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Notes as to each of the above sections 
follows ; 
 
1. The Executive Summary 
 
This section should be a mini plan or one 
page summary of the essential facts and 
should be capable of being used as a 
stand alone document. Some potential 
investors will read this page first and not 
proceed with the rest of the document if 
this section is not convincing. 
 
2. Background to the Plan 
 
This section should be 1 - 5 pages only, 
giving an overview of the origins of the 
product, identification of the business op-
portunity, reasons why there is a market 
need for the product. 
 
3. Product  Description 
 
What it is ?  What it does ? Why is it use-
ful ?  Where does it "fit"?  Why is it better 
than its competitors ?  Are there any pro-
prietary features ? Are there any " family of  
product " implications ? What are the 
benefits to customers ? 
 
This is the section where the glamour 
needs to be. Illustrations and/or diagrams 
are very useful here. 
 
 

4. The Market 
 
In this section the market should be de-
fined and documented evidence provided 
as to market size, growth, trends, pricing, 
need for the product etc. This section 
should also identify names of customers, 
prospects etc. All assumptions used 
should be clearly stated. 
 
Present as much infor-
mation as possible 
graphically. Where possi-
ble, include corroborating 
opinions of industry lead-
ers, prestigious consult-
ing firms such as Gart-
ner, IDC etc. as well as 
trade associations, gov-
ernment agencies etc. 
Include back up statistics 
and a market segmenta-
tion analysis. 
 
5. Marketing Strategy 
 
Describe the distribution 
strategy, sales channels 
available, sales costs, 
unique promotional, delivery or other fea-
tures of the strategy. If possible, demon-
strate some grasp of the costs of market-
ing. 
 
6. Operations Plan 
 
How is the product " made " ?  Describe 
what training courses, materials etc. exist 
and what support facilities are offered to 
customers. Describe key business partner 
relationships and how these relationships 
are/will be managed. 
 
This section can be fairly light as most 
investors will tend to assume that you can 
at least produce what you say you can. 
 
7. Research and Development Plan 
 
State the objectives, costs and time sched-
ules for R & D.  Stress  the "D" part - inves-
tors generally hate paying for the "R" part.  
 
8. Ownership 
 
Describe the ownership of the technology 
and the company as it is before financing. 
Describe any commitments or factors 
which might affect the value of the product 
or the business. 
 
9. The Executive  Team 
 
Identify all members of the executive team 
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and describe their qualifications. Identify 
why the team will function as a team. 
Include an organisation chart and identify 
the Directors. 
 
Make it convincing as some potential 
investors will turn here first. 
 
10.  Staffing  Plan 
 

Briefly outline what additional 
resources are need in the short 
to medium term, identifying 
skills needed and availability 
and cost. 
 
Be brief. Investors are usually 
willing to assume that the right 
people can be hired. 
 
11. Financial  Strategy 
 
This is the core of the Business 
Plan. It is necessary to show 
what cash is needed and when. 
Also, for what purposes ?  
Short term and long term needs 
should be identified with a ra-
tionale for each. A twelve 

month cash flow forecast should be pre-
pared and presented graphically as well 
as numerically. 
 
It is important to demonstrate an under-
standing of cash flow. Pro forma financial 
statements showing the best and worst 
case scenarios should be prepared. It is 
important to be intellectually honest here. 
 
In preparation of these documents, the 
pro forma Profit and Loss Statement 
based on " bes t case " sales projections 
is the starting point. Developing this into 
a cash flow projection will reveal the 
amount of cash theoretically needed at 
each stage of the company's future 
growth. You will however note that a little 
" what if " analysis of your model will 
demonstrate how treacherous such pre-
dictions can be as the future cash bal-
ance projection is unbelievably sensitive 
to minor variations in factors such as 
assumed growth rate, product cost, over-
heads, collections and billing cycles. If 
you attempt to develop meaningful best/
worst cases from this sort of analysis, the 
results  are often mind blowing. Also if 
you try and vary every factor at the same 
time, your projected cash requirements 
can suddenly assume the proportions of 
the national debt!  
 
The most sensible way of tackling this 
task is to have an  " expected ", a "w orst 
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case " and a " best case " sales forecast 
and work out the cash consequences of 
each, assuming other assumptions are 
constant. 
 
As an aside, you should realise just how 
rubbery these cash  projections are and 
don't start believing them too much your-
self ! 
 
12. Contingency  Plan 
 
Outline a general plan for dealing with the 
three most likely crises that might arise. Do 
not show much detail, just demonstrate 
that you have thought it through. 
 
13. Concluding Summary 
 
Identify what are the benefits to the inves-
tor, Identify the major risk factors. Should 
be limited to one page and show how the 
risks will be minimised. Show why this is a 
desirable investment relative to other op-
portunities that the investor has available. 
 
Concluding Notes 
 
• Documentary overkill causes as many 

problems as under kill. 
• Remember that those who will read 

the plan are people, not information 
processing machines. 

• The purpose of the Plan is to arouse 
interest, not to fully inform readers on 
every aspect of the business. 

• Keep the Plan readable. Don’t make it 
so inter-locking that every preceding 
page must have been read before the 
present page makes sense. 

• Make the Plan visually attractive. Set 
it out in a pleasing print font and if 
possible, use colour printing for dia-
grams and charts etc. 

 
Above all, always keep in mind a picture of 
a very busy person with 8 other business 
plans on his desk and phones constantly 
ringing. He doesn't need minute detail. He 
needs a fast overview of what your bus i-
ness is about, and sufficient corroborating 
evidence to suggest that you know what 
you are talking about. Have the plan prop-
erly bound using a spiral binding  so that it 
will stay open on his desk. Don't forget to 
say how much money is needed  but don't 
spell out the deal.   
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