Cover Letter = short, direct and professional to remind a potential investor what your company is trying to accomplish.
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“Healthy Breakfast on the Run”

The Running Muffin Café, Inc., 1225 Baked Goods Lane, Woodland Hills, CA 91367

December 12, 2011
Tim Draper, Partner

Draper, Fisher, & Jurveston         

2882 Sand Hill Road, Suite 150

Menlo Park, CA 94025

Dear Mr. Draper:

We are currently seeking an investor for our company, The Running Muffin Café, Inc. which is a healthy breakfast café for people with fast paced lifestyles.

Based on your interest in the novelty item industry we believe our business plan may be of interest to you and have enclosed a copy.  Before reviewing the plan, please note the Confidentiality Statement which is located at the bottom of the cover page.

We believe that The Running Muffin Café, Inc., can be an industry leader in the novelty item industry.  Our mission is to provide our clients with healthy breakfast choices that can be eaten on the “run”.  We have targeted busy people with fast paced lifestyles for our products and service.  Our competitive advantage stems from the fact that we will be a healthy and innovative alternative to fast-food restaurants.  We also have a strong Management Team with expertise in Marketing, Sales, Human Resources & Finance.

We are seeking $ (add 2012, 2013, 2014 Total Operating Expenses) in financing which will be used for initial start-up costs.

Thank you for your consideration and interest in The Running Muffin Café, Inc.  Please contact me with any questions you have and I will be pleased to provide any additional information you require.  If upon completing your review, you would like to discuss this matter further, please contact me by telephone at 555-555-5555 or by email at jane@therunningmuffincafe.com.

Sincerely,

Jane Dough

CEO

Title Page = 1St page of your business plan which should be simple and direct.
Business Plan 

For
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Provided by:

Jane Dough

The Running Muffin Café, Inc.
1225 Baked Goods Lane

Woodland Hills, CA 91367
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Statement of Confidentiality

The information is this proposal is confidential and proprietary. It has been made available solely for its consideration in evaluation of this proposal.  In no event shall all or any portion of this proposal be copied without the express written permission of The Running Muffin Café, Inc.
©The Running Muffin Café, Inc. All Rights Reserved 2011.
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I.   Executive Summary 
A brief summary of the key points contained in the business plan.

a. Business Concept 

(Describe exactly what the idea is for your company by answering these questions:

· What will you sell?

· Who will buy what you are selling?

· What advantage will you have over your competitors?)

b. Vision Statement = Defines the way an organization or enterprise will look in the future. Vision is a long-term view, sometimes describing how the organization would like the world to be in which it operates.
 (Go to www.polyhigh.org for ideas)

c. Mission Statement = Defines the fundamental purpose of an organization or an enterprise, succinctly describing why it exists and what it does to achieve its Vision.
(Go to www.polyhigh.org and www.mission.statements.com for ideas)
II. Company Summary

Background information about the company.

a. Company Ownership 
The Running Muffin Café, Inc. is a corporation registered in the state of California.
b. Company History 

This is more informal, more fun to write, and probably more interesting to read. Just start at the beginning, write a fun story, and explain the inspiration behind your business, what made you choose your particular business, and where you think your business is headed.
c. Company Location and Facilities

Include the location and type of facility including city and state
III. Products and Services
This section highlights the description of the product and/or services you are presenting.
a. Description

1. New, Expanding, Stable, Declining

2. Immune, Sensitive, Seasonal, Resilient

b. Competition (who they are, the name of their products, the prices of their products)

c. Competitive Advantage

d. Type of Risk 

1. Pure 

2. Speculative

                e. Controlling the Risk

1. Risk Avoidance

2. Risk Reduction

3. Risk Transfer

4. Risk Assumption

     f. Unique Selling Proposition

IV. Market Analysis

This section should illustrate your knowledge about the particular industry your business is in. It should also present general highlights and conclusions of any marketing research data you have collected.

a. Niche Marketing

The Running Muffin Café will specifically target its heavy users who are health conscious men and women between the ages of 18 and 50 so that we can direct our marketing efforts more precisely.

b. Segmented Marketing

c. Competitive Intelligence

d. 80/20 Rule

e. Market Structures 

1. Perfect Competition

2. Monopolistic Competition

3. Monopoly

4. Oligopoly

f. Supply 

1. Diminishing Marginal Utility

2. Scarcity

3. Surplus

4. Shortage

5. Equilibrium

g. Demand 

1. Elastic

2. Inelastic

V.  Marketing Plan  

In this section, the first thing you want to do is define your marketing strategy including all of the techniques you will use for promotion, price, place, and production.
a. Promotion

1. Propaganda Techniques

· Sex Appeal 

· Snob Appeal 

· Appeal to Tradition 

· Appeal to Authority

· Outright Propaganda 

· Plain Folks 

· Something for Nothing or More for Less 

· Appeal to Excellence 

· Everyone Else Has One 

b. Price 

1. Impact of Price

2. Non-Price Factors

c. Place

1. Retail

a. Trade Area

b. Layout Planning

2. Service

3. Manufacturing

4. Wholesale

5. Distribution

6. E-Business

d.   Production             
                          1. Land

                           2. Labor

                                    a. Specialization

                          3. Entrepreneurship

                          4. Capital

VI. Management Team Plan 

 presents the qualifications of all of the key people in your company

a. Chief Executive Officer (CEO)

As, Chief Executive Officer (CEO), Jane Dough, oversees and directs the company.  Ms. Dough is responsible for managing and leading the business planning process.  Ms. Dough implements our company goals and department policies and coordinates department tasks. Ms. Dough significantly oversees and contributes to the writing of our Business Plan and Annual Reports.  Ms. Dough represents our company at all business functions and oversees the legality of all actions in the company. 
b. Vice President Marketing

c. Vice President Human Resources

d. Vice President of Finance

VII.     Financial Plan 

Forecasts the financial details of your future business.
	NAME OF YOUR COMPANY, Inc.

	Projected Income Statement
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Include the names of all your team members, company name, address telephone number, fax number  & website address.








� Sales= 2012 [Retail price of product x 1,500]; 2013 [Increase sales by 7.5%]; 2014 [Increase all sales by 12%]


� Cost of Goods Sold = Cost of Goods x # sold.


� Gross Profit = Sales – Cost of Goods Sold.


� Salaries = $50,000/year for each team member


� Advertising = 2012 [5% of Sales]; 2013 [4% of Sales]; 2014 [1.5% of Sales]. 


� Rent = 2012[1,000 sq/ft x $9.00/sq. ft. (per month)]; Increase by 6% every year. 





� Utilities = Flat rate of $1500/year.


� Insurance = Flat rate of $1850/ year


� Interest = Business Loan for $75,000 at 12.5% interest/year.





� Total Operating Expenses = Salaries + Advertising + Rent + Utilities + Insurance + Interest.


� Net Profit = Gross Profit – Total Operating Expenses.





