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[bookmark: _Toc157773796]Executive Summary
[An executive summary should summarize the key points of the report. It should restate the purpose of the report, highlight the major points of the report, and describe any results, conclusions, or recommendations from the report.]

[bookmark: _Toc157773797]Vision
[Your vision is big picture and future oriented.  It defines the end game.]

[bookmark: _Toc157773798]Mission
[Your mission points to the direction and is the road map that will take you towards your vision.  Your mission will tend to be more immediately focused on the present.]

[bookmark: _Toc157773799]Values
[These guide your business and live within every business decision you make.  They are also a great connector for your clients – they will align themselves alongside a business that upholds the same values as them.  You can create your list of your values here and a short description of the purpose of that value in your business.]

[bookmark: _Toc157773800]Objectives
[Business objectives are the results you are aiming to achieve in order to accomplish your vision and mission.  They can be metrics to measure your overall business success.]

[bookmark: _Toc157773801]Products & Services
[Here you can describe the products and services your business offers or plans to introduce.  You might include details of pricing and unique benefits to your clients.]

[bookmark: _Toc157773802]Market Analysis
[It is important to have a good handle on the current situation within your industry and existing competition.  In this section you can explain where your business fits in, your ideal clients and how easy or difficult it may be to emerge into the market.  A SWOT Analysis is also a good tool to help you assess internal factors, that might affect your business (strengths and weaknesses) and external factors (opportunities and threats).  It is good practice to review and act on the results from your SWOT Analysis.]
SWOT Analysis
	Strengths

	Weaknesses


	Opportunities

	Threats




[bookmark: _Toc157773803]Strategic Priorities
[Your strategic priorities are affectively your ‘to-do’ list that guide you to achieve your goals and objectives.   They should align with your vision and mission.  You can have as many priorities as you wish, but always consider what is achievable.]

[bookmark: _Toc157773804]Marketing Strategy
[Your marketing strategy is a long-term plan for achieving your goals by understanding the needs of your clients and creating a distinct and sustainable competitive advantage. It encompasses everything from determining who your customers are to deciding what channels you use to reach those customers.  It can describe how you plan to attract and keep your clients, including an anticipated advertising and marketing campaigns.]

[bookmark: _Toc157773805]Financial Projections
[In this section you can provide financial targets and estimates for the first few years.  You may also include an investment or funding requests that you are making.]

[bookmark: _Toc157773806]Conclusion
[Your conclusion is a summary of your business’ strengths.  It is a concise summary and recap of all the components of your business plan.   If you are looking for investment, then its purpose is to make a lasting impression on the reader.]
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