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1.0
THE PROJECT

1.1
Summary of the project










1.2
Statement of Purpose









1.3
Objectives











1.4
Progress Schedule

	STEPS
	DATES

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


2.0 PROJECT MANAGERS

2.1
Resume

Name 

:




Address 
:




Telephone
:




Date of birth:



Academic training

	DATES
	INSTITUTIONS
	DIPLOMAS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Professional experience
	DATES
	EMPLOYERS
	POSITION

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Other experiences relevant to the project



PROJECT MANAGERS (cont.)

Resume
Name 

:




Address 
:




Telephone
:




Date of birth  :






Academic training

	DATES
	INSTITUTIONS
	DIPLOMAS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Professional experience
	DATES
	EMPLOYERS
	POSITIONS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Other experiences relevant to the project



2.2
Personal balance sheet

Assets


(
Savings (cash, bank, etc.)




___________


(
Stocks and Bonds





___________


(
RRSPs and Certificates of deposit



___________


(
Automobile







___________




make

_________________




year

_________________


(
Life Insurance (surrender value)



___________


(
Real Estate







___________


(
Others (movables, jewels, etc.)



___________












___________












___________



Total Assets 






___________
Liabilities

(
Loans (cash, bank, etc.)    




___________


(
Credit cards







___________


(
Mortgages







___________


(
Automobile







___________


(
Others







___________












___________












___________



Total Liabilities






___________


Net Worth







___________



Total assets and net worth




___________
I declare that the information provided above is accurate and complete




Signature






Date

Personal balance sheet (cont.)
Assets


(
Savings (cash, bank, etc.)




___________


(
Stocks and Bonds





___________


(
RRSPs and Certificates of deposit



___________


(
Automobile







___________




make

_________________




year

_________________


(
Life Insurance (surrender value)



___________


(
Real Estate







___________


(
Others (movables, jewels, etc.)



___________












___________












___________



Total Assets 






___________
Liabilities

(
Loans (cash, bank, etc.)
    




___________


(
Credit cards







___________


(
Mortgages







___________


(
Automobile







___________


(
Others







___________












___________












___________



Total Liabilities






___________


Net Worth







___________



Total assets and net worth




___________
I declare that the information provided above is accurate and complete




Signature






Date

2.3
Organization Structure 


Work responsibility schedule













2.4
Legal Form







2.5
Ownership division

	NAME OF HOLDER
	TYPE OF PARTICIPATION
	%

	
	
	

	
	
	

	
	
	

	
	
	


3.0
MARKETING

3.1
Products / Services





3.2
Market Analysis


Overall market and target market














The Competition
Competitors

	NAME
	STRENTHS
	WEAKNESSES

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


My Business

	STRENGHTS
	WEAKNESSES

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


3.3
Marketing Strategies

Distribution or location








Promotion





Pricing





4.0
OPERATIONS

4.1
Production










4.2
Supplies










4.3
Layout











4.4
Labour










5.0 FINANCIAL FORECASTS

5.1
Required start-up funds




















5.2
Forecasted financial statements

Forecasted income statement

Income






     Year 1

      Year  2


(
Sales (appendix A)



____________

____________


(
Others




____________

____________


Total income





____________

____________
Cost of goods sold


(
Cost of goods sold (appendix B)

____________

____________

Gross Margin


(
Salespeople’s Commissions

____________

____________

Marginal Contribution




____________

____________

Expenditures

(
Shop material



____________

____________


(
Rent





____________

____________


(
Electricity/Heat



____________

____________


(
Taxes, permits, insurances

____________

____________


(
Maintenance Equipment /Automotive
____________

____________


(
Administrative and sales salaries

____________

____________


(
Benefits




____________

____________


(
Publicity and promotion


____________

____________


(
Travel expenses



____________

____________


(
Telephone




____________

____________


(
Office supplies

     

____________

____________


(
Professional fees



____________

____________


(
Bank fees




____________

____________


(
Interest on loans



____________

____________




short term



____________

____________




long term



____________

____________


(
Amortization (appendix C)


____________

____________


(
Others




____________

____________


Total Expenditures




____________

____________

(
Net profit before tax



____________

____________


(
Income taxes



____________

____________

Net profit  (net loss)





____________

____________
Forecasted balance sheets

Asset






     Year 1

      Year 2

Current assets


(
Cash on hand



___________

____________


(
Accounts receivable           

___________

____________


(
Inventory (appendix D)


___________

____________


(
Other





___________

____________


Total current assets



___________

____________
Long term assets


(
Fixed assets



___________

____________


(
minus: accumulated amortization
___________

____________


Total long term assets



___________

____________


Total Assets




___________

__________  _
Liabilities

Current liabilities





___________

____________


(
Bank loan




___________

____________


(
Accounts payable



___________

____________

Current maturities
             



___________

____________



Total current liabilities


___________

____________
Long term liabilities


(
Long term debt 



___________

____________


(
Other





___________

____________



Total liabilities



___________

____________
Equity


(
Capital




___________

____________


(
Retained Earnings


___________

____________



Total Equity




___________

____________

Total liabilities and equity



___________

____________
5.3
Cost and financing of the project

Cost of project 

Current assets


(
Working capital



____________


(
Inventory (at start-up)


____________



Total current assets


____________

Long term assets (fixed assets)


(
Land





____________


(
Building




____________


(
Automotive equipment


____________


(
Equipements



____________


(
Movables




____________


(
Leasehold improvements

____________


(
Others




____________



Total long terme assets


____________

Total for project








____________
Sources of financing

Loans


(
short term




___________


(
long term




___________



Total








____________
Investments


(
Personal assets transfer


____________


(
Cash





____________



Total








____________
Grant(s)

Other:






____________

Total financing








________ _
5.4
Break-even point









      Year  1

     Year  2

Costs and variable costs 


(
Cost of goods sold (appendix B) 
___________

___________


(
Salesperson’s commission

___________

___________


(
Other:




___________

___________









___________

___________









___________

___________



Total costs and variable costs

 ___________

___________
Costs and variable costs / total sales

Fixed costs


(
Total expenditures


minus: Total costs and 


variable costs
___________

___________



Total fixed costs



______ _____

___________
Break-even point





__________

________ _
APPENDIX

APPENDIX A
:
Hypothesis – Cash flow budget

APPENDIX B
:
Cost of goods sold calculation

APPENDIX C
:
Amortization calculation

APPENDIX  D
:
Year-end stocktaking 

Other appendix 
:













APPENDIX A  :  Hypothesis – Cash flow budget

Annual sales forecast

	TYPES OF PRODUCTS
	QUANTITY
	X
	PRICE
	TOTAL

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	Total:
	


Monthly sales forecasts  and flow of inventory 

	MONTH
	YEAR 1
	YEAR 2

	
	Sales
	Cost of raw materials

 or merchandise *
	Sales
	Cost of raw materials 

or merchandise *

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	

	7.
	
	
	
	

	8.
	
	
	
	

	9.
	
	
	
	

	10.
	
	
	
	

	11.
	
	
	
	

	12.
	
	
	
	

	
Total
	
	
	
	


(*)  Costs of raw materials or merchandise is an estimate price








__________ % of selling price       Year 1








__________ % of selling price       Year 2
Hypothesis – Sales forecasts

(Based on average sales per square meter according to Statistics Canada or to hoped % of target market, etc.)




Forecasted monthly inventory 

	MONTH
	YEAR 1
	YEAR 2

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	

	11.
	
	

	12.
	
	

	
Total:
	
	


Hypothesis – Purchases

(rate of purchase [daily, weekly, monthly, seasonal]; suppliers’ credit policies)




Hypothesis – Financing of start-up expenses 

(Loan(s), investments, grant(s))








Other hypothesis

Inflows

(interests, cash advances from clients, etc.)






Disbursements
(immobilizations, salaries, employee benefits, travel expenses, etc.)






APPENDIX B  :  Cost of goods sold calculation









    Year 1

    Year 2

Manufacturing business





· Cost of raw materials used 

(appendix A)



___________

___________


(
Salaries (production)


___________

___________


(
Employee benefits (production)
___________

___________


Cost of goods sold



___________

___________
Commercial Business 


(
Cost of merchandises 



used (appendix A)


___________

___________


Cost of goods sold



___________

___________
Services Business *


(
Salaries




___________

___________


(
Employee benefits

 
___________

___________


(
Materials used



___________

___________


Cost of goods (services) sold


___________

___________
(*)
Indicate salaries, employee benefits and materials that are related directly to the service.
APPENDIX C:  Amortization calculation

Amortization Expenditures (year 1)

	(1)

Type of fixed asset
	(2)

Amortization class #
	(3)

Net fixed assets  at the beginning of the year
	(4)

Net Increase (decrease) during the year
	(5)

Balance at the end

(3) + (4)
	(6)

If (4) positive, indicate half of col. (4)
	(7)

(5) - (6)
	(8)

Rate (%)
	(9)

Depreciation expense
(7) x (8)
	(10)

Net fixed assets at the end of the year

(5) - (9)

	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	


Amortization Expenditures (year 2)

	(1)

Type of fixed asset
	(2)

Amortization class #
	(3)

Net fixed assets  at the beginning of the year
	(4)

Net Increase (decrease) during the year
	(5)

Balance at the end

(3) + (4)
	(6)

If (4) positive, indicate half of col. (4)
	(7)

(5) - (6)
	(8)

Rate (%)
	(9)

Depreciation expense

(7) x (8)
	(10)

Net fixed assets at the end of the year

(5) - (9)

	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	


APPENDIX D  :  Year-end stocktaking

	
	
YEAR 1
	
YEAR 2

	Previous year-end stocktaking


	
	

	Plus:   purchases (appendix A)


	
	

	Minus: cost of raw materials or cost of goods               sold (appendix A)


	
	

	Year-end stocktaking


	
	


CASH FLOW BUDGET (YEAR 1)
	
	
	
	
	
	

	Month
	1
	2
	3
	4
	5

	Cash on hand at the beginning of month 
	 
	 
	 
	 
	 

	INCOME
	 
	
	 
	
	 

	Cashed in sales
	 
	 
	 
	 
	 

	Total
	 
	
	 
	
	 

	Short term loan(s)
	 
	 
	 
	 
	 

	Long term loan(s)
	 
	
	 
	
	 

	Investment
	 
	 
	 
	 
	 

	Grant(s)
	 
	 
	 
	 
	 

	Others
	 
	
	 
	
	 

	Total
	 
	 
	 
	 
	 

	DISBURSEMENT
	 
	
	 
	
	 

	Purchases
	 
	 
	 
	 
	 

	Salaries (production)
	 
	 
	 
	 
	 

	Employee benefits (production)
	 
	
	 
	
	 

	Shop material
	 
	 
	 
	 
	 

	Rent
	 
	
	 
	
	 

	Electricity / Heating
	 
	 
	 
	 
	 

	Taxes / Permits / Insurances
	 
	
	 
	
	 

	Maintenance  Automotive / Equipment
	 
	 
	 
	 
	 

	Salaries (administrative and sales)
	 
	
	 
	
	 

	Employee benefits 
	 
	 
	 
	 
	 

	Salespeople’s commissions
	 
	
	 
	
	 

	Publicity and promotion
	 
	 
	 
	 
	 

	Travel expenses
	 
	
	 
	
	 

	Telephone
	 
	 
	 
	 
	 

	Office supplies
	 
	
	 
	
	 

	Professional fees
	 
	 
	 
	 
	 

	Bank fees
	 
	
	 
	
	 

	Repayment of loan
	 
	 
	 
	 
	 

	Fixed assets
	 
	 
	 
	 
	 

	Others
	 
	
	 
	
	 

	TOTAL
	 
	 
	 
	 
	 

	MONTHLY SURPLUS (DEFICIT) 
	 
	
	 
	
	 

	CUMULATIVE SURPLUS (DEFICIT) 
	 
	 
	 
	 
	 

	Bank loan
	 
	 
	 
	 
	 

	Cash on hand at the end of the month
	 
	 
	 
	 
	 


	
	
	
	
	
	
	
	

	6
	7
	8
	9
	10
	11
	12
	TOTAL

	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 


CASH FLOW BUDGET (YEAR 2)
	
	
	
	
	
	

	Mois
	1
	2
	3
	4
	5

	Cash on hand at the beginning of the month
	 
	 
	 
	 
	 

	INCOME
	 
	
	 
	
	 

	Cashed in sales
	 
	 
	 
	 
	 

	Total
	 
	
	 
	
	 

	Short term loan(s)
	 
	 
	 
	 
	 

	Long term loan(s)
	 
	
	 
	
	 

	Investments
	 
	 
	 
	 
	 

	Grants(s)
	 
	 
	 
	 
	 

	Others
	 
	
	 
	
	 

	Total
	 
	 
	 
	 
	 

	DISBURSEMENT
	 
	
	 
	
	 

	Purchases
	 
	 
	 
	 
	 

	Salaries (production)
	 
	 
	 
	 
	 

	Employee benefits (production)
	 
	
	 
	
	 

	Shop material
	 
	 
	 
	 
	 

	Rent
	 
	
	 
	
	 

	Electricity / Heating
	 
	 
	 
	 
	 

	Taxes / Permits / Insurances
	 
	
	 
	
	 

	Maintenance  Automotive / Equipment
	 
	 
	 
	 
	 

	Salaries (administrative and sales)
	 
	
	 
	
	 

	Employee benefits 
	 
	 
	 
	 
	 

	Salespeople’s commissions
	 
	
	 
	
	 

	Publicity and promotion
	 
	 
	 
	 
	 

	Travel expenses
	 
	
	 
	
	 

	Telephone
	 
	 
	 
	 
	 

	Office supplies
	 
	
	 
	
	 

	Professional fees
	 
	 
	 
	 
	 

	Bank fees
	 
	
	 
	
	 

	Repayment of loan
	 
	 
	 
	 
	 

	Fixed assets
	 
	 
	 
	 
	 

	Others
	 
	
	 
	
	 

	TOTAL
	 
	 
	 
	 
	 

	MONTHLY SURPLUS (DEFICIT) 
	 
	
	 
	
	 

	CUMULATIVE SURPLUS (DEFICIT) 
	 
	 
	 
	 
	 

	Bank loan
	 
	 
	 
	 
	 

	Cash on hand at the end of the month
	 
	 
	 
	 
	 


	
	
	
	
	
	
	
	

	6
	7
	8
	9
	10
	11
	12
	TOTAL
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