
1. Executive Summary

This is a summary of the business idea or opportunity and is usually no more than one page.

a. Is it succinct and to the point?

b. If this was all a reader had access to, would it provide them with a balanced snapshot of the opportunity?

2. The Purpose of the Plan
Every plan has a purpose.  These include:-

a. Raising a loan.

b. Raising capital.

c. Committing the plan to paper so that it might be scrutinized further.

d. Seeking a partner.

Whatever your purpose in preparing the plan, it should be stated.

3. The Organisation/People

a. Who are the people/organisations involved in capturing this opportunity?

b. What are their backgrounds and why are they combining?

4. The Product/Service

a. What is it?  (Provide a fairly detailed description).

b. What is the essence and status of your technology?

c. What is its life cycle?

d. What is the patent, copyright, etc. position?

e. What government regulations need to be considered and why?

f. What is your unique ability to satisfy the needs of the market place?

g. Why is there an opportunity for this product/service?

If you are manufacturing a product:-

· Where do you get the raw materials from?

· What do you do to it?

· What does it cost?

· Is there sufficient capacity?

· What is production capacity?

5. Market Analysis

This incorporates a review of the market environment you are going to operate in, its characteristics and the reasons for the opportunity.

Questions include:-

· What is the market? (describe)

· What are its segments? (describe)

· What numbers are involved?

· What is the competition?

· What share of the market do they have?

· Why?

· What survey work have you done to validate the opportunity?

6. Market Strategy
· Which market segment are you going to target?  Why?  How?

· Which geographical markets are you going to tackle?  Why?  How?

· How are you going to identify the members of the target market?

· What media/mechanism do you have available to communicate with your target market?

· What are the trends and anticipated changes in your primary market in the next five years?

· How will the changes and trends of your markets affect your strategy?

· What are the secondary target markets and what are their key attributes?  Needs, demographics and future trends?

7. Management/Ownership
An elaboration on the management team for the opportunity and the people who are going to participate in its ownership.
· Who is going to manage the venture?

· What is their background and skill?

· Who is the team?

· What is the legal structure of the business?

· Who will own the business?

8. Funds Required
· Details of funding required and what you are going to do with the funds:-

· How much money is required now?

· What are the future capital requirements?

· How are you going to raise it?

· How are the funds going to be used?

· What security will be offered?

9. Financial Data
First year:

· Profit projections

· Detailed monthly cash flow

· Balance sheet at the end of year one.

Second and third years:-

· Profit projections

· Cash flows

· Balance sheet at end of year

· Key assumptions should be stated.

10. Appendices
Supporting data that would add credibility to the plan and help a reader to understand the basis of the plan should be included. These might include:-
· Statistics

· Maps

· Supporting articles

· Research results

· Market survey results
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