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BUSINESS PLAN OUTLINE

Business plans are often required by lenders during a loan application process. 
Maintaining a current business plan is a good way to stay abreast of the changing 
goals of your company.

Elements of a Business Plan 

A. Cover sheet

B. Statement of purpose

C. Table of contents

D. The Business
 1. Description of business
 2. Marketing
 3. Competition
 4. Operating procedures
 5. Personnel
 6. Business insurance

E. Financial Data
 1. Loan applications
 2. Capital equipment and supply list
 3. Balance sheet
 4. Breakeven analysis
 5. Pro-forma income projections (pro�t & loss statements)
 6. Three-year summary
 7. Detail by month, �rst year
 8. Detail by quarters, second and third years
 9. Assumptions upon which projections were based
 10. Pro-forma cash �ow

F. Supporting Documents
 1. Tax returns of principals for last three years Personal �nancial statement 
  (all banks have these forms)
 2. For franchised businesses, a copy of franchise contract and all supporting 
  documents provided by the franchisor
 3. Copy of proposed lease or purchase agreement for building space 
 4.  Copy of licenses and other legal documents
 5. Copy of resumes of all principals
 6. Copies of letters of intent from suppliers, etc.
Purpose and Mission

Situational Analysis

Current Products/Services
Competitive Analysis

Marketing Strategy and Objectives

The Market

Strategy to Enhance Marketing Performance

Tactical Programs

De�nition of Target Audiences

Marketing Program Components

Budgets, Performance Analysis and Implementation

Marketing Program Costs and Measurability

Company Name
2. Marketing or Promotional Statement
5-7 words brie�y describing your business and its product or service
3. Product or Service Description
Nature and detailed description of your product or service
What do you sell?
What are the bene�ts your products/services?
What is special, unique, or di�erent about your product or service?
Describe your Unique Selling Proposition (USP).
4. Market Analysis
Service/Industry Background and Description
Market Segments
Current Market Situation Analysis
Competitive Analysis - Strengths, Weaknesses, Opportunities and Threats
Marketing Research
Who are your competitors?
What do your competitors do better than you?
What do you do better than your competitors?
What is your competitive position?
How large is your overall market?
What is your market share?
Is your market share increasing, shrinking, or stable?


