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EXECUTIVE SUMMARY GUIDELINES
	When submitting your business to a venture group for funding, you should be prepared to provide them with a basic Executive Summary that includes the following types of information:  

1. Company Description
A synopsis of what the company does in a maximum of 10 words.
2. Elevator Pitch
In 180 words explain the key factors about your company – the business model, problem/solution set, size of market, management team, key partners, milestones achieved, marketing strategy, the competition and barriers to entry.
3. Ethos
What is important to you about your business – why are you excited by this opportunity. Why are you in business, what do you want to accomplish.
4. Business Model
How do you generate revenues and make a profit. What is your pricing structure and how did you determine this. 
5. Six degrees
How will you generate contacts to meet the financial and ultimate customers needs   
6. Ownership structure and Equity
What legal form does ownership currently take (sole proprietor, partnership, corporation). Explain any ownership changes that have taken place since inception, subsidiaries and degree of ownership. If a corporation, list the classes of stock, shares authorized, shares issued and outstanding. Do you have a Board of Directors in place?
7. The Landscape
List your key assumptions about the economic, regulatory, sociological and technological trends that may impact on the landscape within which your business operates. Also list supply and distribution factors and any financial considerations that may have an impact. 
8. The Market
Who are your customers. What is the cost of customer acquisition? What is the geographic scope and size of the market? What significant trends are appearing in the market? What percentage of the market can you currently capture as customers, and in one, two and three years. How did you arrive at these estimates? What impact will funding or a lack of it have on these projections? What could prevent you from achieving your goals? Is the market aware of you and if so, what is your image.
9. The Competition
How many competitors are there in your target market? Who are the emerging competitors? What is your competitors’ market share distribution? Is there a single powerful competitor or multiple competitors? What is your major advantage over the competition (barriers to competition or entry, stable customer base or proprietary technology)? Is this advantage sustainable? What barriers to entry exist (patents, high start up costs, substantial expertise required, market saturation)?  
10. Marketing Strategy
List your offensive strategy for leveraging your strengths into opportunities and your defensive strategies to protect from threats as a result of your weaknesses.  
11. Contact
Please include the following contact details:
Name
Email
Company name
Job title
Address
City
State
Zip/Postal Code
Country
Mobile Number
Private Phone
Business Phone
Fax Number
Company Web Site
Date Founded  
12. Classification 
Please provide the following classification details: 
Stage of development:
Seed 
First Round
Second Round  
Industry Classification:
Mobile Commerce
 Consumer Applications
 Business Applications
Electronic Commerce
 ASP
 Retail
 B2B
Telecommunications
Enterprise Software
Broadband
Biotechnology 
Infrastructure Equipment
Financial Services
Internet Content
Other or a Combination  
13. Human Capital
Number of employees – full time, part time, consultants
Staff turnover rate 
Info on key personnel – Name, Role, Previous Experience, Education, Company, Position  
14. Advisors
Company’s Legal and Accounting Advisors with contact name and details. Nature of relationship with them – cash/equity, arms length/partnership. Do you have an Advisory Board in place?
15. Capital Invested to Date
Date, Amount, Name of Investors  
16. How much capital are you seeking
Amount, how long will it last and key allocation of the capital.
Fill in the following Sources and Use of Funds Statement:  
Number of funding rounds expected for full financing
Total dollar amount being sought in this round  
Sources of funds
Equity financing:
Preferred stock
Common stock 

Debt financing:
Mortgage loans
Other long term loans
Short term loans
Convertible debt  
Investment from principals:  
Uses of funds
Capital expenditures:
Purchase of property
Purchase of equipment  
Working capital:
Purchase of inventory
Staff expansion
New product line introduction
Additional marketing activities
Other business expansion activities  
Debt retirement:
Cash reserve:  
17. Milestones and Objectives
State your three year objectives, the primary roadblocks to achieving your vision and prioritise the advantages and disadvantages, strengths and weaknesses that position your business. Set out a table of your top six key objectives achieved to date and the top six you intend to achieve in each of the next three years, the most important steps to accomplish for their realization, the dates for accomplishment, the milestone measures you will use to evaluate performance, who will be responsible and any contingency plans you will put in place to ensure these objectives are met.  
18. Financials
Pro formas to follow this format: - list figures over three years, then total, then state any assumptions.  
PRO FORMA BALANCE SHEET
ASSETS
Current Assets:
Cash
Marketable securities
Accounts receivable
Inventories
Prepaid expenses
TOTAL CURRENT ASSETS  
Property, Plant and Equipment:
Land
Buildings
Machinery
Leasehold improvements
Furniture, fixtures
TOTAL PROPERTY, PLANT AND EQUIPMENT  
Less accumulated depreciation
NET PROPERTY, PLANT AND EQUIPMENT  
Intangibles (goodwill, patents) less amortization
TOTAL ASSETS  
LIABILITIES
Current liabilities:
Accounts payable
Notes payable
Accrued expenses
Income taxes payable
Dividends payable
Other liabilities
TOTAL CURRENT LIABILITIES
Long term liabilities:
Deferred income taxes
Securities payable
Other long term debt
TOTAL LIABILITIES  
SHAREHOLDERS’ EQUITY
Preferred stock
Common stock
Additional paid-in capital
Retained earnings
TOTAL SHAREHOLDERS’ EQUITY  
TOTAL LIABILITIES AND SHAREHOLDERS’ EQUITY  
  
PRO FORMA INCOME STATEMENT
Net sales
Cost of sales
Gross margin
Operating expenses
 Depreciation
 Selling, general, and administrative expenses
Operating income (loss)
Other income (expenses)
 Dividend and interest income
 Interest expense
Earnings (before income taxes)
Income taxes
Net earnings
Common shares outstanding
Earning per common share  
  
PRO FORMA CASH FLOW STATEMENT
Sources (uses) of cash
Net earnings (loss)
Depreciation and amortization
Cash provided by operations dividends
Cash provided by (used for) changes in:
Accounts receivable  
Inventory
Other current assets
Accounts payable
Income tax
Accrued compensation
Dividends payable
Other current liabilities
Other assets
Net cash provided by (used for) operating activity
Investment transactions
Furniture and equipment
Land
Building and improvement
Net cash from investment transactions
Financing transactions
 Short term debt
 Long term debt
 Other non current liabilities
 Sale of common stock
Net cash from financing transactions
Net increase (decrease) in cash
Cash: Beginning of period
Cash: End of period 
19. Additional Information
Any information that you believe may assist a venture or Angel group in assessing your business. 
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