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Executive summary

Your executive summary provides an overview of your business, a description of your current state,
and a simple explanation of your activities.



Business Overview

What solutions do you provide to your customers?

How does your company fit within the current market?

What are the current major initiatives of your business?

Where is your company located?

How long have you been around, and what’s changed since you first started?

Products & Services

What products or services are you currently selling?

What portion of overall revenues does each product or service represent?

Revenue

What is your current sales level?



How much money do you require?

How do you plan on investing the money?

Key People

Who are the main executives/advisors in your business?

What experience do they bring to the role?

What are their current responsibilities within the company?

Contingency & Risk Assessment

What are your company's weaknesses (internal) and threats (external)?

Are there enough skilled employees to hire?

Are there major competitors that you will compete with?



Are there political or legislative policy that could impact your business?

How will you monitor and respond to these risks?



The Business

Provide a high level overview of what your business does.

Business Description

How long have you been in business?

Where are you located? Do you operate in a physical location or virtually?

What solutions do you provide to your customers?

Where do you fit within the industry or market?

Mission

What does your organization do? How do you create happy customers?

Vision

Thinking about the future, what is the aspirational goal of your organization?



Values

What are the values you and your team want to uphold and deliver?

Industry Overview & Trends

What is the overall size of your market (potential customers and revenue)? How much of this
market do you have and each of your competitors?

How are your products or services compared to your competitors (think price, quality)?

Are new competitors emerging? Are competitors closing? Why?

Could government or industry regulation have an impact on your business?

Technological Trends

What technology are you currently using? How will it be maintained? Will it need to be upgraded?

Are new technologies disrupting your business or industry?

How do your customers use technology?

How do your competitors use technology?



Government Regulations

Are there legal or regulatory changes affecting your business or industry?

Are there tax code or accounting changes that will impact your business?

How will changes in local or provincial/state, or federal politics impact your business?

The Market

Overview of Market Trends

How has customer behavior changed over time?

What impact will supply chain challenges have?

What impact will supply chain challenges have?

Are there regulatory changes that affect your potential customers or their ability to buy your product
or service?

Target market

Who is your ideal customer?

What are thier needs?
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Is their purchasing behavior changing?

Products and services

What products or services are you currently selling?

What is the sales mix ($/%) of each product or service?

How do your products or services fit within the overall market?

How can your products or services evolve to respond to market changes?

The competition

Competitors and Types of Competition

Who are your direct competitors?

Who are your indirect competitors?

Are there companies disrupting your industry or eating into your market share?

How are you keeping track of your competitors and changes to thier business?
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Competitors’ strengths and weaknesses

Where are your competitors weaknesses?

Where are your competitors strengths?

Competitive Advantage and Differentiation

Why would a customer buy your product or service versus a competitor?

What's different about your product or service?

What unique solution are you offering?

How is your product or service delivered or served to the customer?

What perks or incentives do your customers receive (if any)?
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Sales and Marketing

Customers

Who are your customers? List by name if a short list.

How will you acquire or diversify your customer base?

Suppliers

Who are your suppliers?

What happens if your supplier can not deliver? Do you have other options?

Advertising & Promotion

How are you reaching and selling to your customers?

How are you reaching and selling to your customers?

How are you reaching and selling to your customers?
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Pricing & Distribution

How do you set pricing?

How are products or services delivered to the customer?

What external factors could affect your pricing or delivery?

Customer Service & Warranties

What kind of guarantee or warranty comes with your products or services?

What happens if you do not have a product or capability of delivering a service?
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Operating plan

Business location

List location(s), offices, and warehouse locations.

Hours of operations.

Do you own or lease your property? What are the terms?

Equipment

What kind of equipment does your business rely on to deliver products or services?

Will you have to purchase, replace, or upgrade equipment in the next 12 months? What are the
associated costs?

Technology Requirements

Do you need to invest in technology to stay competitive or improve efficiency?
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What are the costs associated with this technology (upfront and ongoing)?

Environmental Obligations

What type of environmental compliance does your organization need to meet?

Are there regulations or laws that impact your business operations?

Are there new regulations that may impact your businss operations in the next 12 months?
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People

Management Team

Describe your management team: title, name, bio, and responsibilities.

Advisory Team

Describe your management team: title, name, bio, and responsibilities. This includes accounts,
lawyers, consultants, or anyone that provides an outside perspective on your business.

Key Staff

Who are the non-management staff critical to the business? What are their responsibilities?
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12 Month Action Plan

Outline major goals, resources, outcomes and deliverable dates. Plan for risk and contingencies.

Goals

List major goals for the overall business (revenue, deparment).

Resources Required

What is the cost associated with these goals (funding, people).

Tactics

For each SMART goal, what is your plan B if you are unable to get the funding, people, or have
enough time to complete?

Contingency & Risk Assessment

For each SMART goal, what is your plan B if you are unable to get the funding, people, or have
enough time to complete?
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