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" WORKSHEET #1
AUDIENCE PROFILE SUMMARY

TARGET'S NAME:

POSITION:

ADDRESS:

COMPANY:

TELEPHONE:

FAX:

SOURCES:
Name:

Telephone:

REFERENCE:

Telephone:

Name:
Name:

Telephone:

1. Target's personality and business tralts

2. Advisers’ names

3. Investment criteria

43&&&bmﬂhmﬂdsm;nnuhmnhhmdummupmmm

5. Other invesiments

6. Background on previous investinent decisions

7. Was business plan important 1o past investment decisions?

8. Second-round financial suppon history

— ——
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WORKSHEET #2
SELECTING MODULE TEAMS AND GOALS
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Finance Q
Product Q
Marketing (=]
NAME/POSITION REASON FOR INCLUSION TEAM ROLE
1
2
a
4,
5
LY
OBJECTIVES:
INTERMODULAR PRIORITIES:

1. (a) Finance must provide product team

(b} Finance must provide marketing team,

2 (a) Production must provide finance team

Q)Mmmmmm

(a) Marketing must provide production team,

() Marketing must provide finance team

1
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WORKSHEET #3
EXPLORING THE RISKS

1. PRODUCT COMPLEXITY
Apparent risk perception

Action possible to reduce

2. PRODUCT LIFE
Apparent risk perception

Action possible to reduce

3. PRODUCTION UNKNOWNS
Apparen risk perception

Action possible to reduce

4.LEGAL PROTECTION
Apparent risk perception

Action possible 10 reduce

6. DISTRIBUTION STRUCTURE
Apparert risk perception

Action possible to reduce

8. COMPETITION
Apparent risk perception

Action possbie to reduce

7. PROMOTABILITY
Apparent risk perception

Action possbie to reduce




WORKSHEET #3 — Continued

8. PRICE SENSITIVITY
Apparent risk perception

Action possibie to reduce

9. CUSTOMER FINANCIAL STABILITY
Apparent risk perception

Action possible to reduce

10. EXPOSURE TO INTEREST RATES
Apparent risk perception

Action possible to reduce

11.
Apparent risk perception

Action possible to reduce

12.
Apparent risk parception

Action possiie to reduce

1.
Apparent rigk perception___

Action possible to reducse

14,
Apparent risk perception

Action possibis to reduce

16
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WORKSHEET #4
EXPLORING THE REWARDS

1. REASONS THE CLIENT WILL BE HAPPY
Reward perception

Means to increase

2. REASONS EMPLOYEES WILL BE HAPPY
Reward parception

Means to increase

3. REASONS MANAGEMENT WILL BE HAPPY
Reward perception

Means to increase

4. REASONS INVESTORS WILL BE HAPPY
Reward perception

Means to increase N

8. WHO ELSE GETS REWARDS AND WHAT ARE THOSE REWARDS ?

17
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WORKSHEET #5
INDUSTRY MATTERS

industry description

Will you operate locally?_______regionay? nationaily?
What are the leading edge companies in the iIndustry?

Reasons for their success?

Stable companies in industry?

Historic highlights of industry?

Key industry data that make you optimistic about the future

How does the industry perceive your company?

Relative 1o your immaediste competitors, your most distictive company trait is




WORKSHEET #6
GENERAL CORPORATE PROFILE

Name of company

Address of head office

Corporate legal counsel

Corporate bankers

Cormporate auditors

Names of founders

Founders' cument relationship to company

Major equipment and inventory assets

Real estate

Koy suppliers: How many? Do you import?

Are supply prices stabie?

Names of brand name suppliers

Key customers: How many? Do you export?
Does currency fluctuation affect business?

Names of major customers

Describe marketplace

\

Describe operational setting

Key intangible asssts 10 support goodwill evaluation




WORKSHEET #7 -
PRODUCT ISSUES

In our business we purchase:
a) finished products
b) components
¢) raw materiais

We consider our main vuinerabity to be:
Pricing of
Reason,__
Supply of
Reason__
Quality of
Reason;
Durability of
Reason,___
Other
Reason:_

We have completed a competitive product analysis. Yes No,
Our main competitive advartages are

Our competitive problems are

w.haveimawiemdendumolwmawmkhmcmpncsbmmm
\

if we couid change one thing in the product component of our business & would be




WORKSHEET #8
SERVICE ISSUES

In our business service is:
a) everything
b) related to product supply
¢) tied 10 installation and maintainance
d) a user of products as tools

We consider our main service vulnerability to be:

Costof
Reason;
Supply of
Reason:
Quality of
Reason;
Training of
Reason;
Other,
Reason:

We have completed a competitive service analysis. Yes, No

Qur main competitive advantages are

Our competitive problems are

We have interviewed end users of our service and their basic impressions are that
A

nmmummmmmmmmmdwmmlmuu




WORKSHEET #9
USER BENEFITS AND THEIR VALUE

We feei thmmnwmuurmmnwpw”mm

Topmjectﬂmebomﬂummﬂubmm

Uurmpomidlmnmmmbommablm

Benetiis we fee! they underrate are

To overcome this we have

mrmmmummmmwmummnm

mrwmmnhMMaMMm

A
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WORKSHEET #10
SEGMENTING THE MARKET -

Our inttial geographical market boundaries are

Qur primary customer profile is estimated to inciude potential buyers with the lead target
markets located

We have/will run test markets in
aimingtoachievea_______ % acceptance rate of our procuct.
The traits that best describe our target customer profile inciude

To gather market information, our Major SOUrces were

The customer profile traits that are most important to us when we sel out to prove the user
benefit of our product inciude

The best “expert” quotation we have found 10 support our perception of market opportunity is

The most imponant siatistical data we have gathered originated

b

A summary of that data is attached. (Gather support data that may be incorporated in a wril-
ten report.)

=




WORKSHEET #11 -
KNOWING THE COMPETITION

a. DIRECT COMPETITION
Themmm:;wmptwideslnilarptmnourmm

Estimated market share for sach of our major competitors is

Targets to win over market share inciude

Mvﬂmmﬂmmudwrmmwohmwmm_

A consumer awareness survey of key industry competitors indicates

muawdmm.mm.mmm
mmmrimunmnmmmwmmmb

b. INDIRECT COMPETITION
Our indirect competition comes from

mmmuggwfmumbmm

¢ UNKNOWN COMPETITION
Unknown competition is of concem 1 us for the following reasons:

w.mmmmm:
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WORKSHEET #12 -
THE ECONOMIC CLIMATE

The maijor national economic factors that help determine our future business ciimate include

The major regional economic factors that help determine our future business climats include

The biggest concem we have about conCMIC coNIRtions is

The most encouraging factor related to the current economic state is

Increased inflation will aftect us as follows:

increased interest rates will affect us as follows:

Unempioymernt rates affect us as f‘ohm:

Currency exchange rates affect us as follows:

Amm'em#qmﬂonmﬂnmﬂﬂumﬂw“mb

39



 WORKSHEET #13
SETTING MARKETING OBJECTIVES :

To expand our business we plan to increase market share by

-

We aiso plan to pursue hew markets by

To protect our existing business we must

Our historic pricing strategy has provided a % profit margin and our current objective
is to increase/maintain/decrease margins with the expected result to increase/main-
tairvdecrease unit sales voiumes. Our goal is 10 increase fotal gross profk by %
solely as a result of this change.

Our objective is to expand distribution by

Toconﬁnuemeonmmmssoipfomm”wﬂ

Promotion goals for the near future include

We plan to expand our sales effort by

The first three steps to achieving these goals are —
1,

2

3.

Our uktimate sales goal for the first year is

4




Ourplannedpumnolumammdmmemuuadon_____

We have revised/not revised our pricing strategy because

Weoxpocuhhwatmtoboinoﬂodurﬂl

mmmumnmummmmdamto

mrbm-temmammmnmﬂmm

Qur pl'oumionprwvr is

% per annum

Tmmmmsbwumﬁ.mmmwybwd
mmmnmoym.cm»wma




WORKSHEET #15
THE SALES PROGRAM

Describe the existing/planned sales force including ail incentive terms and territorial
coverage

Describe planned saies staff growth

Name key sales people with proven track recornds

Explain projected average order size and order expeciations fromsales staff ___

Is product packaging, lot pricing strategy, and promotion consistent with target order size?
Ihustrate.

Describe how unit product price affects the nature of your sales foroe. What sales training is
required?

b

What will be your three biggest promation expenditures in the next year?

Where do you usually meet your customers?

an o — - o e mmeie
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WORKSHEET #16
SUMMARY OF FINANCIAL PRESENTATION DATA

Qurcompanyhas_____________ profit centers, namely,

Qur company inciudes the following overhead departments that do not generate revenue

Non-operating sources of revenue/cash and demands on cash include

We have/have nottax losses of o carry forward and apply against operating
income and cur resulting tax costs next year will be at a rate of %.

Terms of payment by customers in our business affect our cash flow as we expand in the fol-
fowing ways:

Our balance shest accounts including inventory bullkiup, purchase of new fixed assets, and
kability reductions will demand use of cash in the following areas:

N\

An increase in supplier credit will reduce the need for cash by

Our development program includes prociuct development projects
and their assoclated market development costs. Total planned costs for these arsas are
and.

. o — g
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WORKSHEEI' #17
OPERATING DEPARTMENT STATEMENT FORMATS -

Department Name

The lead sourca of revenue in this department is

The relationship between this and other revenues may be described as follows:

Wil these revenue classes grow at the same rate? Why?

Cost of goods sold for each revenue class is

In comparing our gross profit margin to other industry members we axpect o

We justity this on the following basis:

In addition to direct iabor of included in cost of goods soki we will
have overhead management labor of in this department. Other major
overhead expsenses inciude

The expenses most difficutt to predict include

To improve our forecasts in this department we must

before completing this business plan,
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WORKSHEET #18
CORPORATE OVERHEAD STATEMENTS

Executive salaries for the first year of business total

Ot this approximately % can be applied directly to production costs,
can be applied directly to sales expenses and % to development costs.

%

Summarize a justification for all major expenditures and their relevancs.

Summarize contractual commitments such as lease terms, equipmant obligations, and
professional retainers.

Estimate the volume of business this overhead level can handie befors any major increase
in space is required. __ \

PR Y 1 ARG R AP -
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WORKSHEET #19
DEVELOPMENT DEPARTMENT STATEMENTS

List all authorized development projects, the projected date of completion, estimated product
development costs, assoclated market deveiopment budget, estimated sales needed to
recover project investment, and expected date this will be achieved. For each project, attach
a one-page description showing the relevance to the corporate plans.

Project #/ . Completion | Product Market $salesto . | Break-even
Description | date development | development| break-even | date
budget budget

Describe the retationship of all projects and any interdependence. Is there a critical path of
completion dates necessary to achieve goais and meet budgets?

A)
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WORKSHEET #20 -
DRAFTING AN INVESTMENT STRUCTURE

Our current outstanding common shares number
and major sharehokdings include

Previous shares have been allocated at the following price onthe described dates _____

The netbook value per share, based onour iatestbalance sheetequals___________ /share.
We fesl that we can justify a goodwill factor of __fshare based on

We propose 10 issue equity/debt financing instruments on the followingterms: _

\
Assuming full equity dilution, we expect our eamnings per share in each of the next five years
o equal

On the basis of this offering we are expecting to seek total pet funding of

while diluting current sharehoider equity by %.




WORKSHEET #21
DESCRIBING THE TEAM

List the names, positions, and major attributes of key operations people fully committed 1o
the project:

List names, positions, attributes, and outstanding issues of key operating people
conditionally committed to the project

Identify key positions as yet unfilled:

Describe the board of directors and/or advisory board and what they bring to the company:

A
Do you have well-documented resumes for all key personnei?

What veids exist in your group experience base relative to the task ahead? Can they be
filled by extemnal specialists?

R L ™ I T VR A A
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WORKSHEET #22
TEAM INCENTIVES

Cur philosophy of profit sharing and equity options can be described as follows:

The following key people do/will participate in this program

Currently, the company has employment contracts with

All employees who join our company receive an introductory package which includes

Qur main priority at this time to develop our employee incentives is




WORKSHEET #23
THE EXECUTIVE SUMMARY -

Have we clearly introduced our company and its business?

Have we stated both short- and long-term objectives?

Do we have a mission statement?

Who is this summary aimed at?

To which of the major concems of investors are we wviinerable?

Have we anticipated these and addressed these concems?

How have we established that our company is unique?

Can we clearly identity all regulatory procedures undertaken and anticipated to fill our
business deveiopment needs?

What are our major product/service strengths?

What are the main marketplace attractions of this business and how are we responding?

What are our financial sirengths and how will new capital heip?

What is the long-term attraction of this company?
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SAMPLE #1 -
COVERING LETTER — EXAMPLE #1

March 1, 19—

J. Smith
123 Any Street
Anytown, Anywhere

Dear Sir or Madam:

Based upon a request from our mutual business acquaintance, Ms. Joanna
Smith, Manager at the Bank of America, I enclose a copy of our corporate busi-
ness plan and support material.

Ms. Smith has been a valued supporter of our efforts over the past three years
while we have banked at her branch and has agreed to act as a reference to our
corporate character.

We are currently seeking a lead investor who can consolidate the

funding for our planned plant expansion and new market development pro-
gram.

Based on our preliminary research, we feel that this proposal meets the

general investment criteria of your company and falls within your preferred in-
itial investment range of $1,000,000 to $5,000,000. We would like to explorea
fiscal relationship at your earliest convenience.

The enclosed product video and promotional literature {thistrate our current
product line and the business plan introduces our full corporate strategy for
the next two years and includes five year pro forma financial statements. We
have established a proposed investment structure but are open to your sugges-
tions.

I will be flying east next week and hope to meet with you and your associates
for preliminary discussions during my visit. If I can provide any further infor-
mation before Monday please call me or Mr. James Morgan at this office.
Otherwise I will contact you prior to my departure to firm up an appointment.

Yours truly,

.7(,1,6@:96

Joe Smith
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SAMPLE #2

COVERING LETTER — EXAMPLE #2

March 1, 19—

J. Smith
123 Any Street
Anytown, Anywhere

Dear Dr. Jones:

As I mentioned after the golf tournament last month, our company will be
entering a fund-raising phase in the near future to support our exciting growth
program. This is expected to be our last private placement for some time, and

we plan to recruit investors known to principals of the company by offering in-
vestment units valued at $30,000.
Detailsareimludedlnthefuﬂbusinessphndocummtwhichlhaveatlosed.
Circulation is being restricted to a very small group at this stage on a confiden-
tial basis, and I would apprediate it if you would check with me before reveal-
ing it to parties other than your accountant as some of the information could
assist our competitors if it fell into the wrong hands.

Iam planning to host a small gathering of our corporate friends next Thursday
evetﬁnginourboardroomtoanswerquesﬂonsonthebusinessphnmdto

demonstrate our next

generation of product. We have one prototype model

that is going to revolutionize this industry.

After that meeting [ am
vestment interest in the

Mphgtoquicklygetadmpictureofmelevelofh\-
immediate community. As we grow our long-term fis-

calsu'ategylstoretainmntrolatalocallevelmdltisbackmlikeyouwho

can make that possible.

Janet Barnes, my assistant, will contact you Monday, (Il be in California
trying to close another supply agreement) to try and confirm your attendance.

Yours truly,

N

b Gict

Joe Smith
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SAMPLE #3
SALES AGREEMENT N

Hardwood Floors (1987) Lid.

Ut 109 11511 Bnogepont Anao, Aechmond. B C.. Canags VeX 174

Prone (604) 270-0074

Date Cust. Ovder # Contract #
Sold to Phone ¢
Agdress Postal Code
Job Agdress Phone #

w-mmmnlommumwxmmmmmmmﬂmmmumm
conditions 341 lorth Delaw and on the reverss hareot:

Dsupply Clasat O Sena s Finish O Swin T Orher

Type ol Floor
Grade Sae Colour Colour Stain
Type of Finish, [ Watco (Ol Finish) [ Urethane O Fintgh O Gioss C Mante
C) Water Based Finish [ 2 Componant Lacquer Finish [ Silk-Matte
O Qikes Finish G Onnver

THE FLOOR FINISH MUST BE JUDGED AS A SURFACE ONE WALKS UPON AND CAN NOT 8E COMPARED TO
EINISHES ON FURNITURE. YOU HAVE BEEN CHARGED IN ACCORDANCE WITH THIS PREMISE.

Remove. Repisce or Dispose: T Carpet (I Furnishings (] Apphances O Mouldings C Owher
Moulangs: T Supply (Jinsu CFinan Type uF

Tresas & Risers: C Supply Dinstan O Finen  UF
C Cuting Doors (O Ae-install Doors [ Remove/Replace Todat
Areas to be Done

Spacial Instructons

This contract = subJeCt 10 & down paymbniof § . BAnos i et Cash upon completion of tha job. Any
Mmmmmuﬂwmmmunm.mmnmwm

mmmmdmmummmmmmwmmu
reDaiING Sub-AOGT. (hreshhoids Or MOudngs.

TOTAL CONTRACT PRICE: § o
mmmnmmmsmﬂmwmmnsmmms
CONTRACT INCORPORATES BOTH SiDES OF THIS BHEET.

Buyer per Tite. Date

Sales Representative Date
. QUARANTEE

J principie of,

momm.hmdmmuuwumuumwmmwmm
tion (the recamt and sufficiency of which imwmmmmmdmm
order to Woodpecker Hamiwood Floors (1989 Lid. .

-~

— e S— o owe
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) SAMPLE # 3
{Back)

TERMS & CONDITIONS

WOOOPECKER HARDWOOD FLOORS (1087) LTD. (WHF)guaranioes il matent supphed under tus contract 16 be &3 sosched. and
[0 MEe! Of $2COLD L1ANTRIAS of 1he Y08 M CAnatan LUmDermen's ASS0ciaton end e National Osk Fioonng Manutaciurers
Azsocution or Mapie Fioonng Manulaciurers Association and 1o be tree of onpnat getecis in matenai and workmanship lor 8 penod
of one yeas 1rOm 1ne Abte Of COMDHION Of the work S0ecThad n 1w contract. Duting said ong yesr, Waoapecker Hardwood Floors

Lig wlt rgmady of repiace any delecinve pan of work soecad m (he CONTACT at O SOMONS] COB! IC CUKIOMEY, Aciargeny 10 the
foNDUrng 16FMS SN CORGIONS

1 Thet warrafiy Gous Hot BDDIY 1O 8Ny Work OF MaINRIE NOT prowaed by WHF

2 Thes warranty 0oss 1ol 2p0ly 10 ANy ASMAGES CAUES Dy LACION DEYONE the contral of WHF, such as:
© Latent detecis 1n sub-HoOrS. IO MGGNS OF DIMEr MAISHAIL Of WOrk At SUPPLed Dy WHF,
* YROIODET MBIATSNRANCY. UsUa! Of UNYTUM wear,
* 1MPIODET MOIBILS. IBMDAFBLUTY OF vENTISTION (Which CAUBES Swelhng, DUCKING, CUDPING Of ETTLEQE) OF JNSRCT MIESIANON.

3 WnE Shall gnty De oDIQRIEd UNGET This WaHRTY Ior GEHECTS WICH 18 GECOVIIES wrilun one yaar from daw of compistion of the
wors and only ol Qiven wiien Aohce i AAGIELS ON the verse Rereod o such Gelect withen 13 Mmontts of sad date of compiehon.

* Upon raceiot of wrten notice W'm'nulrloncﬁun"mumtﬂmvmmdmrum.

I WHE 3nall Aeve sole OPUOn of rEDAINNY The GRISCT. TEDWICID ANy MEIEL COMETING BNy wor Iound 10 B GINectve, oF refunding
19 ZuStome: The CORITAET Brice paxt

¢ The mazimum imid of kabviy of WHF under thrs warranty shall be the amount sctusitly paid Dy the Cusomer 10 WHF ynder the
rms ang condinons of thew contrac!

* Trete are no [ of Wnp wiTh bR 10 (he labour and Matents futuived Dy WHE secept o5 SORCrhoally 01
IR Recein 3N0 NI FEDTESENTINGN O WEITEALY MSOE Dy BNy SAINE O CLNMY represemative of WHF concarming fitness for &

SAUCUINI DUDOIE OF SNy Other WRITENTY CXPIEIIE] OF MDhed. WNCH 1t NOL EPECIHEAlly 591 (0TI herewn Shall be Bendng upon
WHE

8 WHF g3sumes no hadeiry for eancetanon or non-compietion of 100 dul 10 CRUBES Deyond the control of WKF inciudng scts of Ged.
HLOU! GEDVINS O MATENA) ShOTTAgEs

9 WHF assumes no responsidiity 1o smpertecons » sub-Noor 8na does ALt guarantee floonng SOMNE CupPeng buching and
SHNLAQE 85 NYtQw0od NOONRD SEQENGS A COMTELES wiin ChANGES Wi SUMOLANIYEE Marsiure lavels

CUSTOMER ggrees to

1

KeeD 100 free rom sy OBSITUCHIONS Of CONTHETS AL would tend 10 intariers with the Deriormance or work of WHE

2 Provioe WrF aTCiusive BECESS 10 B84 COVEred Dy This CONIIECT CuTng Me Perormance of work SpecHed in T contrect. and
S6083 10 D4 COVRIEC BIE 10 DO CIOAMED 0! OINGYT WOMEYS. SQUIMMen], MAteTIals. and draoes Carpet. hamauce Snd apOhances 10 be
Ci88/0¢ Dy CL310™P! UNIEES OIMETWISe SDECTINd N ts CONITECT. Cammt sCIuoes DO ENd LACREID Snd SLADIS,

3 Supply WHF w.1h a00quale S10CTG POWEY (220 vOltS) 10 ODETETe SQUIDMEN ON the 100,

4 Pretect Hoonng Hom SEMage by CAMONESS SIIMEME NSt or COID. Of $1rONg Sunight Busidng Must b Ciossd m. heat Must be
TWINEC ON 190 WOER DIior 10 Oelrvety of 10ONNG BND MAMLENED 81 16°C (B3°F| for e duration of work reganciess of the saason

§ Carry aoequaie fue vandalam and Oihe' NCESIATY MIUTARCe

BOTH PARTIES AGREE
1 Thg DIODOSA! wheN SIGNEd by DOMN BArIES. DICOMES § COMIACT Dandng ON DOtA DAL,

? hmmmymm-wnm-wmumq—m.mmm“nmum
908, £oun CONS SNG THETeNE.

3 wwmnmnvmmun—unmmm
4 Floonng shouid be Mstalied Bt a3t ONe wesk DOKIS S5NGMQ and fmabhing. and DeTOTS Brvy CMeTs are laid.

5 hmmmmuumﬂnnhmunmnmummw.ﬂm.
ECT MISHAION. $1£ ). the CuOmar wall DRy for QOCAIOND! LEDOW! WNE MCUTed N O SXUSHON £AN B 1MEted on the O by the
PG Mo will GO B0 WIR CUSIOMET S CONMIN ANt BSCNONG! copt will DY ChArgES by WHE.

€ Thes agreement m subect 10 7004 approvel by WHE mm-mmﬂvcmuummm
oMol DUt Sny OTEY CANRCHERTION 5 BuDICE 10 & Shange of 10% for Leguciaied

? WiHE @ not kabie lor Sny CONBEQUENUA! OF INCISENES) SRMA0E. O 107 Sfry ioss resuRg oM INSLAMION 0f MENNEIs Supdhed Dy
L

mm e amm e ewowE 4 L




