Your Company Name Business Expansion Plan 
Date
Executive Summary 
An executive summary is a concise statement that provides a high-level overview of your business, your expansion plan and how you intend to achieve that vision. It should briefly highlight crucial areas like: 
● Overview of your current business and expansion plans 
● How your expansion will generate more profit 
● Growth targets 
● Current and projected operating costs 
● Marketing approach to increase sales 
● Funding needs 
Provide as much detail as necessary for someone reading only your summary to get the gist of your overall expansion strategy. Generally you should complete this section last.
Who we are and what we offer 
Describe what makes your business unique: 
● What do you provide for your customers that other companies do not? ● What are your strengths? 
Use this section to communicate your business’s value proposition(s). You should also list your full line of products and services here.
Executive and Management Team 
Identify key players in your business and the stakeholders responsible for overseeing the expansion. This will include key employees, business owners and external technical assistance providers that contribute to your success.
Expansion Plan 
This is where you detail your expansion plan. Describe your expansion goals and what you need to achieve your vision. Think in terms of planning, executing, and the timeframe for your expansion, as well as your operating plan once the expansion is completed. Identify what and where you intend to expand: 
● Are you releasing a new product? 
● Do you plan to open a new location? 
● Does your expansion involve additional staffing needs? 
● Are you entering new markets with present products and services? 
Make sure to cover: 
● How you intend to support your expansion 
● What additional staff, capital or other resources are needed for your plan? ● Additional inventory needed to support your expanded operations ● Details about your new product or services 
● Goals and key performance indicators (KPIs) 
● New regulations, if any
Marketing Analysis 
Identify and analyze competitors and other marketing challenges in your new area of expansion. Consider what makes competitors successful and what you need to accomplish to be successful. Are there areas where you depend on others to help you reach those new customers?
Marketing Strategy 
What is your marketing strategy, advertising and promotion, pricing and other considerations in reaching new audiences? What distribution channels will you use to sell your products and services? Sumarize the steps you’ll take to achieve the goals you’ve established. Identify your value proposition, any forms of advertising/promotion you plan to use, your key customer demographics and where/how you plan to sell your product or services. While you may not have fully developed concepts, you can include any marketing deliverables you intend to use in your growth strategy.
Financial History, Analysis and Forecasts 
In this section, you’ll need a variety of financial documents, such as sales reports, balance sheets, profit & loss statements and future cash flow forecasts to support your expansion plans. You may need help to prepare this portion of the plan depending on your level of experience in preparing such documents. Use visuals like charts and tables to display complex data when possible. Potential investors, lenders and partners will likely pay particular attention to your finances, so make sure everything is accurate and up-to-date. 
Your expenses will fluctuate over the course of the expansion, so it’s a good idea to include financial projections for three years. Year one should be a monthly cash flow forecast to demonstrate the expected sales build-up pattern and any seasonality. Years two and three can be monthly or annual forecasts. With your previous data and forecasts, you should be able to estimate what you’ll need to run your business, including whether or not you need expansion capital. If you do need expansion capital, you will need a sources and uses of capital table.
