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EXECUTIVE SUMMARY

1-2 pages in length

Design it to attract the attention of the reader to all 

major points

 Explain what the business sells

Include financial highlights, goals & mission/vision 

of the firm

Create this document after all other parts of the 

plan are complete



COMPANY OVERVIEW

Explain what the company sells

Describe the Legal Ownership type (C-Corp, S-

Corp, LLC, etc.) and why

Brief history of firm for established companies

Indicate start date, location and # of employees 

for new firms



MISSION STATEMENT

Explain the reason(s) for operating this business 

rather than another business

This should be a compelling statement 



MANAGEMENT 
FUNCTIONS- PLANNING
Should include specific, measurable goals such 

as specific sales projections

Example: We intend to create a training 

program for new and incoming employees

Example: Pay off the loan by --/--/--

Example: Increase the # of clients by ----------%



MANAGEMENT 
FUNCTIONS- ORGANIZING
Include an organization chart that illustrates the 

type of organizational structure that exists in the 

firm 

Explain why the chosen form of organization 

works best for the company



MANAGEMENT 
FUNCTIONS- DIRECTING
Explain how directions and information are 

provided to employees

Selecting a specific business model created by 

an expert lends credibility to this section



MANAGEMENT 
FUNCTIONS- CONTROLLING
Explain how progress is monitored

Describe how adjustments are made on an 

ongoing basis



SWOT ANALYSIS-
STRENGTHS
Strengths are internal and describe specific 

advantages your firm has such as:

An experienced staff

A strong liquid cash position

A great reputation within the VE economy 



SWOT ANALYSIS-
WEAKNESSES
Weaknesses are also internal and should explain 

issues that will be addressed such as:

An inexperienced staff

Little or no reputation

Open for only 1 hour per day



SWOT ANALYSIS-
OPPORTUNITIES
This section should articulate what the firm will 

do to be successful this year:

Attend the YBS Trade Show in April 2019

Attend the trade Show in Germany in November 

2018

Host a mini-trade show event at our school



SWOT ANALYSIS- THREATS

Express potential issues that could reduce 

the firm’s ability to be successful:

New competition could enter the market

Inclement weather could shut schools for 

an extended period of time



EXTERNAL ENVIRONMENT-
CURRENT ECONOMIC 
CONDITIONS
The firm should demonstrate an understanding of the 

current economy with:

GDP

Inflation rate

Unemployment rate

Prime Rate

Then explain what these circumstances mean to your 

firm/industry



EXTERNAL ENVIRONMENT-
REAL INDUSTRY ANALYSIS
Explain your understanding of the real industry 

your firm operates within

Display a chart reflecting sales in the industry over 

the past 5 years

Indicate the # of people employed in the industry

Competition and potential threats 



EXTERNAL ENVIRONMENT-
VIRTUAL INDUSTRY ANALYSIS

This section should explain what is going on in the VE 

economy and highlight similarities and differences 

between the real industry and the VE industry:

There are 15 advertising agencies in the VE network 

generating sales of $15,000,000, whereas there are 5600 

advertising agencies in the real industry generating sales 

of $950,000,000 



COMPETITIVE ANALYSIS

This section should explain the advantage your firm has 

over the other firms in VE that are direct and indirect 

competitors:

A direct competitor is a firm that sells exactly, or almost 

exactly what you sell and directly competes against your 

firm 

An indirect competitor sells things that may compete 

against you, but not directly

A chart is very effective in illustrating your advantage 



MARKETING PLAN-
TARGET MARKET & 
MARKET SEGMENTATION
This section must clearly explain who your firm plans to 

sell to and how you expect to reach these potential 

clients:

Primary Target Market: These are the firms/employees 

that you intend to make the most sales with, such as 

out-of-network deals

Secondary Market: These are the firms/employees that 

you expect to make the next largest amount of sales 

with, such as trade show sales



MARKETING PLAN-
DEMOGRAPHICS
Demographics break down your potential clients 

by age, gender and salary

VE students between the ages of 12-18

Earning a salary of $15-$100 per hour (VE dollars)



MARKETING PLAN-
GEOGRAPHICS
Geographics describe where potential clients 

are located:

VE students participating at trade fairs in NY, 

San Francisco and Germany

All NYC VE firms 

All firms in the continental US 



MARKETING PLAN-
PSYCHOGRAPHICS
This section should indicate the “mindset” of your 

potential clients:

Our clients are basically comprised of Gen Z 

students that use cell phones, the internet and 

social media to interact and are used to “instant 

gratification”



MARKETING PLAN-
SOCIO-ECONOMICS
This section should describe the parameters 

from which your clients exist:

Most business owners that make out-of-

market purchases from our firm are middle-

aged and have annual household incomes 

between $125,000- $500,000 



MARKETING MIX- PRODUCT

Explain the product/service your firm sells and 

indicate the advantage for clients to buy from 

you:

Polyglot Translations will translate any 

document, which will allow your firm to expand 

it’s clientele to foreign markets with confidence 

at a reasonable price



MARKETING MIX- PRICING

This section should explain the strategy behind 

your pricing structure:

Concierge Ticket Brokerage has implemented a 

“Demand-based” pricing structure, designed to 

meet the needs of its clients based upon the 

demand for the event



MARKETING MIX-
PLACEMENT
This section should explain where sales are 

made and how the product/service is 

delivered to the client:

VE Law conducts business via email, trade 

shows and website sales

All documents are emailed to the clients, 

unless requested in hardcopy form 



MARKETING MIX-
PROMOTION
This section should explain how your firm is 

going to make potential clients aware of your 

business and why they need your business:

VE Management will promote its business by 

sending emails to all VE firms in the US with our 

website link attached

Additionally, VE Management has entered into a 

$25,000 advertising campaign with XYZ 

Advertising Co. to help promote our brand



MARKETING MIX-
POSITIONING
This section should explain where your firm fits in 

the VE marketplace and what type of clientele you 

seek to do business with:

NuApps targets businesses that gross over $500,000 

per year due to the expensive nature of our services 

( NuApps charges $130,000 for a typical app 

development for a firm, thus placing itself in a low 

volume, high revenue economic position in the VE 

economy)



FINANCIAL PLANNING-
BREAK EVEN ANALYSIS
This section should indicate the dollar amount where Total Costs (Fixed 

Expenses + Variable Expenses) meet Total Revenue 

The break even template provided in the VE Portal should be used to 

illustrate

Determine the average selling price, fixed costs, and variable costs of the 

firm





FINANCIAL PLANNING-
INCOME STATEMENT
The income statement is designed to add all revenue (VE Sales, Trade 

Show Sales, Out-of-network sales, and Interest Income) to determine 

Gross Revenue

Then, subtract all Costs of Goods Sold to determine Gross Profit

Then, subtract all operating expenses to determine Pre-tax net profit





FINANCIAL PLANNING-
CASH BUDGET
 The Cash Budget is designed to illustrate inflows and outflows of cash in 

the company bank account

The copy of the bank statement provided in the Appendix should match 

the numbers included on the Cash Budget 





FINANCIAL PLANNING-
BALANCE SHEET
 The balance sheet is an actual snapshot of all your asset, liabilities and 

owner’s equity account balances for the firm

Always remember that Total Assets =Liabilities + Owner’s Equity





FINANCIAL WRITE-UP

Include a summary of the financial documents that 

give detailed explanations of each statement:

For example- Do not assume that A JUDGE KNOWS 

about trade shows in specific months. Your write-up 

should explain why sales and cash receipts are higher 

in certain months because of participation in specific 

trade shows 



APPENDIX

Include:

A Sources Cited Page

Copy of firm bank statement

A Loan Amortization Table (if firm has a loan)

Angel Investor Letters

Out-of-Network Contracts

Other materials you feel are necessary to enhance the plan





BEGINNING BALANCE 

ENDING BALANCE 








