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How to Make a Business Plan
Creating a business plan is an essential step for any entrepreneur or business owner. A
well-crafted business plan outlines your business goals, the strategy for achieving them, and
the means to measure success. Here’s a step-by-step guide to creating an effective
business plan.

Step-by-Step Guide

1. Executive Summary
○ Overview: Summarise your business idea, including the problem it solves

and your mission statement.
○ Business Name and Location: Provide the name of your business and its

location.
○ Products or Services: Briefly describe what you’re selling.
○ Vision and Mission Statements: State your business's vision and mission.
○ Goals: Outline your short-term and long-term business goals.

2. Company Description
○ Business Structure: Indicate whether your business is a sole proprietorship,

partnership, LLC, or corporation.
○ Business History: If the business is already in existence, provide a brief

history.
○ Business Objectives: Describe your business’s core objectives and how you

plan to achieve them.
○ Industry Overview: Provide an overview of the industry, including trends and

growth potential.
3. Market Analysis

○ Target Market: Define your target market and customer demographics.
○ Market Needs: Identify the needs and wants of your target market.
○ Market Size: Estimate the size of your market.
○ Competitive Analysis: Analyse your competitors, highlighting their strengths

and weaknesses.
○ Market Trends: Discuss current and future trends in your market.

4. Organization and Management
○ Organisational Structure: Outline your business's organisational structure.
○ Management Team: Provide bios and roles of key management personnel.
○ Ownership: Detail the ownership structure of the business.
○ Advisory Board: If applicable, list any advisors or board members.

5. Products or Services
○ Description: Describe your products or services in detail.
○ Features and Benefits: Highlight the features and benefits of your products

or services.
○ Product Life Cycle: Discuss the stages of your product or service’s life cycle.
○ Research and Development: Outline any ongoing or future R&D activities.

6. Marketing and Sales Strategy
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○ Marketing Plan: Outline your marketing strategy, including pricing,
promotion, and distribution.

○ Sales Strategy: Detail your sales approach and tactics.
○ Customer Retention: Discuss how you plan to retain customers.

7. Financial Plan
○ Funding Requirements: State how much funding you need and how it will

be used.
○ Financial Projections: Provide projected income statements, balance

sheets, and cash flow statements.
○ Break-even Analysis: Calculate the break-even point for your business.
○ Budget: Provide a detailed budget, including fixed and variable costs.

8. Appendices
○ Supporting Documents: Include any additional documents that support your

business plan (e.g., resumes, permits, lease agreements).
○ Market Research Data: Provide any market research data that supports your

analysis.

Business Plan Template

Executive Summary

● Business Name:
● Location:
● Business Description:
● Vision and Mission Statements:
● Goals:

Company Description

● Business Structure:
● History:
● Objectives:
● Industry Overview:

Market Analysis

● Target Market:
● Market Needs:
● Market Size:
● Competitive Analysis:
● Market Trends:

Organization and Management

● Organisational Structure:
● Management Team:
● Ownership:
● Advisory Board:
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Products or Services

● Description:
● Features and Benefits:
● Product Life Cycle:
● Research and Development:

Marketing and Sales Strategy

● Marketing Plan:
● Sales Strategy:
● Customer Retention:

Financial Plan

● Funding Requirements:
● Financial Projections:

○ Income Statement
○ Balance Sheet
○ Cash Flow Statement

● Break-even Analysis:
● Budget:

Appendices

● Supporting Documents:
● Market Research Data:

This guide and template should help you craft a comprehensive business plan that
effectively communicates your business idea and strategy to stakeholders, investors, and
partners.

For more information or support please contact us at www.grant-graham.co.uk
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