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STATEMENT OF PURPOSE/ EXECUTIVE SUMMARY 

Write this section after you have finished writing your business plan  
 (This is the first section that a potential investor or lender will read and should include all of the information 
needed to make a decision about investing in or lending to your company.  The statement should be brief (one 
page). Describe the business including the products and/or services that you sell.   What is the legal structure of the 
business?  What is the amount and type of loan required?  What is the source and use of funding?  What are the 
benefits to all parties concerned?) 
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1.	THE	BUSINESS	

A.	Description	of	Business	

(Briefly describe the business.  Who organized the company and when?  What is the current status of the business (pre-
venture, expansion, or purchasing existing business)?  What is the legal structure of the company?  What are the hours 
of operation?  Do you lease or own the facilities?  What are the terms?  What are the zoning restrictions in the area?) 

 

B.	Products	and	Services:	

(What types of products/services do you offer (be specific)?  What are the key attributes and distinguishing 
characteristics of your products/services?) 
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2.	MARKET	ANALYSIS	

A.	Industry	Information: 

(Conduct general industry research to determine the size of the market and trends in the industry.)   

 

B.	Target	Market:		

(Identify your target customers.  Think about who will give you money for your product or service.  What age group, 
gender, income level, etc.?) 

 

C.	Target	Area:			
In what geographic area(s) will you sell your products/services?    

 

D. Competition:		

(List your competitors along with their strengths and weaknesses in relation to your strengths and weaknesses. 
Where are your competitors located in relation to your business?  What types of products or services does each 
competitor offer?  Include any product literature, trade publications, or financial information from your 
competitors which substantiate your statements.) 

 

E.	Competitive	Advantage:		

(How will the company be profitable and what is its competitive advantage?  Factors may include price, quality, location, 
merchandising, advertising, personnel, distribution, or delivery methods.)  

 

F.	Marketing	Strategy:			

(What is your plan to attract customers?  What is your advertising strategy?  Will you use targeted direct mail, networking, 
print advertising, radio, or television advertising?)  

 

G.	Pricing	Strategy:    

(How do you plan to position your company in relation to your competitors’ pricing strategy?  What 
credit or payment terms do you plan to offer?) 
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3. PRODUCTION	AND	OPERATION	PLANS	

A.	Location:	Region,	City	and	State	
§ Describe	where	your	facilities	or	offices	are	located.	What	are	the	current	or	projected	trends	for	that	

region	or	municipality	which	affect	you,	if	any?	
§  Include	any	factors	that	influenced	you	to	locate	there—access	to	customer	or	suppliers,	property	

characteristics,	taxation,	geography,	demographics	or	public	incentives.	
§  Indicate	whether	you	lease	or	own	the	facilities.	Include	rent,	other	costs	and	terms. 

	
	
 

B.	Land	and	Structural	Improvements	
If	you	need	to	acquire	land	or	buildings	or	renovate,	describe	the	modifications	and	improvement	along	with	

costs.	Include	specific	bids	in	the	appendix.	
	
	
 

C.	Plant/Facility	Layout	
§ Include	a	layout	of	your	facilities,	and	show	how	the	design	facilitates	traffic	flow	for	either	customer	

traffic	or	production	operations.	
§  Illustrate	that	you	have	considered	not	only	your	equipment	needs,	but	also	the	most	efficient	or	most	

attractive	setup	for	the	equipment.	
§  Address	existing	and	needed	equipment.	Include	specifications	of	newly	acquired	equipment.	Explain	

how	you	plan	for	repairs	and	replacement. 
	
 

D.	Production	Strategy	
§ Generally	discuss	the	production	process.	For	example,	is	it	labor	or	capital	intensive?	Is	it	a	job	shop	or	

batch	process?	
§  Explain	time	and	quality	standards	and	who	will	monitor	compliance	with	these.	
§  Indicate	the	nature	and	cost	of	inventory	to	be	acquired.	Explain	how	your	production	plans	tie	into	

materials	purchasing	and	inventory	control.	
§  Identify	alternative	suppliers	of	materials	and	components	required	for	production.	
§  Discuss	any	regulations	in	terms	of	waste	disposal,	noise	and	other	environmental	factors. 

	
	
 

E.	Administrative	Controls	
Describe	how	you	plan	to	handle	your	bookkeeping,	manage	internal	financial	and	other		reports	and	

communications	within	the	company.	
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4.	FINANCIAL	ASSUMPTIONS	

A.	Capital	Requirements	and	Proposed	Capital	Structure	

a. Capital	Requirements	
Explain	how	you	plan	to	use	the	requested	funds.	Include	a	detailed	list	of	equipment,	property	and	other	
uses	of	funds,	including	quotes	from	suppliers	when	possible.	These	may	be	placed	in	the	appendix.	

b. Start-up	Costs		
Show	in	table	format	your	start	up	costs	covering:	

§ property	or	business	acquisition	
§ renovation	
§ equipment	and	inventory	
§ deposits	or	other	start-up	costs	
§ working	capital	

c. Source	and	Use	of	Funds	
Explain	how	you	plan	to	finance	the	business,	how	much	money	are	you	seeking,	and	whether	it	is	in	the	

form	of	debt	or	equity.	
	
	
	
	

B.	Historical	Income	Statements,	Cash	Flow	Statements	and	Balance	Sheets	
§ Include	all	historical	financial	statements,	if	reasonable,	or	at	least	statements	from	the	last	three	

years,	preferably	reviewed	or	compiled,	if	not	audited	by	your	accountant.	
§ Include	business	tax	returns	and	personal	tax	returns	for	majority	owners	for	the	last	three	years.	
§  Include	notes	that	explain	the	statements	and	any	unusual	transactions	or	events. 

	
	
 

C.	Financial	Assumptions		
§ Explain	the	rationale	or	methodology	behind	your	estimates.	A	note	for	each	item	on	the	

statements	explaining	the	units	or	estimates	is	ideal.	This	allows	the	reader	to	evaluate	the	
validity	of	the	numbers	as	well	as	to	rework	them	based	on	his	or	her	assumptions	about	the	
future.	

§  In	these	assumptions,	provide	such	details	as	receivable	collection	periods,	timing	and	quantities	
of	inventory	orders	and	timing	of	payable	payments.	

§ To	illustrate	how	your	projected	financial	statements	compare	to	average	industry	performance,	
you	might	include	a	ratio	analysis	of	your	statements	along	with	published	industry	averages.	 
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5.	MANAGEMENT	AND	PERSONNEL	

A. Managers	and	Key	Personnel	
§ Define	the	management	positions	and	functions	within	the	company	and	the	chain	of	command—sales,	

marketing,	finance,	production	and	human	resources.	
§  Include	brief	job	descriptions	for	each	management	position.	Describe	compensation	methods	for	

managers,	including	company	owners.	
§  Profile	the	key	players,	noting	their	relevant	experiences	and	backgrounds	that	will	enable	them	to	

successfully	perform	their	intended	duties	within	the	company.	
§  Include	in	the	appendix	detailed	resumes	for	each	owner	and	key	manager.	

	
	
	

B.	Board	of	Directors/Advisors	
§ List	the	names	and	qualifications	of	your	corporate	board	of	directors.	If	you	have	assembled	an	informal	

advisory	board	or	use	the	services	of	a	consultant,	list	the	individuals	and	their	qualifications.	
§ Include	titles	and	roles.	Attach	resumes,	if	relevant.	

	
	

C.	Personnel	Needs	
• Given	your	operating	plans	discussed	above,	how	many	persons	will	you	employ?	Briefly	describe	job	

titles,	job	descriptions	and	required	skills,	work	hours,	rates	of	pay	and	benefits.	This	information	explains	
payroll	numbers	in	your	financial	projections.	

• Describe	training	programs	in	the	areas	of	skill	development	and	safety.	Safety	training	programs	can	
have	positive	impact	on	your	insurance	premiums.	

	
	
	

D.	Professional	Support	
List	professionals	you’ve	retained	for	advice,	such	as	your	attorney,	accountant,	financial	advisor	and	

insurance	carrier.		

 

 

 

 

6.	SUPPORTING	DOCUMENTS/	APPENDICES		

• Resume 

• Tax returns (past 3 years) 

• Personal financial statement 


