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RULES TO FOLLOW WHEN WRITING A


BUSINESS PLAN





The business plan should be written in a format similar to that of a college term paper.  All of the questions from the Business Plan Outline should be answered in complete sentences, preferably in paragraph form.  Do not write the narrative in outline form.





Each section should be a minimum of one page in length (typed), with the exception of the Statement of Purpose, where one-half to three-quarters of a page is acceptable.





Avoid using personal pronouns such as "I" or "We." Instead, speak in the third person throughout the business plan narrative, i.e.:





A.	Mr./Ms. Jones is requesting a loan in the amount of…





B.	McGee's Grooming Service is a sole proprietorship…





The principal(s) are requesting a loan in the amount of…





Submit your draft business plan narrative on a 3.5" computer diskette using either Microsoft Word or Word Perfect word processing programs only. Also include a hard copy of the document double spaced.  This will allow for quicker and more efficient processing and delivery of your final business plan by the SBDC.  If you do not have access to a computer, please type or print the plan legibly to avoid any confusion or errors.





Always keep a copy of your draft business plan narrative and any supporting documentation that you submit to the SBDC for your files.


�
INTRODUCTION TO BUSINESS PLAN DEVELOPMENT





	The business plan is a series of topics describing the various aspects of the business.  The business plan can be used for financing your business or as a policy and planning guide for its operation. Either way, the objective of the business plan is to make clear the following:





1)   What the business is now or will be in the near future.





The scope of the market the business will service, including the size of the market and the company's expected share.





Advantages and disadvantages the company will have compared to its competition.





Advantages and disadvantages of the business location.





What management, professionals, and other personnel are available and required for the smooth operation of the business.





Why, if appropriate, the monies applied for will make the business more profitable.





		These six considerations should be part of the written policy of the business.  The


following pages will take you through the development of your business plan. The questions being asked throughout this outline are intended to get you thinking about your business. You should keep in mind that when developing this plan you need to be clear and concise with your ideas.  If you can not adequately write down your ideas, then you probably have not thought them through completely.  When writing this plan you should answer all questions posed to you with clear, comprehensive written responses.  All responses should be made in complete sentences, preferably in paragraph form.
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EXECUTIVE SUMMARY





This section should summarize all of the ideas that have been developed in the business plan. It should show that the sections support each other logically and coherently.


Remember, when developing this section to highlight the more essential items that have been developed within the body of the plan. The easiest way to do this is to summarize the plan in the order that it was written. For instance, start with the Statement of Purpose, then the Description of the Business, etc.  In this way you can be assured of mentioning the most pertinent items of interest to the potential financier.  


Finally, it should be written in a way that leaves the reader with a concise, convincing statement that both the project and plan are feasible.


�
STATEMENT OF PURPOSE


	


	This section of the analysis/plan should be a summary of the plans objectives and should include what the plan will be used for, i.e. operating and policy guide or loan proposal.


	If the plan is to be used as a loan proposal the Statement of Purpose should include responses to the following:


 


Who is requesting the loan?


The type of business, i.e. sole proprietorship, partnership, or corporation.


3)	How much money is required?


4)	How will the money be used?


5)	The benefits the business will receive from the money.


 6)	Why the loan makes sense.


7)	  How will the loan be repaid?





	The Statement of Purpose will be supported by the rest of your plan. It is important that before you write this section you have a detailed estimate of how much money you need to borrow.  You should know exactly what your start up expenses and working capital requirements are.  This will become much more evident once your cash flow projections are completed.  The Small Business Development Center will be able to assist you with your cash flow projections.


�
DESCRIPTION OF THE BUSINESS





The description of the business should include:


1)		The type of business; i.e. primarily merchandising, manufacturing or service.


2)	The status of the business; i.e. start up, expansion, takeovers or existing business.


3)	The business form; i.e. sole proprietorship, partnership, or corporation.


4)	Why this busines will be profitable?


5)	Where the business is now and where you expect it to be 5 years from now.


6)	What will be the hours of operation?


7)	Any seasonal fluctuation the business may experience.





If the business has been in existence, give a summary of its history discussing any problems that arose during its operation and how these problems were resolved.  If the project includes a planned expansion, explain what problems the present size has caused and how the expansion will correct these problems.


If the business is new, your description should explain why the owners will be successful, what their experience is, what other people involved in this kind of business feel about this business, what will be special about this business, and when it will open.  Also included should be what, if any, managerial or technical help will be provided by trade suppliers, what the industry credit terms are and how the company will offset possible slow payments by customers.


For a business take-over there should be a brief history of the business to be purchased.  This history should include: when and by whom the business was founded; why the owner is selling the business; and how you arrived at a purchase price.  There should also be information regarding the trend of sales.  If this trend is dowhill, why is it downhill and how can it be turned around?  How does management plan to make the business more profitable?


Details about the nature of the business, its size and scope will add credibility to the proposal.  Vendor relationships and other details should be addressed to make clear the prospects for profitablility.


�
COMPETITION





To be competitive, you must first know who your competition will be and what are the positive and negative aspects of their businesses.  A small business can operate profitably in a market too small for big business. Therefore, it is helpful for a small business to identify these unserved or unsatisfied markets where they have the advantage. This section should answer the following questions:





1)	Identify who the competition is in your targeted area.  What is the reputation of the competition?


2)	What products and/or services do they offer?


3)	What are the strenghts and weaknesses of the competition?


4)	How does your business compare to its competition?  What are its similarities?  Its differences?


5)	What can be learned from watching the competition?


6)	Why will your operation be better?








	It is important to study the competition closely so that your business does not become involved in a market that is already being adequately serviced.





�
MARKET STRATEGY





	In order to be profitable, a business has to be able to sell its product or service to enough customers to cover its costs. To do this there must be a defined marketing strategy which includes certain basic marketing concepts.  These include:


1).	Defining the market:


a)	Who needs the product or service?  If the products or services are unique


or new to the area, explain the need that they will fill.  If you are already in business and are using this business plan to expand operations, elaborate on your company's marketing history, as well as your objectives.


2).	Analyzing  the size of the market and your ability to cover it:


a)	How many and what type of people do you plan to reach with your goods and services?


b)	What are the ideal characteristics of your potential customers? (i.e., male, female, age, income level, etc.)


3).	Identify the business' place within the market:


a)	This section should note your operation's special abilities and strengths that will assist you with meeting the demands in the market place.


4)	Utilizing a fair pricing strategy that allows the business to be profitable, yet


competitive:


a)	Explain how you arrived at your pricing practices and why, and compare them to that of competitors'.  Also, explain what standard industry mark ups are for the products that you carry or the services that you perform.


5).	Advertising and sales promotional activities.


Explain the types of media that will be used to reach your target market and the costs associated with the mediums used.  Be sure to identify competitors' advertising and sales promotional strategies and state how yours will be similar or different from theirs.


Discuss customer service and other activities that owner or staff will undertake to make customers appreciate the value of doing business with your operation.


MARKET STRATEGY


(continued)





6).	Being aware of the market changes:


a)	Will the business's share of the market increase, decrease, or stay constant as the market changes?


What is the potential growth of this market?


7)		Strengths and weaknesses:


How will the company take advantage of its strengths within the market that they are serving.





	If the company is a new business, explain the industry's marketing strategy. For an existing business, explain the current strategy being used.  This section should also include a brief paragraph on the industry's credit terms and the anticipated credit terms of the company involved.


	


�
LOCATION





Proper site location is very important.  While clientele may eagerly seek out some types of businesses, no matter how obscure their location, many businesses require an easily accessible, highly traveled location to be profitable.  This is especially true if the sales are based on impulse buying.  Therefore, if this is a new business, the ideal site location should be decided first.  Keeping in mind that rent is the combination of the cost of space plus advertising, it should be determined how close to this ideal location the company can settle.  Items to be included in section are:





 The business address.


2)    The physical features of the building or buildings; i.e., square footage, floor plan/layout, etc.


3)    Whether the building will be owned or leased.  If leased, state the terms.


4)    What renovations are needed, if any.


5)     The type of neighborhood including zoning laws and permits required.


6)     Types of businesses in the area.


7)     Why this building and/or site is desirable; i.e., parking, walk-in, truck space for delivery/drop off.


8)     What effect this site has on operating costs.





Chambers of Commerce, trade sources, planning commissions, bankers, and real estate brokers are good sources of information for availability, costs, and traffic patterns for different sites.


�
MANAGEMENT





According to research studies on the failures of small businesses, approximately 98% fail because of some managerial weakness. They are as follows: managerial incompetence - 45%, unbalanced expertise - 20%, inexperience in management – 18%, inexperience in the field – 9%, and neglect, fraud, and disaster – 6%.  If management is inexperienced or unbalanced, they can gain the experience themselves or find a person who can give them the needed experience.  This section should include:


1)    Principals’ personal histories.  Including anyone who will make decisions that affect the business. 


a)	Business background


b)	Management experience


c)	Education, both formal and informal


d)	Personal data: age, abilities, interests, etc.


e)	Reasons for going into business


f)   	Physical condition


g)    	Why the principles will be successful


2)	Related work experience


a)	Operational experience in this type of business


b)	Managerial experience in this type of business


c)	Managerial experience from other areas


3)	Duties and responsibilities (chain of command)


a)	Who does what


b)	Who reports to whom


c)	Who makes final decisions


4)	Salaries


a)	Reasonable but not excessive


b)    	Cost of living budgets








�
PERSONNEL





	The employees hired by a business are very important. The ability of various staff


members may increase management's knowledge or make up for some expertise needed


in the business that management lacks.  Questions that this section should answer include:





1)	What are the present and future personnel needs?  (Including Independent Contractors)


2)	What skills, if any, will be required?


3)	Are the necessary type of people available?


4)	How many full- and part-time employees are needed?


5)	How much will each employee earn and will they be paid hourly or salary?


6)	What fringe benefits, if any, will there be?


7)	Is any overtime expected?


8)	Will these employees need to be trained? If so, what are the costs?





	Again, research studies have shown that over 70% of all customers who stop patronizing a business do so because of the lack of prompt, courteous attention.  Therefore, it is important to remember that good employees can make a marginal business successful while poor employees can easily destroy an excellent business.�
�
USES AND SOURCES OF FUNDS





	This section will be used if the company is planning to finance the project by obtaining loan or through individual investors.  This section should include responses to the following:





1)      How will the loan monies be spent?  (i.e., building equipment, inventory, working capital, etc.)





2)	What are the actual items to be purchased? (Include model numbers, etc.)





3)	Who will supply these items?





4)	How much will they cost? (include sales tax, installation charges, freight, etc.)





This section ties into the Statement of Purpose but goes into more detail by breaking down individual items and their costs. For instance, if you are looking to borrow $65,000 you should explain that it will be used as follows:





USES


Inventory�
$34,000�
�
Renovations (Contractor estimates, plans, etc.)�
$10,000�
�
Equipment�
$6,000�
�
Licenses�
$5,000�
�
Initial Advertising�
$3,000�
�
Vehicle (Make, Model #)�
$10,000�
�
Professional Fees (Who)�
$2,000�
�
Working Capital�
�$15,000�
�
TOTAL�
$85,000.00�
�



SOURCES


Bank Loan�
$65,000�
�
Owner’s Equity�
�$20,000�
�
TOTAL�
$85,000.00�
�
�
CASH FLOW PROJECTION





 �
BUSINESS NAME: �
 �
 �
 �
 �
CONTACT PERSON: �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
                       ADDRESS:	�
 �
 �
 �
 �
TELEPHONE #: �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
PROJECTION BEGINS:   January 2004�
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
YEAR END�
PERCENT�
 �
�
 �
 �
 �
Start-Up�
Jan-04�
Feb-04�
Mar-04�
Apr-04�
May-04�
Jun-04�
Jul-04�
Aug-04�
Sep-04�
Oct-04�
Nov-04�
Dec-04�
TOTALS�
OF SALES�
 �
�
 �
BEGINNING CASH�
20000�
15000�
20113�
1766�
18300�
7673�
23531�
16644�
33332�
42635�
61468�
81671�
78459�
20,000 �
 �
 �
�
 �
Bank Loan�
 �
65000�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
65,000 �
 �
 �
�
 �
CASH-ON-HAND�
85,000�
15,000�
20,113�
1,766�
18,300�
7,673�
23,531�
16,644�
33,332�
42,635�
61,468�
81,671�
78,459�
85,000 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
REVENUES BY SOURCE�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Clothing�
 �
 �
8750�
12,750�
15,821�
16,850�
14,995�
14,300�
16,500�
16,890�
18,790�
19,950�
21,005�
22,250�
198,851 �
62%�
 �
�
 �
Electronics�
 �
 �
2500�
4,585�
5,850�
5,490�
5,500�
4,750�
5,175�
5,200�
4,855�
4,890�
5,200�
5,350�
59,345 �
18%�
 �
�
 �
General merchandise�
 �
1400�
2,300�
3,150�
3,760�
3,650�
3,500�
3,550�
3,650�
3,725�
3,900�
4,100�
4,350�
41,035 �
13%�
 �
�
 �
Shipping Charges�
 �
 �
1000�
1,500�
2,250�
2,500�
2,250�
1,900�
2,000�
2,000�
2,000�
2,000�
2,000�
2,000�
23,400 �
7%�
 �
�
 �
TOTAL REVENUES�
 �
13,650�
21,135�
27,071�
28,600�
26,395�
24,450�
27,225�
27,740�
29,370�
30,740�
32,305�
33,950�
322,631 �
100%�
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
INVESTING EXPENSES�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Inventory�
 �
34000�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
34000�
34,000 �
 �
 �
�
 �
Renovations�
 �
10000�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
10000�
10,000 �
 �
 �
�
 �
Equipment�
 �
6000�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
6000�
6,000 �
 �
 �
�
 �
Licenses�
 �
5000�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
5000�
5,000 �
 �
 �
�
 �
Vehicle�
 �
10000�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
10000�
10,000 �
 �
 �
�
 �
Professional Fees and Intial Advertising�
5000�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
5000�
5,000 �
 �
 �
�
 �
TOTAL INVESTING EXPENSES�
70,000�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
70,000�
70,000�
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
COST OF GOODS�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
   Clothing�
 �
 �
0�
15,000�
0�
13,590�
0�
11,000�
0�
1,650�
0�
0�
18,600�
3,700�
63,540�
 �
 �
�
 �
   Electronics�
 �
 �
0�
7,850�
0�
7,500�
0�
4,800�
0�
3,750�
0�
0�
4,580�
3,300�
31,780�
 �
 �
�
 �
   General Merchandise�
 �
0�
6,285�
0�
6,500�
0�
5,000�
0�
2,500�
0�
0�
1,800�
5,500�
27,585�
 �
 �
�
 �
   Shipping�
 �
 �
0�
1,810�
2,000�
3,100�
2,000�
2,000�
2,000�
2,000�
2,000�
2,000�
2,000�
2,000�
22,910�
 �
 �
�
 �
TOTAL COST OF GOODS�
 �
0�
30,945�
2,000�
30,690�
2,000�
22,800�
2,000�
9,900�
2,000�
2,000�
26,980�
14,500�
145,815�
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
GROSS PROFIT�
 �
13,650�
-9,810�
25,071�
-2,090�
24,395�
1,650�
25,225�
17,840�
27,370�
28,740�
5,325�
19,450�
176,816�
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
OPERATING EXPENSES�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Rent�
 �
 �
1000�
1000�
1000�
1000�
1000�
1000�
1000�
1000�
1000�
1000�
1000�
1000�
12,000 �
4%�
 �
�
 �
Payroll�
 �
 �
1200�
1200�
1200�
1200�
1200�
1200�
1200�
1200�
1200�
1200�
1200�
1200�
14,400 �
4%�
 �
�
 �
Payroll Burden�
 �
 �
180�
180�
180�
180�
180�
180�
180�
180�
180�
180�
180�
180�
2,160 �
1%�
 �
�
 �
Owner's Draw�
 �
 �
1500�
1500�
1500�
1500�
1500�
1500�
1500�
1500�
1500�
1500�
1500�
1500�
18,000 �
6%�
 �
�
 �
Advertising�
 �
 �
75�
75�
75�
75�
75�
75�
75�
75�
75�
75�
75�
75�
900 �
0%�
 �
�
 �
Internet Service�
 �
 �
150�
150�
150�
150�
150�
150�
150�
150�
150�
150�
150�
150�
1,800 �
1%�
 �
�
 �
Utilities�
 �
 �
535�
535�
535�
535�
535�
535�
535�
535�
535�
535�
535�
535�
6,420 �
2%�
 �
�
 �
Telephone�
 �
 �
125�
125�
125�
125�
125�
125�
125�
125�
125�
125�
125�
125�
1,500 �
0%�
 �
�
 �
Insurance�
 �
 �
75�
75�
75�
75�
75�
75�
75�
75�
75�
75�
75�
75�
900 �
0%�
 �
�
 �
Office Supplies�
 �
 �
150�
150�
150�
150�
150�
150�
150�
150�
150�
150�
150�
150�
1,800 �
1%�
 �
�
 �
Vehicle�
 �
 �
100�
100�
100�
100�
100�
100�
100�
100�
100�
100�
100�
100�
1,200 �
0%�
 �
�
 �
Equipment Lease�
 �
 �
2000�
2000�
2000�
2000�
2000�
2000�
2000�
2000�
2000�
2000�
2000�
2000�
24,000 �
7%�
 �
�
 �
Miscellaneous�
 �
 �
160�
160�
160�
160�
160�
160�
160�
160�
160�
160�
160�
160�
1,920 �
1%�
 �
�
 �
TOTAL OPERATING EXPENSES�
 �
7,250 �
7,250 �
7,250 �
7,250 �
7,250 �
7,250 �
7,250 �
7,250 �
7,250 �
7,250 �
7,250 �
7,250 �
87,000 �
27%�
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
NEW LOAN AMORTIZATION�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Bank Loan ($65K, 5yrs @ 7%)�
 �
1287�
1287�
1287�
1287�
1287�
1287�
1287�
1287�
1287�
1287�
1287�
1287�
15,444 �
5%�
 �
�
 �
NEW LOAN TOTAL�
 �
1,287�
1,287�
1,287�
1,287�
1,287�
1,287�
1,287�
1,287�
1,287�
1,287�
1,287�
1,287�
15,444�
5%�
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
NET PROFIT(LOSS)�
 �
5,113 �
(18,347)�
16,534 �
(10,627)�
15,858 �
(6,887)�
16,688 �
9,303 �
18,833 �
20,203 �
(3,212)�
10,913 �
74,372 �
23%�
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
CASH POSITION�
15,000 �
20,113 �
1,766 �
18,300 �
7,673 �
23,531 �
16,644 �
33,332 �
42,635 �
61,468 �
81,671 �
78,459 �
89,372 �
89,372 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
�
CASH FLOW PROJECTION





 �
BUSINESS NAME: �
 �
CONTACT PERSON: �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
                       ADDRESS:�
 �
TELEPHONE #: �
 �
 �
 �
NOTES TO CASH FLOW PROJECTIONS�
 �
�
 �
 �
 �
 �
PROJECTION BEGAN: �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
NOTE 1:�
Have been based upon the historical average of the �
�
 �
 �
 �
 �
 �
YEAR 2 END�
 �
YEAR 3 END�
 �
 �
business taking into account any cyclinal fluctuations. �
�
 �
 �
 �
 �
 �
TOTALS�
 �
TOTALS�
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
BEGINNING CASH�
 �
 �
89,372 �
 �
173,926 �
 �
NOTE 2: �
The proceeds of a loan for $___ at __ for __ years.�
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
REVENUES BY SOURCE�
 �
 �
 �
 �
 �
 �
NOTE 3: �
The repayment of principal and interest of the $___ loan�
�
 �
Clothing�
 �
 �
 �
218,736 �
 �
240,610 �
 �
 �
at __ for __ years. �
 �
 �
 �
�
 �
Electronics�
 �
 �
 �
65,280 �
 �
71,807 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
General Merchandise�
 �
 �
45,139 �
 �
49,652 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Shipping Charges�
 �
 �
 �
25,740 �
 �
28,314 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
TOTAL REVENUE�
 �
 �
354,894 �
 �
390,384 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Cost of Goods�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
   Clothing�
 �
 �
 �
69,894 �
 �
76,883 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
   Electronics�
 �
 �
 �
34,958 �
 �
38,454 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
   General Merchandise�
 �
 �
30,344 �
 �
33,378 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
   Shipping�
 �
 �
 �
25,201 �
 �
27,721 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Total Cost of Goods�
 �
 �
160,397 �
 �
176,436 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
GROSS PROFIT�
 �
 �
194,498 �
 �
213,947 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
OPERATING EXPENSES�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Rent�
 �
 �
 �
12,000 �
 �
12,000 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Payroll�
 �
 �
 �
15,840 �
 �
17,424 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Payroll Burden�
 �
 �
 �
2,376 �
 �
2,614 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Owner's Draw�
 �
 �
 �
19,800 �
 �
21,780 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Advertising�
 �
 �
 �
990 �
 �
1,089 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Internet Service�
 �
 �
 �
1,980 �
 �
2,178 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Utilities�
 �
 �
 �
7,062 �
 �
7,768 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Telephone�
 �
 �
 �
1,650 �
 �
1,815 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Insurance�
 �
 �
 �
990 �
 �
1,089 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Office Supplies�
 �
 �
 �
1,980 �
 �
2,178 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Vehicle�
 �
 �
 �
1,320 �
 �
1,452 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Equipment Lease�
 �
 �
 �
26,400 �
 �
29,040 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Miscellaneous�
 �
 �
 �
2,112 �
 �
2,323 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
TOTAL OPERATING EXPENSES�
 �
94,500 �
 �
102,750 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
NEW LOAN AMORTIZATION�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
Bank Loan ($65K, 5yrs @ 7%)�
 �
 �
15,444 �
 �
15,444 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
NEW LOAN TOTAL�
 �
 �
15,444 �
 �
15,444 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
NET PROFIT(LOSS)�
 �
 �
84,554 �
 �
95,753 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
CASH POSITION�
 �
 �
173,926 �
 �
269,679 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
	


�
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 �
OPENING DAY BALANCE SHEET FOR THE ABC COMPANY�
�
 �
�
�
�
�
�
�
�
 �
�
 �
�
�
�
�
�
�
�
 �
�
 �
CURRENT ASSETS�
�
�
�
CURRENT LIABILITIES�
�
�
 �
�
 �
  Cash�
�
15,000�
�
  Accounts payable�
�
0�
 �
�
 �
Prepaid Exps. & Deposits�
10,000�
�
  Short term notes payable�
0�
 �
�
 �
  Inventory�
�
34,000�
�
  Current portion LTD�
�
4,194�
 �
�
 �
TOTAL CURRENT ASSETS�
59,000�
�
TOTAL CURRENT LIABILITIES�
4,194�
 �
�
 �
�
�
�
�
�
�
�
 �
�
 �
OTHER ASSETS�
�
�
�
LONG TERM LIABILITIES�
�
�
 �
�
 �
  Land�
�
0�
�
  Term loans net of current portion�
60,806�
 �
�
 �
Vehicle �
�
10,000�
�
   Loans due shareholders�
�
0�
 �
�
 �
   -accumlated depreciation�
0�
�
  Other long term debt�
�
0�
 �
�
 �
Net Buildings�
�
10,000�
�
TOTAL LONG TERM LIABILITIES�
60,806�
 �
�
 �
  Equipment�
�
6,000�
�
�
�
�
 �
�
 �
   -accumlated depreciation�
0�
�
NET WORTH�
�
�
 �
�
 �
  Net Equipment�
�
6,000�
�
Owner's Equity�
20000�
�
 �
�
 �
�
�
�
�
Add'l Shareholders Equity�
0�
�
 �
�
 �
TOTAL OTHER ASSETS�
26,000�
�
NET WORTH�
�
20,000�
 �
�
 �
�
�
�
�
�
�
�
 �
�
 �
TOTAL ASSETS�
�
85,000�
�
TOTAL LIABILITIES & EQUITY�
85,000�
 �
�
 �
 �
 �
 �
 �
 �
 �
 �
 �
�
 


�
PERSONAL FINANCIAL STATEMENT








ASSETS�
�
�
Cash on hand�
$22,000�
�
Cash in savings�
5,000�
�
Stocks and bonds�
-0-�
�
Real estate  (current market value)�
80,000�
�
Cash value of life insurance (amount invested to date)�
3,000�
�
Other assets:�
�
�
         Automobiles (make, model, year)�
5,000�
�
         Boats (make, model, year)�
8,000�
�
TOTAL ASSETS�
�$122,000�
�
�
�
�
LIABILITIES AND NET WORTH�
�
�
Loans payable to banks�
$8,000�
�
Loans payable to individuals�
1,000�
�
Other Loans: �
50,500�
�
        Charge cards�
2,000�
�
TOTAL LIABILITIES�
$61,500�
�
NET WORTH (Equity)�
�$60,500�
�
TOTAL�
�$122,000�
�
�
EXAMPLES OF ITEMS THAT MAY


BE USED FOR COLLATERAL





COLLATERAL ITEMS AND THEIR VALUE:





1)	Real Estate *





2)	Stocks





3)     	Bonds





4)      	Accounts Receivable





5)	Savings Account





6)		Cash Value of Life Insurance Policies





7)		Equipment (make, model #)





8)     	Contracts





____________________________________________





* NOTE:   A description of the property should include:





a)	The type of property


b)		Location of property


c)		Age of property


	d)       	Physical condition of property


e)	Improvements that have been made to the property


f)        	Approximent market value of property


	g)       	Equity you have in the property


