Appendix C: Required Format for Project Plan


Use the following section headings when writing the project plan.  Be thorough in each section addressing all questions/statements below.


1. Cover Sheet – Name of business and contact information.

2. Introduction – Use this as an opportunity to introduce your business to the reviewers. Include information such as:
a. How long have you been in business?
b. What do you produce and how many acres are in production?  Has that changed over the years?
c. What are your future project plans?

3. Project Explanation – Explain in detail what your project is going to accomplish and what it will do for your business over the next ten years.  

4. Funding Requirements and Proposals – Review and summarize the budget.  Include information such as:
a. Where the match is coming from – cash, loan, other grant, etc.  
b. Sufficiently explain and justify the financial support requested  

5. Project Timeline – Include all project milestones and related deadlines. Include information such as:
a. When you need to begin the project
b. Main activities/tasks that need to happen to complete the project and when
c. When the project will be completed

Below is an example of how to present this information:
	Task
	Task Completion Date
	Person Responsible for Completing Task

	Notified of grant award
	June 1st
	DoAg

	Contractors hired
	June 15
	Farm Owner

	Retail store construction completed
	June 25
	Contractor

	Electrical work completed
	
	Electrician

	Retail display items purchased
	
	Farm Owner

	Plumbing completed
	
	Plumber

	Retail display items installed
	
	Farm Owner

	etc
	
	

	etc
	
	

	etc
	
	

	Stand open for retail business
	
	



6. [bookmark: _GoBack]Target Markets – What expanded, additional, or new market(s) will your project allow you to serve or reach?  Include information such as:
a. The number or volume of people, markets, products, etc. 
b. How the marketing and promotion of your products will change as a result of this project

7. Business Goals and Objectives - What are the major objectives and goals for the next five and 10 years?  How does the proposed project contribute to those objectives and goals?  Be sure they are obtainable, realistic, and measureable (how will you assess if you have reached or will reach your goals.)

8. Financial History – Please report the following information for the last three years starting with the most recently filed Schedule F, Schedule C, or Form 1120S.  The following information must be provided for the last three years and correspond with the respective boxes from each form:
Schedule F: Boxes 9, 33, 34
Schedule C: Boxes 7, 28, 31
Form 1120S: Boxes 6, 20, 21

9. Project Summary and Conclusions – Summarize the project, indicate why the project will succeed and why it should be supported as it relates to your previously stated goals.  How does the project help to sustain and promote Connecticut agriculture in five and ten years?  What are the long-term benefits to the applicant and target markets as a result of this project?  

