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A Division of Cape & Islands Community Development, Inc.

•5 Shoot Flying Hill Road, Centerville, MA 02632• Phone 508-790-2921•Fax 508-362-3698•

In order to assist you in your effort to develop a workable (and fundable) business model, we have prepared the following Executive Summary Business Plan.  The following information should not replace your effort to fully develop a Business Plan; however, we at Coastal Community Capital believe we can assist you best if we can facilitate the business review process without unduly burdening you.  The following is intended to be brief, no more than two (2) single-spaced, typewritten pages.  The following must be accompanied by completion of our accompanying Income and Financial Statements Excel Spreadsheets.  You must also complete the attached Personal Information and Resume Form, as well as providing a current professional resume.
As always, if you have any questions in the completion of these documents, please contact us at: 

Jeanine Marshall, 508-790-2921, x 1
Instructions for Completion of Executive Summary Business Plan

1. Please click File on the Toolbar, click “Save As,” and save the document with your company name.

2. Sample narrative is included.  Where you see brackets [], insert information as requested.  Where [text is highlighted, follow the instructions, then DELETE the highlighted text].
3. Upon completion of your Executive Summary, SAVE the results of your efforts.

Business Name: 
Address:                                                                                                                              

City/Town:
                                     
        State:                                 Zip Code:               

Phone:                       Fax:                          Email:                               Web:          
Business Contact Name:                                                                                                                             

Executive Summary

Vision/Mission

In [year], [Company] was [formed/created] to produce and distribute [x], take advantage of [x], fill the void of ... [describe the goal of your business]. [Include a statement covering your line of products and services: What kind of company do you want to be?]
Now, [Company] is at a point where [what you need or want to do next].  [Describe the [concept/opportunity/niche] in your marketplace to exploit as you build your business to the next level, etc.]
Company Overview

Legal Business Description

The legal name of [Company] is [list full name of company as listed with your local government].  [Include dba (doing business as) in the legal name of the company.]
The legal form of [Company] is [select appropriate form Sole Proprietorship/General or Limited Partnership/Corporation/Subchapter S-Corporation].

The business location of [Company] is [list primary business address as well as satellite locations].

Management Team

Our management team consists of [x] men and women whose backgrounds consist of [x] years of experience with [list company names].
Our management team also includes [x] men and women with [x] years of [list expertise, if applicable in particular occupational areas, such as engineering and design, a chief financial officer with [x] years of accounting, administrative, merger and acquisition, banking experience]. [Strong company backgrounds pertinent to your management team's functions are good references to demonstrate a solid background and assure a higher probability of future success.]
[Provide a brief statement of your organization’s structure – Officers, Managers, staffing by position title]. [If you have outside management advisors, indicate] Our company is supported by the following outside management advisors - .
Product Strategy

Current Product

[Company] currently offers [x] products: [List products and resources].  [x] our principal product consists of [x]. Overall our existing product line is [give status].  Our product technology consists of [x].

Research and Development

In response to demonstrated needs of our market, new products or services are being developed to include [x], [x], and [x]. The planned released date is [insert when].
Production and Delivery

The key factors in our [production or service] delivery include [x]. Our current [product or service] is produced at [x]. Because of [x], our future facility will need to [x]. Our biggest advantage is [x].

Market Analysis

[Give a brief summary of your existing and projected marketplace.]
Customer Profile

[Company]'s target market includes [types of customers]. The most typical customer of our products is someone who is in the [x] field, and who currently uses [product] for [give application/purpose].  [If you think it is necessary, further describe the demographics of your target customer in 1 or 2 lines.]
Competition

Companies that compete in this market are [Competitor 1], [Competitor 2] and [Competitor 3]. All companies charge competitive prices: [list examples and range of prices].

Risk

The top business risks that [Company] faces as it begins to [enter/expand in] the [x] market are: [Give a 1 to 2 line description of your top 2 or 3 business risks.] An environmental risk that may cause some concern is [top environmental risk]. 
Marketing Plan

[Company]'s marketing strategy is to enhance, promote and support the fact that our products [list your unique features, benefits, established market position/presence].

Sales Strategy

Because of [product]'s special market characteristics], [seasonal/geographic/etc., as mentioned in your Market Analysis section], our sales strategy includes… [Briefly describe how your sales strategy will address specific market/environmental conditions.]  [Company]'s marketing strategy incorporates plans to sell our [product] through several channels.  [Give a 1 to 2 line description of your major channels of distributing your product or service.]  A partial list of [Company]'s major current customers includes: [x], [x] and [x].

Advertising and Promotion

Our advertising and promotion strategy is to position [Company] as the leading [manufacturer/service provider/distributor] in the market.  [Give a 1 to 2 line description of your top means of advertising and promoting your company and products to your customers.]
Financial Plan

Our objective, at this time, is to [indicate goal 3-5 years out, (sales growth, gross revenues0]. 

Capital Requirements

Our [initial/first year/total] capital requirements are for $[x] by [date].  We anticipate additional investment requirements of $[x] and $[x] in [x] [months/years] and [x] [months/years] to allow us to increase production capacities to meet market demand.

The [loan/equity investment] will be used to [purchase build develop finance] [equipment/facilities/working capital]; specifically [List the use of your investment requirement]:

Exit/Payback

The increase in profits generated by [x] will allow us to have the funds to repay the loan in [x month/years].

Conclusion

[Company] enjoys an established track-record of excellent [support/service] for our customers. Their expressions of satisfaction and encouragement are numerous, and we intend to continue our advances in the [x] marketplace with more unique and effective [product or service].
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