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Introduction 
This document is provided as a guideline and practical terms of reference with notes to support your 

business plan development. There is a list of sections that you may want to include. Several reputable 

online sources suggest the following elements are essential for your business plan development 

Business Plan Sections SBA (USA Gov) LivePlan 
Executive Summary 

  
Company Description or Overview 

  
Market Analysis 

 
 

Competition  
 

Organisation & Management 
  

Service or Product Line 
 

 

Marketing & Sales 
  

Operations  
 

Milestones & Metrics  
 

Financial Projections & Funding Needs 
  

Appendix 
  

 

Ready to start?  

It can be easy to procrastinate writing a business plan. Most people would prefer to work hands-on in 

their business rather than think about business strategy. To make things easier, you may want to start 

with a more straightforward, shorter business plan. The first version of your business plan should be a 

one-page business plan. There's no need to go into many details or even dive too deep into financial 

projections initially—you want to write down the fundamentals of your business and how it works. 

Building the Strategy 

A one-page business plan is a great jumping-off point in the planning process. It'll give you an overview of 

your business and help you quickly refine your ideas without having to do a lot of work. But a one-page 

plan can't capture all the details that a complete plan can, and investors will often ask for a detailed plan. 

Even if they don't ask, going through the more complex process will help you answer any questions they 

come up with when you get to talk to them about your business proposition.1 

The precise way in which you choose to organize this information is up to you. If you include all the basic 

facts, several outline forms can work well. Just keep the purpose of your plan in mind and highlight or 

expand the sections that have the most meaningful application to what you're trying to accomplish. It's 

also important to realize that, as you go about planning a business startup or expansion, you should be 

doing a lot of research and learning an enormous amount about its marketing environment. Your 

business plan is not intended to include everything you've learned. It will just summarize the highlights in 

a way that shows the reader that you understand your industry, market, and individual business.2 

 
1 https://www.liveplan.com/blog/how-to-write-a-business-plan-step-by-step-free-templates/ 
2 https://www.sba.gov/business-guide/plan-your-business/write-your-business-plan 

https://www.sba.gov/business-guide/plan-your-business/write-your-business-plan
https://www.liveplan.com/blog/how-to-write-a-business-plan-step-by-step-free-templates/
https://www.liveplan.com/blog/how-to-write-a-business-plan-step-by-step-free-templates/
https://www.sba.gov/business-guide/plan-your-business/write-your-business-plan
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Business Plan Terms of Reference 
According to SBA.gov, Business plans help you run your business. A good business plan guides you 

through each stage of starting and managing your business. You will use your business plan as a roadmap 

for structure, run, and grow your new business. It is a way to think through the critical elements of your 

business. Business plans can help you get funding or bring on new business partners. Investors want to 

feel confident they will see a return on their investment. Your business plan is the tool you will use to 

convince people that working with you — or investing in your company — is an intelligent choice. 

Section Section Description 
Executive 
Summary 

Briefly tell your reader what your company is and why it will be successful. Include 
your mission statement, product or service, and basic information about your 
company's leadership team, employees, and location.  
You should also include financial information and high-level growth plans if you 
plan to ask for financing. 

Organization and 
Management 

Describe your business's legal structure, i.e., Ltd, C, or an S corporation, form a 
general or limited partnership, or a sole proprietor or LLC. Use an organizational 
chart to lay out who oversees what in your company.  
Show how each person's unique experience will contribute to the success of your 
venture. Consider including resumes and CVs of your executive team in the 
appendix. 

Company 
Description and 
Overview 

Describe Your Company — Its Business, Goals, and Objectives. Use your company 
description to provide detailed information about your company. Go into detail 
about the problems your business solves. Be specific, and list out the consumers, 
organizations, or businesses your company plans to serve. 

Company 
Purpose 

A vision and mission statements are an integral part of a company's business plan. 
One part of a good vision statement is the entrepreneur's dream for the company, 
and the second part is the path for the company's future. The vision statement is 
written using a long-term perspective. It should be an all-encompassing view of 
the company's goals written in a general sense.3 

Service or 
Products 

Describe what you sell or what service you offer. Explain how it benefits your 
customers and what the product lifecycle is. Share your plans for pricing strategy 
and intellectual property, like copyright or patent filings. If you are proof of 
concept (POC) or research and development for your service or product, explain it 
in detail. 

Industry 
Overview  

Industry Description and Outlook: You'll describe the current state of your 
industry and where it is headed. In addition, you'll want to include key industry 
metrics such as size, trends, and projected growth.  

Industry Analysis The industry analysis is the section of your business plan in which you 
demonstrate your knowledge about the general characteristics of the type of 
business you're in. You should present some statistics about the industry's size 
(e.g., total US sales in the last year), key players, and its growth rate over the 
previous few years. You might examine the industry as a whole or segment that 
targets a particular subset of the general market. For example, you could be 
investigating the technology industry or a narrower niche, like US CRM solutions 
via mobile apps. Your industry analysis shows investors that you understand the 
larger landscape that you are competing within. More importantly, it helps you 
know if there will be more demand for your products in the future and how 
competitive the industry is likely to be. 

 
3 https://www.thebalancesmb.com/company-vision-statement-and-business-planning-393552 

https://www.sba.gov/business-guide/plan-your-business/write-your-business-plan
https://www.thebalancesmb.com/company-vision-statement-and-business-planning-393552
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Porter Five 
Forces Analysis 

The five forces Porter recognizes in its industry analysis method are: 

• The intensity of competitive rivalry 

• Bargaining power of suppliers 

• Bargaining power of buyers 

• Threat of substitutes 

• The threat of new entrants 
According to Porter, "the collective strength of these forces determines the 
ultimate profit potential of an industry." So, for example, in addition to helping 
you identify top competitors, you can use it to determine how to structure a 
marketing strategy as a company grows or the attractiveness of a new market.4 

Market Analysis A market analysis is a process of gathering information about a market (or 
location) within an industry. Your assessment studies the dynamics of focusing on 
either or a town, country, or specific market segment. Dimensions may include: 

• Market size (current and future) 

• Market trends and growth rate 

• Market profitability 

• Industry cost structure 

• Distribution channels 

• Key success factors 

• Key success details 
The findings of a market analysis may motivate an organization to change various 
aspects of its investment strategy. Affected areas may include inventory levels, 
workforce expansion/contraction, facility expansion, purchases of capital 
equipment, and promotional activities.5 

Target Customer 
Analysis 

Who is your ideal client/customer? This data should include demographics on the 
target group, including age, gender, income level, and lifestyle preferences. This 
section should also include data on the size of the target market, the purchase 
potential, and motivations of the audience, and how you intend to reach the 
market. Your company must: Identify its target customers, Convey the needs of 
these customers, show how its products and services satisfy these needs.6 

Market Test 
Results 

This is where you include the consumer testing/ market research results you 
conducted as part of your initial investigation into the market. In addition, details 
about your testing process and supporting statistics should be included in the 
appendix. Here are a few methods you can use to do direct research: 

• Surveys (i.e., Online, social media) and Questionnaires 

• Focus groups and In-depth interviews 

Competitor 
Analysis 

You will need a good understanding of your competition (direct or indirect) and 
competitive advantage. Competitive research will show you what other 
businesses are doing and what their strengths are. In your market research, look 
for trends and themes. What do successful competitors do? Why does it work? 
Can you do it better?  

Customer 
Personas 

Creating a customer persona can help you better understand your customer. It 
can be easier to market to a person than data on paper. First, you can give this 
persona a name, background, and job. Then, mold this persona into your target 
customer. What are your customer's pain points? How do these pain points 
influence how they buy products? What matters most to them? Why do they 
choose one brand over another?7 

 
4 https://blog.alexa.com/industry-analysis/ 
5 http://www.netmba.com/marketing/market/analysis/ 
6 https://www.growthink.com/businessplan/help-center/analyzing-customers-your-business-plan 
7 https://www.nerdwallet.com/article/small-business/market-analysis 

https://blog.alexa.com/industry-analysis/
http://www.netmba.com/marketing/market/analysis/
https://www.growthink.com/businessplan/help-center/analyzing-customers-your-business-plan
https://www.nerdwallet.com/article/small-business/market-analysis
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Market Sizing 
(TAM/SAM/SOM) 

You are wondering what these acronyms mean? Well, you're not alone—many 
entrepreneurs are not familiar with these terms. 

• TAM: Total Addressable/Available Market is the total market for your 
product. This is everyone in the world who could buy your product, regardless 
of the competition in the market. 

• SAM: Serviceable Available Market is the portion of the market that you can 
acquire. For example, your product may only be available in one language, so 
your SAM would be the subset of the TAM that speaks the language that your 
product is developed for. 

• SOM: Service Obtainable Market is the subset of your SAM that you will get 
to use your product. This is effectively your target market that you will initially 
try to sell to.8 

You can use either top-down analysis or bottom-up analysis to calculate an 
estimate of your market value or potential customer/ users. A top-down analysis 
tends to be the easier option of the two. However, it requires you to calculate the 
entire market and estimate how many shares you expect your business to get. For 
example, let's assume your target market consists of 100,000 people. Then, if 
you're optimistic and get 1% of that market, you can expect to make 1,000 sales. 

SWOT Analysis Include findings from your SWOT analysis in your business plan, addressing how 
you intend to: Seize business opportunities by capitalizing on business strengths, 
eliminate weaknesses to protect your business from threats, overcome 
weaknesses to take advantage of business opportunities, monitor threatening 
outside forces to maintain and develop internal capabilities9 

Marketing and 
Sales 

There is no single way to approach a marketing strategy. Your goal in this section 
is to describe how you will attract and retain customers. You will also explain how 
a sale will happen. You will refer to this section later when you make financial 
projections, so please describe your marketing and sales strategies thoroughly. 

Operations Plan Describes your business's location, facilities, equipment, technology, tools, legal 
considerations, inventory requirements, suppliers, and manufacturing processes10 

Milestone Plan A business plan and strategy cannot turn into a real business without milestones. 
Milestones are what you use to convert your business strategy and tactics into 
action. A milestone tracks your progress as you grow and implement your plan11 

Success Metrics 
or KPI's 

Some metrics or KPI's will be financial, such as profit, Revenue, and cash flow. You 
may also decide to track metrics related to marketing and sales goals (e.g., 
conversions, repeat business), operational efficiency (e.g., value creation index), 
safety (e.g., hours lost to injury), and environmental impact (e.g., energy use). 
Your metrics should be tied to your strategic objectives and move your employees 
toward the actions you want.12 

Risks Analysis While it is impossible to identify and address every risk, highlighting and 
discussing the most important ones is essential. This will help the management 
develop ways to mitigate the potential impact of the risks on the business 
operations. Apart from identifying and discussing the risks and challenges, the 
plan should also involve strategies to deal with them.13 

 
8 https://www.liveplan.com/blog/the-importance-of-tam-sam-and-som-in-your-plan/ 
9 https://www.dummies.com/business/start-a-business/business-plans/how-to-conduct-a-swot-analysis-
for-your-business-plan/ 
10 https://www.thebalancesmb.com/operating-section-of-business-plan-2947031 
11 https://www.google.com/search?q=milestone+plan+in+business+plan 
12 https://www.bdc.ca/en/articles-tools/business-strategy-planning/define-strategy/how-to-measure-
success-strategic-plan 
13 https://www.globalriskguard.com/risk-management/how-to-do-risk-analysis-in-your-business-plan/ 

https://www.liveplan.com/blog/the-importance-of-tam-sam-and-som-in-your-plan/
https://www.dummies.com/business/start-a-business/business-plans/how-to-conduct-a-swot-analysis-for-your-business-plan/
https://www.dummies.com/business/start-a-business/business-plans/how-to-conduct-a-swot-analysis-for-your-business-plan/
https://www.thebalancesmb.com/operating-section-of-business-plan-2947031
https://www.google.com/search?q=milestone+plan+in+business+plan
https://www.bdc.ca/en/articles-tools/business-strategy-planning/define-strategy/how-to-measure-success-strategic-plan
https://www.bdc.ca/en/articles-tools/business-strategy-planning/define-strategy/how-to-measure-success-strategic-plan
https://www.globalriskguard.com/risk-management/how-to-do-risk-analysis-in-your-business-plan/
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Funding Request Your goal is to clearly explain how much funding you will need over the forecast 
horizon (i.e., five years) and how you intend to use the funds. Specify whether you 
want debt or equity, the terms you would like applied, and the length of time your 
request will cover. Give a detailed description of how you will use your funds. For 
example, specify if you need funds to buy equipment or materials, pay salaries, or 
cover specific bills until revenue increases. Always include a description of your 
future strategic financial plans, like paying off debt or selling your business. 

Financial Plan  Supplement your funding request with financial projections and a financial model. 
Your goal is to convince the reader that your business is stable and will be a 
financial success. Provide a future financial outlook for the next five years. Include 
forecasted income statements, balance sheets, cash flow statements, and capital 
expenditure budgets. For the first year, be even more specific and use quarterly 
— or even monthly — projections. Make sure to clearly explain your predictions 
and match them to your funding requests. Add graphs and charts to tell the 
financial story of your business.   

Break-Even 
Analysis 

Break-Even Analysis in economics, business, and cost accounting refers to the 
point in which total cost and total Revenue are equal. A break-even point analysis 
is used to determine the number of units or dollars of income needed to cover 
total costs (fixed and variable costs). Therefore, the concept of break-even point is 
as follows: 

• Profit when Revenue > Total Variable cost + Total Fixed cost 

• Break-even point when Revenue = Total Variable cost + Total Fixed cost 

• Loss when Revenue < Total Variable cost + Total Fixed cost 
The break-even analysis is essential to business owners, managers, lenders, and 
investors in determining the likely profitability of a business. Break-even analysis 
is often a component of sensitivity analysis and scenario analysis performed in 
financial modeling.14 

Pitch Deck or 
Business 
Presentation 

A pitch deck is a presentation deck used to pitch your idea or company to any 
number of audiences, generally investors. One of the most critical aspects of an 
effective pitch deck is organizing it based on the audience and forum to which it is 
being presented.15 The fundamental goal of the deck is to get to the next step—
another meeting and a request for more information, which will hopefully lead to 
investment, partnerships, and long-term business success.   
Remember, keep it concise: Make sure you have plenty of time for questions, 
demos, and discussions about your business idea. For example, if you have a one-
hour meeting, aim for your presentation to take 20 to 30 minutes16 – so one slide 
per 2-minutes is a good starting point. Then, practice your slide read-through and 
time yourself.  
Guy Kawasaki is famous for sharing his thoughts on The Only 10 Slides You Need 
in Your Pitch and evangelizing the 10/20/30 Rule of PowerPoint; a pitch should 
have ten slides, last no more than twenty minutes, and contain no font smaller 
than thirty points. This rule is applicable for any presentation to reach an 
agreement: for example, raising capital, making a sale, forming a partnership, 
etc.17  

Appendix Whether your business plan, financial model, or presentation, use your appendix 
to provide supporting documents or other specially requested materials. Everyday 
items include credit histories, resumes, product pictures, letters of reference, 
licenses, permits, patents, legal documents, permits, and other contracts.18 

 
14 https://corporatefinanceinstitute.com/resources/knowledge/modeling/break-even-analysis/ 
15 https://www.cooleygo.com/glossary/pitch-deck/ 
16 https://articles.bplans.com/what-to-include-in-your-pitch-deck/ 
17 https://guykawasaki.com/the-only-10-slides-you-need-in-your-pitch/ 
18 https://www.sba.gov/business-guide/plan-your-business/write-your-business-plan 

https://guykawasaki.com/the-only-10-slides-you-need-in-your-pitch/
https://guykawasaki.com/the-only-10-slides-you-need-in-your-pitch/
https://corporatefinanceinstitute.com/resources/knowledge/modeling/break-even-analysis/
https://www.cooleygo.com/glossary/pitch-deck/#:~:text=A%20pitch%20deck%20is%20a,which%20it%20is%20being%20presented
https://articles.bplans.com/what-to-include-in-your-pitch-deck/
https://guykawasaki.com/the-only-10-slides-you-need-in-your-pitch/
https://www.sba.gov/business-guide/plan-your-business/write-your-business-plan
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Appendix 
General Business Planning and Startup Advice 

• UK Gov: https://www.gov.uk/set-up-business 

• USA Small Business Administration (SBA): https://www.sba.gov/ 

• USA Score.org: https://www.score.org/ 

• Canada Gov: https://www.canada.ca/en/services/business/start.html 

• Australia Gov: https://business.gov.au/guide/starting 

• New Zealand Gov: https://www.business.govt.nz/getting-started/ 

• Ireland Gov: https://www.revenue.ie/en/starting-a-business/index.aspx 

• Strategyzer Business Model: https://www.strategyzer.com/ 

Online Learning, Software, and Business Plan Templates/ Samples 

• Advisory via SBA Online Learning: https://www.sba.gov/sba-learning-platform 

• Biz plan Business Planning: https://www.bizplan.com/ 

• LivePlan Business Planning: https://www.liveplan.com/ 

• Plan Guru Business Planning: https://www.planguru.com/products/ 

• Templates/ Management Toolkit via Business in a Box: https://www.business-in-a-box.com/ 

Legal Documents and Free Templates 

• Law Depot: https://www.lawdepot.co.uk/en 

• Legal Zoom: https://www.legalzoom.com 

• Rocket Lawyer: https://www.rocketlawyer.com 

Financial Templates 

• Corporate Finance Institute: https://corporatefinanceinstitute.com/resources/templates/ 

• Eloquens: https://www.eloquens.com/category/finance/21 

• Smartsheet: https://www.smartsheet.com/top-excel-financial-templates 

• Templafy:  https://www.templafy.com/ 

Graphic Design, Infographics, Logos and Pitch Deck Templates (Free and Premium) 

• Canva: https://www.canva.com/ 

• Canva alternatives: 

o Adobe Photoshop: https://www.adobe.com/products/photoshop-express.html 

o Design Bold: https://www.designbold.com/ 

o Infogram: https://infogram.com/ 

o Piktochart: https://piktochart.com/ 

o PowerPoint: https://www.microsoft.com/en-gb/microsoft-365/powerpoint 

o Visme: https://www.visme.co/ 
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