated in your plan or changed into your own information.

This fill-in outline accompanies the more complete template that includes instructions and examples from a fictional business. 

BUSINESS PLAN OUTLINE

I. THE BUSINESS DESCRIPTION
A. Name, Address, Type of Business

B. Date Founded, By Whom, Why

C. Form and Ownership

D. Mission Statement, Business Goals

E. Key Officers, Management

F. Products/Services Offered

G. Markets/Customers Served

H. Distribution of Products/Services

II. THE MARKETING PLAN
A. Products/Services Differentiation

B. Industry Profile

C. Competitive Analysis

D. Market Demographics/Size 

E. Target Market/Customer Profile

F. Market Objective/Market Share

F. Marketing Strategy

G. Pricing Strategy, Gross Profit Margin

III. OPERATING AND CONTROL SYSTEMS

A. Personnel

B. Production/Service Methods

C. Quality Control

D. Facilities/Zoning

E. Licensing

F. Suppliers

G. Billing and Collection Policies and Procedures 

H. Record-keeping Policies and Procedures

IV. REQUEST FOR FINANCING
A. Amount, Purpose of Request

B. Sources and Uses of Funds

B. Repayment Plan

C. Debt Repayment Contingency Plan

V. THE FINANCIAL PLAN 

A. Start-up Expenses and Explanations

B. Sales Forecast and Assumptions

C. Income Projections Statement
D. Cash Flow Projection 
E. Personal Income and Expense Projections

F. Prior Financial Statements

G. Current Balance Sheet

H. Break-even Analysis

I. Risk Analysis and Alternative Plans of Action

VI. ATTACHMENTS  

Professional Profile

Monthly Income and Expense Report

Prior Year Income and Expense Report

I.  THE BUSINESS DESCRIPTION        

A. Name and Address of Business and Owner, Type of Business

B. Date Founded, By Whom, Why

C. Form and Ownership

D. Mission Statement, Business Goals

First Year Goal: 

Third Year Goal:  
Fifth Year Goal:  

E. Key Officers, Management

F. Products/Services Offered

G. Markets/Customers Served

H. Distribution of Products/Services

II.  THE MARKETING PLAN
A. Products/Services Differentiation

B. Industry Profile

C. Competitive Analysis
D. Market Demographics/Size

E. Target Market/Customer Profile

F. Market Objective/Market Share

G. Marketing Strategy

H. Pricing Strategy, Gross Profit Margin

III.  OPERATING AND CONTROL SYSTEMS        

A. Personnel
B. Production/Service Methods

C. Quality Control

D. Facilities

E. Suppliers

F. Billing and Collection Policies and Procedures

G. Record-keeping Policies and Procedures

IV.  REQUEST FOR FINANCING
A. Amount, Purpose of Request, Collateral

B. Sources and Uses of Funds

	SOURCE AND USE CHART

	
Uses of Funds
	
Sources of Funds

	
	Project Costs
	Financing
	Equity
	Total

	Working Capital
	$
	$           
	$
	$

	Inventory
	
	
	
	

	Machinery/Equipment
	
	
	
	

	Furniture/Fixtures
	
	
	
	

	Real Estate

  Land

  Existing Improvements

  Construction
	
	
	
	

	Business Purchase
	
	
	
	

	Debt Refinance
	
	
	
	

	Other
	
	
	
	

	
	
	
	
	

	  TOTAL
	
	
	
	

	
	$
	$
	$
	$


C. Repayment Plan

D. Debt Repayment Contingency Plan

V.  THE FINANCIAL DATA
A. Start-up Expenses and Funding Sources

B. Sales Forecast and Assumptions

C. Income Projections Statement

D. Cash Flow Projection

E. Personal Income and Expense Projections

F. Prior Year Financial Statements

G. Current Balance Sheet

H. Break-even Analysis

I. Risk Analysis and Alternative Plans of Action

VI.  BUSINESS PLAN ATTACHMENTS   

Include any or all of these that are requested by your lender. 

· Loan Application, which includes personal financial statement and credit history/report

· Three years personal tax returns

· Three years tax returns for business 

· Leases

· Contracts

· Letter of Intent to Purchase

· Business licenses, permits

· Insurance information

· Resumes

· Organization Chart and job descriptions

· Personal and business references

· Samples of marketing materials - business cards, brochures, statements, ads, flyers, price lists, etc.

· Schematic of floor plan, signage and/or picture of business location

· Product endorsements

· Proof of fulfilling legal requirements for your type of business--for example, insurance and authority for transportation businesses; medical license for health care provider.

· Articles of Incorporation, Corporate By-Laws, Partnership Agreement, 

· Borrowing Resolution
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