
Every business plan is unique and the document you create can be unique, so don't spend time 
searching for the "right" form or business plan template to fill out. So, develop an outline of 
your key sections (in Word, or whatever word processing program you use). Your business 
plan will contain some or all the sections. It'll take some time to research and complete the 
sections that are appropriate for your business. It's worth the time and effort, though, as going 
through this process will give you a lot of answers about your products and/or services.  

I. Cover Page. This contains your business name, address, and contact information. 

II. Table of Contents. You may not need all the categories. Only include what applies to your 
business. 

I. Cover Page 
II. Table of Contents 
III. Executive Summary 
IV. Company Description 
V. Industry Analysis 
VI. Products and Services 
VII. Market Analysis 
VIII. Management and Organization 
IX. Operational Plan 
X. Financial Plan and Projections 
XI. Financing Proposal 
XII. Supporting Documents 

III. Executive Summary. This summarizes your business plan in two pages or less and should be 
written last after all the other sections are complete. Include your goals, objectives, and how 
much money you need if you're applying for a loan. 

IV. Company Description. Give a brief company history. Include a description of your products 
or services. This is also where you will describe your customers, where and how you will do 
business, your key strengths, a list of owners and any partners, the legal structure of your 
business and why you chose this structure, goals, and objectives. 

V. Industry Analysis. What are the characteristics of your industry? Is it a growing, declining, or 
changing industry? What is the size of your market? Are there any barriers to entry in this 
industry (research potential "barriers" - licensing, permits, etc.). What is the competition? List 
strengths, weaknesses, and threats to the industry. 

VI. Market Analysis. Use statistics, demographic research, and industry information. Be as 
specific as possible and cite your resources. 

• Describe your product or service from the customer's point of view. What do they like 
about your products or service? What, if any, warranty do you provide? Do you have a 
refund policy? Describe it here. 

• Describe your customers, their characteristics, location. What do they like about you? 
• Describe your competition. List competitors and describe their characteristics, location, 

reputation. What are their advantages? What are your advantages? What value do you 
bring to customers that the competition does not? 



• Describe your location and what kind of space you need. Is it leased? Owned? Why do 
you want to be in that location? Is it accessible? Is street and building lighting adequate? 
Do you research. 

• Describe your marketing strategy. Explain your pricing policy. How will you promote 
your products and services? How will you advertise? How will you deliver or distribute 
your products/services? What, if any, customer services will you provide? 

• Calculate and describe customer demand. Use the information you've put together to 
calculate and forecast demand for your products and services. How many customers do 
you expect to have after a year? Two years? Five years? 

VIII. Management and Organization. Who has management responsibility? Include position 
descriptions and resumes in this section. List attorneys, accountants, bankers, insurance agent, 
advisory board. 

IX. Operational Plan. Discuss methods of production or service delivery, quality control, 
inventory control, credit policies. Explain how you will perform credit checks. What are your 
collection policies? Do you need employees? What skills do they need? 

• Describe Equipment, Technology, and Inventory. What is the value of these things? List 
your major suppliers and discuss any terms they extend to your business. 

• Understand any legal issues (licensing, bonding, permits, insurance, zoning, government 
regulations, trademarks, copyrights, etc.) 

• Describe your exit strategy should the business perform lower than expected. Will 
inventory be liquidated? Will the business be closed or sold? 

X. Financial Plan and Projections. The financial plan numbers should correspond with your 
written plan. What have you done in the past? What do you forecast for the future? Explain the 
assumptions you used to arrive at these numbers. Include any cash you may need to operate and 
pay bills until the business begins to generate a profit. Detailed financial information is critical 
to startup success. 

• Calculate and categorize any startup costs (inventory, rent, etc.) Will you need to 
renovate? Include those costs. Provide a detailed list of equipment, furniture, fixtures to 
be purchased. Include price quotes if you have them. 

XI. Financing Proposal. This is where you'll explain how you intend to obtain capitals and the 
amount required (for banks or investors). What terms do you desire? How will you use the 
funds? Do you have any collateral? List it. What equity or capital have you contributed? 

XII. Supporting Documents. 

 


