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Executive Summary (One to two page summary of entire plan)

 Business  Description & Vision


Business Name

_________________________________________________________

Mission Statement (Why are you in this business?  Obviously to   make a profit, but what was your big why to start the business!  It should be more than just making money!  That is not a big enough why even though we are in business to make money! It will not help you to sustain the business during the tough times.  What is your angle or point of view?  What makes you different? If you have your Signature/Elevator Speech use that.  This all works together.)
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Vision Statement (As your business grows and is successful, how do you see it?  How do you think it will look to the world?  What will be your plans to end it when the time comes for you to do so? (Sell it or pass it on to someone else)
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Description & History Of The Business
Physical Address
_________________________________________________________

Description of Business
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

History Of Existing Business
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Business Goals-
Only Set 3 Goals at a time.  You cannot focus on any more than that at one time.

Year 1-Main Goal
__________________________________________________________________________________________________________________Year 1-Additional Goals
__________________________________________________________________________________________________________________

6 Month-Main Goal
_________________________________________________________
6 Month-Additional Goals
__________________________________________________________________________________________________________________ __________________________________________________________________________________________________________________

60 Days- Main Goal
_________________________________________________________
 60 Days-Additional Goals

__________________________________________________________________________________________________________________
Major Business Objectives (What are your plans to start or expand your business? What are your plans to start or increase production? Will you be offering new products or services? Will you add any sales teams or increase your staff? What are you plans if the economy changes?- Be sure to use bullet points.)
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________________________________________________________________

Definition Of The Market
Describe the embroidery business as a whole and the outlook for your market. (See page 29 in “Truth about Embroidery Business Success” or page 14 in the PDF version) I also am including a link here for you to do some research through ASI. http://www.asicentral.com/asp/open/Research/default.aspx 
This is basically all of the research that you need to do. You will find a few facts and figures in here, but it will give you an overall view of the total embroidery industry.
____________________________________________________________________________________________________________________________
Target Market
Write a brief statement explaining your target market, or who you intend to focus your marketing efforts on, what their needs are and what share of the market you currently have and what share will you acquire. (Identify any competitors that you know of that are already marketing to that group.  If there are none, you should intend to acquire a good share of the market if not 100%.)
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Description Of Products / Services ( See page 30-Page 14-15 in the PDF version.)
Products- (List all of the products that you are currently offering and what you intend to offer.  Keep them separate.  Make sure that you state what you will offer that the competition is not offering, very important!) List the products and services separately!

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Services
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Machine / Equipment 
Current Embroidery Equipment with Description 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Machine / Equipment Required(See Page 30-Page 15 in the PDF version.)

List the embroidery you will purchase if that is in your plan.
Equipment Description                                         Purchase Price                  Freight
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Current Office Equipment with Description
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Office Equipment Required
Equipment Description                                              Purchase Price             Freight
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Current Other Equipment –List all other equipment you presently own
Equipment Description                                          
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Other Equipment Required - List the equipment you will purchase if that is in your plan.
Equipment Description                                               Purchase Price               Freight
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

 Product Inventory On Hand

Item Description           Cost Including Freight          Selling Price            Profit
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Product Inventory Required -List the inventory you will purchase if that is in your plan.
Item Description         Cost Including Freight          Selling Price              Profit
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Supplies Inventory Required
Embroidery Supplies

Item Description                                                                Cost Including Freight         
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Sewing Supplies
Item Description                                                               Cost Including Freight         
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Packaging Supplies

Item Description                                                            Cost Including Freight         
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Suppliers
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Existing Customer Contracts 

Retail Accounts 
Business Name         Contact Name          Address                Contract Amount
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Wholesale or Contract Embroidery Accounts 
Business Name           Contact Name         Address               Contract Amount ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Marketing & Sales Strategy
Target Market (See Page 33 Page 17-18 in the PDF version.)
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Existing Customer Base
Retail Accounts (Attach a printout from your computer if necessary)
If you have letters from your customers, attach them also. Testimonials from customers are very impressive is you are going to the bank.  They are very uplifting to you in tough times.  You need these to be reminded of how they like your work.)

Business Name               Contact Name                                         Address
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Wholesale or Contract Embroidery Accounts (Attach a printout)
If you have letters from your customers, attach them also.
Business Name                 Contact Name                                   Address
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Groups Of Customers You Intend To Target
(This can be a list of clubs or organizations or businesses that you intend to offer your products or services to.)

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Budget For Promotion
Total Budget For The Year (This includes all media advertising –ads in organization booklets, website development-Printed flyers, business card etc. This can even be graphics)
Item                                                                                                               Cost
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Personal Selling Efforts (Very Important-What are your plans to get the word out about your products and services?) 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Promotions Calendar (List your Promotions in month order.)
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Sales Training Programs
Will you be hiring anyone?

_________________________________________________________

How will you train sales people?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Distribution Methods & Channels (How are you going to sell your products and services-Retail outlet, salespeople-Website?  Explain how you will be doing each one that is applicable)
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Competition (List each one of your competitors, what they have to offer, do they do something that makes them stand out or be special? Add as much about your competition as you can.)
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Pricing Structure (Explain your pricing structure-how did you arrive at your prices-how often do you review them to make sure you are making a profit? Do you have upcharge for bringing in garments? Do you have more than one price level? (School-Organizations over Retail) Do you offer quantity discounts?)
______________________________________________________________________________________________________________________________________________________
Accounts Receivables/Credit Polices (All retail business should be at 50% down and remainder on delivery or pickup)
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Existing Business with Dealer/Wholesale Accounts (What are your payment terms and policies.  Do you offer a discount for early pay?
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Sales Forecast(Projections)
The Sales Forecast (Projections) for the next 12 months is in the Appendix  (I will show  you how to prepare this)

Organization and Management

Legal Form of Ownership (Sole Proprietor, Partnership, Corporation, Limited Liability Corporation- Attach legal papers stating business type)

____________________________________________________________________________________________________

Business Ownership (Names & Addresses of all business owners-Also state what percentage of ownership.  Attach resume for each person) 


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Management & Organizational Chart (If you have any management employees create an organizational chart showing where they are.  If you are planning on hiring them, include them in the chart.  You must state their name, position and compensation for the present and into the future for 3 years if you are going to the bank.  List the benefits of each person)(I created a flow chart that you can follow, but I combined it with Management & Personnel because it is a very small business.  If you are a business that has 1 or 2 people you can do the same. List inside of this area their name, position, compensation for now and for the next 3 years) 


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Outside Resources (List your Accountant, Attorney, Insurance Agent, Consultants or Mentors)


____________________________________________________________________________________________________

Personnel (If you have any employees, create a chart showing where they are in your organization, state name, compensation and your projections for their future compensation and benefits.)(If you are a 1 person or 2 person shop, you can include this will the Management and Organizations section)


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Financial Management

Financial Plan (List of all of the statements that must be attached. Attach the list to the Appendix section of the plan.)(Include your current financial statements- It is advisable to have your accountant help you with these statements if you are going to be seeking any type of financing.  After you have created all of your projections and Cash Flow projections, he or she will be able to help you create accurate statements for each one.)

· Income Statement

· Balance Sheet

· Cash Flow Projections for 12 months.

· Break Even Analysis

· Projected Balance Sheet

· Personal Tax Returns or Corporate Tax Returns for 3 years.

If you are working with an investor, you may be required to furnish more information.
Appendix (List all of the attachments that you will have in this section.  Give each attachment a number and attach them in the binder according to the numbered list. These numbers are usually Roman numerals)

Legal Form of Ownership
Resume of Business Owner

Management and Organization Flow Chart

Personnel Flow Chart (if applicable)

Income Statement

Balance Sheet

Cash Flow Projections for 12 Months

Cash Flow Projections for Year 2

Cash Flow Projections for Year 3

Break Even Analysis

Projected Balance Sheet

Personal Tax Returns or Corporate Tax Returns for 3 years (if going to the bank or other lending sources, you many be required to have both)

[Business Name]
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