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EXECUTIVE SUMMARY 
 

(Explain as much as you can about your business in one page.  Be sure to include the most 
important elements of your business.) 
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MANAGEMENT AND ORGANIZATION 
 
 
1. Describe the management of your business:  (Lesson 6) 

 
Position #1:               
 
Responsibilities:              
 
              
 
              
 
              
 
Person who fills the position:            
 
This person’s experience:            
 
              
 
              
 
              
 
Position #2:               
 
Responsibilities:              
 
              
 
              
 
              
 
Person who fills the position:            
 
This person’s experience:            
 
              
 
              
 
              
 
 
(Describe additional management and/or personnel positions on a separate sheet of paper.) 
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2. Describe the organizational structure of your organization (if applicable). 
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
 
3. Draw an organizational chart (if applicable). 
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4. What is the legal structure of your organization?  Describe the process you followed  
 to register your business as a legal business.   (Lesson 6) 
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
 
 
 
 

DESCRIPTION OF PRODUCT / SERVICE 
 
 
1. Describe your product or service in as much detail as you can. 
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2. How did you get the idea for this product or service?  Why are you pursuing this idea 
as a business venture? 

 
              
 
              
 
              
 
              
 
              
 
 
3. What is your unique selling advantage?  (Lesson 4) 
 
              
 
              
 
              
 
              
 
              
 
 
4. Describe current industry trends or events and developments in your community that 

will impact the success of your business. 
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MARKETING PLAN 
 
 
Market Analysis 
 
1. Who is your target market?  Describe your customers’ characteristics in detail.  

(Lesson 3) 
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
 
2. Describe your competition in detail.  (Lesson 3) 
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Marketing Mix 
 
1. Product:  What features of the product or service and what benefits to the customer 

will you emphasize in your marketing of the product?  (Lessons 4 & 5) 
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
 
2. Price:  What is your pricing strategy?  (Lessons 4 & 5) 
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3. Place:  Where will you operate your business and where will you sell your product?  
How will these locations affect your marketing strategy?  (Lessons 4 & 5) 

 
              
 
              
 
              
 
              
 
              
  
              
 
              
 
              
 
              
  
              
 
 
4. Promotion:  How will you get your customers’ attention?  (Lessons 4 & 5) 
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OPERATIONS PLAN 
 
 
Answer all questions that are applicable to your business. 
 
1. How do you make agreements with your customers?  (Lesson 7) 
 
              
  
              
 
              
 
              
 
 
2. How do you receive and process orders? 
 
              
  
              
 
              
 
              
 
 
3. How do you collect money from your customers? 
 
              
  
              
 
              
 
              
 
 
4. How do you pay your vendors? 
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5. How do you pay your employees and yourself? 
 
              
  
              
 
              
 
              
 
 
6. How do you train your employees? 
 
              
  
              
 
              
 
              
 
 
7. How do you protect your business from lawsuits? 
 
              
  
              
 
              
 
              
 
              
 
 
8. How do you manage and keep track of inventory? 
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FINANCIAL PLAN 
 
 
1. Explain your start-up costs, what they are and how much they are.  (Lesson 6) 
 
              
 
              
 
              
 
              
 
 
2. Explain your operating costs, what they are and how much they are.  (Lesson 6) 
 
              
 
              
 
              
 
              
 
 
3. What is your gross profit per unit sold?  (Lesson 6) 
 
              
 
              
 
 
4. What is your break-even point?  Calculate the break-even point by dividing your 

operating costs by your gross profit per unit sold.  The quotient is the number of 
units you must sell to cover your operating costs.  Will you sell this number of units? 
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5. How much money have you already spent?  Where did you get this money?  How 
did you spend it? 

 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
 
6. How much money do you need for the future?  Where will you get it?  How will you 

spend it? 
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 
              
 


