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I. Business Overview

A. Mission Statement

{Insert Mission Statement}

B. Business Description

{Brief Business Description}

{Number of Years in Business}

{Number of Years in the Industry}

{Brief Overview of Owners}

{Describe Reason for Business Launch}

{Brief Note About What Differentiates Your Company from Others}

C. Legalities

1. Licensing & Certification

{What Type of Business: Sole Proprietorship, LLC, Corporation, etc.}


{Specific Licenses Held by Owners or Employees}

{Additional Certifications Held}

2. Insurance

{Type of Insurance the Company Will Maintain}

D. Product and Services

{Detailed Overview of the Services to be Offered, Including Names, Pricing, Details of Service and Products} 

1. Products



{Product #1}:

Description of Product #1  

{Product #2}:
Description of Product #2

{Product #3}:
Description of Product #3

{Product #4}:

Description of Product #4

2. Services



{Service #1}:

Description of Service #1  

{Service #2}:
Description of Service #2

{Service #3}:
Description of Service #3

{Service #4}:

Description of Service #4

E. Growth Opportunities

{Brief Marketing Statistics}

{Local Census Research}

{Administration on Aging Research}

{AARP Research}

F. Business Operations, Facilities and Equipment

{Where Will the Office be Located}

{Hours Available}

{Other Locations Where the Work Will Be Done}

II. Market Research

{Who Will Be the Market that You Will Serve}

{Why Are They a Good Market to Serve}

{If Multiple Markets, Which Products Will Be Offered to Each Market}

III. Pricing & Sales

{Detailed Pricing Breakdown of Each Service or Product}

IV. Competitor Research

{Review Competitor Information and Document Your Findings Here}

{Get Specific About What Sets you Apart From Your Competitors}

A. Competitor #1

Company:

Address:

Phone:

Fax:

URL:

# of Years in Business:


Contact Name(s):

Region Served:

Services:

Fees:

Primary Emphasis:

B. Competitor #2

Company:

Address:

Phone:

Fax:

URL:

# of Years in Business:


Contact Name(s):

Region Served:

Services:

Fees:

Primary Emphasis:


V. Operating Procedures

{Actual Business Process}

{What Will You Send Out and When}

{How Will You Respond to Inquiries}

{What Will Happen When Someone Agrees to Use Your Company}

{How Will You Maintain the Data}

{What Software Will You Use}

{How Will You Maintain Data and Privacy}

VI. Marketing

A. Advertising

{Will You Be Doing Advertising}

{Think About Web Site Here Also} 

B. Public Relations

{What Type of PR Will You Be Doing}

{Speaking Engagements, Training, Seminars, Radio…}

C. Direct Marketing

{Describe Direct Marketing Plan Briefly, Put Detailed Plan in Marketing Plan}

D. Referral Marketing (Networking)

{What Local and Other Organizations Will You Meet With to Introduce Your Services, etc.}

VII. Personnel - Resumes

{Insert Resumes of All Key Personnel}

{Don’t Forget to Include Community Service}

VIII. Personnel – Hiring Practices

{Describe Your Hiring Practices and Certification Requirements you Will Have for Additional Hires}  

IX. Personnel - Credentials

{Add Additional Professional Credentials Here}

X.  Personnel - Affiliations

{Describe Memberships and Other Affiliations That Pertain to Your New Business Venture}

XI. Financial Data

{How Will You Fund the Company Startup Needs}

{Describe How You Will Fund Growth}

{Expected Income}

{Pro Forma Describing Income and Expenses for the Next 12 Months is Recommended Here}
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