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How to Use This Template
This template covers every section a lender, investor, or partner will expect to see in a business plan — and, just as importantly, every question you should be able to answer about your own business before you spend money on it.
A few notes before you start:
1. Text in blue is a placeholder or fill-in-the-blank — replace it with your own content.
1. Italic grey "Instructions" notes under each heading explain what belongs in that section. Delete them once you've written the section — they're guidance, not part of the finished plan.
1. You don't have to write the sections in order. Most people write the Executive Summary last, even though it appears first — it's a summary of everything else.
1. Keep it as short as it can be while still being complete. A focused 10–15 page plan that you'll actually use and update beats a 40-page document that sits in a drawer.
1. The Table of Contents will update automatically in Word: right-click it and choose "Update Field" after you've finished editing.

For the Financial Plan section, you don't have to build projections from scratch — the free Business Plan Financial Templates workbook plugs directly into this plan. It's one Excel file with five tabs:
1. Startup Costs — your one-time launch costs and recommended cash reserve
1. P&L Year 1 Monthly — your month-by-month revenue and expense projection
1. P&L 3-Year Summary — Year 2 and Year 3 projected from Year 1 using growth-rate assumptions
1. Balance Sheet Projection — your Day 1 vs. end-of-Year-1 financial position
1. Break-Even Analysis — your break-even point in units and revenue
Free at iluvaccounting.com — no email required.
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(Right-click and choose "Update Field" in Word to populate this list.)


1. Executive Summary
Instructions: Write this section last. In one page, summarize your business, what problem it solves, who it's for, and why it will succeed. Anyone should be able to read only this page and understand your business.
Business Overview
[What does your business do, and what makes it different? 2–3 sentences.]
Mission Statement
[One sentence describing the purpose of your business.]
Objectives
Instructions: List 2–4 specific, measurable goals for the next 1–3 years.
1. [Objective 1 — e.g. Reach $250,000 in annual revenue by end of Year 1]
1. [Objective 2]
1. [Objective 3]
Keys to Success
Instructions: What are the 2–3 factors that will determine whether this business succeeds?
1. [Key factor 1]
1. [Key factor 2]


2. Company Description
Business Structure & Ownership
Instructions: Legal structure (sole proprietorship, LLC, S-corp, etc.), when it was or will be formed, and who owns what share.
[Your Business Name] is a [legal structure] founded in [year], owned by [owner name(s) and ownership %].
Business History
Instructions: If you're an existing business, briefly summarize how you got here. If you're a startup, describe the idea's origin instead.
[2–4 sentences on your background or the story behind the idea.]
Location
[Where you operate from, and why that location works for this business — or note that you operate remotely/online.]
Mission & Vision
Mission: [why the business exists, today]
Vision: [what the business looks like in 3–5 years]


3. Products & Services
What You Sell
Instructions: Describe each core product or service and the customer problem it solves.
[Product/Service 1 — description and the problem it solves]
[Product/Service 2 — description and the problem it solves]
Pricing
Instructions: How is each product or service priced, and why?
[Pricing model and rationale.]
Competitive Advantage
Instructions: What makes what you offer hard to copy or hard to beat — price, quality, speed, expertise, location, relationships?
[Your honest answer — vague answers here ("great customer service") don't hold up to scrutiny; be specific.]


4. Market Analysis
Industry Overview
Instructions: What's happening in your industry right now — size, growth rate, major trends?
[2–4 sentences with real numbers where you can find them — industry association reports, census data, or trade publications are good sources.]
Target Market
Instructions: Who is your ideal customer? Be specific — "everyone" is not a target market.
[Demographics, business type, size, location, or other defining traits of your best customer.]
Market Size
Instructions: Roughly how many potential customers exist in your target market, and what could you realistically capture?
[Total addressable market and your realistic share.]
Competitive Analysis
Instructions: List your 2–4 biggest competitors and how you stack up against each.
	Competitor
	Strengths
	Weaknesses
	How You're Different

	[Competitor 1]
	[Their strengths]
	[Their weaknesses]
	[How you're different]

	[Competitor 2]
	[Their strengths]
	[Their weaknesses]
	[How you're different]

	[Competitor 3]
	[Their strengths]
	[Their weaknesses]
	[How you're different]




5. Marketing & Sales Strategy
Marketing Channels
Instructions: Where and how will you reach your target customers? List the channels you'll actually use, not every channel that exists.
1. [Channel 1 — e.g. Instagram/organic content]
1. [Channel 2 — e.g. local partnerships]
1. [Channel 3 — e.g. referral program]
Sales Process
Instructions: Walk through how a stranger becomes a paying customer, step by step.
[e.g. Lead sees ad → visits website → books free consultation → receives proposal → signs contract]
Pricing & Promotion Strategy
Instructions: Any launch offers, seasonal promotions, or pricing tactics you'll use to drive early sales?
[Your approach, if any.]


6. Organization & Management
Ownership Structure
[Who owns the business and in what proportions — restate briefly even if covered in Section 2.]
Management Team
Instructions: List the key people running the business and the relevant experience that makes them credible for their role.
	Name
	Role
	Background

	[Name]
	[Title/Role]
	[Relevant background in 1 line]

	[Name]
	[Title/Role]
	[Relevant background in 1 line]



Advisors & Board
Instructions: List any formal or informal advisors, mentors, or board members — this reassures lenders and investors that you're not operating without outside input.
[Name and relevant expertise, or "None currently" if not applicable.]


7. Operations Plan
Day-to-Day Operations
Instructions: What does a normal operating day or week look like? Where does the work actually happen?
[2–4 sentences on how the business runs day to day.]
Suppliers & Key Partners
Instructions: Who do you depend on to deliver your product or service — vendors, manufacturers, contractors, platforms?
1. [Supplier/Partner 1 and what they provide]
1. [Supplier/Partner 2 and what they provide]
Technology & Tools
Instructions: What software, equipment, or systems does the business run on?
[e.g. QuickBooks for bookkeeping, Shopify for e-commerce, Square for in-person payments]


8. Financial Plan
Use the free Business Plan Financial Templates workbook (iluvaccounting.com) to build the numbers behind this section, then summarize the key figures below. The full workbook belongs in the Appendix, not pasted into the plan itself.
Startup Costs
Instructions: Total one-time cost to launch, plus your cash reserve. Build this on the workbook's "Startup Costs" tab, then summarize the total here.
[Total Startup Funding Needed: $____________ — see Appendix for the full breakdown.]
Revenue Model
Instructions: How does the business make money? What are you assuming about price, volume, and growth?
[e.g. Average sale of $X, projected at Y sales per month, growing Z% month over month.]
Profit & Loss Projection
Instructions: Summarize Year 1 monthly (or Year 1–3 annual) revenue, expenses, and net income. Build the detail on the workbook's "P&L Year 1 Monthly" and "P&L 3-Year Summary" tabs.
[Year 1 Projected Revenue: $____________     Year 1 Projected Net Income: $____________ — see Appendix.]
Break-Even Analysis
Instructions: At what point does the business cover its costs? Use the workbook's "Break-Even Analysis" tab.
[Break-even point: ____________ units/month, or $____________ in monthly revenue.]
Funding Request (if applicable)
Instructions: If you're seeking a loan or investment, state the amount, what it will be used for, and the terms you're proposing. Delete this subsection if you're self-funding.
[Amount requested: $____________     Use of funds: ____________     Proposed terms: ____________]


9. Appendix
Instructions: Attach supporting documents here — this is where detail lives so the main plan stays readable. Delete any line that doesn't apply.
1. Full Business Plan Financial Templates workbook (Startup Costs, P&L, Balance Sheet, Break-Even)
1. Owner/management resumes
1. Licenses, permits, and registrations
1. Signed leases or key contracts
1. Market research data or sources cited
1. Product photos, mockups, or samples
1. Letters of intent or reference letters
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