
business plan
Your

How to use this template
We’ve divided up the template into Section A and Section B. 

Section A is the guide. Refer to this part when you’re busy writing. Each part details what 
you need to write and questions to consider when you’re writing.

Section B is your actual plan. You can fill this in with your own info.
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The guide
Section A



Summary
Step 1



Executive 
summary

Elevator 
pitch

Overview of your business

Summarise each section

Go over highlights of your business

Keep it concise

What problem is your business solving?

What’s your solution (product or service)?

Who are you and your business?

Who’s your target market?

Who’s your competition?

How much money do you have?

How much money do you need?

What have you done so far?

What’s still left to do?

QUESTIONS:
What’s your business name?

What does it do?

How does it stand out?
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Short summary of your business (30 
seconds to one minute)

Make sure you can say it in a short time

1.1 1.2



Company, customers, 
competitors

Step 2



Company Product

What work experience do you have?

What expertise do you have?

What education do you have?

What type of company are you starting?

Have you taken on any advisors/investors?

Do you have other team members?

Your background and 
previous experience 

About the current business

2.1 2.2

QUESTIONS:
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What problem is existing in the market?

Have others tried to solve the problem?

How does the problem affect people?

Why does the problem exist?

How does the problem present an opportunity 
for your business?

What is your product or service?

How does it solve the problem?

What other solutions are out there?

What makes your product unique?

How is your product better than others?

2.2.1 Problem

2.2.2 Solution

Details of the problem

Your solution to the problem



Target market Competitors

What research have you done into your 
target market?

Why did you choose your specific target market?

What age are your customers?

Where do they live?

How much do they earn?

What are their likes and dislikes?

Why and when do they buy products?

Why will they choose your products?

All about your potential customers

Market research

2.3 2.4

QUESTIONS:
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Competitor research and findings

Who are your competitors?

What are they currently offering?

Why would customers choose their product 
over yours?

How does your business do it better than them?



Marketing and 
operations

Step 3



Marketing 
strategy

Operations

How will you get customers?

What marketing methods will you use (word of 
mouth, pay-per-click, social media, offline, direct 
marketing, etc.)?

Why have you chosen your marketing methods?

What goals do you have for the marketing 
strategies you’ve chosen?

Advertising, marketing and 
sales strategies

3.1 3.2

QUESTIONS:
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Your business’s day-to-day operations

Relevant locations, equipment 
and technology 

How does the day-to-day running of the 
business work?

Where will it operate from?

Where does production of any goods take place?

Do you work with any suppliers?

Will you be renting any locations?

What equipment do you own already?

What equipment will you need to purchase?

Do you need to buy software or technology for 
your business to run smoothly?

Will you need to take on staff?



The numbers
Step 4



Milestones Forecasts

What do you want to achieve in six months?

What do you want to achieve in one year?

What do you have planned two years from now?

What major milestones do you have?

What milestones have you already achieved?

4.1 4.2

QUESTIONS:
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Estimated revenue, expenses, profit  
month-by-month

Useful to use graphs

Justify your calculations

Short- and long-term plans for  
business growth

What is your projected revenue?

What are your projected expenses?

What will your net profit or loss be year-on-year?

How have you arrived at these figures?

What facts and research led to your projections?



Costs Financing

What does your product/service cost to 
make/provide?

Do you have any rental or licensing fees?

What are the specifics of your operating costs?

4.3 4.4

QUESTIONS:
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The money you have and the money  
you need

Use your forecasts to justify your amounts

Detail the operating costs of running  
the business
Easiest to present as a table of costs

How much money do you have available?

Do you have a line of credit?

Do you have any loans or investments?

Are you planning to take out loans 
or seek investments?

How much do you need?

What will you use the money for?

Have you got any quotes on loans or 
prospective investments?



SWOT analysis
Step 5



Strengths Weaknesses

What’s objectively great about your company?

Do you have any advantages over the 
competition?

Do you have any technology/software/
equipment that advantages you?

Do you have any useful knowledge that will help 
you succeed?

5.1 5.2

QUESTIONS:
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Bad things within the companyGood things you have control over

What within your business could work  
against you?

Are you lacking in money or a location?

Are your operating costs currently  
too high?

What flaws in your business plan can  
you identify?



Opportunities Threats

Is there demand for your product?

Will a consumer trend work in your favour?

Are you operating in a good location?

Have you secured an amazing partnership?

5.3 5.4

QUESTIONS:
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External factors that may hinder your businessExternal aspects that help your business

Do you have a lot of competitors?

Are your competitors doing a similar thing  
to you?

Are you working with unfavourable  
exchange rates?

Has there been a decrease in demand?

Is anyone undercutting you on price/quality?



Business plan
Section B



Business plan

Business name:

Business owner:

Contact number:

Email:



1.1 Executive summary

 Summary

Company, customers, competitors

1.2 Elevator pitch

2.1  Company



2.2  Product

 2.3  Target market

2.4  Competitors



3.1  Marketing strategy

3.2  Operations

4.1  Milestones

The numbers

Marketing and operations



4.2  Forecasts

4.3  Costs

4.4  Financing



5.1  Strengths

5.2  Weaknesses

5.3  Opportunities

5.4  Threats

SWOT analysis



Notes
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