Take It to the Bank Program
Step-by-Step Business Plan 
Fill out this form and you will have the basic information you need to begin the process of applying for a small-business loan.
PERSONAL INFORMATION

Name

Phone

Cell Phone

Email address

Home address
What is your business experience?
BUSINESS DESCRIPTON

Name of Business

Description of product or service

Explain why people will pay for your product or service
Are you currently operating this business?

How many years have you been in business?”

If you are not yet in business, when do intend to start operating?
COMPETITION

How does your product differ from others that are similar?

What are the names of your competitors?

MARKETING

How do you plan to get the word out about your product or service?

How to you plan to encourage repeat customers?

OPERATING COSTS 

Please fill in the blanks for the each year

           
         First year
Second year

Your salary

Number of employees

Annual cost of their salaries

The cost for employee benefits 
Rent

(Health care, taxes, withholding, etc)

Utilities 

(Gas, electric, phones, internet service, etc)

Office equipment

(Computers, printers, copiers, fax machines, stationary, etc)

Production machinery

Raw material

Interest payment on business loans

Federal and state taxes

Marketing costs

(Brochure and postcard printing, postage, web site, advertising, sales commissions, etc.)

Total

INCOME








First year
Second year

Number of units that will be sold in each year

The retail price you will charge for each unit.

Estimated revenue from sales of your products or services

Total
PROFITABILITY

Difference between Operating Costs and Income

FINANCIAL SITUATION

Current loans outstanding

How much money can you, family and friends invest in the business?

What collateral do you have available to guarantee the loan?

Amount of money you would like to borrow from the bank.

How would you use the money?

How fast could you pay it back?
In addition to answering the previous questions, please compile the following documents, if available.)

__
Personal Financial Statement (SBA Form 413)

__
Last three years of personal income tax returns (1040’s)
__
Credit Report & Score (from Transunion) ~ www.AnnualCreditReport.com 
__
Resume of Management and Key Personnel
__
Copy of business insurance coverage/quote
__
Business License 
__
Proof of legal structure (Articles of Incorporation)
__
Purchase Agreement / Lease Agreement

__
Cash flow projections, pro-forma income statements and balance sheets (including assumptions)
__
Corporate By-Laws and borrowing resolutions
__
Last three years of business tax returns / financial statements

__
Last three years of Business Tax Returns from all other affiliated businesses

__
Schedules on equipment leases

