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1. Confidentiality Agreement

	I 
	(name)

	of
	(address)

	hereby acknowledge that information pertaining to the Fotochimp business plan and intellectual property are confidential. I hereby undertake not to use and to keep secret and confidential all such information and shall not permit or allow the same to be disclosed to any other person or persons.



	Signature
	
	Date
	

	Witness
	(name)

	Witness Signature
	
	Date
	


2. Executive Summary

3. The Opportunity
What is the problem / industry opportunity that gives your business space to be successful? 
4. The Solution
What is your solution to the problem / opportunity identified above?
5. Significant Product Features

What are your significant product / service features? Points of difference?
6. Product Development Milestones

Product development milestones to date? What steps have you taken to protect your Intellectual Property?
7. The Market

Outline your target market and include statistics about the size / value of your market.
8. Our Competitive Advantage

Your competitive advantage(s). What makes you different from your competitors?
9. The Offer

If you are creating this business plan to present to investors, outline the form and amount of capital required, how it will be used, when it will be repaid (if appropriate), the return on investment and their exit strategy.

10. The Team

A brief description of the project team and how each member will contribute to the project's success.
11. Financial Summary

A summary of financial results (for example, sales achievement, breakeven point, sales and profit growth). Use graphs / tables / diagrams here if possible to better display the key financial information.
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13. The Opportunity

14. The Environment
This is one of the most important sections in the plan.  Always write this section from the perspective of the external environment.  What in the business/industry environment provides you with an opportunity to exploit? 
15. The Opportunity
Why is this a good business opportunity? Why is there a need for your product? Use statistics / diagrams / graphs from your market research to give this section impact.
16. The Problem
What problem currently exists that requires your product / service to fix it?
17. The Solution

How does your product/service solve the problem / exploit the opportunity?

18. The Offer (if applicable)

19. Investment Required

How much money you require, the type of finance required (debt and/or equity) and the timing of capital draw downs.
20. Purpose of Funds
Purpose of the funds required - what will the funds be used for?
21. The Offer

In the case of equity finance, what equity in the venture you are offering or in the case of debt financing, what collateral you are providing & what are the terms of funding?
What hurt money you are providing and/or have provided to date (financial contribution of founders)?
Anything else that you require  from the financier?
The number of board positions available for the financier (if any)?
22. Business Valuation

Outline your business valuation - e.g. if you have nominated that you require $50K investment in return for 20% equity in the business, you are essentially valuing your business at $250K. How have you determined that this is what the business is worth?
23. Return on Investment

How you will meet repayments for debt financing and any dividend payments for equity funding?
In the case of equity funding, outline your exit agreements / harvest strategies proposed for the investor.
What are (if any) your clawback provisions?

Any merger/acquisition potential?
24. The Product
25. Description

Brief description of the product(s)/service(s) including diagrams. Don't get caught up too much on describing the details, keep this a simple overview - e.g. WHAT does your product / service do, not HOW does it do it.
26. Intellectual Property

Description of your intellectual property. Who owns the IP? Have you taken any measures to protect it?
27. Endorsements

Product/service endorsements from current customers. If you don't have any, can you get some? Good endorsements from known companies can increase investors confidence in your company. Use the logo's of the endorsers companies here for impact.
28. Point of Difference

Comparison of the main benefits/features of your product compare with those of your competitors. Try to make this graphic using a table and ticks / crosses etc. 
29. Product History

Brief history of what your team has achieved in enhancing the product.
30. Research & Development

Brief overview of your research and development (R & D) plans. Use a timeline image to illustrate this easily.
31. Product Status

Stage your product/service is in the "product life cycle". Again, use a diagram here for impact.


32. Market Research

33. Objectives

What did you hope to achieve / discover from your research?
34. Methodologies

How did you go about researching / reaching your objectives? What forms of research did you use?
35. Results

What were the results of your research? Use the most relevant results here - ones that prove the opportunity and target market numbers / value etc.
36. Implications

What did you learn from your research?
37. Strategic Analysis

38. The Environment

What's happening in the BIG environment?

Technology, social, legislative, macro economic, global.
Internal environmental analysis.

39. The Industry

What's happening in your industry?

Trends (eg increasing/decreasing growth, any major changes)

What are the key drivers?

Your positioning

Value chain analysis

40. Target Market

Your target market segment

Market size

Barriers to entry

41. Competitor Analysis

Competitor Analysis

42. Key Strategic Issues

43. Major Objectives

What are your major company objectives? How do you intend to make sure you reach these objectives?
44. Sustainable Competitive Advantage

What is to stop someone else copying your product / service and taking your market share? How is this sustainable - e.g. why can no one else do what you do? Or if they can, how are you going to make sure you can maintain & grow your customer base?
45. Strategic Options (SWOT Analysis)

Strategic options matrix - SWOT analysis (if you are unfamiliar with these terms, try googling them)
46. Basis for Growth

How do you know there will still be a need for your product / service in 1 / 3 / 5 / 10 years?
47. Marketing Plan

48. Objectives

Who is your target market. What are your sales & marketing objectives in reaching this target market over the next 3 / 5 years?
49. Strategy & Method
What marketing mix will you use to achieve your objectives?
50. Sales Process

What process do your customers go through to sign up / receive your product / service? Use a diagram here if possible.
51. Sales Forecast

What are your sales forecasts and how have you reached these figures?
52. Budget
What budget have you set aside for marketing? And what do you plan to spend it on and when? Use a table / graph here for clearer illustration.
53. Operational Plan

54. Product Development & Management

What is your plan for product development over the planning period?
What is your criteria for selecting contractors and suppliers?
What is your production process and plan?

55. Staff Requirements

How many staff will you need and what are the positions? When are they required?
56. Equipment & Office

What are your equipment needs? e.g. computers, desks, etc
What are your office capacity needs? e.g. how much space will you need?
What is your office location / size / cost?
57. Business Development

How will you manage customer feedback & liaison?

What is your customer satisfaction monitoring strategy?

How will you build client relationships to maintain longevity?
Who / how will you monitor business success and ensure growth?
58. Quality Control

Quality control strategies, technology strategies, and any other relevant production issues.

59. Overview of the Organisation 

60. Registered Name

What is your registered business name?
61. Founders

· Name 1
· Name 2
62. Mission Statement

"Short sweet one liner."
63. Vision Statement

"Specific goals and details of how to achieve this mission."
64. Organisational Objectives/KPI's
What are your organisational objectives / key performance indicators?
65. Business Structure

Include a diagram showing the business structure (e.g. directors / shareholders etc)
66. Ownership Details

Who owns the company?
67. Director Details

· Name 1
· Name 2
68. Overview of Shareholder’s Agreement (if applicable)

If you have a shareholders agreement outline the terms here. Otherwise remove this section.
69. Date of Commencement of Operations

What date did you / will you commence operation?
70. Track Record

If you are already operating, what is your history? Use a timeline image here for impact.
71. Key Personnel

Who are your key personnel and what are their positions?
72. Professional Advisers

Have you / will you have any professional advisers?
73. Financial Plan

74. Financial History

Summary of financial history.
75. Financial Statements

Summary financial statements (profit and loss statements, balance sheets, and cash flow statements).
76. Break Even Point

Breakeven point. Use diagram.
77. Sensitivity Analysis

Sensitivity analysis.
78. Exit Strategy
Funding and expansion plan / exit strategy.
79. Critical Risks and Problems

80. Critical Risks

Outline the most critical risks to your business - e.g. what could have a major affect on the viability of your business?
81. Prevention Strategies

What are your strategies for overcoming these risks and problems?
82. Action Plan

83. Specific Tasks

What tasks do you have to complete over the planning period to achieve your business goals?
84. Responsibilities

Who is responsible for these tasks?
85. Priorities

What are your priorities for this planning period?
86. Appendices

87. Market research methods and results

Include all relevant or referenced research data.
88. Detailed resumes of management team members

Resumes.
89. Support for product

Include full testimonials / endorsements.
90. Management roles
91. Patents, registered designs, etc.

92. Lists of suppliers, customers

93. Details of product - drawings, pictures, specifications, etc.

94. Other production details

95. Technical analysis and results
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�This is the FRONT COVER. For drafts you could print the document with this page, however for your professional copies (e.g. copies you will distribute to potential investors etc) it would be a good idea to have your cover printed separately onto cardboard to give your Business Plan a more professional look.


�This is the INSIDE FRONT COVER page - when printing this page should be on the inner side of the front cover.


�The EXECUTIVE SUMMARY should always be filled in last. This is a summary of all the other sections in the Business Plan. Once you have completed the rest of the Business Plan, summarise the content of each section into 1 - 2 sentences (or diagrams) in this section under the relevant heading.


�The grey SUMMARY BUBBLES at the top of each section should be filled out with the most important information in bullet point form - this is to enable readers to skim through the plan and still get a good idea of the content.


�This section should be directly related to the results of your market research. The data recovered during your research should easily give you the answers for each of these headings.





