South Eastern Economic Development

SEED Corporation
80 Dean Street (Route 44), Taunton, MA 02780

SEED is a non profit finance corporation certified and
accredited by the U.S. Small Business Administration (SBA)




This Business Plan Booklet is set up in a question and answer format
designed to assist you in thinking through the various aspects of your
business and planning for its viability and success. Please use it as an
outline for your own narrative or simply fill in the answers.

f THINGS TO CONSIDER ﬂ

. Your Business Plan is aroad map for your business.

. The care you take in preparing your Business Plan will
show potential lenders how serious you are about your
business.

. Presentation is important, and so is content. The more
homework you do on your business, the better the
Business Plan.

. Make your financial projections as realistic as possible.
Do not overestimate sales and operating results, or the
time it takes to get things done.

. Do not underestimate capital requirements to start up or
expand your business.

PLEASE FEEL FREE TO CALL US AT SEED CORPORATION
PHONE (508)822-1020 OR VISIT OUR WEBSITE FOR INFORMATION
ABOUT OUR LOAN PROGRAMS AND A LOAN APPLICATION.

www.seedcorp.com

good aﬁack’



http://www.seedcorp.com/
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1. MISSION STATEMENT
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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?




THE BUSINESS

DESCRIPTION. ... e e

. COMPETITION

CMANAGEMENT ... e

. EXPECTED BENEFIT OF LOAN OR INVESTMENT




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 BUSINESS?

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 BUSINESS?

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:
e WHEN AND BY WHOM WAS THE BUSINESS FOUNDED?

WHY IS THE OWNER SELLING IT?

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 AROUND?

HOW WILL YOUR MANAGEMENT MAKE THE BUSINESS MORE PROFITABLE?




2. THE BUSINESS

B. THE MARKET

QUESTIONS:
e 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?

WHAT SPECIAL ADVANTAGES DO YOU OFFER THAT MAY JUSTIFY HIGHER PRICE (YOU DON'T
NECESSARILY HAVE TO ENGAGE IN DIRECT PRICE COMPETITION)?
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C. COMPETITION
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QUESTIONS:
e WHO ARE YOUR FIVE NEAREST COMPETITORS?

HOW WILL YOUR OPERATION BE BETTER THAN THEIRS?

HOW IS THEIR BUSINESS: 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

M D. LOCATION
QUESTIONS:
e 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?
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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 BE SUCCESSFUL AT THIS VENTUREZ2

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 A PROPOSAL FOR FINANCING. ALSO, PLEASE
ATTACH PERSONAL DATA SHEET(S) FOR ALL PRINCIPALS/MANAGERS.




2. THE BUSINESS
F. PERSONNEL

QUESTIONS
e 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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\/C G. EXPECTED BENEFIT OF LOAN OR INVESTMENT

QUESTIONS:
e 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?




FINANCIAL DATA

A. SOURCES AND USES OF CASH

B. CAPITAL EQUIPMENT LIST

C. BALANCE SHEET
D. PROJECTED INCOME STATMENTS

E. PRO-FORMA CASH FLOW BY MONTH

PLEASE ADD

F. HISTORICAL FINANCIAL REPORTS FOR EXISTING BUSINESS

1) BALANCE SHEETS AND INCOME STATEMENTS FOR PAST
THREE YEARS

2) INTERIM FINANCIAL STATEMENT (NO OLDER THAN 90 DAYYS)
3) INCOME TAX RETURNS FOR PAST THREE YEARS

G. PERSONAL INFORMATION
1) PERSONAL FINANCIAL STATEMENTS
2) INCOME TAX RETURNS FOR PAST THREE YEARS
3) RESUMES OR DATA SHEETS




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

RENOVATIONS

FURNITURE & FIXTURES

INVENTORY

WORKING CAPITAL

RESERVE FOR CONTINGENCIES

OTHER:

Lo - B < R - B - R R = SR - S - - S <




3. FINANCIAL DATA

B. Capital Equipment List

MAJOR EQUIPMENT AND ACCESSORIES MODEL COST OR LIST
PRICE

MINOR SHOP EQUIPMENT

FURNITURE & FIXTURES

TOTAL

TOTAL EQUIPMENT $
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C. BALANCE SHEET AS OF

ASSETS LIABILITIES & NET WORTH

CURRENT ASSETS
CASH
ACCOUNTS RECEIVABLE(AR)*
INVENTORY
PREPAID EXPENSES
OTHER
TOTAL CURRENT ASSETS

FIXED ASSETS
FURNITURE & FIXTURES
VEHICLES
EQUIPMENT
LEASEHOLD IMPROVEMENTS
BUILDING & LAND (NET)**

TOTAL FIXED ASSETS

TOTAL ASSETS

CURRENT LIABILITIES

ACCOUNTS PAYABLE*

CURRENT PORTION

OTHER

TOTAL CURRENT LIABILITIES $

LONG TERM LIABILITIES
NOTES PAYABLE*

BANK LOAN PAYABLE*

OTHER LOANS PAYABLE

OTHER

TOTAL LONG TERM LIABILITIES
TOTAL LIABILITIES

NET WORTH: OWNER’S EQUITY

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




ACCOUNTS RECEIVABLE (AR) DISPLAY:

(NAME OF ACCOUNT)

(AMOUNT)

TOTAL

ACCOUNTS PAYABLE(AP) DISPLAY:

(NAME OF ACCOUNT)

(AMOUNT)

NOTES PAYABLE DISPLAY:

(NAME OF ACCOUNT)

(AMOUNT)







3. FINANCIAL DATA
PROJECTED INCOME STATEMENTS
TWO YEAR SUMMARY

YEAR1 % YEAR 2

SALES
LESS: COST OF GOODS SOLD

GROSS PROFIT

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

TOTAL OPERATING EXPENSES

PROFIT (LOSS) PRE-TAX

(2 MINUS 4)
INCOME TAXES

NET PROFIT (LOSS)
(5 MINUS 6)

ASSUMPTIONS:













PROJECTED CASH FLOW
BY MONTH
(Page 1)

. Your Investment

. Less Start-Up Costs

. Remainder (*)

$

1* month

4" month

2" month

. Beqginning Cash

$

Plus: Cash Sales

Collections of A/IR'’s

Loans and other cash income

. Total Available Cash

a. Purchase of Inventory

b. Employee Wages-Gross

. Payroll Taxes, etc.

. Outside Services

. Office Supplies

. Repairs and Maintenance

. Advertising

. Car, Delivery, & Travel Exp.

i. _Accounting, Legal, etc.

. Rent

. Telephone

[. Utilities

m. lnsurance

n. Real Estate Taxes

0. Interest on Term Loans

p. Other Expenses

Total Expenses

#5 minus #6

Less Owner’'s Withdrawals

Balance

Less payments due on fixed (term)
payment loans

Other loan payments

Ending Cash (**)

$

(*) This figure represents the beginning cash for the first month.
(**) The ending cash for one period is the beginning cash for the next month.
(***) This column must agree with projected income statement.




PROJECTED CASH FLOW
BY MONTH
(Page 2)

th th th th th TOtaI (***)
7 _month | 8 month 10 month 11" month | 12" month 1-12 months

Beg. Cash

Plus cash sales

A/R’s

Loans & other

Ttl. Avail. Cash

Purch. Of Invn.

Empl. Wages

Payroll Txs.

Outside Srvices

Office Supplies

Repairs & Main.

Advertising

Car, Delv. & Try|

Acct., Leqgal, etc

Rent

Telephone

Utilities

Insurance

R.E. Taxes

Int. Term Loans

Other Expns.

Total Expenseg

#5 minus #6

Less Own.
\AlhArl

Balance

Less pymts due

Othr loan pymts

Endina Cash

(*) This figure represents the beginning cash for the first month.
(**) The ending cash for one period is the beginning cash for the next month.
(***) This column must agree with projected income statement.
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SUPPORTING DOCUMENTS

(PLEASE CHECK OFF RELEVANT ATTACHEMENTYS)

PERSONAL DATA SHEETS
PERSONAL FINANCIAL STATEMENT
JOB DESCRIPTIONS

LETTERS OF REFERENCE
LETTERS OF INTENT

COPIES OF LEASES

CONTRACTS

INVOICES/COST ESTIMATES

LEGAL DOCUMENTS

OTHER RELEVANT DOCUMENTS



















NAME: BIRTHDATE:

ADDRESS:
HOME PHONE: (

BUSINESS ADDRESS:

BUSINESS PHONE: ( )
DESCRIBE RELEVANT TRAINING OR WORK
EXPERIENCE:

WORK HISTORY
BUSINESS & ADDRESS JOB TITLE SUPERVISOR

GRADE COMPLETED-

ADDRESS PROGRAM/DEGREE

HIGH
SCHOOL

COLLEGE

OTHER

TRADE, PROFESSIONAL OR CIVIC MEMBERSHIP AND
ACTIVITIES:
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