
 

Business Plan Template Guide 

Overview 
A business plan is a vital document outlining a company’s goals, its strategies for achieving 

those goals, as well as a time frame. It is an encompassing document that outlines 

everything from the company’s products and services to its financial protections. This plan 

is essential, especially for new entrepreneurs. Our documents provide a comprehensive 

template for which entrepreneurs can follow, as they are compiling documents necessary 

for their new endeavors.  

Purpose  
A company’s business plan is a crucial document that not only provides an overview of the 

company but also serves as a roadmap for success. It helps with tracking a company’s 

goals, outlining strategies for achieving them, and identifying potential challenges. 

Additionally, a well-crafted business plan is an essential tool for securing funding, whether 

from investors, lenders, or other financial institutions, by demonstrating the company’s 

viability and growth potential. Beyond financial purposes, it provides clarity and direction 

for entrepreneurs, fostering confidence as they navigate the complexities of starting and 

scaling their business. Moreover, it acts as a communication tool, aligning stakeholders, 

employees, and partners around a shared vision and strategic priorities. 

Components of Business Plan  
1.​ Cover Letter  

2.​ Table of Contents  

3.​ Executive Summary  

4.​ Company Description 

5.​ Market Analysis 

6.​ Products and Services  

7.​ Marketing Strategy  

8.​ Financial Projections 

9.​ Organization and Management  

10.​ Appendix  



 

Template  
In the following pages, you will find a detailed template for an ideal business plan, 

designed to guide you through each critical component. By using this template, you can 

ensure your business plan is comprehensive, professional, and tailored to effectively 

communicate your vision and strategy. 
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Executive Summary  
 
An executive summary is a brief introduction to your overall business plan. A best practice 

to follow is writing this section last, once the overall business plan has been written. Your 

executive summary should be no more than two pages.  

 

This section includes the following: 

●​ Objective  

●​ Market analysis   

●​ Products and services 

●​ Marketing strategy 

●​ Financial projections 

●​ Organization and management  

 

When summarizing each of these points, highlight the most important points. Also include 

any important statistics or facts in this section.  

 

Key Takeaways: 

1.​ Write the executive summary last. 

2.​ This section should be no more than 2 pages. 

3.​ Highlight the most important details in this section. 

 

 
 
 
 
 
 
 
 

 



 

Company Description  
 
The company description is an introduction into who you are as a company. Give a 

summary of your company's overall structure, along with its mission and vision.  

 

This section includes the following: 

I.​ Business Description: 

A.​ Company name  

B.​ Type of business structure: sole proprietorship, LLC, partnership, or 

corporation? 

C.​ Key individuals at the company 

D.​ Location: where are the headquarters of the company located? 

E.​ Brief company history 

II.​ Mission & Vision  

A.​ Mission statement 

B.​ Business objectives and goals  

C.​ Vision statement 

 

Key Takeaways: 

1.​ This section should be clear as to who you are as a company. 

2.​ Divide this section into two: business description and mission & vision statements. 

 
 
 
 
 
 
 
 
 
 

 



 

Market Analysis 
 
The market analysis of a business plan provides insights into the market your business 

intends to operate in. This section shares information about your potential consumers, 

along with competitors in the market.  

 

This section includes the following: 

1.​ Industry Outlook: Current state of the industry you’re operating in. 

a.​ Market size  

b.​ Market trends  

c.​ Projected growth  

d.​ Market saturation 

2.​ Target Market: Information about your potential customers. 

a.​ Demographics 

i.​ Age  

ii.​ Gender  

iii.​ Income Level  

iv.​ Location  

v.​ Occupation  

vi.​ Lifestyle  

3.​ Competitive Analysis: Research your competitors. 

a.​ Strengths and weaknesses of current competitors. 

b.​ Research offerings, advantages, and disadvantages your competitors have 

in the market.  

c.​ What are the ways you cover your competitors' disadvantages/weaknesses 

to stand out?  

4.​ Barriers to Entry: The barriers that make it difficult to enter the market.  

a.​ Barriers include:  

i.​ Technology  

ii.​ Location  

iii.​ Competition 

iv.​ Cost of entry  

v.​ Branding  

vi.​ Regulations 

 

Key Takeaways: 

1.​ A market analysis includes 4 sections: an overview of the industry, target market, a 

competitive analysis, and barriers to entry.  



 

Products and Services  
 
This section of the business plan describes all of the products and services offered by the 

company. However, the reader should be able to understand what makes the company’s 

products or services unique to others available in the market.  

 

This section includes the following: 

●​ All products and services offered  

●​ Why the products and services offered are competitive/unique  

○​ Quality  

○​ Price  

○​ Location  

●​ Experience with the products and services  

 

Key Takeaways:  
1.​ Give a complete description of all products and services you will offer. 

2.​ Differentiate what makes your products and services unique compared to your 

competitors.  

 
 
 
 
 
 
 
 
 
 
 
 

 



 

Marketing Strategy 
 
This section of the business plan describes all of the products and services offered by the 

company. However, the reader should be able to understand what makes the company’s 

products or services unique to others available in the market. An easy way to write this 

section is to include the 4Ps–Product, Price, Place, and Promotion.  

 

This section includes the following: 

1.​ Product: The product or service being sold.  

○​ Brand name 

○​ Features  

○​ Functionality  

○​ Quality  

○​ Unique selling points about the product 

2.​ Price: The pricing plan for your product or service.  

○​ Pricing strategy 

○​ Retail price  

○​ Seasonal price  

○​ Wholesale price  

3.​ Place: The distribution associated with your product or service.  

○​ Distribution channels  

○​ Distribution centers  

○​ Inventory management 

○​ Transportation  

4.​ Promotion: The strategies used to market the product or service to consumers.  

○​ Advertising  

○​ Public relations  

○​ Sales promotion  

 

Key Takeaways:  

1.​ Use the 4Ps to write out your marketing strategy–product, price, place, and 

promotion.  

 
 
 

 



 

Financial Projections  
 
The financial projections section of your business plan provides a forecast of your 

company's financial performance. It includes key metrics such as revenue, expenses, profit 

margins, and cash flow over a specific period. This section demonstrates the viability and 

growth potential of your business, helping to build confidence with investors and lenders 

by showing how the company plans to achieve and sustain profitability. 

 

This section includes the following: 

1.​ Sales Forecast 

2.​ Expense Budget 

3.​ Profit and Loss Statement (P&L) 

4.​ Cash Flow Statement 

5.​ Balance Sheet 

6.​ Break-Even Analysis 

7.​ Funding Requirements and Use of Funds 

8.​ Key Assumptions 

 

 

Key Takeaways: 

1.​ This section  builds credibility with stakeholders by providing data-driven evidence 

of the business’s growth potential and financial stability. 

 

 
 
 
 
 
 
 
 
 

 



 

Organization and Management 
 
The organization and management section of your business plan provides a clear overview 

of the company’s structure and leadership. It explains how the business is organized, who 

is involved, and what roles and responsibilities each member of the team presumes.  

 

This section includes the following: 

●​ The legal structure of the business (sole proprietorship, partnership, corporation, 

etc.) 

●​ Brief biographies of key employees at the company 

●​ The company’s organizational structure 

●​ Board of directors (if applicable) 

 
Key Takeaways:  

1.​ There should be a clear understanding of ownership structure and leadership. 

2.​ There should also be clear insight into the company’s operational structure. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Appendices  
 
The final section of the business plan is a supplementary section containing all relevant 

supporting information that supports the main body of the plan.  

 

This section includes the following: 

●​ Resumes of key members 

●​ Partnership contracts and vendor agreements 

●​ Office/building plans  

●​ Detailed market research  

●​ List of business equipment 

 

Please note  this is not an exhaustive list of all documents to be included in this section. 

 

Key Takeaways: 

1.​ Provide all relevant documents to support your business plan. 
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