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I.  STATEMENT OF PURPOSE (executive summary) (1 -2 pages)
a. Mission statement
b. Description of the business
c. Goals
d. Financial summary

II. CURRENT BUSINESS ENVIRONMENT
a. Industry overview and trends
b. Customers
c. Competitors
d. Economy/environment
e. Key threats
f. Key opportunities

III. INTERNAL ANALYSIS
a. Organization (Bio of owner/philosophy/employees)
b. Business location (why & description and hours)
c. Products & services (feature & benefits/rates/ how bill/ late fees/ etc.)
d. Marketing and Sales Strategy
e. Key threats
f. Key opportunities


IV. FINANCIAL PROJECTIONS
a. Spreadsheets and description of projected sales and operating cash flow (net gain/loss)
b. If requesting loan: detail what need, why, how will pay back & when will pay back



