Executive Summary & Business Plan Content
Please note!   The production of a Business Plan is the responsibility of the borrower.   If CRMI are required to produce – or substantially amend – a Business Plan, a charge will be made for the time and costs involved.

1. Overview: The Executive Summary and Business Plan together form one document.  However, the Executive Summary should also be available as a stand-alone document, to be presented to the potential lender, who may then ask to see the full Business Plan.  These notes are for the assistance of those requiring guidance on the content.   They are not exhaustive, as each business and project will be different, and the document will therefore have to be tailored according to the particular situation.   Every letter and figure must be readily legible (at least 11pt.).  The total number of pages should not exceed 50 (excluding appendices).  The document should initially be submitted in Microsoft Word, to allow for amendments to made easily.   The final version can be converted to .pdf or other secure format.
2. Essential Requirements:  All documentation must be in clear English
(or a clear, certified, English translation in the case of any supporting document in the local language). All amounts must be stated in 000’s or           millions and currency in US $ or Euro €, quoting the exchange rate used for conversion from local currency. Local terms, technical terminology,
     and acronyms must be explained – the investor must easily understand 

      what is being proposed.
3. The Executive Summary:  This is a brief Summary of the Plan, in order (a) to provide investors with a “snapshot” of the Company, and an outline of the project, and (b) most importantly, to attract their interest in reading the full Business Plan.
It will therefore contain the following summarized information: 

· The Company - its Management, and financial results for the past 3 years.
· The Project – background, market, summary and justification of proposal
· Implementation of the Project and the timescale.
· Project Cost.
· Capital Contribution by the Company/Promoters and Collateral offered.
· Funding requirement - amount, modus, and proposed terms thereof.
· Financial projections for 5 years – Gross Revenues, EBIDTA (earnings before interest, depreciation, tax and amortization), net Profit (after tax, interest and depreciation), Cash flow, balance sheets, and ROI (Return on Investment). 
The Executive Summary should be constructed under the above-named headings, and should normally be contained in two A-4 sized pages, although it may, under certain circumstances, be a maximum of four pages. 

The initial impact of this Executive Summary is vital in securing funders’ interest in any project!
4.   The Business Plan will be divided into 3 sections, viz.

(a) The Executive Summary: per (3) above---for a quick overview of the Project..
(b) The Business Plan which will contain the following detailed information, adapted to suit the particular circumstances, and referenced where appropriate to the Appendices in (c) below:
· Background to the Project including socio-economic, national/international factors.

· The Proposal - brief description of the Project, aims, objectives, justification.

· The Company - brief history, operations, markets, products, last 3 years’ financials - Cash Flows, Profitability, Balance Sheets and key ratios.
· The Products - including trademark/copyright/patent/licensing and other arrangements; the products’ cutting edge over competing ones.

· The Markets - including Market Growth, Competition, and Marketing Strategy to achieve market shares and sales.

· Production - availability of materials and labour, and security of same. Land & Buildings required.  Technology & Equipment, including providers of both. Operational details.

· Sales & Distribution Arrangements - including the sales force, warehousing, transportation.

· Administration and related facilities - including IT and staffing.

· The Management Team - the function of each member and an organization chart.

· Research & Development - effort required to maintain competitiveness and profitability.

· List of Official Approvals and Licences required for the project.

· Implementation of the project and the Timetable.

· The Project Cost - broken down under the different heads of Capital Expenditure, ( Land & Civil Works, Buildings, Furniture, Fixtures & Fittings, Plant & Equipment, Vehicles, Technology/know-how, Goodwill), Preliminary & Pre-operative expenses, Working Capital, Interest during Construction, and Contingencies.

· Promoters’ Capital Contribution - towards the project cost - amount and percentage and Collateral offered.
· Funding Requirement & Modus - e.g. loan - details of term, grace period, proposed repayments and security, or equity investment - proposed shareholding, dividends, exit, exit premium.
· Any Government incentives/support for the project.

· Financial Projections - 10 years’ cash flow forecast (template available on request), profitability (EBITDA, Pre-tax and after-tax profit) balance sheets and key ratios.

· SWOT Analysis: Analysis of Strengths, Weaknesses, and Opportunities of, and Threats to, the Project.
· Sensitivity Analysis: Analysis of the impact on the Project when major adverse/critical factors come into play, and what steps will be taken to mitigate this impact. 
(c) Appendices - all supporting documentation such as:

· A statement of any assumptions made, quoting independent evidence/sources to support them.

· Map and drawings of the site and plant layout.

· Attorney’s confirmation of title to the land and building permissions.

· Leaflets on the technology and the plant/equipment.

· Supplier quotations/contracts.

· Marketing, sales, and distribution agreements.

· CV’s of the management team.

· Copies of official approvals/licenses.

· Evidence of Government incentives/support.

· Any research/press publications supporting the project or its kind.
A list of appendices should be attached to the business plan, but the appendices themselves should be submitted as a separate document, to be forwarded to the investor when requested.  This keeps the Business Plan to a manageable size.
